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01

Navigating the portal

02

Managing members

03

Managing files

04

Automating contributions

05

Utilizing the reporting suite

Today’s 

agenda
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A message 

from our 

COO 
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The dashboard: Your homebase
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See your 

program 

at-a-glace
01

See active accounts, funds 

used, and common reports

02

Select a tab to reveal drop 

down menu options

01
02

02

01
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01

Select tabs on the 

navigation bar

01

03

Use ‘Show Me How’ 

for in-product help

03

Navigating inside the portal

02

When applicable, utilize 

subnavigation bar options

02

7



8

✓ Search existing members

✓ Add new members

✓ Edit member profile and elections

✓ View healthcare card status

✓ Add member contributions

Managing 

your members 
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01

Select Participants Tab 

and find Search

01

02

Enter Search criteria

03

Find results below

03

02

Search existing members

9

01
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02

Acknowledge 

notification

02

01

Select

Add Eligible Participant

Add 

Eligible  

Participants

01

Add new members
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03

04

04

Save and choose to 

enter enrollment

03

Enter member 

profile information

Tip

Add Payroll Groups 

for your members

Add new members
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01

Find a member and select 

Profile in subnavigation bar

02

Select Update Profile, 

make changes, and save

Update 

Profile

02

Edit member elections 
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01

02

02

Select Healthcare & Dependent 

Care from subnavigation bar

03

Choose specific 

account to edit

01

Find and select a member 

from the Participants tab 

03

Edit member elections 
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04

04

Select Change or Cancel

Tips

▪ Select Change if you wish to suspend 

coverage due to leave of absence or 

extend coverage due to rehire or return

▪ Select Cancel an if terminating 

member’s coverage but not employment

Edit member elections 
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01

Select Add Enrollments

01 Add Enrollments

Add member elections 
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02

Enter dates

02

03

03

Select plan 

04

Enter election amount

04

Add member elections 
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01

Select Healthcare & Dependent care

01

02

Select Health Care Card

02

View healthcare card status 
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03

Select Add Funding 

03 Add Funding

01

Select Healthcare & 

Dependent care

02

Choose account to fund

01

02

Add member contributions 
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04

Select plan 

04

05

05

Enter amount
06

Choose date

06

Add member contributions 
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✓ Prepare the Plan Sponsor 

File (PSF)

✓ Upload PSF

✓ Understand file processing 

results

✓ Review errors 

and advisories

Managing

member files

20



01

01

Select Files tab

02

Select Plan Sponsor File

0201

02

Plan Sponsor Files (PSF) 
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Find the template files on 

the Support page of your 

transition site

Plan Sponsor File Templates
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Prepare the PSF

Tips

▪ Delete rows 1 and 2, leaving data only

▪ Save as Text Tab Delimited file (.txt)

▪ Save with correct naming convention

PSF_12345_YYYYMMDD_PROENRFND.upd.txt

Naming your file 

Employer 

ID

Date file 

created
Type of 

file Reference the File Guide to ensure correct naming of Plan Sponsor File 
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Upload the PSF

01 02

01

Choose file 

02

Upload file

24



▪ Received: File was received and will soon be processed 

▪ Rejected: File has been processed with no records posted – didn’t meet standards

▪ In Process: File is in queue for non-rejected records to be posted to production

▪ On hold: Contact your HealthEquity contact or Client Services for assistance

Know 

the status:

Understand processing results
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Tip

Download Guide 

to File Errors 

and Advisories 

from the File tab

Guide to File Errors and Advisories

Understand errors and advisories
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01

01

Select a number in Count 

column or Download

02

Correct the next file upload 

or upload new records

Correcting file processing results 
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03

Search member record

03

Verify correction in member records
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✓ Add payroll groups

✓ Set up payroll calendar 

✓ Verify deductions

Automating

member 

contributions 

29



01

Select Benefits tab

01

02

02

Select Payroll 

01

02

Add Payroll Groups 
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03

Select Add a Payroll Group

01

04

Define Payroll group, Default, and 

confirm Auto Funding  

Add a Payroll 

Group
03

04

Add Payroll Groups 
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01

From a Payroll Group, 

select Add New HC & 

DC Calendar

01

02

Set up calendar with year, 

frequency and first pay date 

02

03

Select Create 

Calendar 

03

Set up Payroll Calendar 
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05

Save calendar and Payroll Group 
04

Verify deductions and dates

04

Save 05

Tip

Create a new calendar 

every Open Enrollment 

Verify Payroll Calendar 
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01

From a member’s 

profile, select the 

appropriate Payroll 

Group code

01

Assign members to Payroll Groups
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01

02

Select HC & DC

04 04

02 01

Select Reports tab

03

Download Contributions & 

Payments report 

03

04

Confirm Payroll Groups and year-to-date deductions for accuracy

Preview Payroll Groups and deductions  
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36

✓ Generate Reports

✓ Common FSA/HRA Reports

✓ Common Commuter Reports

✓ Schedule Reports

Utilizing the

Reporting Suite
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01

Select Report or 

View All

01

02

Select Report Type

03

Select Report

02

03

Generate Reports
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04

Enter date prior to invoice date or Saturday prior to 

invoice date 

04

05

Select Generate Report

04
05

Generate Reports
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06

Confirm notification 

preference

06

07

07

Select Go to Select a Report Page 

or Go to Pick Up page

08

Select OK

08

Generate Reports
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09

Select Pick Up

09

10

10

Select Refresh Page

Generate Reports
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01

Select Report Name

02

Download report and 

save as needed

01

02

Generate Reports
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01

Select 

Contributions &  

Payments

01
02

03

02

Enter Date Range

03

Select Report 

Type

Common FSA/HRA Reports
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Report summary

Invoice reports:

▪ Contributions & Payments

▪ Funding

▪ Invoice

Member-level reports:

▪ Enrollment

▪ Healthcare Card

Year-end report

▪ Account Activity

Common FSA/HRA Reports
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Report summary

Member-level reports:

▪ Election 

▪ Commuter Card

Member deduction report:

▪ Payroll 

Invoice report: 

▪ Invoice Reports Bundle

Common Commuter Reports
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Tip
Select the question mark 

when you want to learn 

more about a report type

Learn more about reports 
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01

Select Report Name

01

02

02

Select Schedule One Time or Recurring

Schedule Reports
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01

Enter Start Date

02

Select Recipients

03

Select Save

01

02

01

Select Frequency

02

Enter dates and select recipients

03

Select Save

03

01

02

03

04

Select Notification Options

05

Select OK

04

05

Schedule Reports
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01

Select Scheduled

02

Select Edit Schedule

01

02

03

Make Updates

04

Select Save

03

04

Schedule Reports
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Key points of 

reference
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Know where to go to get 

your questions answered 
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Questions?
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Frequently Asked Questions - General

52

Q: How do I contact HealthEquity?

A: You can reach the HealthEquity Client Services via email at relationship.management@heathequity.com or by 
phone at (855) 428-0447.

Q: Where can I find information regarding my transition?  (Applicable to TakeCare Clients Only)

A: You can find additional information as well as transition specific materials concerning your transition via the 
TakeCare Microsite linked here: https://www.wageworks.com/takecareww/.

Q: Where can I find information regarding my transition?  (Applicable to AFLAC Clients Only)

A: You can find additional information as well as transition specific materials concerning your transition via the AFLAC 
Microsite linked here: https://www.wageworks.com/aflacww/.

Q: Where can I find information regarding my transition?  (Applicable to CSAM Clients Only)

A: You can find additional information as well as transition specific materials concerning your transition via the CSAM 
Microsite linked here: https://www.wageworks.com/csamra-er/.

Q: Will this recording be published and made available to meeting attendees?

A: The full recording of the meeting will be provided via email following the call.  This information will also be posted to 
the microsite(s) for reference along with a recording of each of the 4 individual sections covered today. 

mailto:relationship.management@heathequity.com
https://www.wageworks.com/takecareww/
https://www.wageworks.com/aflacww/
https://www.wageworks.com/csamra-er/


Frequently Asked Questions – General cont.
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Q: How do I find more information or obtain access to the HealthEquity open enrollment materials?

A: We have provided access to open enrollment materials within the transition microsite. You can also access the 
open enrollment materials by going directly to www.healthequity.com/oetoolkit. 

Q: How do I obtain access to the client portal and how can I get others access to the portal?

A: The login credentials to the client portal are provided via two separate emails.  The first email will contain the 
information for your username.  The temporary password is provided via a separate email.  The first time you log 
into the portal you will be asked to change the temporary password to something permanent of your choosing.  
The Username will not change.  

There are different levels of portal access that can be given such as Reports Only, Basic + and Super User.  A 
Super User has the highest level of access and what they are permitted to do within the portal.  Anyone with Super 
User access to the portal can setup portal access for other users. 

If you have not received your portal login credentials or are having issues with accessing the portal, please reach 
out to the HealthEquity Client Services Team directly by email at relationship.management@healthequity.com or by 
phone at 855-428-0447.

http://www.healthequity.com/oetoolkit
mailto:relationship.management@healthequity.com


Frequently Asked Questions – General cont.
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Q: I am only seeing information specific to the FSA, HRA, and/or Commuter benefits.  
How do I get information on the HSA Benefit?

A: The portal that we will be reviewing today is specific to the FSA, HRA, and/or Commuter benefits.  

Applicable to CSAM Transition Only: If your HSA plan is also transitioning in December, you should have received a 
separate communication in mid-November with further information on how to register for an HSA-specific webinar 
as well as links to pre-recorded trainings. Please contact the HSA Client Services Team by email at 
CHSAClientService@healthequity.com or by phone at (866) 347-0957 for additional information.

Applicable to TakeCare/AFLAC Transition Only: If your HSA plan is also transitioning in December, you will be 
assigned an implementation manager to assist with that transition.  If you have any questions on the HSA Benefits 
and the transition to HealthEquity, please contact your designated implementation manager directly.

mailto:CHSAClientService@healthequity.com


Frequently Asked Questions – Member 
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Q: When I log into the client portal, I am not seeing my Limited Purpose/HSA-Compatible Healthcare FSA Plan listed. 
How can I ensure that this is setup for my members?

A: With the transition to the enhanced HealthEquity Platform, the Limited Purpose/HAS-Compatible Healthcare FSA 
Plan is no longer setup as a separate plan.  It is combined with the standard Healthcare FSA and will show as an 
option when processing member enrollments.  This election can also be indicated via the file templates that are 
processed through the portal.  Please contact the HealthEquity Client services team directly by email at 
relationship.management@healthequity.com or by phone at 855-428-0447 for additional guidance with this plan 
setup.

Q: How can I enter or update member information through the portal?

A: HealthEquity offers a variety of methods for entering or updated member information. 
Member data which includes demographic information, enrollments and/or plan contributions; can be manually 
entered into the HealthEquity portal directly, can be added to the system by uploading a file directly into the portal, 
or an automated file can be sent directly to HealthEquity from a third-party vendor for processing.   Any 
combination of these methods can be used.   Please contact the HealthEquity Client services team directly by 
email at relationship.management@healthequity.com or by phone at 855-428-0447 for further assistance.

Q: Will the member's direct deposit information be transitioned to the new HealthEquity platform. 

A: After careful review, it was determined that the risk was too high with transferring a member's bank account 
information as even one error could have significant downstream impacts. 
Members will need to add their direct deposit information via their new member portal.  During the site registration 
process, members will be prompted for this information. Direct Deposit instructions can be updated at any time.



Frequently Asked Questions – Member cont. 
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Q: Can we order new cards for members, or must they order their own?

A: Once Healthcare FSA enrollments are entered into the system, cards will automatically be issued to the primary 
account holders. Member can request additional cards for their dependents via the member portal.  Debit Cards 
are issued for use with the Healthcare accounts only.  Members will need to submit a request for reimbursement 
from the Dependent Care Account as the debit card is not associated with this account.

Q: What is the deadline to enter new members for 2022?

A: There is no strict deadline as far as when members can be added to the system.  However, keep in mind that any 
claims submitted by members for eligible expenses incurred on or after 1/1/2022, will be denied until the 
enrollment information has been loaded.   Also, it will take 10–15 calendar days for members to receive their 
healthcare card one the enrollments have been posted.

Q: With the recent change to the permitted IRS Limits, if a client has already submitted their enrollments, will 
enrollments be automatically updated to the IRS Max?

A: The system has been updated to allow for the new IRS Limits for 2022.  Individual member elections will not be 
updated automatically by HealthEquity as we have no method of validating that a member truly wishes to elect the 
defined IRS Limit.   

If you have already submitted your 2022 member enrollments to HealthEquity, you will need to manually update all 
members that wish to elect to the IRS Maximum one by one on an individual basis or by submitting a new 
enrollment file with the corrected election amount per member. 



Frequently Asked Questions – Files
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Q: Applicable to CSAM Transition Only: 
Will I be required to reprogram our existing Eligibility, Enrollment and/or Contribution files?

A: If you are currently providing eligibility or enrollment files using the V2 format or RPI, you can
continue to use the existing files for the new platform. 

Please note, if using the V2 format, you must also include ‘_OE’ or ‘_AE’ in the file naming to differentiate your 
Annual Enrollment from the ongoing files. 

You will not need to make any other changes to your file layout or to the FTP location you are currently sending 
your OE,  ongoing eligibility and contributions files (if applicable).

• RPI is the ADP Payroll system that passes payroll deduction information between ADP and HQY.

If you are currently providing eligibility, enrollment and/or contribution files in a format other than
V2 or RPI, you will be required to reprogram your files to the standard HealthEquity file layout.
The standard HealthEquity File specifications are located within the Support section on the microsite.  The link to 
the microsite is located on slide 52.



Frequently Asked Questions – Funding
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Q: If we send a contribution file today, do I need to setup Auto-funding as well?

A: Auto-funding is not required to be setup if you are already sending a contribution file today.  However, We do 
recommend that you setup at least one payroll group for reporting purposes.  Payroll groups can be setup without 
adding a payroll calendar and without enabling the auto-funding process.

Q: What are typical payroll group names and the respective payroll group codes?

A: The standard payroll group names are Bi-Weekly, Semi-Monthly, Weekly, and Monthly.  
The standard payroll group codes are B (bi-weekly), SM (semi-monthly), W (weekly), and M (monthly).

Q: How can I confirm my members are setup for auto-funding once I’ve added my payroll calendar?

A: When establishing the payroll groups, payroll group codes, and payroll calendar within the HealthEquity portal, 
there is a button to mark if you would like auto-funding to be initiated.  By selecting that button, you are confirming 
that you would like the auto-funding method turned on based on the payroll calendar setup for that payroll group 
code.



Frequently Asked Questions – Commuter
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Q: How can members elect the commuter benefit?  Is that an election that can be provided directly to HealthEquity?

A: Members will need to actively enroll for the commuter benefit (which includes both transit and parking) directly 
through the HealthEquity site.  This is a monthly election that can be changed, canceled or updated every month; 
however, the system will automatically default the election to a recurring order which means that the same monthly 
order will be placed for that member until the member actively logs in to make a change or cancel their order. 

Q: When will my remaining commuter balance be transitioned to the new HealthEquity platform?

A: Commuter balances will be transitioned to the new platform as a commuter credit within 30 days of the transition 
live date.   

Commuter Credits are used to offset the pre-tax dollar amount withheld from a member’s paycheck.  This 
deduction is taken from the member’s paycheck and is equal to the total elected commuter order amount.   

Example – if a member has a commuter credit balance of $200 and makes a commuter election of $280.  The 
$200 credit will be applied towards that total order amount of $280, reducing the amount that will be withheld from 
the member’s paycheck to $80.    

Likewise, if the credit balance is greater than the elected commuter order, the credit balance will continue to be 
applied towards each monthly order until the balance is exhausted in full. 


