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Introduction 

This tutorial provides information on how to make payments using the 

Consumer Pay Online Portal (“CPOL”) available to LIBERTY Dental 

Plan members who purchase an Individual Marketplace dental plan.  

To access the CPOL, visit https://libertydentalplan.ixt.com/ to set up 

an account and to use this convenient service. 

 

CPOL Landing Page 
From the CPOL landing page, you have the option to enroll for a secure account and 

log in to make a payment, or to make a quick payment without logging in. We highly 

recommend you create a CPOL account for the first time. 

Benefits of creating an account include: 

• Set-up AutoPay and never miss a payment 

• 24/7 access to account balances and statements 

• Pay premiums anywhere you have internet access 

• Opt-out of mailed statements in favor of email notification 

• Email notification of when balances are due 

 

 

https://libertydentalplan.ixt.com/
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Description of Landing Page Menu Options 

Create a CPOL account if you are not enrolled yet 

Log in to the portal if you already have an account 

Make a quick payment without logging in (Not recommended) 

You can access additional information by clicking on the links at the bottom of 

the landing page. For any question, please click Contact Us to retrieve contact 

info. 

CPOL Enrollment 
If you are a new member, you can register for an account by clicking on “CREATE AN 

ACCOUNT” on the landing page. You will be directed to the online enrollment page. 

In order to create an account, you must provide two authentication data elements: 

• Date of Birth (MM/DD/YYYY Format) 

• Subscriber ID (noted on your statement) 
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Step 1 

 

 

IMPORTANT: Double check your username!  Usernames cannot be changed after your 

account is set up.   

 

Password Fundamentals: 

• Password must be at least eight (8) characters long 

• Must contain at least two (2) alpha characters 

• Must contain at least two (2) numeric characters 

• Passwords are case sensitive 

• CPOL logs users off after 5 minutes of inactivity 

• Passwords are valid for 90 days 
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Step 2 
In Step 2, your personal information and billing address will be auto-populated based 

on your statements.  TIP: If you want to change your personal information or billing 

address, please contact the Marketplace directly. 

In Step 2, you have the option to opt-in for paperless billing.  You may do this by 

checking “EMAIL” under Communication Settings, and you will receive email 

notifications when a new statement is available to view in the portal. By default, the 

email address is the same email address provided in Step 1. Upon selecting “EMAIL”, 

please read the Terms & Conditions below and check “I accept the Terms and 

Conditions”, then click SUBMIT. 

You must check either “EMAIL”, “MAIL” or both under Communication Settings. 
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Step 3 
Once your account has been successfully created, you will see the following 

confirmation page. You will also receive a confirmation email. Now, you can log in with 

the username and password to the CPOL portal to view all your bills, set up Auto Pay 

and manage your preferences. 
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Username or Password Reset Request 
If you have forgotten your username or password, you can click on “Forgot your 

username and password?” on the landing page. You will be directed to the following 

page: 

 

To retrieve your username, provide the email address you designated during the 

registration process. To recover your password, you will need both the email address 

and the username you provided during the registration process. 

Username request 

 

Password request 
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CPOL My Account Tab 
Immediately upon sign in, you are directed to the My Account page. This serves as the 

landing page and allows you to complete standard tasks such as viewing PDF 

statements, and initiating payment transactions. 

 

 

 Selecting the VIEW MORE button, located in the Statement Details column under 

View All Statements, enables additional statement information. The PDF link 

provides you with a copy of the applicable document in PDF.  Adobe Reader 

must be locally installed to use this option. 

 Selecting PAY MY BILL or PAYMENT OPTIONS button in the Account Snapshot, you 

will be directed to the Payment Options page. This is only available when you 

have a positive balance. 

 Allows you to sign up for paperless billing if you haven’t opted in during CPOL 

registration. 

 You can update your email address on file by clicking on “EDIT”.  Any changes to 

your email address will only apply to your CPOL account.  To change the email 

address that was used when you enrolled onto an Individual Marketplace dental 

plan, please notify the Marketplace.  
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Make a payment when you have positive balance 
When you have a positive balance, and are ready to make a payment, click on either 

PAY MY BILL or PAYMENT OPTIONS button in the Account Snapshot to be directed to the 

Payment Options page. You have the option to make one-time payment or SET UP 

AUTOPAY.  

To avoid missing a premium payment, we highly recommend you SET UP AUTOPAY to 

turn on automated recurring payments.   
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IMPORTANT TIP: Payments cannot be made for $0 balances or balances appearing in 

parentheses. Amounts shown in parentheses mean you have a credit.  When this 

occurs, the credit will be applied to your next statement.   
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Set up Auto Pay 
There are two ways to set up an Auto Pay plan: 

• If you have a positive balance, you can go to Pay My Bill and click on “SET UP 

AUTOPAY” from the Payment Options menu bar on the right 

• If you don’t have a positive balance, you can click on My Settings tab. At the 

bottom you will find the Auto Pay section.  Click on the link provided under Auto 

Pay. 

 

 

You will be directed to the “Set Up Auto Pay” page: 
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The Auto Pay feature is set up at the account level. Only one account can be used to 

set up one Auto Pay plan.  Please select (check) an account, then click “GET 

STARTED >>”: 

 

Step 1 
In step 1, you will be asked to provide Payment Information.  

• Select a Payment Method: 

You can use credit card, debit card, or eCheck. If you have saved your 

payment information in My Wallet, you can use that payment method from My 

Wallet. 

 

• Select a Payment Amount: 

o Pay Full Balance: automatically pay the full balance on your statement 
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o Choose a Maximum Payment Amount: the selected Payment Method will 

be charged either the Maximum Payment Amount entered, or your full 

account balance, whichever is less. 

 

• Payment will be processed “15 days after Statement Date”. If your Auto Pay plan 

is activated on 1/10/2018, it works this way: 

o If you have a statement due with a Statement Date of 1/1/2018, when 

you activate the Auto Pay plan on 1/10/2018, the payment processing 

date has passed (1/6/2018). Please make sure to make a one-time 

payment against this statement. Your next monthly statement (Statement 

Date = 2/1/2018) will be automatically paid on 2/16/2018.  

o If you have a statement due with a Statement Date of 1/8/2018, when 

you activate the Auto Pay plan, the payment processing date has NOT 

passed (1/13/2018). On 1/13/2018, an automatic payment will be 

processed against the statement. Your next monthly statement 

(Statement Date = 2/8/2018) will be automatically paid on 2/23/2018.  

o You can create an Auto Pay plan even if you don’t have any outstanding 

statement/positive balance. In this scenario, when your next statement is 

published, an automatic payment will be made against the statement, 15 

days after the Statement Date. 

 

• End Date: 

Based on your insurance term, you can select an End Date for the recurring 

payments to stop. 

o This option is no longer available.  If you have set up an Auto Pay profile 

with an end date, you will receive an email notification when your Auto 

Pay profile has expired.  Please make sure to set up a new Auto Pay 

profile to continue using the Auto Pay option.  

 

• Preferences: 

For your convenience, you can save the payment method you select to My 

Wallet, which can be used for future payments. You can pick a Nickname for the 

payment method, and select it to be your default payment method. 
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Step 2 
In Step 2, you can review your information and make changes if you want. 
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Step 3 
The final step confirms that your Auto Pay plan is set up. You will receive a confirmation 

email. 
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Manage Auto Pay plan 
To manage your Auto Pay plan, go to My Settings tab. At the bottom you will find Auto 

Pay section. You can Edit or Delete an Auto Pay plan. For more info, please refer to 

CPOL My Settings Tab below. 
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CPOL My Statements Tab 
The My Statements tab displays a historical view of statements or invoices that have 

been published to CPOL. 

You can filter statements using one of the following queries: 

• Data Range 

• Name 
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CPOL My Payments Tab 
The My Payments tab provides a historical view of payments submitted through the 

CPOL portal. Selecting the View More button will display the statement/invoice linked to 

a payment transaction. 
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CPOL My Wallet Tab 
The My Wallet tab allows you to store payment cards and/or banking information for 

future payments. 

This page also provides the following features: 

• Add a new payment card 

• Add a new bank account 

• Edit/Remove an existing payment card 

• Edit/Remove an existing bank account 

To maintain the highest level of PCI compliance, only the last four (4) digits of routing, 

account or card numbers are displayed. 

 

CPOL My Settings Tab 
The CPOL My Settings tab provides access to common settings: 

• Profile Information Updates 

o Name 

o Mailing address 

o Email address 

o Password  

• Communication Preferences 

o You can modify your communication preference (email, mail or both) 

here. We recommend you to select email notification if you haven’t done 
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so during CPOL registration. By selecting EMAIL, you will receive an email 

notification when your new statement is ready for you to view in the 

portal, and you can access statements online anytime, anywhere you 

have internet access. 

• Auto Pay profile management 

o View Auto Pay profile details 

▪ Max Payment Amount 

▪ Setup Date 

▪ End Date 

▪ Status 

o Add an Auto Pay plan 

▪ Note: Auto Pay plan is set up at the account level. One account 

can only set up one Auto Pay plan. 

o Edit an Auto Pay plan 

▪ Modify Auto Pay plan (only available when the plan is activated) 

▪ Activate/Deactivate a plan 

o Delete an Auto Pay plan 
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PAY NOW 
On the CPOL landing page, you have the option to make a quick payment without 

creating an account. This is not recommended since you can only make a one-time 

payment against your current balance. This option does not provide you with the 

features to set up automated recurring payments, to view your statements or payment 

history online, or to save your payment information for future payments. 

To make a quick payment, click the Pay Now button to get started. You will be asked to 

provide two data elements: 

• Date of Birth (MM/DD/YYYY Format) 

• Subscriber ID (noted on your statement) 

 

The process to complete a payment is the same as that for making a one-time 

payment for a registered account.  


