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LOGIN

The login page is the first thing you will see when accessing the new Employer
Portal.

All groups will be prompted to Create a new password* once receiving login
credentials from HDS.

1 Enter the required (*) information
M1 Click “Update Information”

Looking for a different state? > Members Providers Employers Brokers

Hauwall Dental Sarvice

Our Plans Find a Dentist Oral Health & Wellness About HDS User Login @ Alerts @

HDS

Hawaii Dental Service

Welcome to the new HDS Online for employer groups!

In order to provide enhanced security for your user account and group
information, please update your profile below.

Create a new password *

(AL AL 2L lall] @

A password is required and must be 14-30 characters long
with at least one capital letter, one lower case letter, and one
number. Only the following special characters are allowed: ! @

$% Enter the required (*)
information

Re-enter new password *

socsOsORORRORRON Q

Create a 6-digit PIN code *

seesee Q

MNumeric only
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After changing your password, you will be prompted to click on the “Send
Verification Code” button that will send a verification code to the email address on
file.

£\ DELTA DENTAL

HDS Our Plans Find a Dentist Oral Health & Wellness About HDS User Login @

Hawaii Duntal Sarvics

HDS

Hawaii Dental Service

To complete your login, we must verify your identity
with your information on file.

A verification will be delivered to:

Ema" FrQg@*THTTRIRTRSR T ca com

Send Verification Code

Click “Send Verification Code”
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Enter the verification code provided from your email and click on the “Complete My

Login.”

@Replyr @Replyr All @ Forward

Hawaii Dental Service i

8:52 AM

HD

Hawaii Dental Service Authentication Number

Retention Policy & Month Delete - Permanent (6 months) Expires 7/25/2020 [V

Your verification code is:|:|<_ 6-digit code will appear

Please do not reply to this e-mail, as we are not able to respond to messages sent to this address.

£ DELTA DENTAL
User Login &

Hps Our Plans Find a Dentist

Mawal Duntsl Service

Oral Health & Wellness About HDS

HDS

Hawaii Dental Service

@

Your verification code has been sent.

Enter Verification Code * . R
Enter Verification Code *

Click “Complete My Login”

Complete My Login

Resend Code
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Locked Out of Your Account

If you have an employer group account, but cannot sign in to your account please
contact:

I Group Service Center
Oahu: 808-529-9230
Toll-Free: 1-844-829-3256
Email: GSC@HawaiiDentalService.com

i Billing & COBRA
Oahu: 808-529-9285
Toll-Free: 1-844-379-4326
Email: HDSBilling@HawaiiDentalService.com

E@

Welcome to HDS Online for Employer Groups

For existing users: New to the portal?
User ID*
- If you are a group administrator, download the HDS

Online Electronic Authorization form.

Forgot user 1D?
If you are not a group administrator, please contact
Password® your group administrator.

sane @

For other inquiries, please contact:
Forgot password? Email: GSC@HawaiiDentalService.com

This User ID and/or password cannot be Fax: (808) 529-9207 on Oahu or
verified. Please try again or call us for toll-free 1-866-590-7989
assistance.

Sign In
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Forgot User ID
If you have an employer group account, but forgot your User ID, click “Forgot user
ID?” on the employer portal login screen.

NOTE: This function only works AFTER you have updated your profile.

For existing users: New to the portal?

User ID*
If you are a group administrator, download the HDS

R Online Electronic Authorization form.

Forgot user 1D? ‘ -
If you are not a group administrator, please contact

* Click on "Forgot user o
Password | D7 B your group administrator.

Your password ®

For other inquiries, please contact:

Eorgot password? Email: GSC@HawaiiDentalService.com

Fax: (808) 529-9207 on Oahu or
toll-free 1-866-590-7989
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1 Enter the required (*) information
1 Enter the PIN Code* that was originally set up with your account.
If you don’t know your PIN Code, contact:

0 Group Service Center
Oahu: 808-529-9230
Toll-Free: 1-844-829-3256
Email: GSC@HawaiiDentalService.com

0 Billing & COBRA
Oahu: 808-529-9285
Toll-Free: 1-844-379-4326
Email: HDSBIilling@HawaiiDentalService.com

M Click “Continue”

Forgot User ID

User User ID
Verification Recovery

Enter the required (*)

First Name * information

Last Name *

PIN Code *

Click “Continue”

Please contact us for assistance if you haven't yet set up a PIN Code or are having
difficulty retrieving your user ID or password

Group Service Center Billing & COBRA
Qahu: 529-9230 Qahu: 529-9285
Toll-Free: 1-844-828-3256 Toll-Free: 1-844-379-4325
Email: GSC@HawaiiDentalService.com Email: HDSBilling@HawaiiDentalService.com
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User User ID
Verification Recovery

9]

Your User ID has been sent to email address
on file.

Go to Login

After successfully completing the required (*) information, your User ID will be sent
to the email address on file.
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If you did NOT update your profile and forgot your User ID, clicking on the “Forgot
user ID?” will take you only through step 1and once you click on the “Continue”
button, an error message will appear.

This error message appears because your account has not gone through the proper
update process. Please contact Group Service Center for assistance.

A

We cannot confirm your identity. Please check your answers or contact us for
assistance.

Try Again

10
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Forgot Password
If you forgot your password, click on “Forgot password?” on the employer portal
login screen:

For existing users: New to the portal?
User ID*
G If you are a group administrator, download the HDS
Online Electronic Authorization form.
Forgot user 1D?
If you are not a group administrator, please contact
Password*® your group administrator.
Your password ®
For other inquiries, please contact:
Forgot password? 4- - .. Email: GSC@HawaiiDentalService.com
Click on "Forgot Fax: (808) 529-9207 on Oahu or
password?" toll-free 1-866-590-7989
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1 Enter the required (*) information
1 Enter the PIN Code* that was originally set up with your account.
If you don’t know your PIN Code, contact:

0 Group Service Center
Oahu: 808-529-9230
Toll-Free: 1-844-829-3256
Email: GSC@HawaiiDentalService.com

0 Billing & COBRA
Oahu: 808-529-9285
Toll-Free: 1-844-379-4326
Email: HDSBIlling@HawaiiDentalService.com

M Click “Continue”

Create New Password
Change Canfirm
Verification Password Update
First Name * ) %
Enter the required (*)
Joh . .
onn information ° e
| User Change Confirm
Verification Password Update

Last Name *
Doe

NEW Password *

Ty Enter NEW Password ®

* Must be 8-30 characters long with at least one uppercase letter, one lowercase letter

User ID and one number. Special characters allowed: 1@$% . Old passwords cannot be reused.
012345

Re-enter NEW Password *

ssssssses ®©
PIN Code *
123456

A
I
Continue - .
_<— Click “Continue”
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After successfully changing the password, you will be prompted to click on the “Go
to Login” button.

User Change Confirm
Verification Password Update

&

Your password has been updated successfully.
Click “Go to Login”

Go to Login
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DASHBOARD

The dashboard is the landing page you will see after every successful login. Quick
links, tools and other high-level shortcuts are located on this page.

Dashboard © awets @ Profile »

Grous & Division Ssiscinr

—— Aloha, KEALOHA! I ;

a
22 Engiaty
Q, Find an Employes = Viow Current Invoica(z)
B sang
[F} Electronic Data Files
Group Composition

B soports

T Rate por T Subscribors Chilch ot
B Document Center e @ per Tier e Spouzes ren Mombers
S Dnagement © SINGLE $ 3989 324 o o 174
Tools

O SUB/SPOUSE 57974 & = o ==
[} Downicads & Forms
B} Fac O SUB/CHILD $8172 no o |3 93
(5 Hodoy Schodule

O FAMILY S0y w7 57 293 13
E support schedue

TOTALS 860 76 482 1368

SINGLE [ SUB/SPOUSE | SUB/CHILD [ FAMLY
T HNEW

(e

g S

Employee Eligibility Billing & Payments Notifications
Add, edit and terminate group Pay invoices, review your invoice View important notifications
employees and dependents history and manage payment about your account.
accounts.

Manage Employees Manage Billing Transactions See All Motifications

ﬁ Document Center
See All Documents
Downiload eligibiity forms and other useful documents.

Online User Management

Maintain online user access and create new online accounts.

Manage Online Users

Summary of Benefits

Group & Division Product ID Covarage Start Date. Coverage End Dato

I R s
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Alerts

HDS will notify users about any general alerts currently happening in the portal. To
display current alert messages, simply click on the “Alerts” link located on the top
right of the navigation.

Dashboard IR N . . @ Alerts | @ Profile v

Welcome to our new HDS Employer Portal!

SELC IR Ry Key Features and Enhancements:
Atha, KEALO H/AI _ * Enhanced security with enabled multi-

factor authentication

Need help with the new portal?

Q. Find an Employee View Current Invoice(s) = View the Online Reference Guide for
directions on how to use the new portal.

= Call our Group Service Center Team to
provide assistance with any questions you
may have.

= Schedule a Microsoft Teams meeting with
one of our Group Service Center
representatives to set up a 1:1 screen Total
sharing/phone call session for a more in-
depth understanding of the new portal.

Group Composition

Tier
demb...

© SINGLE 324

The HDS Portals may be unavailable on
Sundays due to system maintenance. Access
to the HDS Member, Provider, Employer, and
o SUB/SPOUSE | Broker portals will be limited during this 1328
time. We apologize for the inconvenience
and appreciate your understanding.

© SUB/CHILD Close Alerts | 293
0 FAMILY $ 12717 157 157 299 613
SINGLE SUB/SPOUSE SUB/CHILD TOTALS ~ 660 226 482 1368

FAMILY

Clicking on the “Close Alerts” button will clear out the alerts display.
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My Account
To view your account, click on the “Profile” dropdown located on the top right and
select “My Account.”

Dashboard @ Alerts @ Profile ~
Click “My Account” I

TTEE on Selector Log Out

Aloha, HUCKLE!

Q@ Find an Employee @ Add a Subscriber View Current Invoice(s) B Make a Payment $ Manage Payment Accounts

No Group Summary Available

16
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Profile

The Profile page allows for changes to your cell phone number, password, pin and
security question.

Account @ Alerts (® Profile v

Profile

Profile Information

Editin
g First Name
Please update your profile in the form below. KEALOHA
Required fields are indicated with an asterisk.
Last Name

Email Address

Cell Phone Number
Edit

FAEERRER D)

Password

17
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Profile Information
To update your profile, click on the “Edit” link with any of the editable fields.

Profile Information

First Name

HUCKLE

Last Name

BERRY

Email Address
FAME@TTTI SR ca com

Cell Phone Number

Edit
Password . .

Click “Edit” | Nt

PIN

Edit
Security Question

Edit

18
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1 Enter the required (*) information
1 Verify the change with your current password
1 Click on the “Save and Close” button

Password (New)*

SERRRARRRS Enter the f@quired (.) information @

Confirm Password (New)*

Verify Current Password*

Enter current password for verification @

| ciick "save and close |
e

Cancel Save and Close

After successfully making an edit, you will be prompted to click on the “Return to
Profile Page” button.

©

Profile updated successfully!

Click “Return to Profile Page”

Return to Profile Page
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Group and Division Selector

The “Group and Division Selector” drop down feature allows you to view the
different groups in your account. It is located on the top right corner below the
“Profile” dropdown on the navigation bar.

Dashboard @ Alerts  (® Profile v
-
Group & Division Selector® ‘ ‘ *
Aloha, KEALOHA! —
Q, Find an Employee View Current Invoice(s)

Group Composition

. Rate per ) : Total
Tier ) Subscribers Spouses Children
Tier Members
O SINGLE $39.89 324 0 o] 324
0 SUB/SPOUSE $79.74 69 69 o] 138
© SUB/CHILD $8772 1o 0 183 293
o FAMILY $12717 157 157 299 613
SINGLE SUB/SPOUSE SUB/CHILD TOTALS _ 660 296 482 1,368

FAMILY

To view other groups, simply click on the IZ| button or “Change” link and select your
group.
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Utilize the search bar in the drop down to narrow down your results by typing the
group number or group name.

Dashboard @ Alerts (@ Profile v

Group & Division Selector*

Aloha, KEALOHA!

o E N - + Search group/division...

»

Q, Find an Employee View Current Invoice(s)

Group Composition

_ v
324 O SINGLE $ 39.89 324 0 o] 324

With your new group selected, you should notice changes in the “Group
Composition”.

21
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ELIGIBILITY

The “Employee Eligibility” card on the dashboard landing page and the “Eligibility”
tab on the left navigation both link to the “Eligibility” page.

Hawall Dental Servion

it et e

—_— -
Dashboard

[

Biling Employee Eligibility Billing & Payments
Electronic Data Files Add, edit and terminate group Pay invoices, review your invoice

employees and dependents history and manage payment
Reports accounts

Document Center

Online User

Manage Empl 3] anage ing Transaction
Fanagement anage Employees Manage Billing Transactions

pls

Downloads & Forms

FAG

Holiday Schedule Document Center
Download eligibility forms and other useful documents.

Support Schedule

The “Eligibility” page allows you to add, edit, search or terminate group employees
and their dependents.

& Hawail Dental Service

Eligibility © Aerts @ Profile v
HDS

Eligibility

@ Dashboard

2 lgibilit: .
IR SERR Subscriber Search

B 8iling
[ Eectronic Data Files Group§ Division® Eligibility From* EligibilityTo ©* Status
P Sject Group 09/01/2026 B o9/01/2026 B Acive
@ Document Center

Ouneiior Member/Employee ID or SSN* First Name Starts With* Last Name Starts With*
o Management
Tools
[Z Downioads & Forms

Search Employees

& FaQ

[@ Holiday Schedule

[@ Support Schedule

22
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Add a Subscriber
When adding a subscriber:

1 Enter the required (*) information
1 Click on the “Add Subscriber” button

Subrscriber information

ke e InforrLation bk, Epcuin fisich 2 mkcilsd s o auprk

‘Win subscriber be enrcaied endor this pean? - =
Yas

EMOY00 D Prasr mciuds § youwont S Sesoryed o yor s

L

‘Subsoriber Contact Information
Enter a forsian scdrms

Addrass Lina 1°
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Employee Subscriber Search
Conduct a subscriber search with different filters:

1 Group & Division: Select one group or multiple divisions within the same group
1 Eligibility From

1 Eligibility To

9 Status: Active, Terminated or All

NOTE: The “Group & Division” cannot be left blank, or an error message will occur.

The search results will retrieve any employee that had coverage between the
Eligibility From and Eligibility To dates.

Search with a subscriber’s info:

1 Member/Employee ID or SSN
M First Name Starts With
1 Last Name Starts With

Ellglb”lty ® Add a Subscriber
Subscriber Search
Group & Division* Eligibility From* EligibilityTo ©* Status
Select Group 06/01/2026 = 06/30/2026 (¥ Active
Member/Employee ID or SSN* First Name Starts With* Last Name Starts With*
Search Employees

Once you’ve input the corresponding information, click on the “Search Employees”
button.

The search results should be updated to accommodate your preference in finding a
current or past subscriber.

24
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Family View
Family View is a landing page for the individual subscriber. It showcases the
subscriber’s information along with the dependents included in their HDS coverage.

This page also allows you to:

View/Request ID Card
Enroll Dependents
Transfer Family to New Plan

Terminate Coverage
View current/past coverage for a subscriber or their dependents

Make edits for the subscriber or their dependents

= =4 =4 -8 -4 -9

Click here to Click here to

Family View 1 _ _
~view/print/request f,,aTransfer Family to
LR ID Card o Mew Plan
e -
C | NE | | |
¥ Click here to ¥..Click here to
Enroll Dependants Terminate Coverage
Gropy Devinon Member Drwizion Dascription Covanage Start Date Cireminge Gl Diaie B
[ ]
I L]
i AiF T are AYPINETCEERT S Ry W ey 8 il 0D
Mirmeae Mame Dplar aamnbin [hr= Vear Aga Crama Gpaticisd frsean @ Coseregs Harl Dain Condl3ga & ra Oars &
Family Contact Information
IMecties Dals Emal Addreas Phonse Addrsus Sourcs [ & ]

Hmibgr Mama Addrens

Click “Edit" to change__f-*'|:|
Subscriber Information
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Eligibility Extract

An eligibility extract of the Subscriber Search Results can be saved as an CSV
document. After performing a subscriber search, click on the “Download Eligibility
Extract” button to download the CSV file to your desktop.

Subscriber Search Results Sp—
S AT Eligibility From” EligibilityTo ©* S
I " os/0y/2026 B oe/z0/2026 B Active
Member/Employee ID or SSN First Name Starts With Last Name Starts With
c c c

Reset All Filters Apply Filter(s)
Eligibility From: 06/01/2026 EligibilityTo: 06/30/2026 € Status: Active @

o
Subscriber Search Results Showing 1- 21 of 21 subscribers between 06/01/26 - 06/30/26 3 Download Eligibility Extract

Name Group Unique Member ID HDS Subscriber ID Birth Year Spouse @ #Deps © Rate @ Status

Active

The CSV file will be downloaded to your default browser file location for downloads.
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BILLING

The “Billing & Payments” card on the dashboard landing page and the “Billing” tab on
the left navigation, both link to the “Billing” page.

& Hawail Dental Service

Mot Dt S wns

@ Dashboard

Se Eligibility

B Biling ‘

Employee Eligibility mmp>Billing & Payments

(G} Electronic Data Files Add, edit and terminate group Pay invoices, review your invoice
employees and dependents history and manage payment
1] Reports accounts
@ Document Center
s (2]
o. Online User Manage Employees Manage Billing Transactions
€% Management

Tools

[/ Downloads & Forms

@ Fae
Document Center

7} Holiday Scheduk
Z e Download eligibility forms and other useful documents

The “Billing” page allows you to view your current invoice or search your group’s
invoice history and account transactions. Quick links at the top are available if you
have access to making online payments.

& Hawaii Dental Service

a
Billing @ aerts @ Profile v
HDS
Billing e
far Dashboard Manage Automatic Click here to Search
Payments Online Payments
22 Eligibility
|a Make  Paymant ] Iﬁ Automatic Payments | | S Manage Payment Accounts

Bill

B Biling =z T
Click here to Click here to manage

(o) LEIIQCMN( Data Make Payment payment accounts

e Search Invoices Search Account Transactions
[ Reports
B Document Center
9. Online User Group and Division From Month To Month Invoice Number
€0 Management

[ ] T 03/01/2026 B 08/31/2026 B sawvansn

Tools

Downloads &
E \mvr\‘na e,

Search Invoices
& rac -
Click here to search
[ Holiday Schedule invoices
& Support Schedule . R
Current Invoice List
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Search Invoices
The Invoice Search Results page allows you to select your Current Invoice or view a
history of invoices for your group.

Conduct an invoice search using these filters:

1 Group & Division: Select one group or all
 From Month (Start Date)

i To Month (End Date)

i Invoice Number

Billing @ Aerts @ Profile v

Billing

You may search by date or invoice number

Group and Division From Month To Month Invoice Number
All Groups ~||03/01/2026 al 03/01/2026 al 212215181253 c
Reset All Filters Apply Filter(s)

-

From Month: 03/01/2026 @ B To Month: 03/01/2026 @

Invoice Search Results Showing 1- 2 of 2 results

*Note: Totals as of the current invoice process date

Invoice Number Bill Date Description Subs Spouses Children Total Members Invoice Total Invoice Status
I 03/01/26 | ] 6 o 2 8 $1,935.26 OPEN
I 03/01/26 I 7 1 6 4 $20,351.53 CLOSED

When you click on the “Apply Filter(s)” button, the results of your search will appear.

© Aerts @ Profile v

Billing

Billing

You may search by date or invoice number

Group and Division From Month To Month Invoice Number
All Groups T 03/01/2026 al 03/01/2026 al F:2:2:2:3:3:2:2:4 (6,
Reset All Filters Apply Filter(s)

N

From Month: 03/01/2026 @ J To Month: 03/01/2026 @

Invoice Search Results Showing 1- 2 of 2 results

“*Note: Totals as of the current invoice process date

Invoice Number Bill Date Description Subs Spouses Children Total Members Invoice Total Invoice Status
I 03/01/26 I 6 [} 2 8 $1,935.26 OPEN
| ] 03/01/26 I 7 1 6 4 $20,351.53 CLOSED
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View an Invoice
To view an invoice, click on the Invoice Number link.

Billing ® Profile v

Billing
You may search by date or invoice number

To Month Invoice Number

Group and Division From Month

I o ovsr20 o e

Reset All Filters Apply Filter:

L 0 XK Fromvon wovzon @ K foron ovs20z0 @

Invoice Search Results Showing 1- 3 of 3 results

Click to display invoice “Note: Totals as of the current invoice process date

Invoice Number Bill Date Description Subs Spouses Children " :;‘:;rs Invoice Total Invoice Status
] /01118 ] 107 69 85 261 $9,027.85 CLOSED
| ] 12/01/18 ] 107 7 89 267 $13,876.67 CLOSED
| ] o1/01/19 ] 107 73 88 268 $6,257.65 CLOSED
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The Invoice Summary will appear. On this page, you will see:

A general summary of your total members
Current premiums and adjustments

A current total due by division

1 A current total balance due

= =4 =

In addition, you can:

I Print the invoice
1 Download an extract
1 View the detail pages of your invoice

Billing ® Profile v

Invoice Summary

4 BACK TO SEARCH RESULTS

B Make a Payment $ Manage Payment Accounts £ View Account Transactions

I voice Summary

Group Name Invoice Date Eligibility Date From Date To Date Invoice Number Due Date Invoice Status
] 01/23/19 ov/o1/1e ov/0119 WEE] ] UPON RECEIPT CLOSED
A Click to View Bill for Print —— [ View Bill for prind
Summary by Division
“Links are available under Current (Month) Premiums and Adjustments __Yrls Download Claims Extract]

where division access is allowed and amount is net $0.00.

Click to Download an Extract
\> (o _Download Invoice Extract]

Division Description Subs Spouses Children Total Members. Current Period Claims Paid Adjustments Total Due
Click to View
|| ] 104 72 87 263 $6.31457 00 6,314.57
owison Dot P24 ] s se;
[ ] | ] 3 1 1 5 $172.80 $.00 $172.80
Total 107 73 88 268 $6,487.37 $.00 $6,487.37
Balance Forward $13,876.67
Payment Received $229.72
Acct Adjustment -$13,876.67
Total Amount Due $6,257.65

Click to Make Payment ——p| Make a Payment
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Printing an Invoice
To print an invoice, click on “View Bill for Print” to select the pages to be printed.
You may also select to email the pdf to yourself.

View Printer-Friendly Invoice

Q Entire Invoice

O Remittance Advice Only
O Summary Only

QO summary and Adjustments

Q claims Utilization

View PDF ‘ Email PDF to:
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The invoice will open as a PDF to be printed.

m -

Hawaii Dental Service

Billed To
croup-onvision nuniser: NG

BILLING DATE: 07/15,/2026

COVERAGE PERIOD: 0/01/2026 - 08/31/2026
PAYMENT DUE BY: 08/01/2026
INVOICE NUMBER: I

Invoice Summary

CURRENT ENROLLMENT COUNT PREMIUM ADJUSTMENTS
CURRENT LESS TOTAL
MONTH  PREVIOUSLY ADD NEW PREMIUM
ORASION SUB SPOUSE  CHILD TOTAL PREMIUMS  BILLED AMT  BILLED AMT  ADJUSTMENT  TOTAL DUE
3 0 o 3 117.80 0.00 0,00 0.00 117.80
TOTALS: 3 o 0 3 $117.80 $0.00 50.00 50.00 $117.80

BALANCE FORWARD: 117.80
PAYMENT RECEIVED: 117.80

ACCOLUMNTING ADJUSTMENT: 0.00
TOTAL AMOUNT DUE:  5117.80

Please direct billing inguiries to Premium Billing/Accounts Recelvable at (B08) 529-9285 or call toll free at 1-844-379-4326.

Please detoch and remit with your payment. Retoin the top portion for your records.

[ INvOICE NUMBER: GROUP-DIVISION NUMEER: I PAYMENT DUE BY:  08/01/2026 |

REMITTANCE ADVICE

TOTAL AMOUNT DUE: 5117.80 |

* Toensure proper credit, indude youwr Group-Division Number on your check_
* Enclose Remittance Advice with check made payable to:

Hawaii Dental Service AMOUNT ENCLOSED:
P.0. Box 30500 Mahalo!
Honolulu, Hawaii 96820-0500
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Download Invoice Extract

To obtain an extract of your invoice in Excel format, click on “Download Invoice
Extract,” then open the file in Excel.

@

Extract Downloaded Successfully!

Return to Invoice Summary

Invoice Nbr Group/Division Month ~ SSN Last Name First Name Subscriber Count Spouse Count Dependent Count
8/1/2025 1 0 0
8/1/2025 1 0 0
8/1/2025 1 0 0
8/1/2025 1 0 1
8/1/2025 1 0 0
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View Invoice Detail
To view the detail pages of your invoice, click on the link under “Current Month

Premiums” or “Adjustments” on the Invoice Summary page.

The Division Detail includes an alphabetical list of your group’s subscribers.

® Profile -

Biling

Division Detail

Division - Group Name
From Date To Date Invoice Number Due Date Invoice Status.

_ o -

Current Month Premium

1D Number First Name Last name

Subscriber Spouse Chi Total Members O
s Premiums.

Showing 1- 25 of 118 results

1D Number Subscriber's Name

The Division Adjustments includes a listing of additions, terminations and dependent
changes since your last invoice.

Billing @ Profile ¥

Division Adjustments

€ BACK TO INVOICE SUMMARY

Division - Group Name From Date To Date Invoice Number Due Date Involce Status

Additions, Terminations, and Dependent Changes Since Last Group Invoice Showing 1- 25 of 52 results

1D Number First Name Last name

1D Number Subscriber Name Enroliment Description  Change Month  Enrollment Change Premium Adjustment
S Spowse  Chiden  LessProvowsyimoced  AddMewlmoced  Tolal Premaum Adustmend
_ CHANGE 12/01/24 4 A 2 $18.96 $.00 -sn8.96
_ CHANGE 12/01/24 1o $.00 snags snaos
| ] CHANGE ovol/2s 1A 2 $18.96 .00 sn8.96
] CHANGE ovovzs R 500 smase swase
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Current Invoice Calculation Status
If your invoice status is Open, you may have access to additional actions:

1 Recalculate the invoice - The numbers here reflect if any changes (eligibility or
payments) were made since this invoice was last processed. Select
“Recalculate Invoice” to update the invoice to include these recent changes.
Your invoice subscribers or totals may change.

i Close Invoice - Select this if you want to finalize this invoice. HDS wiill close all
invoices at 12 p.m. on the last working day of each month. (i.e. The February
invoice will be closed at 12 p.m. on 1/31/20. Note: Once the invoice is closed,
the action is not reversable, it can’t be reopened.

1 Make a Payment - Clicking this button takes you to the screens to make a
payment.

Current Invoice Calculation Status Click to Recalculate Invoice ——» ‘ ) Recalculate Invoice

Items awalting HDS Action: @ o Call HDS Membership Services at (B08) 520-9220 to Include these Items.
Items awalting bill recalculation: @ o Recalculate bill to Include these items

Payments not included in bal: @ 1 Recalculate bill to Include these items

Click to Close Invoice Click to Make Payment
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Search Account Transactions
The Search Account Transactions page allows you to view a historical list of financial
transactions for your group account.

Conduct a search using these filters:

i Group & Division: Select one group or all

 From Month (Start Date)

1 To Month (End Date)

i Transaction Type (select from All, Invoice, Credit, Debit or Payment
Transactions)

Billing @ Aerts @ Profile v

Billing

€— Select the “Search Account Transactions” tab Payment

Group and Division From Month To Month Transaction Types

-« 01/01/2019 ® 01/01/2020 @ ALL

Search Account Transactions

Recent Account Activity - (I

Transaction Date @ Transaction Type Charges Payments/Credits Balance

o9/3013 Balance Forward $174.77

A list of account transactions will appear.
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NOTIFICATIONS

The “Notifications” card on the dashboard is a shortcut to the “Notifications” page
where you can view important information about your group account.

NOTE: Notifications are different from alerts. Notifications notify you about your
group account related information.

& Hawaii Dental Service

==
HDS 13 NEW

fr Dashboard g % g

22 Eligibility

Employee Eligibility Billing & Payments Notifications
B siling
[ Etectronic Data Files Add, edit and terminate group Pay invoices, review your invoice View important notifications
employees and dependents history and manage payment about your account.
@ Reports accounts
B Document Center
_— Manage Employees Manage Billing Transactions See All Notifications
2 Management
Tools ‘
1
& FaQ
Document Center
4 Holiday Schedule See All Documents
. Download eligibility forms and other useful documents.

[ Support Schedule
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Sort through your Notifications using these different filters:

M Status: All, Read, Unread
i Group & Division: Select one group or all
1 Type: All Types, Document Center, Invalid Address, User Profile

Notification Center @® Profile v

Notifications

Status Group and Division Type
All Notifications +| JAIll Groups < JAll Types S
Clear All Filters
O Date Type Group/Division Subject
O 01/16/20 User Profile User profile has been updated
O 12/13/19 Document Center New document in Document Center Forms
O 12/13/19 Document Center New document in Document Center Announcements
O 12/13/19 Document Center New document in Document Center Announcements
O 12/12/19 User Profile User profile has been updated
O 1/22/19 Invalid Address _ invalid Address for member |
O w2119 Invalid Address ] Invalid Address for member | NN
O /20719 Invalid Address ] invatid Address for member | N EEEEEEEEEEEN
O 1/20/19 Invalid Address _ Invalid Address for member | NN
d n/13/19 Document Center New document in Document Center Form
O 11/08/19 Document Center New in D Center
O 1/06/19 User Profile User profile has been updated
d 1/06/19 User Profile User profile has been updated
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ELECTRONIC DATA FILES

The “Electronic Data Files” page displays the processing history of your group.

& Hawaii Dental Service

= Electronic Data Files ® Profile v
HDS
I Electronic Data Files

Click on name to view detail
22 Elgibility

B s . "
e Processing History

Click group name to view summary
3 Electronic Data Files
Group Name Started Completed File Count Enrolied Terminated Post Count
[ Reports
E 013172019 o31/2009 1,909 12 1750

1

B Document Center

I ovassa0m9 ovasaom 1695 s s s

Tools
[/ Downloads & Forms
@& raa

[A Holiday Schedule

Contact Hawaii Dental Service

[/} _Support Schedule

A Session Summary will appear for the selected group, and you will able to
view/download PDF Session Reports for:

1 Allowed Retro Enrollment
Future Enrollment

Invalid Effective Date
New Enrollment

Term by Specified Date
Termination

=A =4 =4 =4 =4

Electronic Data Files ® Profile v

Session Summary Information

€ BACK TO ELECTRONIC DATA FILES

File Received: 01/31/2019
Process As Of: 02/01/2019
Processing Started: 01/31/2019
Processing Finished: 01/31/2019
Processing Status: COMPLETED

Members In File @ Loaded From File @ Newly Enrolled @ Terminated @ Post Process O
1,909 1905 12 1,750
PDF Session Reports
| New Enroliment Report

| Invalid Effective Date Report

Click to view PDF Session Reports

| Future Enrollment Report

N7

| Term by Specified Date Report |
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REPORTS

The “Reports” page allows for two types of generated reports:

91 Over-Age Dependent Report
1 Audit Report

Reports © Aerts @ Profile v

HDS

Reports

{ar Dashboard

21 Eligibility Ovar-Age Dependant Report Audit Report
B siling

This report Is used to Identify dependents who will be aging out from your group’s dental plan.
[E3 Electronic Data Files

[ Reports
Group & Division @ Termination Month & Year @ Dependent Status @

B Document Center All Groups T 09/2026 = All Dependents

o Online User
€8 Management

Tools

& Downloads & Forms

40

Employer Portal Reference Guide

HAWAII DENTAL SERVICE



Over-Age Dependent Report

This report is used to identify dependents who will be aging out from your group’s
dental plan.

Conduct a report using these different filters:

1 Group & Division: Select one group or all
1 Termination Month & Year
1 Dependent Status

Reports © Aers @ Profile v,
This report is used to Identify dependents who will be aging out from your group's dental plan.
Group & Division ® Termination Month & Yoear @ Dependent Status @
All Groups || 02026 ) AN Dependents
Reset All Filters Apply Filtor(s)
Termination Month & Year: 01/2026 @ Click to display results
Tools
@& Downloads
@ o
Over-Age Dependents as of Termination Month 01/2026 Showing 1 - 25 of 40 results
3 Holeday Schechse
Group Dependent Member ID Birth Year Fuli-Time Student Age Max Age Coverage Ends
B Support Sched
— | | — | v _|*
— I — - -
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Audit Report

This report identifies individual and family transactions that you have processed via
the online portal.

Conduct a report using these different filters:

i Group & Division
9 Audit User
M Action

Search reports with a subscriber’s basic info:

1 Member ID/Employee ID
Member First Name
Member Last Name
From Date

1
1
1
T To Date

Reports ® profile v

Reports

Over-Age Dependent Report Audit Report

This report identifies individual and family transactions that you have processed via the online portal.

Group & Division Audit User Action
All Groups « | Al Users «| |An Actions -
Member ID/Employee ID Member First Name Member Last Name From Date To Date

01/19/2020 | 01/19/2020 ]

Search Reports

Click to display results
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DOCUMENT CENTER

On the “Downloads Center” page, you can download eligibility forms and other
useful documents.

Toggle between the different tabs to view specific documents:

f Announcements
1 Forms
1 Requested Files

Document Center

<€— Click the different tabs to view different document types

Announcements Forms Requested Files

You don't currently have any Announcements

Document Center

Currently viewing the “Forms” tab

Announcements Forms Requested Files
FORMS
HDS Online Electronic Access Agreement (June 2019) VIEW
HDS Automatic Payment Form VIEW
HDS Employee Enroliment From VIEW
HDS Employee Change Form VIEW
HDS Employee Termination Form VIEW
Version _ Implementation Guide VIEW
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Document Center

Document Center

Announcements Forms Requested Files

Requested Files  Showing 1- 5 of 5 results

O Date & Group/Division

O 12/26/2019 User Only

O 12/26/2019 User Only

[0  ureenT 11/14/2019 - an
[l 1/13/2019 User Only

[} /13/2019 User Only

Currently viewing the “Requested Files” tab

Document Title & Description

Testing Requested Files - URL Link
12/26 test

Testing Requested Files - FILE
12/26 test

Testing Reguested Files - URL
This should link to a webpage

Testing Requested Files - File
This opens a pdf attachment

TEST Requested Files - Specific Division
Document uploaded for a specific division user-

® Profile v
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ONLINE USER MANAGEMENT

The “Online User Management” card on the dashboard landing page and the “Online
User Management” tab on the left navigation both link to the “Online User
Management” page.

€ Hawaii Dental Service

Manage Billing

Manage Employees Transactions See All Notifications
& DELTA DENTAL
Hawall Dental Sarvice
{ft Dashboard
©s  Eligibilit
== o Document Center
See All Documents
B siling Download eligibility forms and other useful documents.
[£h Electronic Data Files ‘
m Reports
@ Document Center o -
Online User Management
. . . Manage Cnline
| Za Online User Management 3 3 Maintain online user access and create new online Users
accounts.

Tools

Z Downloads & Forms

E FAQ .
Summary of Benefits

E Holiday Schedule

Group & Division Product ID  Coverage Start Date  Coverage End Date
Z Support Schedule

000659-0001 Crazy Shirts - Hawaii $1000 Plan (Current) 1945422 08/01/24 07/31/25

The “Online User Management” page allows you to add, edit, search or terminate
online user accounts.
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Online User Search
Conduct an online user search with different filters:

1 Group & Division: Select one or multiple groups by checking the box next to
the group

Status: Active, Terminated, Inactive, Locked, Suspended, All

First Name Starts With

Last Name Starts With

User ID Starts With

= =4 =4 =4

The search results will retrieve any online user that matches the criteria entered.

Once you’ve input the corresponding information, click on the “Search Online Users”
button.

O ﬂ | | n e U S e r M a n a g e m e nt ® Add an Online User Account @ View Online User Account Changes

Online User Search

Group & Division Status First Name Starts With Last Name Starts With User ID Starts With

All Groups Active

Search Online Users

Click to display results
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Add an Online User Account
When adding an online user account:

1 Enter the required (*) information

1 Use the Add and Remove buttons to add and remove groups from online user
1 Select an Access Level for the online user for each group granted

1 Select one group to be the default group by selecting the “Def” checkbox

1 Click on the “Add User” button

NOTE: The default group is the group that will be selected in the Group &
Division dropdown on the dashboard upon login.

Add Online User

4 BACK TO OMLINE USER SEARCH

Email Address*

User Information

Enber user information below. Roquired flelkds are

Send Billing Emails

) Yag Mo

Groups & Divisions Available « Groups & Divisions Granted ~ X

G Div] Chir Haim Datt G D] Ot Hamo W Typs
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Modify an Online User Account
To modify an existing user account, select the name from the Online User Account

Results page:

Onl I ne User ACCOU nt Sea rch Resu |tS @® Add an Online User Account Q. View Online User Account Changes
Group & Division Status First Name Starts With Last Name Starts With User ID Starts With
All Groups T Active X c c &

Reset All Filters Apply Filter(s)
Status: Active @

Online User Account Search Results Showing 1- 13 of 13 online user accounts

"‘"‘1 Click on the online user name I User ID Status Group Access
[ | Active +
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1 Click on the “Edit Information” button
1 Modify the online user
1 Make sure the required (*) information is populated

User Information Email Address®

Required fields are indicated with an asterisk *

Edit Information
First Name*
e
l Click Edit Information I ]

Last Name*
—
Status*®
Active

Phone Number

Send Billing Emails

Groups & Divisions Available : Groups & Divisions Granted

[Grp]-[Div] Client Name 4 Def [Grp]-{Div] Client Name User Type Access Level

M Click on the “Update User” button

Status*
Active

Phone Number

Send Billing Emails

e Yes ONo
Groups & Divisions Available ~ X Groups & Divisions Granted -+ X
(Grp}{Daiv] Chant Name Add Det [Gep)-{OW] Chent Name User Type Access Level

.l gamove C
€ Click Update User
—
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Terminate an Online User Account

To terminate an existing user account, select the name from the Online User Account
Results page:

Online User Account Search Results © Addan Onlin User Account @, View OninaUsr Accun Chn
Group & Division Status First Name Starts With Last Name Starts With User ID Starts With
All Groups T Active " c c c

Reset All Filters Apply Filter(s)
Status: Active @

Online User Account Search Results Showing 1- 13 of 13 online user accounts

"‘"‘1 Click on the online user name I User ID Status Group Access

[ I Active +

1 Click on the “Edit Information” button
1 Select Terminated from the Status dropdown

User Information Email Address®
Required fields are indicated with an asterisk *
Edit Information
a First Name*
e
| ciick Edit Information | .
Last Name*
Status*®
Active
Phone Number
Send Billing Emails
Groups & Divisions Available . Groups & Divisions Granted
[Grp]-[Div] Client Name > Def [Grp}-{Div] Client Name User Type Access Level
Cancel
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1 Click on the “Update User” button

Update Online User

< BACK TO ONLINE USER SEARCH

User Information

Required fields are indicated with an asterisk *

Email Address®

First Name*

Last Name*

Status

Terminated

Phone Number

Send Billing Emails
®Yes (ONo

Groups & Divisions Available + X Groups & Divisions Granted + X
[Grp)-[Div] Client Name Def [Grp]-[Div] Client Name User Type Role Level
Add
>
I 0-ViewBiling -

Remove
<_

Click on "Update
User"
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SUMMARY OF BENEFITS

View your group’s current “Summary of Benefits” by clicking on your hyperlinked
group name.

€& Hawaii Dental Service

=
HDS
Document Center See All Documents
L i
@ Dashboard Download eligibility forms and other useful documents.

22 Eligibility
B Biling

[Z3 Electronic Data Files

[ Reports g 0n||ne USeI’ Management Manage Online Users
3 S Maintain online user access and create new online accounts

B Document Center

o Online User
€8¢  Management

Tools
Summary of Benefits

[ Downloads & Forms

Z raQ Group & Division Product ID Coverage Start Date Coverage End Date @

[Z Holiday Schedule 1940621 08/01/26 o8/31/27
4 Support Schedule
Click to view summary of benefits
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Your group’s benefit summary will appear with the option to print.

& BACK TO DASHBOARD |& Print Benefit Summary|

Hawali Dantal Service

Click to print benefit summary

Summary of Dental Benefits

Effective: 01/01/2019

This summary is a brief description of a Hawaii Dental Service (HDS) member's dental benefits. Some limitations, restrictions, and exclusions may apply. Plan benefits are
governed by the provisions detailed in the group's and/or subscriber's agreement with HDS, HDS's Procedure Code Guidelines and Delta Dental National Policies when
applicable. Certain provisions may vary across group agreements such as waiting periods, frequency and age limitations, etc. and may not be included in this summary. For
additional information, please contact HDS Customer Service. As an HDS member, you may visit any licensed dentist, but your out-of-pocket costs may be lower when visiting
an HDS participating dentist. All dental claims must be filed within 12 months of the date of service to be eligible for HDS claims payment.

PLAN MAXIMUM The most HDS will pay for each person for all covered dental services performed during the calendar year.

Plan Maximum — ] $1000

HDS PLAN PAYS

DIAGNOSTIC

Examinations 100%
2x/yr

Bitewing X-rays 100%

2x/yr through age 14
Tx/yr equal or over age 15
70%

[Other X-rays
Full mouth X-rays 1x/5 yrs

PREVENTIVE

[Cleanings 100%
2xfyr
Fluoride 100%
2x/yr
Through age 19
[Silver Diamine Fluoride 100%
[Space Maintainers 100%
Through age 17
[Sealants 100%
[One treatment per tooth per lifetime to permanent molar teeth when there are no prior Through age 18

fillings on biting surfaces.
If the member has multiple conditions, they will only be eligible for the benefit with the most cleaning(s) and/or gum maintenance treatments of a single condition. All benefits
lpre covered at 100% unless otherwise noted.

Diabetes

[Cleanings/Gum Maintenance Additional 2x/yr
[Cancer (other than Oral)

[Cleanings/Gum Maintenance Additional 2x/yr
Fluoride Treatments Additional 2x/yr
[Oral Cancer

[Cleanings/Gum Maintenance Additional 2x/yr
Fluoride Treatments Additional 4x/yr
[Sjogren's Syndrome

[Cleanings/Gum Maintenance Additional 2x/yr
Fluoride Treatments Additional 4x/yr
[Stroke

ICleanings/Gum Maintenance Additional 2x/yr

Heart Attack, Congestive Heart Failure
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TOOLS

The “Tools” quick links on the left navigation takes you to important pages featured
on the HDS website:

Downloads & Forms: https://hawaiidentalservice.com/emplovers
FAQ: https://hawaiidentalservice.com/about/faq

Holiday Schedule: https://hawaiidentalservice.com/about/holidays
Support Schedule: https://hawaiidentalservice.com/about/sitesupport

1
1
1
1

& Hawaii Dental Service

Dashboard
HDS
Dashboard
@ Dastiooor Aloha, KATHY!
2+ Eligibility
B Biling Q, Find an Employee @ Add a Subscriber View Current Invoice(s)
Eg Electronic Data Files
[ Reports Group Composition
[® Document Center
Tier Rate per Tier
Oa Online User
Management COMPOSITE 3.0
Tools
TOTALS
[} Downloads & Forms
A FAG
[4 Holiday Schedule
[4 Support Schedule —
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