Health Savings Account (HSA)
Participant Web User Guide

WageWorks® Copyright Information
Copyright © 2017 by WageWorks, Inc.
All rights reserved. The information contained in this document is proprietary and confidential to WageWorks. No
part of this document may be reproduced or transmitted in any form or by any means, mechanical or electronic,
including photography and recording, for any purpose without the expressed written permission of WageWorks.
WageWorks and the WageWorks Logo are registered trademarks of WageWorks, Inc.
UMB is a registered trademark of UMB Financial Corporation. All rights reserved.
Printed in the United States
Version 17.04.3

HSA Participant Web User Guide

Table of Contents
Accessing Your Account ……………………………………………………

4

Account Information …………………………………………………………

5

Requesting Additional HSA Debit Cards ……………………………………..

7

Using the UMB Website …………………………………………………….
Account Statements …………………………………………………………….

9

Making Online Contributions …………………………………………………..

11

Requesting a Reimbursement …………………………………………………

14

Payment Options ………………………………………………………………..

15

Important Documents …………………………………………………………..

18

Self-Directed Investment Option ………………………………………………

18

9

3

HSA Participant Web User Guide

Accessing Your Account
As an HSA participant, you’ll have online access to your account information through the WageWorks My
Spending Account website (https://myspendingaccount.wageworks.com). Additionally, the My Spending Account
website offers direct, secure access to the website for the HSA custodial bank, UMB. Whether you need to check
your balance, file a claim or view your account statements, the websites are available 24 hours a day, 7 days a
week and are the fastest and most secure method for managing your HSA.
If you’re a first-time user on the site, you’ll need to register your online account to gain access. Just select the
button for “New Users – Register Here” and follow the simple prompts to activate your online account
management.
During the account registration process, you’ll be asked to create a unique user name and password that you’ll
use each time you access the site. Your user name and password should be something that you will easily
remember but not something that an unauthorized party might be able to discover (e.g., birth dates, zip codes,
phone numbers, etc.). Also, your password will need to comply with WageWorks’ security standards but, don’t
worry, if your selected password doesn’t comply, the website will advise you how to correct it.
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Account Information
After logging into the My Spending Account website, you’ll see an overview of your HSA. To view your account
details, click the + next to the account name.

This will display the year-to-date summary of your Total Contributions and Paid Claims. Select “View Details” to
see transactional detail and to access the UMB HSA website.
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The Account Details page provides an overview and the option to view transactional details, including contributions
and payments. Selecting “Summary” will return you to the spending account homepage.
You also have the option to pay a bill (Pay Now button), reimburse yourself for an expense (Reimbursement
button) or get more information about the HSA (Learn More button). Selecting any of these options will securely
transfer you to the UMB HSA website.
NOTE: The “Learning about your investment options” or “Invest your balances” link is not a direct
link to your UMB account. This link will take you to the public information page on the UMB website.
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Requesting Additional HSA Debit Cards
With your HSA, you have the option to request additional debit cards for yourself or for your qualified dependents
over the age of 18. To request additional cards, select “Card Services” under My Account on the spending
accounts homepage.
Requesting an additional card should not be used to replace a lost or stolen card. If you card is lost/stolen,
you should contact Customer Service immediately.
NOTE: Requesting an additional card for yourself (in your name) will temporarily suspend your
existing card. Once you activate the additional card, your original card will also be reactivated.

From the Card Services page, select the > next to your name to request an additional card for yourself (in your
name) or select “NEW CARDHOLDERS” to request a card for a qualified dependent.
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When requesting a card for your qualified dependent(s), please note that WageWorks does not store dependent
information. You will be required to provide the dependent information on the request page. Additionally, for
security purposes, all cards must be mailed to the primary accountholder’s address on file.
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Using the UMB Website
After securely transferring to the UMB website, you can view account-specific details, including any post-tax
contributions made or transfers from a previous HSA trustee. You’ll also have access to numerous account options
through the top menu tabs, including statement options, online bill pay and more.

Account Statements
You’ll receive quarterly statements for your HSA. You have the option of receiving e-statements or paper
statements by mail. No matter which delivery method you choose, you’ll always have online access to your
historical account statements for eighteen (18) months.
Setting Your Account Statement Delivery Option
From the Accounts tab, you can select “Statement Options” to choose how you’d like to have your account
statements delivered. You can choose e-statements (paperless), which means you’ll receive an email when your
statement is posted to your online account for viewing/downloading, or you can choose paper statements, which
means you’ll receive your statement via U.S. Mail but you won’t receive notification when the statement is ready.
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Viewing Historical Account Statements
Your account statements are available to view/download through your online account for eighteen (18) months.
To view your online account statements, just select “E-statement List” from the Accounts Tab.
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Making Online Contributions
In addition to the pre-tax contributions from your payroll deductions, transfer from a previous HSA, rollover from
an Individual Retirement Account (IRA) or, if applicable, employer-paid contributions, you’re allowed to make posttax contributions to your HSA. You can make online post-tax contributions directly from your personal bank
account on either a one-time or recurring basis. Although these contributions are made on a post-tax basis, they
are considered tax-deductible when filing your annual return(s). To make a contribution to your account, select
“Make Contribution” from the HSA Tools tab.
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You’ll need to link a personal bank account to your HSA to make online contributions. To link your personal bank
account, select the link for “Manage External Accounts” on the Make Contribution page.

This will direct you to the Edit/Add Accounts page. Enter the required information and click “Add Account.”

UMB will need to verify the account by making two small deposits to the account, usually just a few cents. Once
you see both of the deposits in your selected personal bank account, you’ll need to return to the Manage External
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Accounts page and verify the account. You’ll be asked to identify the deposit amounts as validation. Once the
account is verified, you’ll be able to edit or delete the account under the Edit Accounts section.

Once your account has been verified and enabled, you can make post-tax contributions to your HSA by selecting
“Make Contribution” from the HSA Tools tab. On the Make Contributions page, just select your account under the
“From Account” dropdown list, enter the information and select “Submit Transfer(s).” You also have the option of
making this a recurring transfer.
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Requesting a Reimbursement
For most of your eligible expenses, you’ll probably use your HSA Debit Card but we know there are times when
you have to pay out of pocket for an expense and then request reimbursement. You can request reimbursement
for out-of-pocket expenses by selecting “Request Reimbursement” from the HSA Tools tab.
NOTE: You must have a personal bank account linked to your account to receive reimbursement.
To learn how to link your personal bank account to your HSA, see the section on Making Online
Contributions.

Under the New Reimbursement section, just complete the information and select “Submit Transfer(s).”
NOTE: If you haven’t yet linked a personal bank account to your HSA, you’ll need to add the account
by selecting the link for “Manage External Accounts.”
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Payment Options
Under the Bill Pay tab, you can use your HSA funds to pay bills online. By selecting the desired action from the
menu list, you can:
•

Make a payment

•

View/Edit payments

•

Schedule recurring payments

•

View/Edit recurring payments

•

Add new payees

•

View/Edit payees

Adding Payees to Your HSA
The HSA website allows you to maintain a list of your common payees. You can establish a payee by selecting
“Add a New Payee” under the Bill Pay tab or by selecting “Add Payee” on the Bill Pay homepage.
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You must enter the payee’s name and address and your account number as it appears on your bill(s) from the
payee. Then select “Save new payee.”

Making Payments from Your HSA
Once you establish a payee account, the system will automatically return you to the “Make a Payment” page,
where you’ll see your list of payees. You can make a single payment by selecting the appropriate payee, entering
the amount of the payment, selecting a payment date and clicking “Submit Payment(s).”
You also have the option to establish recurring payments for any payee by selecting the link for “Create a recurring
payment” on the Pay Bills page or by selecting “Make a Recurring Payment” on the Bill Pay tab.
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To set a recurring payment, you’ll need to choose the payee and the payment amount. Then, you’ll need to set
the due date and frequency of the payments (e.g., monthly, weekly, etc.). You can also establish how long the
payments should continue. When your information is set, select “Submit” to create your recurring payment.

Once your recurring payments are established, you can view, edit or delete your recurring payments by selecting
the “View / Edit Recurring Payments” under the Bill Pay tab.

Viewing Scheduled Transactions
You can view or edit any scheduled transactions by selecting the “View / Edit Scheduled Transactions” from the
HSA Tools tab.
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Important Documents
There are a number of different documents that you may need to help you manage your HSA as well as some
useful tools. You can locate all of the HSA-related documents and tools from “HSA Documents” under the HSA
Info tab.

Self-Directed Investment Option
You may have the option to transfer some of your HSA funds into the Self-Direct Investment Accounts offered by
UMB. These transactions can be completed directly through the “Manage My HSA Investment Account” option
under the HSA Tools tab. You can obtain detailed information about HSA investment options directly from the
UMB website at https://hsa.umb.com/Individuals/InvestmentOptions/index.htm.
NOTE: Not all HSA Plans allow investment options. You should consult your employer’s benefit
services department to determine if investment options are available on your Plan. Additionally, UMB
requires that your available HSA balance be greater than $1,000 and only the balance amount over
$1,000 can be invested. If your balance is less than $1,000, the option for “Enroll in HSA Saver now”
will be inactive.
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The UMB Self-Directed Investment account gives you the opportunity to select and manage your own investments
through an online investment account. Through this account, you have access to:
• More than 170 mutual funds in seven nationally recognized fund families
• Funds offered at Net Asset Value (NAV)
• Online enrollment and tools to help you manage your account
• Registered representatives to help with your questions

$725.93
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