EHRPRO

New HSA Account
Online Enrollment Instructions

Welcome to HRPro’'s HSA Account .
MHRPRO

How to set up your account online: Login

Use the direct link provided by your Exising User? Settingup a New Account?
employer and click on “Get Started” under
“Setting up a New Account”

It's easy to apply for a new account. Click ‘Get Started"

Login to your account
below o begin

Password

Or go to www.hrpro.com
Click “Account Login” (Right side of menu)
Click “Account Holder Login/FSA/HRA/HSA”

Under “Setting up a New Account” enter
code (provided by your employer) then click
“Get Started”

xﬂ" 7

Existing User?

Setting up a New Account?

FHRPRO

Create Account orgot Userma -

It's easy 1o apply for a new account. Click ‘Get Started"
below to begin

Login to your account

Password @ Forgot Password?
Personal Information “Required

Please enter the following personal information to create your account m

Create a username and password to login to your account in the future.

\ You are now at the first page of
N account creation. Complete the
S required information about yourself
C - and set up your username and
Sz : password.

Time Zone * Select a Time Zone.

Email Address®

Confirm Email Address*
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The next screen asks you to answer

*
security questions. These questions are ﬂhﬂPRO

used to reset passwords and also in other
areas of the portal. Answer Security Questions

Required

Please enter an answer 1o any 5 security questions to complete your user setup. To keep your information secure, you will be
asked 1o answer 3 of these questions to complete sensitive actions within the portal such as resetting a forgotten password

Select a question
Select a question
Select a question
Select a question

Select a question

Cereel m

EHRPRO

Now you will be directed to complete I Losous
your HSA Enrollment. The first screen ' summary of Accounts e e 5 o
takes you to a summary description of the

HSA. This will provide a brief outline of how > | S
an HSA works with a high deductible health

|

HSAs are individually owned health reimbursement accounts that allow pre-tax dollars to fund the account. Interest or

1 “ n ! dividends accumulate tax-free, and reimbursement of qualified medical expenses are tax free.
plan (HDHP). Click “Next” after you've read : N "
. HSAs work hand in hand with high-deductible health plans (HDHP). Individuals who make contributions fo an HSA
|t must be covered by an HDHP. The HDHP must safisfy minimum deductible amounts with certain out-of-pocket

maximums. To review minimum deductible amounts and out-of-pocket maximums visit www.irs.gov. HSA account

holders may not be covered by any other insurance plan that is not an HOHP or that covers benefits provided by the
HDHP or below the deductible of the HDHP. There are exceptions for “permitied insurance” or “permitted coverage”
producis. An HSA must be set up with a gualified custodian or frusiee. AdminPro, Inc’s custodian is HealthcareBank.

* The infarmation provided on this web page is general in naturs and does not reflect the view of the trustee or custodian bank and should
not be relied upon as tax o legal advice. This information does nat amend any provision of the custedial documents and agreements.

ﬁse’;fta;rortje\?vtiﬁ receive and need to read and ﬂ HRPRO

agree to the following agreements:

Jennifer Test ~

* The Custodial Agreement and Disclosure I Logour
Statement " HsA Enrollment: Agreements |
» B Agresments [ Profile [ Dependents [ Eligibility @ Payments [ Beneficiaries [ Summary gg Confirmation
* Electronic Disclosure
. . \‘Culllétrg‘;l‘sat‘:cgc;[;:nt::l\:ggné;z&sﬁ:edswl‘:g?ngunrl(hls account by rewwmgkag:da::;%au agreements listed below.
e Important Information on Patriot Act BecvorcDitone e R and e
Requirements st informaton
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Profile:

Add or update the information on the
Profile page. Please enter any additional
information necessary and check it for
accuracy. The fields indicated with a red *
are required. This information will be used
to verify your identity so make sure it is
accurate. You will not be able to proceed
without verification. Click “Next” when
complete.

Dependents:

Add your dependents, if applicable. Enter
your dependent’s information and click ,
“Add Dependent”. Repeat for to add

additional dependents. When finished

adding dependents, click “Next”.

EHRPRO

EHRPRO

Jennifer Test =
| Logout
|

‘ HSA Enroliment: Profile

[ Agreements [ Frofile g Dependents [ Eliginility [ Paymemts g Beneficiaries | Summary [ Confirmation

Demographic Information * = required field

First Name:* Jennifer
Middle Initial (|

Social Security Number:*

I
I
I

Birth Date:* 8/25/1968
Gender:
Marital Status O Married O Single

Contact Information

Home Address:

Country:*
dres Line 1+
i
State:t

Zip Code:¢

Mailing Address: Same as Home Address

Home Phone:* 11

i e
Confirm Email Address:

By providing an email address, you will receive communications electranically about your benefits in lieu of paper documents.Your email
address will not be shared o used for any other purpose.

G s

EHRPRO

Jennifer Test =
| Logout

]
l HSA Enrollment: Dependents
Agreements @ Profile @ Dependents @@ Eligibility @ Payments g Beneficiaries @ Summary Confirmation

* = required field

Complete the dependant information below if you have any dependents and click the Add Dependent button to add the dependent. If you
do not have any dependents or when you have added all of your dependents, click the Aext button.

First Name=*

Middle Initial

Last Name:*

Il
D

Social Security Number:

_\:|_

Birth Date: ]
Gender.
Full Time Student* Oives @ No
Relationship:*

Add Dependent

1025 N. Campbell Road, Royal Oak, Ml 48067
248-543-2644 opt. 4 | 800-989-8776
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Eligibility:

This page contains the eligibility
requirements that are necessary to open
a Health Savings Account. If you qualify,
click the checkbox certifying that you meet
the qualifications to open a Health Savings
Account.

Under “Qualifying Health Plan Coverage”,
you must indicate if you are as an
“individual” or “family” and click “Next".

Payments:

Employees will be ordered a debit card to
be used for HSA expenses automatically
upon enrolling in the HSA. To have an
additional card issued to a spouse or an
adult child, please click the “issue card” box
next to the appropriate individual in this
section. (Only if you have added
dependents or spouse to plan).

Reimbursement Method. There may be
times when you are not able to utilize your
debit card to make HSA eligible purchases
or payments. If you would like to request a
distribution from your plan, you will need to
select a reimbursement method.

If you select “Direct Deposit” and click
“Next”, you will be directed to the section to
enter your bank account information.
Otherwise a check will be issued to your
home for each distribution requested.

EHRPRO

Jennifer Test =

| Logout
|
l HSA Enrollment: Eligibility
= Agreements @ Profile @ Dependents g Eligibility @ Payments @ Beneficiaries @ Summary @ Confirmation
Health Savings Account Qualification * = required field

To qualify for an HSA, you must meet the following requirements. You are responsible for ensuring that you meet these requirements and
are eligible to contribute to an HSA.

‘You must have a gqualifying health plan or be opening an account to rollover balances from an existing HSA account. @

‘You cannot have any other disqualifying health coverage. @

You cannot be covered by a first-dollar full coverage health flexible spending account (FSA) or health reimbursement arrangement (HRAI

‘You can be covered by a limited purpose or post-deductible FSA or HRA as well as a retirement or suspended HRA. @

‘You cannot be claimed as a dependent on anyone else’s tax return.

You cannot be enrolled in Medicare, Medicaid, or TRICARE.

Qther circumstances may affect your eligibility to establish or contribute to an HSA
Refer to |RS publication 269, "Health Savings Accounts and Other Tax Favored Health Plans”, for information about special rules that
ect eligibility. You mayduwmuad & copy of this publication from www.irs.gov. The publlcauun is also available by calling 1-800-829-
76. You are solely responsible for determining whether you are eligible for an HSA, and for determining you remain e\lgmle inthe
future.

(01 certify that | meet the qualifications to open a Health Savings Account

Nexe >

EHRPRO

Jennifer Test =

| Logout
|
l HSA Enrollment: Payments
[ Agreements [ Profile [ Dependents [ Eligibility g Payments [ Beneficiaries [ Summary g Confirmation
Benefits Card
Pay for your qualified expense directly out of your plan account with the debit card
Substantiation may be required after purchase
234 5678 9010
VISA
Name Accounts Available on Card Card Shipped To
Jennifer Wajeeh Hea 4162 Glenbrook Court Sterling
fssu el Heights, Ml 48310

Reimbursement Method
How would you like to receive distributions?

(® Direct Deposit
“Your reimbursement will be deposited into your designated bank account 2-3 business days from date your claim is processed. Please
allow additional day(s) if there is a bank holiday.

© Check
Reimbursement checks will be distributed on the scheduled reimbursement date

1025 N. Campbell Road, Royal Oak, Ml 48067
248-543-2644 opt. 4 | 800-989-8776
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Direct Deposit:

When choosing direct Deposit option, you ﬂH?PRO

will be required to enter your banking
information on this next screen. Check for Jennifer Test -

| Logout
|
aCcCura Cy ‘ HSA Enrollment: Payments
[ Agreements [ Profile | Dependents [ Eligibility [ Payments [ Beneficiaries g Summary [ Confirmation
Bank Account = required field

Enter your bank account information to setup your direct deposit account

Account Type:*

Account Nickname:* & 7

Bank Information

Enter the contact information for your bank. This information may be pre-filled for you based on the routing number you entered above.

State* Selecta state v

EHRPRO

Beneficiaries:

Jennifer Test «
| Logout

|

You may designate a beneficiary for your T
Health Savings Account (HSA) The & Agresments @ Profile @ Dependents g Eligibility g Payments g Beneficiaries g Summary g Confirmation
designated beneficiary will receive your ‘

) ::a’rg?\a/[;?s\gnale a beneficiary for your Health Savings Account. The designated beneficiary will receive your HSA assets in the event of
HSA assets in the event of your death. 0 e s 1 e 1 o) sy s 4 G S S, 6

change beneficiaries by submitting a notarized Beneficiary Change Form with your spouse's signature of consent.

+ = required field

Please complete the fields below with the requested beneficiary information

If you are married in common law or in a
community property state, you must
designate your spouse as your Primary wtseannier ]

Beneficiary. B st —
You can pre-fill this section by clicking one e I

iddle Initial

of the dependents listed in the box at the e
r|g ht Tveet @) @® primary () Contingent
Relationship:*
Share Percentage:* (@ \:I
Cancel Next>
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Summary Screen

This screen summarizes all of the
enrollment information entered and gives
you an opportunity to change or update it if
necessary.

Once all information is verified and
complete, click “Next”

Confirmation Page

Please read and agree that you are
requesting that a Health Savings Account
be opened in your name by checking each
of the appropriate boxes and then click
“Submit Enrollment”

New HSA Account

Online Enrollment Instructions

| Logout

| HSA Enrollment: Summal

ry
[ Agreements [ Profile g Dependents g Elgivility g Payments g Beneficiaries [ Summary

Flease verify the following information is correct and click Next to continue your enrollment

Profile

Name: Home Address:
Social Secunty Number.

Epa= Mailing Address:
Gender.

Marital Status

Home Phane
Email Address,
Dependents
endents
Eligibility
‘Qualifying Health Plan Coverage
Coverage Level Ingividual
Payment Method
Benefits Debit Card
Cards Issued to:
Direct Deposit
Account Usage: IblAccountlsage
Bank Name IblEankName
Account Type: IblAccountType
Routing Number: IbiRoutingNumber
Accaunt Number: IblAccountNumber

Confirmation

You have selected Direct Deposit as your reimbursement method. You must complete and submit the Direct Deposit Form in

order to setup your direct deposit account.

Beneficiaries

EHRPRO

< Previous

Jennifer Test =
| Logout

l HSA Enrollment: Creation Authorization

[ Agresments [ Profile [ Dependents g Eligibility [ Payments [ Beneficiaries [ Summary @ Confirmation

By submitting the enroliment, you are requesting that a Health Savings Account be apened in your name.

O |affim mal a\l information | have providad is true and correct and may be relied upon by the Designatad Representative and the

H3A Cust

[ | understand the eligibility requirements for this HSA and | state that | am responsible for determining whether | qualify ta make

deposits to this HSA | am responsible for
Determining that | am eligible to make contributions to an HSA for each year | make a contriution;

8. Ensuring that all contributians are within the maximum limitations set forth by the tax laws, taking into account my coverage

and the applicable deductible under a high deductible health plan;
C. The tax consequences of any contributions (including Sries Contributions) or distributions:

D. Seeking the assistance of a qualified tax or legal professional to address any questions or concerns | may have about

eligibility, contribution imitations, or the taxation of contributions or distributions from my HSA.

{0 | cerify that | have received a copy of the enrollment form, the

the Custodial A

Disclosure Statement, and the Privacy Policy. | understand that | may revoke me HSAun or before seven (7) days aherlhe dar.e of
establishment. | have not received any tax or legal advice fram the Designated Representative or the Custodian, and | wi

the advice of my own tax or legal professional to ensure my compliance with relate

d laws_ | release and agree 10 hold [he

Custodian and Designated Representative harmless against any and all claims or losses arising from my actions

Submit Enrollment

1025 N. Campbell Road, Royal Oak, Ml 48067
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Enrolilment Complete!
Once you “submit enrollment” that's all you need to do — your account is now set up!

To access your portal: go to www.hrpro.com This time choose “Existing User”
Click “Account Login” (Right side of menu)
Click “Account Holder Login/FSA/HRA/HSA”

FHRPRO

Login
Existing User? Setting up a New Account?

Login to your account It's easy to apply for a new account. Click ‘Get Started"
below o begin.

Password @ Forgot Password? Get
Started

How do | choose my contribution amount?
Your employer will need to obtain your enrollment contribution amounts during your open
enrollment. Your employer will upload all contribution amounts into the Employer Portal.

How do | change my contribution amount?

Your will need to alert your HR Department for any HSA contribution changes. They will have
their own internal process in place for making changes, perhaps by form, benefit enrollment
system, etc. Verify with your HR Department how your changes are to be submitted.

What Does My Online Account Do For Me?

With your HSA online account, you will be able to manage and view your investments, make
HSA transactions (such as transfer of funds), view balances and recent transactions, view
contributions and distributions, set up text alerts, report a lost/stolen card, view messages,
download forms and more!

How Do | Access the Mobile App?

Once your account is set up, login to your mobile app with the same login and password. The
HRPro app is available through the Apple Store and Google Play.

Visit https://www.hrpro.com/benefit-administration/benefits-on-the-go/ to download.

1025 N. Campbell Road, Royal Oak, Ml 48067
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