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Simplify your healthcare finances with convenience, online
access to your tax-advantaged benefit account
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Getting started

The Employee Plans Wealthcare Portal can be accessed by visiting
the following URL:

e  https://employeeplans.wealthcareportal.com

Registration

e Step 1: If this is your first time accessing Employee Plans
Wealthcare Portal, click the register button atop the right
corner of the home screen.

e Step 2: Complete the registration form (as shown in the
image on the lower right).

o Choose a username & password
o Enter your demographic information
o Your Employee ID is your SSN

If you already have a benefit debit card, the debit card
number can be used in place of the employer ID in the
registration ID field.

Before clicking register, be sure to view and accept the terms
of use.

e  Step 3: Click register. The process may take a few seconds.
Do not click your browser’s back button or refresh the page.

Secure authentication

The next phase of registration involves setting up your secure
authentication. This important step helps ensure your account is
secure and private.

After the registration form is successfully completed, you will be
prompted to complete the secure authentication setup process.

e Step 1: Select your security questions. From the list, please
select four security questions and private your answers.
These questions will be randomly asked during the
subsequent logins to ensure security. When finished, click
next.

e  Step 2: Verify your email address.
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Username

] 800-964-7444
) fsa@employeeplanslic.com

Sign in

Forgot your Username? Let us help

®

Don't have an account?

=P

=P

To protect your personal information, we collect your
password on a separate page.

& REGISTER

Username *

Password *

Password Strength

Confirm Password *
First Name *

Initial

Last Name *

Email *

Employee ID *

Registration ID * Employer ID ~

| accept Terms of Use
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On the next page, you will be prompted to verify your email. Click next.

Register — Secure Authentication

First Name

Last Name

. ok The email address entered is used for security encryption
@ Confirm Email only. Itis not used for subscription purpose.

>  CANCEL v/  NEXT

e  Step 3: Submit setup information. On the next page, you'll be asked to verify the information you entered during the secure
authentication process. After you’ve reviewed and confirmed the accuracy of this information, click submit setup information.

A confirmation page will display the successful completion of your registration.

Your first login

Once registered, you will be able to enter your username, answer security questions, and enter your password on all subsequent
login attempts.
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Navigating your online experience

The navigation bar gives you instant access to the key areas and function in the portal. The navigation
bar is located atop every page in the portal

R e 0B8R0

Personal Dashboard

Page menus. Hover over the menu name to view a list of available pages.

Contact us. Send us a message.

Cards. Access and manage your debit card(s).

Alerts. View important account alerts.

Messages. Important claim, reimbursement, and reminder messages.

Communication settings. Manage your email and SMS text alert settings & preferences
User profile. View and manage your profile settings

Log out. End your session.

PNV A WNR

Checking your account balance(s)

Navigate to the benefit account summary page to access a quick view of your account balance(s). Each
of your accounts displays in its own box, and provides at-a-glance details regarding your balance, funds
spent, and important dates.

Flexible Spending Account (01/01/2016-12/31/2016) Displays how much of your annual
election has been spent, and how
much is still available

Account Balance Account Summary

$1,456.%0

. ;“'.::::'mme rayroll Depeits Y10 §1,568.77
589. Lt
Spent (5866,
00
$1'456 . Spent Balance $ERO 19
$866.5 Important dates, such as the last

day to spend funds, and the last
day claims can be submitted.

<
Deadlines <€

Plan Start Jan1, 2016
Plan End Dec 31, 2016
Last Day to Submit Claims Mar 31, 2017
Last Day for Spending Dec 31, 2016

Links to additional account details,

Er susMiciam _ transactions, and claim submission
forms.

(S} TRANSACTIONS

(1) WIEWDETALS
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Submitting expenses and filing claims

Employee Plans Wealthcare Portal allows you to enter new claims and expenses, as well as view and
edit pending claims. If you have receipts or documentation to substantiate your claim, you can attach
these to expedite the reimbursement process.

What is the difference between a claim and expense?

* (Claim. Claims are simply reimbursement requests submitted for costs incurred when receiving
eligible services, products, or procedures.

* Expense. Expenses are used to track & manage your medical, dental, vision, prescription,
and other potentially eligible expenses. Once entered, expenses can be submitted for
reimbursement (just like a claim). Expenses can be submitted now or at a later date.

Submitting a claim

To enter a claim and request reimbursement, open the submit claim page and complete the form. Be
sure to upload a receipt image if you have one. You can click browse to navigate to the file, or you can
drag and drop from your computer. Click submit to send the request for processing.

® - Required Field
(3) Ctaim Amount * % 5000
[ Serwice Start Date * Feb 24, 2017 S v
[ service End Date * Feb 24, 2017 F5] Reimbursement Methe r
5 Pay provider? *

W s b No B Account Type Flaxible Spending Account ~w
[ Provider Name
() Comments [E ustoad Receint BROWSE

DRAG & DROP

Recsipt PNG
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Send payment to your service provider. When entering a claim,
you can choose to have the reimbursement funds sent directly
to you, or you can have payment sent directly to your provider
(on your behalf). < Yes Y No

[ Pay provider? *

If you pay a provider, choose your provider name from the [5)) Provider Name * Lahey Clinic ~
dropdown menu. If you don’t see your provider listed, select
add new provider record to add your provider.

7 Provider Name * Dr. Smith

(@ Address1* 123 Main 5t

'f@ Address 2 Suite £2

] ciy * Oriando

= State * Florida R
H ze* 32801

[ ehone 444555 6464

SUBMIT b CANCEL
N\
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Adding an expense for future payment

Similar to claim submission, to enter an expense, open the add expense for future payment page and
complete the form. Be sure to include a receipt, if you have one.

¢ Billed amount. Full amount billed for
services provider.

* Insurance allowed amount. The maximum
amount your health insurance plan will pay
for services provided.

* Insurance paid amount. The amount
covered by your health insurance plan.

* Paid non-reimbursable. The cost included
in the insurance allowed amount that are
for ineligible items or services.

* My responsibility. Any part of the
insurance allowed amount that is not
covered by your health insurance plan.

* Reimbursed from my accounts. The
amount reimbursed from your benefit
accounts.

* My remaining responsibility. The
remaining amount you can submit for
reimbursement.

Viewing claims and expenses

Once entered, claims and expenses can be viewed
on the claims list page. From here, you can view
claim status, attach receipts, and request
reimbursement for eligible expenses.

* - Required Fietd
P75 Service Stan Date * cy Clasmant * NewApp Two =
[T} Service End Date * Fe 24, 2017 [ Provider
() Description
(%) Bilest Amount * $ 20000 {(5) My Responsinitity § 7500
= Insurance Allowed Be A ;& Resmbursed from My aon
) $7500 €1 $000
T B PO TR e () My Remaining 000
(5) tnsurance Paic Amount® | 100.00 (8) Responibilty $ s000
%Y p —
(S) PaudNonReimbursable  § 1500
() Comements E Upload Receipt BROWSE

DRAG & DROP

Action Needed

$100 00 Elgible for Reimbursement

RECUETT REVELAIEET

Approved/Pad/ Subrmtted

($32.7) Ruil

($43%) -

($54.20) o

($8.%%) Paid

$100.%° Siomined o "
Denied

$34.% Denied
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Resolving pending debit card transactions

If you swipe your debit card for eligible products or services, you may be required to submit a receipt or
other documentation before the debit card transaction can be approved. To aid in resolving pending
debit card transactions, you can take the following action:

e Step 1. Navigate to the transactions page. B My Accounts ~
* Step 2. Located the pending transaction (using the search filters)
* Step 3. Click to expand the transaction, and click add receipt to et

attach your supporting documentation to the transaction. Year _"i“""' ' v: Plan

Account Summary

We will review the documentation you’ve submitted and update the
transaction accordingly.

Year 207 ~ | Plan | Dependent Care FIA (Curr Type All o

Which transactions do you want to see? Select here ~

¥ Approved,/Posted & Pending/Processing B Denied Q@ SEARCH FOR TRANSACTIONS
($4000) Card Feb 27, 2017
Date Of Service Feb 27, 2017 RECHPLS |§—_?:|: ADD RECEIPT
Description DR. SMITH Mo receipts to dizplay. LJE.] PRINT
Claimant NewApp Two o=
Account Type DCA
Plan Start Date Jan1, 2017
Plan End Date Dec 31, 2017

Merchant Name DR. SMITH

Updating your user profile

To access and edit your user profile, click the username hyperlink on the right side of the navigation bar.
From this page, you can:

Update your phone number and address.

Change your pa.ssword o
Update your reimbursement method 103pm o Feb 24, 2077

Add a new dependent

Update an existing dependent

vk wWNE

The image below shows where each item in the list above is located.
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iz @ ¢ eomeronie
(St W
O Phone Address L LSS
555-444-1234 1 Main Street (2]
L e Beverly
Email Audress euil delete MA, 00000
hjones@alegeus com us
NewApp Two Alternate Address
40 Elm 5t
Date of Birth Orlando
Jan1, 1950 FL, 32801
us
Employee 1D
f“lt!tpﬂnz
Maritol Status - egir 0
None @
N Mohile A 0 Reimburcerment Method
Gender W Mobile App Ling Dlrect Deposlt
None -
XXA-XA-5678 Eastern Bank
Employes Status Account Number
Ne“ll *kk kTG
Houting Numbar
*A¥1708
Checking
Family Members a (@) ADD FAMLY MEMBER
Spouse NewApp Two Spouze Or Common Law Spouse
Date of Birth Mar 3,1975 Address /7 EDIT DEPENDENT
S5N b 1211 1Main Street
: Beverly, 00000
Gender us

Ph

Viewing and managing alerts & messages

The envelope icon in the navigation bar alerts you to any unread messages awaiting
your review. Depending on your communication preferences and your group’s setup,
these messages could be anything from confirmation of an email address or password
change, to notification that a claim you submitted has been received, to an alert that a
card transaction was denied, to a wide variety of other messages.
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S SMS " Email SEARCH FOR ALERTS
I =] Febis.20m Password Change Your password has changed
[; ] Febl4, 2017 EmployeeEmailAddressChangePartnerAlert Email Address Changed
I Feb 14, 2017 DepositReceivedPartnerAlert Contribution Received
( of 18

Click on an individual message to see the full text:

Alert Details x

sword has changed

Consumer Funding Solutions
10 Mamn Streat

Beverly, MA 01915

Sample Group

John Tester

You have successhully updated your password information lor accessing the Wealth Care Portal

| you have any questions or concerns, please contact us at
43-8EB-EVEY

Thank you.
WealthCare Demo Administrator

Changing your message preferences

You can change whether or not you receive certain message types, as well as how you
receive them from the communication settings page. This page can be accessed by @ -
clicking the sprocket symbol in the navigation bar.

You may choose, for each alert type, whether you receive it via mobile, email, both, or
neither. Click save when you are done editing your preferances. You can also use this
page to update your email address, and to register your mobile phone for SMS text alerts.






