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MetLife - Insurance Payment Uploading

Step-by-Step instructions on how to obtain the MetLife Claims Summary Page by
trace number and the Explanation of Benefits (EOB) Statement using the MetLife
portal.

Before we get started, be sure your practice has a program/application to do
the following:

e Convert documents or images into a PDF format

e Merge multiple documents into one file

The OrthoFi uploader tool does not have the capacity to merge documents.
Merging documents together must be done prior to uploading. Easy to use
programs/applications recommended by the remittance team would be Adobe
Acrobat or PDF-XChange Editor.

MetLife EFT Payments with a trace number:

The Claims Summary Page by trace number must be merged with the full
Explanation of Benefits (EOB) Statement for every insurance payment. The Claims
Summary Page by trace number provides all of the following payment information:

EFT trace number

Bulk total amount of payment

Issued date of the payment

Provides all of the patient names for that specific payment

The Explanation of Benefits (EOB) Statement must be uploaded for every patient,
including all NON-ORTHOFI patients. The EOB provides OrthoFi with a detailed
breakdown of the date of service (DOS) for each patient.

The Claims Summary Page by trace number and the Explanation of Benefits (EOB)
Statement must be merged together as one PDF file before uploading to OrthoFi.
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Obtaining the required documents from MetLife:

1.

2. Click on the View Claims tab.

Metlife

WELCOME

Click here to change your
password, email address or
identity verification
questions and answers.

Find Patient Coverage

View patient eligibility, plan
information, and claims.
Processed claim information
for treatment rendered by

Find out how to apply for the Preferred Dentist Program
your office only.

The Dental Update Newsletter
Enter the subscriber's Social
Security or Identification
Number:

Valuable new program feature for qualifying PDP Dentists —
MetLife's SpotLite on Oral Health®

@ Eligibility/Plan

L 3 The dental benefits industry is changing, over 40 states
O Claims + have implemented various value-based plans.
The number of value-based programs in the dental
:] benefits industry are projected to double in the next
—— five years.
|susmiT|

MetLife's commitment to improved oral health goes
beyond benefits administration. Our approach is simple
- leveraging our vast data set, we recognize and reward
iders who have shown an increased focus on

Log in to the MetLife portal using your practice credentials.

Help | Profile | Forms
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QUICK LINKS

/ Submit a Claim >

View a Claim »

Find a Dentist or
Specialist »

Submit Directory
Verification Form >

Third-party Access »

MY EFT

One stop EFT offers:
» Faster pay

+ More security

= Multiple payers
Learn more >>

Register now »>

Already enrolled?
Manage your existing
account

CONTINUING
EDUCATION NEWS

3. Select Viewing Options - select View Claims Information by Patient,
highlighted in yellow in the image below. DO NOT select the claims summary by

practice (RED X).
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Select Viewing Options

Choose how you'd like to view yeur claims in
You can aither choose to view Information on claims
practice, or view claims by patient.

View Claims Information by Practice.

ou would like to view all your Claims and
eatment Estimates by practice, 4
" ora

2.

* View Claims Information by Patient.

To view Claims Information, including
Claims Status, and Pretreatment Estimates

particular patient, please enter the

Subecriber's Sorial Security or Identification
Number or Trace Number or Check Number.

1. search By:

® subscriber's Sacial Security
or Identification Number

QO Trace Number
O check Number

C wiew Your 20 Most

Recent Payments or
Pretreatment Estima*

Identi

2. Enter the Subscriber's Social Security or

ification Number:

(no dashes or spaces please)

3.

susmIT
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4. View Claims Information by Patient. For this step you must know the trace
number and the full bulk amount.
1. Search By: Trace Number
2. Enter Trace Number: i.e. 000000012345678
3. Enter Total Dollar Amount: i.e. 311.00
4. SUBMIT

View Claims Information by Patient.

To view Claims Information, including
Claims Status, and Pretreatment Estimates
for a particular patient, please enter the
Subscriber's Social Security or Identification
Number or Trace Number or Check Number.

When searching for claims by Trace,

Check or VCC Number, you will now be
required to provide the total amount of
the payment.

1. Search By:

'O subscriber's Social Security
or Identification Number

' ® Trace Number
'O check Number

2. Enter Trace Number:

(no dashes or spaces please)

3. Enter Total Dollar Amount:

(no dashes or spaces please)

4. |susmit

)
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5. Claims Summary by Trace Number. You are now viewing the Claims Summary
by Trace Number. The example below is a bulk payment for two patients. You will
now save the Claims Summary Page and each Explanation of Benefits. The
Claims Summary Page can be saved by selecting the printer icon at the top
right. EOBs can be saved by selecting the printer icon for each patient in the
Print Claim Detail column.

Metlife

Search for mere caims by Trace Number

Claim Summary by Trace Number

The table below shows the claim(s) assocated with the Trace Mumber you
entered. Individual claim details can be viewed by selecting the File | |
Reference Number for that claim.

| susmT|

Please do not use or disclose the information contained here for any | CHANGE SUBSCRIBER |

purpeses other than those permitted undar HIPAR.

Please enter subscriber’'s SSN or Identification
Number:

@ Eligibility/Plan O Claims

| | suemir

Other Viewing Options

Pay-e-t Trace,
E

Total Payment for Trace # _116 50

Download Claim Summary

Date of Service: Charga: 554 00 |WEBEFT CODO}DO.}BB&JD"&S
04,:' 14!2[:22 04/12/2022 - £2,492.00
09/01/2023 Megotiated Fee: Paid By:
g;?,fg_% Subscriber Name: | $0.00 MetLife
ki _ Benefit Amount:
Patient Name: £1,221.00
Received: | 0-t of service: Charge: $62.50 [WEBEFT  [00000033830045 @
10/11/2022 09/22/2022 - £2,248.00
09/01/2023 Negotiated Fee: Paid By:
Prom?sed. Subscriber Name: | 50.00 Mek e
o I | 5cncft Amout:
Patient Namea: £1,074.50
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Example of Claims Summary Page:

Claim Summary by Trace Number

MetLife Dental Claim Summary

The table below shows the claim(s) associated with the Trace Number you
entered. Individual claim details can be viewed by selecting the File
Reference Number for that claim.

Please do not use or disclose the information contained here for any
purposes other than those permitted under HIPAA.

Total Payment for Trace # [N 5 115.50

Close Print

Claim . SSN or  |Patient . Total Payment Trace, Check
Dates File Ref.# rpy Information Service Totals Payment Method |or VCC #
Received: Date of Service: Charge: $54.00  |WEB EFT —
D4/14/2022 04/12/2022 - $2,492.00 3
4 09/01/2023 Negotiated Fee: "“’FBV’
Processed: : . MetLife
l09/20/2023 Subscriber Name: | $0.00 )
Benefit Amount:
Patient Name: $1,221.00
Received: Date of Service: Charge: $62.50 wes erT |
10/11/2022 09/22/2022 - $2,249.00 3
. 09/01/2023 Negotiated Fee: "“’FBV’
Processed: " . MetLife
0s/20/2023 Subscriber Name: $0.00 )
Benefit Amount:
Patient Name: $1,074.50

© 2024 MetLife Services and Solutions, LLC

Terms of Use Privacy/HIPAA Notices

Browser Support EDI Availability

“To learn more about the MetLife family of companies providing Dental HMO/Managed Care plans and the states where they provide benefits,
please Click Here.

Example of EOB:

Date of

Servies

Service Description [Cose)

Toothe  Fea
/Ares Charged

Negotiated
F.

o
i applicable)

Covered Deductible
Expense  Applied

Plan
Benens

Notes

Negotisted

Date of
Service

Tooth#| Fee
/Area Charged

States Service Description (Code)

Fee
(¥ applicable)

413

Covered Daductible
Expense | Appliad

Plan

Benefit

Status

Approved

staws

Payment Date

Cycla Date

Payment | Chack, Trace Number
Metno:

Status Payment Date Payes

Cycie Date

Payment Method

Check, Trace
Number or
Payment ID
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6. Now that you have all documents saved to your computer, it's now time to
merge those documents together before we upload them to OrthoFi. If you are
using Adobe Acrobat, follow the instructions below.

7. Open the Adobe Acrobat program and select Combine Files.

= Menu @ |+ Create

Welcome to Acrobat, Rhi

Recent

z @ Request e-signatures ﬁ Fill & Sign Add comments q} Protect 2 PDF E Edit a PDF E'; Create a PDF El—j Combine files
Starre:

8. You will have two options to combine the files: either drag and drop the files or
add files by opening up your saved documents. You can move the documents
and put them in any order. OrthoFi recommends the order you see below: Claim
summary page by trace number followed by the Explanation of Benefits (EOB)
Statement (for every patient). Select COMBINE and save the document as a PDF.

= Meru | New document X | Create ® L # e = o X

Combine files [} (addfiles, 17 [

printed claim summar.__png eob 1M11png e0b2222png

You are now ready to upload your payment to OrthoFi!

Visit the link below for a video tutorial on practice uploading.
https://www.youtube.com/watch?v=7Lj410G9XA0

SUPPORT@ORTHOFIL.COM | 877-766-5220 | MON-FRI BAM - 7PM (ET)


https://www.youtube.com/watch?v=7Lj41OG9XA0

