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NEW EMPLOYEE INFORMATION
(Full time; .75 FTE, Part time; .50 - .74 FTE and Job Share paying 1/2 premium)

You are NOT automatically enrolled in DCUE Dental upon hire and eligibility.

Eligible Employees:

Full time .75 FTE or greater

Part time .50 - .74 FTE

Job Share

Part time and Job Share Employees need to pay 7: of the dental premium in order to receive DCUE
Dental benefit

What to Expect:

-Newly hired and/or newly eligible members will be contacted with a Welcome Email from DCUE
Dental.

-You are NOT able to enroll until you receive this Welcome Email.

- The District sends our office a list of members about once a month; our office will send emails asap.

Correspondence:

-DCUE Dental communicates through your District Email address.

-Notify our office of personal changes; we do not work out of the DO, we are a separate entity and
therefore need to be contacted directly by you for important changes.

-A Newsletter titled Word of Mouth is sent out several times throughout the year. These newsletters

contain important plan dates and deadlines, plan changes, and information. Please pay attention to these
announcements.
-Contact our office directly with questions about the Dental Plan.

Benefit Start Date:

-Beginning of the school year hires (effective date end of August) have a September 1 start date for
coverage.

-If you are hired after September 1, your coverage begins when the District begins to cover your monthly
premium and you have completed your online enrollment form.

-There are not prorated months of coverage. If you have questions about your coverage date contact us.

DCUE Dental Plan Information

DCUE Dental is a reimbursement fund, not a dental insurance company. The Fund directly reimburses the
Member and therefore does not provide benefit cards containing Group ID or Plan Numbers.

Open enrollment window for DCUE Dental is August 1 — June 1, every year. Annual online enrollment is
required every year, for every member that would like to utilize the plan.

Learn more about your dental benefits at www.dcue.org, under the Dental Tab and review
Plan at a Glance.




Online Enrollment Instructions

e This is an Annual Enrollment- every Member must submit an online enrollment form each plan year
(plan year begins 9/1). Enrollment window is August 1% — June 1%, every year.

e Review your information before submitting your online enrollment form.

e DEADLINE to enroll is June 1%

Make sure you are logging in on the Dental Members Page, which looks like this:

'
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Woental

Access Only

GOOGLE CHROME is the recommended Web browser.
It is highly recommended to type the web address in full vs. using your computers history.
Clearing your computers history and cache may be needed if you cannot get logged into your page.

New Hires: DO NOT have a DCUE Dental Member password:

-Go to www.dcue.org (manually type in address bar)

-Click on Dental Members (located under the menu bar)

-Scroll to the bottom right of page

-Enter your Employee Number in the First Time or Forgot Password field
(leave other fields on the page blank)

-Click Request Temporary Password

You will receive a temporary password in your District Email inbox (this may be delayed during the first couple
months of enrollment due to an influx in website use by Members.)
When you receive the temporary password go back to the DCUE Dental Members page and.:

-Enter your Employee Number in the ISD 196 ID#: field
-Enter your Temporary Password in the DCUE Dental Password: field

-Copy/Cut and Paste the temporary password from your email into the website (be sure to include all characters
and no additional spaces).
-Click Enter Site

You should now see:
Welcome to your DCUE Dental Members Area
-Click on the image that says OPEN ENROLLMENT
-If you are a new member or never enrolled complete ALL applicable fields on the enrollment form
-If you’re not new then make any necessary changes by adding or deleting information




-Enter your initials on the bottom of the form
-Click Complete Enrollment

The form will indicate (at the top of the page) if a field is not complete before you submit to administration. Make
sure your enrollment goes through and you receive a confirmation email.

New Hires and Return to Work:
DCUE Dental is notified by the District of your coverage, there may be a short delay in getting this information.

You will receive a Welcome email with instruction from DCUE Dental when you are able to go and enroll in the
dental benefit plan.

If you have not received this email you are likely not in our system and will not be able to receive a temporary
password and get enrolled.

Please contact DCUE Dental if you have not received a Welcome email within 2 months of hire.

Helpful Tips:

-Chrome is the most compatible web browser with our website.

-Type your dates in this format, 09-01-2025, the auto calendar will pop-up to the appropriate year for
you to select the date from the calendar.

-If you are prompted to complete a “security question” multiple times close your web browser, clear
your history and cache then re-open, typing our web address in full and do not let it populate from
memory.

-If you are still unable to access your Dental Members page request a new Temporary Password
(bottom right corner of the screen, all other fields need to be left blank).

-Temporary Passwords may take longer to receive during the first months of enrollment due to an
influx in website use by Members. If you request more than one temp password you will want to make
sure you use the latest one.

-1t is helpful to copy and paste the temp password from your email to the website. Be sure not to
include extra spaces or characters.

-If you are having trouble logging in make sure you are accessing the DCUE Dental tab vs. DCUE tab
(union).




