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What is an HSA?

A health savings account (HSA) is an account that your employees can enroll in and contribute to
tax-free if they are enrolled in a qualified high-deductible health plan (HDHP). The funds in the HSA can
be used to pay for qualified medical expenses today or can be saved for future expenses.

HSAs have several important advantages and differences, compared to other account types:

Triple tax savings — money goes in tax free, comes out tax free, and earns interest tax free

Money can be invested
*  Substantiation of transactions is the responsibility of the account holder, not the
employer/administrator

* Portable — it stays with the employee when they leave the company or retire

* AnHSAis owned by the employee, so while an employer can contribute to the account, the
employer cannot view the balances in a specific employee’s HSA unless authorized by the

employee

Getting started
As an employer your role is to help make the HSA funding process as easy as possible.

It’s important to understand the timing of payroll processing within the employer portal’s
system so that your own internal payroll processes (file creation, upload, processing, posting,
and money movement) all align seamlessly.

You’ll need to determine the funding strategy - whether via payroll deduction (125 plan),
employer contributions, or both. We have found that when an employer contributes to an HSA,
the enrollment in HDHP/HSAs is 20-50% higher, depending upon the amount contributed. HSAs
make the transition to a HDHP a much more employee-friendly event than just moving to a
higher deductible plan without the safety net of an HSA.

Employer portal overview

The employer portal, located at https://www.weatthcareadmim.com/selfservicetogim.aspx, provides a
number of self-service capabilities for you to manage your employees’ HSAs.

To login to the employer portal, use the user ID and password provided by Verde Services. The first time
you login, you will be asked to change your password. The password requirements are listed on screen.
Once logged into the portal, you arrive at the homepage which provides you with a number of quick
links on the body of the page plus tabs to manage different activities.


https://www.wealthcareadmin.com/selfservicelogin.aspx
https://www.wealthcareadmin.com/selfservicelogin.aspx
https://www.wealthcareadmin.com/selfservicelogin.aspx
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£ Admin

About the Employer Self Service Portal

balances, view bank account activity, run reports, manage payroll
contributions, report employee cards lost/stolen, and much maore.

of the screen.

Using the Employer Portal you'll be able to view your employee’s account

To begin, just select one of the shortcut links below., You can search for an
employes by using the search or advanced search functionality at the top

X My Account Loagout &=

Welcome to the HJ Test Environment Employer Portal

Need Assistance?

If we can be of service in anyway, please contact Hl Test
Environment via phone at 407-444-4434 phone or via email at
heather.jones@alegeus. com.

If you need help navigating the employer portal, please visit the
online resources page by clicking here.,
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Funding options overview

There are a few ways you can make account contributions:

1. File upload in the employer portal

2. The Contribution Manager tool within the employer portal

3. ACH direct
4. Secure file transfer via sFTP site

The table below offers a high-level summary of each of these options. We will go into more detail on

funding options further in the guide.
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Ability to Ability to
Ability to spec?fy What if spec‘i,fy
Method Employee specify payroll employer vs Group funding employee’s current vs.
identifier used process HSA is not .
date employee ) prior year
contribution active? contribution
File upload SSN If ‘pending
Employer portal account
opening’ is
allowed, then
deposit
remains in a
Employer Yes Employer pending
generates a (can be debited next status.
.. . Yes day for total of If it’s not Yes
Contribution fulllist of current day, d
Manager employees past or future) pro'cess'e allowed, t.h(?n
. contributions no deposit is
Employer portal withopen
HSAs processed,
employer can
upload again
once HSA is
opened or
reactivated.
Funded The direct
through . )
Direct ACH HSQ:EZ:JM No No employer’s d‘:gﬁjs:;:‘d(::lols No
bank direct to
HSAs the employer
If ‘pending
account
opening’ is
allowed, then
deposit
remains in a
Yes Employer pending
(can be debited next status.
Secure sFTP SSN current day, Yes day for total of If it’s not Yes
past, or processed allowed, then
future) contributions | no deposit is
processed,
employer can
upload again
once HSA is
opened or
reactivated.
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Steps to begin processing funds
If you choose to use a method other than direct ACH, a bank account is required to facilitate NACHA file
creation. These NACHA files initiate money movement from your bank account to your employees’
health savings accounts.
1. Provide your banking information (bank account number, routing number, bank name, etc.)
2. We enter your banking information into our system as part of the employer setup process.
3. When you transmit payroll files to the system, an aggregated ACH file is created to debit the bank
account provided and to credit individual HSAs with the contribution amount in the payroll
file.
4. There is a validation process for all new bank accounts added to our system. The day after your
HSA bank account is entered into the system, a $0.01 pre-note transaction is initiated to confirm
that ACH transactions can flow as expected. During the 3-day validation process, contributions

can be loaded but they will not begin processing until the validation is successfully completed.

Once your bank account has been entered, configured, and successfully validated, an ACH initiates
anytime a deposit occurs in the system on your employees’ accounts. You can view ACH transactions by

navigating to main menu > employer > account activity > ACH history.

Now, we’ll go over the funding options you can use to move money into your employees’ accounts.

Option 1: File upload via employer portal

We will work with you to design a file format that works with our system. You can then download your
payroll file as a .CSV format, edit the contribution amounts as needed in Microsoft Excel, and upload the
completed file back into the system for processing.

secure
login

Download Review Your employer
Employee HSA funding file contributions, funding account

accounts are Iiogm to tal . with active HSAs . adjust amounts . is debited for
employer porta with SSN as as needed, and total successful

employee key upload the file contributions

opened

This can be accomplished in the contribution import & results page in the employer portal.

Main menu > employer > Contribution Manager > contribution import & results
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Step 1: To download your payroll file, choose the planyear and benefit plan, any billing groups, account
segments, or divisions applicable, and then enter thepayroll date. Once complete, create or download
your payroll file. Choose to include all accounts or active accounts only. Once selected, the payroll files
will begin to download.

As shown below, once you open the downloaded .CSV file, you can edit employee and employer

contributions within the Microsoft Excel application. After amounts have been entered and saved, you
must upload the file back into the system for processing.

A B C D E F G H 1 J

Employee Employer
Contributions Contributions

1 Payroll Date Account Type Code Plan Start Date Plan End Date Last Name First Mame Employee ID Per Pay Period Per Pay Period

2 20150508 HRA 20150101 20151231 Reynolds Lara 222222222 30 30

3 20150508 HRA 20150101 20151231 Hall Kerry 333333333 73 73

4 20150508 HRA 20150101 20151231 Osborne  Ryan e 100 100

5 20150508 HRA 20150101 20151231 Stanton  Carl 555555555 50 50

6

=

Important note: Leading zeros are dropped from employee IDs when the file is populated in Microsoft
Excel. You must manually add the missing zeros back into the file before importing it into the system.If
missing zeros are not added back into the file prior to upload, the system won’t properly match the
contribution to the employee.

Step 2: To import contributions, use the browse button on the contributions import & results page to
locate your saved payroll file. Select the ’process’ button.

Import Contributions

Impaort Payroll C5V File Below.

File®: I Browse... Process

Yerde
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Once the submission is successful, the following message will appear in green at the top of the page. It

can take a few moments for processing to complete. Once complete, the file will appear in view results.

EMPLOYER / Contribution Manager
Contribution Import & Results

Your contribution import request was submitted successfully.

Step 3: To view results, click the ‘refresh’ button. Once the file has finished loading, a table will appear

in the view results section near the bottom of the page.

Use this table to indicate success or failure for each line of your uploaded file. Successful contributions
will display a pending status and can now be viewed and edited in the pending contributions section of
the main Contribution Manager page until they have been processed. Contributions entered prior to

4:45pm ET will be posted the following day by 5pm ET.

View Results
View resuslts from previously imported files. Select dates below to search for files Imported between a spedfic date range.
stert Date: 472872005 [ End Dates srafa01s [ Fefresh
Paat Imports: | Payroll Deposit - ey 08 2005 mbi-3045050811 4406 5/8/2015 11:44-06 AM w| | Ennows Gy
Line Empr B} Emge ID Emedoves Emplover Eesn Ecxn Code Ervor Rendi
Amin Amound Lode

1 53500 200 0 Sees

F 345.00 35500 0

3 52600 528200 0

4 58200 588.00 o Swccess
Totsl Apgraved: 5247.00 553000 4 lines found.
Tatal Requested: $247.00 5530,00 4 lines found,

Expart b Excel

Uploading a file to process contributions before 4:45pm ET will fund the following day by 5pm ET.

Option 2: Contribution Manager via employer portal

You can also enter contribution information directly into the Contribution Manager tool versus creating
and uploading a file. Please note that the create contributions page is available for plans with up to 400
participants. Plans with more than 400 participants must use payroll files via the contributions import &

results page (option 1).

All employees

Employee HSAs
are opened

»

Login to
employer portal

»

Navigate to create
contributionspage,
enter desired payroll
date, and employer
amount for all

»

display with
employer amount;
enter employee

contributions

»

Employer acount
debited for total
successful

contributions

Navigate to the create contributions page within the interface, and confirm your group, plan year and
benefit plan are selected.

Main menu > employer > Contribution Manager > create contributions

Yerde
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Admin: nt| Employer: Heather's Employer Group || | [ List Al

Plan Year: Benefit Plan: | FSA HIFSA (1/1/2015-12/31/2015 [3/31/2016]) -

Step 1: Select the payroll date and enter the date the contribution will be posted to the employees’
accounts.

1. Select Payroll Date: 2/23/2016

2. Select Method to Auto-Populate Contributions: | Per Pay Period Amounts Vl

3. Select Accounts to Receive Contributions: Only Active Accounts fud

Display Contributions

Step 2: In this step, you can choose to have the system automatically load the amount of each
contribution by pay period amounts, coverage tier or division. If necessary, any individual contribution

can be edited once the contributions have been loaded.

1. select Payroll Date: 2/23/2016

[2. Select Method to Auto-Populate Contributions: | Per Pay Period Amounts Vl

3. Select Accounts to Receive Contributions: Only Active Accounts g

Display Contributions

Below is an example of what you’ll see when the ‘setby coverage tier’ option is selected:

Per Pay Period Amounts
Set by Coverage Tier

2. Select Method to Auto-Populate Contributions:

Coverage Tier Employee Amuh‘ﬁ%nmi
SING1 - Single 0.00 0.00
FAML - Family 0.00 0.00
THre - Husbandwife 0.00 0.00
MNone Assigned 0.00 0.00

Yerde
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Step 3: Select accounts to receive contributions. You can choose to display only active accounts or all
accounts.

1. Select Payroll Date:

2/23/2016

| Per Pay Period Amounts V|

Only Active Accounts g

2. Select Method to Auto-Populate Contributions:

3. Select Accounts to Receive Contributions:

Display Contributions

Step 4: Click the ‘display contributions’ button. Based on your selections, a contribution table will
populate. From here, you can manually edit contributions in the table as necessary.

Gt e bt i Tt Biame i m:r A::nmlsl — i)

e 000 | [Bw ] 75.00

Hey Mew a ey 75.00 60 001 35.00

Hew Mew Osbor Ry 100,00 S0.00 |S0.00

B M LY Car 000 00 ] 75.00

£275.00 $160.00 $435.00
4 contributions lound.
Below the contribution table are a few buttons:
save Employee Save Employer
Load Contributions Export to Excel Clear Employee Amounts Clear Employer Amounts Em:lm::’::sPav Emm::’:;w

Period Election Period Election

« Load contributions: Use the table above to load all contributions as pending. You will be able
to review pending contributions before they are submitted for processing.

« Export to Excel: Export all contributions shown into a Microsoft Excel spreadsheet.

« Clear employee/employer amounts: Allows you to clear out all employee or employer
contribution amounts so you can enter them manually.

« Save employee/employer amounts as employee/employer per pay period election: Saves
the current employee and/or employer contribution amounts as the per pay period election
amounts. The next time contributions are loaded using ‘per-pay-period amounts’ as the
method to auto-populate contributions, the saved amounts populate as the
employee/employer amount. These buttons can be used, for example, to save amounts of SO
for HSA account holders, which can help in situations where the employee is still active but is
not currently contributing to their HSA.

Yerde
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Step 5: Load your contributions and confirm they are accurate. All newly saved contributions display
with a pending status.

Contribution Results

The table below lists the contriketions pending for the payroll date above, inchading payroll contributions previoluch lasded. To load additional contributions, please click relosd the Create Contributiond”
Lmplover i Dy Aszourt Deposit P Lmploves Employer
11 Date Type Inet Ameming fumennt
73015 HR& Fayro

550,00 525.00

5(T/015 HAA S75.00 S60.00
STB01S LA 510000 50.00
HR& S50.00 52500

£275.00 160,00

4 pending contributions Baund

To make any final changes to the pending deposits, use the edit and delete buttons found in the action
column.

Under the results table, there are more buttons:

« Delete all: Use this button to delete all the contributions you just saved.

« Expedite processing of pending contributions: This pushes eligible HSA contributions to
process immediately. Simply click this button after loading contributions on screen or in the
Contribution Manager > pending contribution section. From there, contributions are posted
based on a one-day bank processing delay.

« Export to Excel: Export all contributions shown into a Microsoft Excel spreadsheet.

Using Contribution Manager to process contributions before 4:45pm ET will fund the following day by
S5pm ET.
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The main Contribution Manager page view

This is where you can view all
pending, posted and denied
deposits, as well as elections and
future automated deposits. Each of

EMPLOYVER [ Contribistion Manager

Employer Contribution Manager

Aidreis Camphryein Hathii's EMplaye Group st a8
these sections can be expanded by
clicking the arrOW icon Iocated on Plan Ve C -|.--: -V: Bl Plas WOD HSATEST | 1/1/2015-12/31/2099 (1273 1/ 0095{) -
Favoll $1an) Dt sranions (8 Pyl Gl Cxate: waerons (8 Seanth
the right side of your screen.
Employes Elections -
To view contributions, select the mame Svor | e |l aeeea | amesear || et s
i, L w00 wog 53000 %00 000 MR
employer group, plan year, benefit CTEN N TR T OO [ T
plan, and payroll start and end I
dates at the top of the page and Pending Contributions -
select the Search button. Applicable Future Auta Deposits =
contribution data will display into Postad Payroll Depotts -
the appropriate section below. e .
Important to note: Payroll start and
end dates cannot be a range greater than 90 days.
Posted payroll deposits
This section shows all posted payroll deposits for the chosen plan and timeframe.
Posted Payroll Deposits -
Empdoges. BEcount Emplovee. Employer Contributions. Dish,
(1] il . Bal
HARA 550,00 $50.00 SIS0 Q0 00
HRA 588.00 SE8.00 £35100 52,000 00
HRA 550,00 535,00 $TS.00 52,000, 00
3333 HRA 545,00 565,00 $36.00 $2,000 00
333333333 HRA 575,00 S75.00 $185.00 $2.000 00
HAA 575,00 560,00 S135.00 52,000 00
S/812015 HRA 526,00 S$I88.00 $65400 $2000 00
$7ra01s HAA 530000 550,00 £130.00 52000 &0
et 5/1/2015 HRA S100.00 $100.00 $35000 $2,000 00
GELESEIES SIRI015 HRA S88.00 SER Q0 SES L0 S1.00000
S55EEE5E5 15 HRA 550,00 §25.00 $Ts00 § 1,000 00
SS5E55555 5/1/2015 Admin - Payroll Deposit HRA £50.00 £50.00 S1T5.00 $1.000 00
Total: ST7.00 SOES.00 53,182.00
12 posted payroll depoiiti found.

Denied payroll deposits

Any payroll deposits that failed or were denied are displayed in this section. Available information on

why the deposit could not be posted is provided.

Yerde
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Denied Payrell Deposits

Deposit
ummuﬂm_nmlm

Admin - Fayroll
Deposit

Emploves ID

232222122 Reynolds, Lars  5/8/2015

Ademin - Payroll

212232222 ;
Depasit

Reynolds Lara  5/8/2015

Hheriin - Payroll

333333333 Deposit

Hall Kerry 5/8/2015

Aderin - Payredl

333333333 Hall Kerry 5/8/2015

Depasit

Total:

Account  Emploves  Emplover
Iype Amount(s] Amount (5]

Enilurs
Beazon

The cervice start date must not be prior to the account open date.

o) #2000 #2500 Service date must be on or after the account open date 435

e e (R e |

Tl e e

ol ol el e o
£140.00 £100.00

4 Denied Deposits found.

Common denied deposit error codes

Error
Code

471

Error Description

Invalid Product Partner
Current Year Contribution
Transaction Code

User Description

Invalid Product Partner Current Year
Contribution Transaction Code

Meaning

Wrong transaction code
associated to contribution

472

Invalid Product Partner
Current Year Negative
Contribution Transaction
Code

Invalid Product Partner Current Year

Negative Contribution Transaction
Code

Wrong transaction code
associated to contribution

473

Invalid Product Partner
Account Number DDA

Invalid Product Partner Account
Number DDA

A demand deposit account
(DDA) is an HSA number that
has been submitted but does
not yet have an active account
number in the system

502

Bank account closed

Previously active account has been
closed by the customer of RDFI.

Account has been closed by
the bank - no longer open.
Would require bank to re-open
the account if needed.

504

Invalid bank account number

Account number structure is not
valid.

Invalid bank account number
format

516

Bank account frozen

Funds in bank account are
unavailable due to action by RDFI or
legal order.

Account is frozen so no
transactions can post against
it.

543

External funding deposit
failure

External funding deposit failure

ACH failed deposit into HSA
from an external bank account.

587

Exceeds Family + Catch-up
Limit.

Contribution amount would exceed

the IRS limit for Family coverage +
Catch-up.

Contribution reaches the IRS
contribution limit that is
enforced in WCA based on
member coverage tier.

588

Exceeds Family + Catch-up
Limit.

Contribution amount would exceed

the IRS limit for Family coverage +
Catch-up.

Contribution reaches the IRS
contribution limit that is
enforced in WCA based on
member coverage tier.

589

Exceeds Single Limit.

Contribution amount would exceed
the IRS limit for Single coverage.
Note: Participant has Single
coverage.

Contribution reaches the IRS
contribution limit that is
enforced in WCA based on
member coverage tier.

Yerde
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590

Exceeds Single + Catch-up
Limit.

Contribution amount would
exceed the IRS limit for Single
coverage + Catch-up. Note:
Participant has Single coverage.

Contribution reaches the IRS
contribution limit that is
enforced in WCA based on
member coverage tier.

591

Exceeds Family Limit.

Contribution amount would
exceed the IRS limit for Family
coverage. Note: Participant has
Family coverage.

Contribution reaches the IRS
contribution limit that is
enforced in WCA based on
member coverage tier.

592

Exceeds Family + Catch-up
Limit.

Contribution amount would
exceed the IRS limit for Family
coverage + Catch-up. Note:
Participant has Family coverage.

Contribution reaches the IRS
contribution limit that is
enforced in WCA based on
member coverage tier.

593

Exceeds Family + Catch-up
Limit.

Contribution amount would exceed
the IRS limit for Family coverage +
Catch-up. Note: participant does not
have valid coverage tier assigned.

Contribution reaches the IRS
contribution limit that is
enforced in WCA based on
member coverage tier.

594

Exceeds Family Limit.

Contribution amount would exceed
the IRS limit for Family coverage.
Note: participant does not have valid
coverage tier assigned.

Contribution reaches the IRS
contribution limit that is
enforced in WCA based on
member coverage tier.

471

Invalid Product Partner
Current Year Contribution
Transaction Code

Invalid Product Partner Current Year
Contribution Transaction Code

Wrong transaction code
associated to contribution

Option 3: ACH direct

Submitting pre-tax HSA contributions via ACH direct is a quick and easy way to manage contributions
because you likely already have a payroll process in place. Follow your existing payroll process, simply
changing the bank routing number to the HSA custodian, [name of HSA custodian]. The [name of HSA
custodian] routing number is [insert routing number].

Employee HSA
accounts are
opened

Employer receives
report w/ health
savings account

numbers

»

Employer or
payroll pushes
contributions to
individual health

» »

savings account

Individual ACH
credits for active
accounts posted
by HSA custodian

Deposits returned
for accounts not
yet opened, closed
or frozen

»

Standard ACH timing rules apply. Funds will be available by 5pm CT the day after an ACH direct has been
initiated or pushed.

ACH Credit Flow

ACH contributions flow through the ACH network and standard NACHA process. You should check with
your financial institution or payroll provider for specific requirements.
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External System

Employer or payroll
company requests
credit to the HSA

Based on routing
number deposits,
money is in the
custodian ACH
settlement

account

FED

. 4

Bank sends ACH
transaction to the
FED -

~\
NACHA-formatted
file is sent to the
Bank (credits and
debits)

»

HSA Custodian/
Omnibus Account

SS funds
credited

Receives file and
is sent to us based
on the account
and/or routing
number

J

HSA Custodian ACH
Settlement

Funds credited
to ACH
settlement
account

»

HSA

Processes NACHA
file & memo posts
contributions to

accounts that
successfully accept
deposits

. 4

[

Processes end
ofday

$

Transaction
posts toaccount

Important note: The HSA account details report can be configured to optionally include employee HSA
account numbers. The user running the report must have the correct profile permissions enabled and
the ‘mask bank account number’ filter should be set to ‘no’.

Option 4: Secure FTP

Contribution files may also be sent to a secure FTP folder where the files are automatically processed.
Your administrator will work with you on developing a file format and setting up an sFTP folder. Once in
place, you must create contribution files following the prescribed format and drop them into the secure
FTP folder to initiate money movement. Your bank account is debited the next day for the sum of
processed contributions unless the contributions are loaded with future effective dates more than 2

business days out.

Contributions are
received on file and
begin processing

»

Respose file is presented
with results of upload

Bank custodian posts
contributions to

»

employee HSA accounts

Yerde
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Reconciliation

Payroll contributions should be reconciled after they have been processed. This will confirm that the
expected contributions have successfully posted to employee accounts. When reconciling, use the
following reports:

« HSA funded contribution report to reconcile contributions funded using Contribution Manager
« HSA payroll reconciliation report to reconcile payroll and direct ACH contributions

« Payroll funding reconciliation report to get details on payroll activity

HSA funded contribution report

Use this report to confirm the status of payroll contributions submitted within a specified date range. It
helps you to easily confirm contributions that have posted successfully and identify reasons for failure.
If a contribution is submitted for an account holder whose HSA status is not active, the contribution will

fail and will be reflected on this report. Failed contributions must be reviewed and resubmitted once the
HSA is active.

The total dollar amount of successful contributions should balance to the amount of the ACH pulled

from the employer.

Funded Contribution Status Report
Contbutions For Dates: T//2017T - THA201T
(Contributions Status @ All

Report Generabon Date: 711872017 6:26:45 AM \

Tpa ld  Tpa Mame Employer ID Employer Mame Plan ID Partoer Extérmal First Name Last Employes 1D Account Contribution  Conlribution Stabus Ermor Descriphion
Nare Account 1D Narne Type Code | Amount

TO11110 Z¥Z ABCIZI ABC Comgpany HS5A  Bank Payrol Test SETE54321 HEA B6.67 Unsuccessful Imvalid Product Partner Account Humber DDA
Name

TO11119 22 ABC1Z3 ABC Company HSA  Bank 123456769 Payroll Teat 2 147258360 HSA 268 75 Successful Suttess. )
Narmie

HSA payroll reconciliation report

This report provides a list of payroll-funded HSA deposits within a specified date range. Use this report
to reconcile employee contributions posted via ACH direct as well as payroll funding for employees and
employers.

This report does not include failed or unsuccessful contributions. The total contributions reflected in this

report should balance to the amount of the ACH pulled from the employer or the total amount
transmitted via ACH.

Payroll funding reconciliation report

This report can be used to provide details on payroll activity when payroll funding is used. The data
included supports reconciliation of the entire life cycle of a payroll deposit (submission, processing and
funding) to confirm the data and amounts are in sync. The report supports reconciliation for HSA payroll
funding methods, by date range using payroll date, transaction date, settlement date or invoice date.



