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1 How to Access the Customer Portal
1.1 Logging in

To access your account, follow these steps:

B @ 1 Visitthe portal at https://myaccount XXXXXXXX.com or click Account
Login on the homepage

2. Enter Your Username and Password.
3. Click Login to access your account.

e Member Login
For Existing Members:
= Enter your Username
= Enter your Password B rerembe e o
Not a Member?:
» ClickSignUp ——
» Account Information Section

Not a Member ?

CORPORATE LOGIN STAFF ACCESS

o Enter in Account Number- Found on monthly statement

o Enter in Account Email- Email that is on file for your account
o Enter in Account Office Number- Phone number on file for your account.

» Choose your Login Credentials
o Username- Chose a Username, Office email recommended ( Min 5
Character)

= (Click Verify

o Password - Create a Password
= Retype Password
= Enter the image code
= (lick Register

Account Information
A l &l L
account email

Due to HIPAA requirements, password must meet the following criteria:

Choose your login credentials

* Minimum of 8 characters

+ (ontain at least one numeric character, (Ex: 0-9)
* Contain at least one special character, (Ex: @#5)
* (ontain 2t least one uppercase character

+ (ontain at [east one lowercase character

+ Gmachsenane

» (annot match previous password

Back to

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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Unable to locate your Account?:

» Possible Errors:
o Phone number or Email do not match your account
o Incorrect account number

Unable to verify your information?:

« Possible Errors:
o Existing Account

We were unable to locate your account. Please contact our laboratory for further assistance

e <)

e (orporate Login
For Customers with Multiple Locations:
= Have a consolidated view of all your accounts.
» Contact the Lab by phone at 866-905-1111 to obtain a username
and password

o Staff Access
For Customers with Multiple Doctors and/or Office Staff:

= Choose from 3 different levels of access to assign to users on your account.
e Basic
View Cases
View Pickups
Messages
Web Settings
Reset Password

e Standard

View Statements

Submit RX and View Cases
Schedule and View Pickups
Resources

Preferences

Messages

Contact Lab

Settings

e Full Access
e Same access as Member login

® Includes All Access in Standard plus:
8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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® \iew and Make Payments
® Upload Files

2 Home Page Navigation
The Home Page provides quick access to the following features:

e Account Information

® Quick Links
o Accounting
= Make and view payments and balances
®  View Purchases and Statements
o Cases
®  Submit RX
= View Cases
o Pickups
= Schedule and View Pickups
o Resources
= My Files
o Preferences
®  General Instructions
= Alerts & Notifications
® Accounting Preferences
o Messages
®  View and Send Messages
o Fulfillments
®  Order Supplies
®  Return Labels
o Settings
®  Web Settings
" Staff Access
Agpeos sz e @ Reset Password

Dr slobal Dental Solutions

Dental Lab Customer Portal

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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3  Account Management
3.1 Make Payments
e Select the type of payment you would like to make

o Total Balance (Includes past due balances, current statement- including all
invoices and cases for the month) - less any payments or credits issued during the
current month

o Balance Due Now (Includes past due balances and current statement)- less any
payments or credits issued during the current month.

o Past Due Balances (Includes any balance past due by 30+ days)
Sl o View Aging - See details
o Other Amount- Enter any payment amount you would like to make
o Selected Invoices
o View Invoices - All unpaid invoices

o Choose invoice to pay. Hold SHIFT and highlight invoices to pay multiple
=

VIEW INVOICES
.o

TOTAL BALANCE BALANCE DUE NOW PAST DUE BALANCES VIEW AGING OTHER AMOUNT SELECTED INVOICES
$0.00 $0.00 $0.00 o ? $0.00

I_ -
& PROCESS PAYMENT: $0.00

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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3.2 View Balances & Payments

® Recent Activities

o Transactions completed during the current month

$0.00
Charges
$1,638.00
Payments
$0.00
Credits
$0.00

Writeoffs

RECENT ACTIVITIES

04/15/2020

Last Payment Date
$1,638.00

Last Payment Amount
$0.00

Unapplied Credits

$0.00

Unapplied Payments

e Aging Summary

o Account Detail for Balances Due

AGING SUMMARY

e Payments & Credits

Fayments & ed

Ref # Date ~ Type Status
23747 04/15/2020 Visa Failed
23748 04/15/2020 Visa Success
23405 02/26/2020 Check Success
23135 02/04/2020 Check Success
23134 02/04/2020 Check Success
22985 01/15/2020 Visa Success

e Distribution

o Payment detail by Case- Click on amount for more details

Mietr lelal

Case i ~ Amount Write Off
101042586 526.68 30.00
10102961 $109.00 50.00
10102958 395.00 30.00
10102563 5248.00 50.00
10101902 529.00 50.00
10100598 £50.00 £0.00

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111

$0.00

Total Past Due
$2,588.00
Current Balance
$2,588.00

Total Due Now

$2,588.00

Total Balance

o Payments made and Credits Issued to Account

Amount

$1.638.00

$1,638.00

$1,628.68

$1.334.00

$43.18

$2,159.00

Patient Name

Finance Charge

7|Page
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3.3 View Statements

e (verview of Account Statements

Period From ~ Period To Current Balance Past Due 30
03/01/2020 03/31/2020 $2.588.00 $1,638.00
02/01/2020 02/29/2020 §1,638.00 $0.00
01/01/2020 01/31/2020 §1,628.68 $1377.18
12/01/2019 1213112019 $§1377.18 $2,159.00
1110172019 111302019 §2,159.00 $0.00
10/01/2019 10/3172019 $1,198.47 $2,032.78

Past Due 60

$0.00

$0.00

$0.00

$0.00

$0.00

$655.07

Past

$0.00

$0.00

$0.00

$0.00

$0.00

Due 90

$122.72

e View PDF Statement by clicking on line

ﬁon. Global Dental Solutions, LLC®
Global Dental Solutions
8215 Roswell Rd Bldg 500

Atlanta, GA 30350
866-905-1111

Full service dental laboratory

Account Number: _

Statement

Satement Date

Satement Number

Page Number

Due Date

Account Number

PO#

Please Pay This Amount

$225.05

Visit us at http:/globaldentalsolutions.com/ and click on

Account Login to set up electronic payments.

PLEASE RETURN TOP PORTION WITH PAYMENT

Monthly Activity

| Date Case Number Reference BalFwd** l Prepay | Payment I Invoice Db/Cr¥C* Applied Amt. Due

Paias Stateniant Dot . T e Eorward ®)
$102.50 $102.50

This Statement Period

131128 554712 Fimance Charge 208 $2.05
_ e o
Total: $102.50 $120.50 $2.05 $225.05

Please note with the implementation of our new billing portal,
customers who were setup to get a printed and emailed

Customer Summary

Balance Forward**
Prepays

Payments

§102.50

$0.00
$0.00

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111

Past Due Over 90

$0.00

$0.00

$0.00

$0.00

$§0.00

$0.00
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3.4 View Purchases

e Overview of Purchases, Credits, Cases in Progress, Remakes

View Purchases e
$0.00 $0.00
Month-To-Date Month-To-Date
$0.00 $0.00
Quarter-To-Date Quarter-To-Date
$5,828.00 $0.00
Year-To-Date Year-To-Date
$0.00
Month-To-Date
$0.00 $0.00
Cases In Production Quarter-To-Date
$1,107.00
Year-To-Date

PURCHASES IN PROGRESS REMAKE

4 Cases
4.1 Submit RX
e Fill in Digital RX to submit a case to the lab

Submit RX -—-
NEW CASE REMAKE CASE ADJUST CASE
_ s
Sh\irni Address
@ @ A
i ) o
= 2 4202020 5 | 54202
DUCT' -+ TTACHMENTS =
RUSH THIS CASE 1S AUTHORZED AND SIGNED BY
Docror: Complete Comfort Dental

s
B rewe RUCT SUBMIT CASE

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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e Use the Drop Down Menu to Select Prescribing Doctor

_ YI

e Ifthe Doctor is not present in the drop down, click on + New Doctor
Enter Prefix

First Name

Last Name

Email

License Number and State Issued

Doctors NPI #

Save

0O 0O O O O O O

Enter Patient Details
First Name
Last Name - Required
Chart Number
Sex

O O O O o

e Enter Case Details
Shade - Required
RX Number
Coupon- If redeeming for Case
Scanner- Required if submitting digital case
Comments - Add any additional information
Requested Return Date- Required
e If Rush Case- Please contact the lab 866-905-1111

O O O O O O

e Select Product Details
@) PRODUCTS -

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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e Use Drop Down to Select Type
e Use Drop Down to Select Product for Treatment

sen | sefect product

7 L4 Crowen & Bridge Exiras
"’ Emax
= Full Cast
"’ 105 Emax
% 105 Full Cast
= *- 105 PFM
% 105 Firconia
"P Porcelaim-Fused-To-Metal

L Firconia

e Fill In Preferences Form as Applicable

e Ifselection is blank lab will use preferences on
file.

e Ifno preferences are on file, the default values
will be used:
Tooth Number
Due Date Conflict
Design
Occlusal Clearence
Contact
Margin Design
Digital Occlusion
Pontic Design
Coats
Margin Prep
Metal Design
e C(lick Save
4 ¢ Attach any pictures or digital files or notes

e Drag and Drop file or click to browse for file
o All File Types except CBCT DICOM accepted

o

0O 0O 0O O O O OO0 0o

I

{
(90
]
=)

m

rm

e Watch Bar for File upload

fallipg

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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e Rush- If selected contact the lab directly to
SN AT i e ensure we can meet your requested date.

e Select Box- This Case is Authorized and Signed
By:
Template can be saved for future orders
Name the Template
Submit Case
Click Request Pickup to generate FedEx label
Click Print Icon to print the work order
Include Work order in each case sent to the lab

) |FCZ DrErig

SUBMIT CASE

Submit Rx

Case number 10114797 successfully submitted.

4.2 View Cases

View your entire Case History with Global Dental Solutions
e Until the status of the case is invoices dates and times listed will
appear as estimates. If you have any questions on the case, please
contact the lab at 866-905-1111 to speak with our customer
service representatives.
e If your practice has multiple doctors you can filter case history to
cases by doctor.
e C(lick the Export Button to have your Case History exported to
excel

View fases u

@

@ ‘r All Doctors -

[

1) ’é’ = Case#- Status Patient Name Address Date In Est. Arrival Date Invoice Date Req. Return Date Shipment Date Rx Number Delivery Status Doctor Name Doctor No. Rush Total

MlCas: v 0 fo fo fo fram fo Al Cases

10114797 Submitzd Lisa TEST 04202020 02:33 AM 0310412020 ~NA- 33T 5000
= 10113584 ic 031182020 03:11 PM 03/31/2020 04:55 FM 0410872020 03131/2020 05:08 FM On its way 3337 535.00
= m nuics 03/18/2020 12:58 FM 0313012020 08:51 AM 0410172020 03/30/2020 10:08 AM 51800
= nvoics 03/12/2020 02:38 PM 0312412020 11:35 AM 0313012020 03/242020 12:14 PM On its way 3T §40.00
= 1omzres MVoice: 0312/2020 05:07 FM 033012020 02:23 AM 0410772020 037302020 11:31 AM On its way 3 §330.00
= | noic 03/13/2020 05:18 FM 03(23/2020 01:00 FM 031262020 3123/2020 01:58 FM 120.00
= nuoics 03/12/2020 05:22 FM 0313012020 02:51 AM 03/30:2020 03/30/2020 10:08 AM On its way 3337 50.00

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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5 Pickups
Easily Schedule Case Pickups, Print Shipping Labels and View your Case Pickup Status

5.1 Schedule Pickups

e Select Pickup Date and Time
o Pickup From- Select a time that is at least 2 hours from the current
time
o Pickup To- Select a time that is before 5:00 pm local time
e Provide any relevant comments, if necessary

_ e Select Schedule Pickup
SCHEDULE PICKUP

Schedule Pickup

Ser Cent
€3 Global Dental S
Customer ID Customer Phone: Doctor Name
® 101670 ©) | 407-830-4401
Carrier Information
Carrier: Service Type:
B | FedEx > STANDARD OVERNIGHT
Pickup Details
Schedule Date Pickup Date: Pickup From:
211112025 2/11/2025 @©  8:00AM
Pickup To Number Of Packages: Total Weight (Lbs)
A
@© | 5:00 PM & 1 . & 1
nment:
1951

SCHEDULE PICKUP

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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5.2 View Pickups

e View all pickups and status

e For FedEx Cases- Select the Tracking # to view tracking status

e Reprint FedEx labels
e Request Pickups

View Pickups

+ REQUEST PICKUP
s

@ =) o Scheduled On * Fickup Date From
ﬂ 15000 1N013010 0738 AM 10012018 0
ﬂ 14505 DEENI00230 FM nTEN H0
a 14603 0952019 12:41 FM D9 0R2019 140
ﬂ 14108 1R08201005:30 AM 18082010 1200
ﬂ 13034 U010 0147FM 18012010 123

6 Resources
6.1 My Files

e Add patient files for the lab

6.2 Public Files

18:00

15:00

Status

Al

Completzd

Completed

Completed

Completed

Complated

Carrier

=

Tracking #

700001000680

TUSTATATSTA

8378402050

05753200450

05740003435

e Store any information specific to your practice and the lab

7 Preferences
7.1 General Instructions

¢ Add any instructions that you would like to save and have applied

to all future cases
e Save Changes

General Instructions

General Instructions

Enter General Instructions for all future case here

SAVE CHANGES

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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7.2 Alerts & Notifications

e Select Alerts you would like to receive when action has been
taken on your account

o Alert Me of Changes as They Occur During the Day-You will
receive an email each time:
= New case is entered
= Hold is placed on a case
= (aseisinvoiced
=  Your accountis put on COD
o Alert Me Once at the end of the day- You will receive one
email per day containing:
= (Cases Received
Cases Shipped
Cases placed on Hold
All invoices in a combined PDF document

e Select Notification Method
o Email (Preferred Method)

o Text
Alerts & Notifications
NEW CASE IS ENTERED CASE PLACED ON HOLD
CASE IS INVOICED CUSTOMER PLACED ON COD
CASES RECEIVED AND SHIPPED ALL INVOICES FOR THE DAY IN ONE PDF FILE

[
(0o}

22 | American Messaging Pager v

SAVE CHANGES

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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7.3 Accounting Preferences

e Select method of receiving monthly statements
o PDF statement via email
o Statement printed and mailed to office
o Email and Printed Statement mailed to office

8 Messages
8.1 View Messages

e View messages from the lab regarding FedEx labels,
statements and more

Messages
EMAILS a INQUIRIES search...
Elj ia.Chapman@globald Isolutions.com

GDS Daily Case Digest

bal Dental Solutions Customer |D: 101670 r—ase Summary Alert for: 02-06-2025 10:45 PM Cases Received Today Doctor Patient Name Case Number _

0672025 10:46 PM

Eljevonia.Chapman@globaldentalsolutions.com
GDS Daily Case Digest

From: Global Dental Solutions Customer |D: 101670 - _ iily Case Summary Alert for: 01-08-2025 10:45 PM No Cases Received Today Doctor Patient Name Case Number Cases Shipp

01/08/2025 10:46 PM

Fli ia Chanm. lenlutinns ram

8.2 Send Messages

e Send Messages to the lab
o Enter Subject and Message
o Click Send Message

Send Message

8215 Roswell Rd Bldg 500 e
8: Rd BIdg 500, Atlanta, "

A
23500y

)

Global Dental Solutions

ADDRESS
 Aporess | o

8215 Roswell Rd Bldg 500 =
City: Atlanta, State: GA
Zip Code: 30350, Country: US

%% | 03 Customer Service

CONTACTS

Office Phone: 866-905-1111
Second Phone: 404-256-0501

Fax: 404-256-1404 o

Email: CustomerService@globaldentalsolutions.com
SEND MESSAGE

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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9 Fulfillments
9.1 Order Supplies

Order Supplies e Boxes
e RXs
— e FedEx return Labels
e Fee Schedules
Boxes
Quantity: &

Order Supplies

BOX GENERAL SUPPLY

All Supplies z Fed Ex Return Labels Fee Schedule

Quiantity: 1 Quantity: 12 Quantity: 1
s

Quantity: 25

9.2 Order Return Labels
e Create FedEx labels without dispatching FedEx
to your office

Return Labels
Service Center:
{3 Global Dental Solutions
Customer ID: Customer Phone: Doctor Name:

® 101670 §)  407-830-4401 ©® Dr T
Carrier Information

Gh FedEx ©)  STANDARD OVERNIGHT

Package Details

Package Type Number Of Labels

5 ENVELOPE v D

CUSTOMER IS PAYING FOR THIS SHIPMENT

CREATE LABELS

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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10 Settings
10.1  Change Web Settings

Webettings ® o Select Language
Language e Select Layout
9 encus Frangas EseatoL oeurscH e Instructions on how to add the app to your

mobile device’s home screen

DUTCH ROMANA

By adding the

t0 home screen, you no longer need to open the browser and the application would act similar to regular app.

Android: To add this web app to the home screen, open the browsel
accessed by pressing the menu hardware button if your

Chrome)

option menu and tap on Add to homescreen. The menu can be
, or by tapping the top right menuicon: § (Available on

10S: To add this web app to the home screen, tap [© and then Add to Home Screen (Available only on Safan).

10.2  Create Staff Login

Login to the Member Portal

Select Settings

Select Staff Access

Enter Staff Information in all Fields
Select Access

Create Login and Password

Select Save

Position Office Phone:

& varager «

¥ - I

Ema Access Leve
L7} (]
Password: Retype Password:
(-]
=N — o [—
Very Strong

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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Staff Member

Staff member successfully saved

10.3 Reset Password

Reset Password

Current Password:

=)

New Password:

=)

Retype New Password:

B

SAVE CHANGES

lobal Dental Solutions, LLC®

full service dental laboratory

CLOSE

Enter Current Password

Enter New Password

Follow Password Requirements
Retype New Password

Save Changes

jay

Due to HIPAA requirements, password must meet the following criteria:

Minimum of 8 characters

Contain at least one numeric character. (Ex: 0-9)
Contain at least one special character. (Ex: @.#.%)
Contain at least one uppercase character
Contain at least one lowercase character

Cannot match username

Cannot match previous password

8215 Roswell Rd Building 500, Atlanta, GA 30350 | www.globaldentalsolutions.com | 866-905-1111
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