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Quickstart Guide




Welcome to your PrimePay Benefit Accounts
Participant Portal.

This one-stop portal gives you 24/7 access to view information and manage your Flexible Spending Account (FSA),
Health Reimbursement Account (HRA), Commuter Benefits, and Wellness/Incentive Accounts.

Our one-stop portal enables you to:

* File a claim online.
» Upload receipts and track expenses.
* View up-to-the-minute account balances.

« View your account activity, claims history and
payment (reimbursement) history.

Report a lost/stolen card and request a new one.

« Update your personal profile information.

Change your login ID and/or password.

Download plan information, forms and notifications.
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How Do | Log On To The Home Page?

1. Go to login.primepay.com and click the
PRIMEPAY BENEFIT PORRTAL PARTICIPANT ACESS* widget.

2. If you have already registered for your account, enter your username and password.

3. Click Login.
Login Instructions for New Users EEST—
1. If you are creating your account for the first time, select Get Started | F_r‘. 1 f—j -' | ;
under the ‘New User’ icon and follow the instructions. ' ““““ 'n s (Il
&
New User? —
New users can create a new accounttogetstarted. | ] esease e

Get Started -

-] Haslthcare Savings Bost

4%

The Home Page is easy to navigate:

« Easily access the Available Balance and “I Want To:” sections to s
work with your account right away.

o The “l Want To:” section contains the most frequently
used features for the Participant Portal.

o The Accounts section links to your Accounts, Investments, -

and Profile. | - I I

. . . — 1 L .

e The Tasks section displays alerts and relevant links that enable e Dt .
you to keep current on your accounts. =

e The Healthcare Savings Goal section graphically displays your
HSA savings goals progress.

e The Recent Transaction section displays the last three
transactions on your account(s).

e The Quick View section graphically displays some of your key
account information.

You can also hover over the tabs at the top of the page to navigate.
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How Do | Get Assistance With
My Claim?

1. From any page you can open the Let’s Chat
window from the bottom right icon.

2. Asking about claim denial or claims needing
receipt will prompt the chat window to help
you review your claims and find where you can
attach receipts.

How Do | File A Claim And Upload
A Receipt?

1. On the Home Page, you may simply select the
“File a Claim” under the “l Want To:” section
from any page on the portal, expand the
Accounts tab on the top of the screen.

2. The claim filing wizard will walk you through
the request including entry of information,
payee details and uploading a receipt.

3. For submitting more than one claim, click Add

Another, from the Transaction Summary page.

4. When all claims are entered in the Transaction
Summary, agree to the terms and conditions
click Submit to send the claims for processing.

5. The Claim Confirmation page displays. You
may print the Claim Confirmation Form as a
record of your submission. If you did not
upload a receipt, you can upload the receipt
from this screen or print a Claim Confirmation
Form to submit to the administrator with the
required receipts.

Home Accounts Tools & Suppan Message Center B
Accounts / Receipts Needed
Receipts Needed
sincs_ Aceowes prowoex "R o S
V22015 Limited Healh University..  Uma Ballard 550 Requed  View Contemation nmn
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Let's Chat ~

Hi Uma, | am Let's Chat, and I'm here to
help. This is a secure chat, so feel free to
ask me about things like account
balances, claims, or other sensitive
information. How can | help you?

Why is my claim denied?

Here's the list of your recently denied
claims. Choose one you're interested in.
Select ‘Search daim’ if you don't see
your claim in the list, and Il try to locate
your claim.

#1 B/20/2019, $6.98, Dr. Watson

#2 6/20/2019, $4.50, Marshall Dental Clinic

#3 411772019, $3.00, Valley Wellness

#4 21412019, $25.00, LenCrafters

Mew messages ¥
#5 412212019, $3.00, Valley Wreme ol

Type your message B

| Want To: /

m e e m e e e

Let's Chat
| #18/20/2019, $6.98, Dr. Watson

#2 62012019, $4.50, Marshall Dental Clinic

#3 411712019, $3.00, Valley Wellness

#5 412212019, $3.00, Valley Vision

| #4 21412019, $25.00, LenCrafters
[ Search claim

#1 8/20/2019, $6.98, Dr. Watson

Your claim cannot be approved for

p ing b the r

documentation requested in our previous
notifications was not received. If you
would like additional information about
your claim, you can go to the message
center and find the denial letter: Message
Center.

Type your message

Note: If you see a Receipts Needed link in the Tasks
section of your Home Page, click on it. You will be taken to

the Claims page where you can see the claims that require
documentation. You can easily upload the receipts from this
page or use one of your Mobile Quick Receipts.
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How Do | View Current Account Balances And Activity?

1. For current Account Balance only, on the Home Page, see the Accounts section.

2. For all Account Activity, click on the Accounts tab from the Home Page to bring you to the Account Summary
page. Then you may select the underlined dollar amounts for more detail. For example, click on the amount under

“Eligible Amount” to view enrollment detail.

Note: You can see election details by clicking to expand the line item for each account.

Accounts

HEALTH SAVINGS ACCOUNT

AVALABLE

Cash Account £2,01250
Advance $0.00
Investment Account $795.00
Available fo spend §2,807.50

Inchudes Advance

010172018 - 123172018

Limited Health Care Flex

Dependent Care Flexibie

Parking Reimbursement

AVAILABLE

$2,44595

5191830

$1,280.00

Accounts / Account Summary

PR ——

Meaith Savings Account

All Health Care Expense Activity in One Place

To view and manage ALL healthcare expense

activity from EVERY source, use the Dashboard. e et oot

1. Under the Accounts menu is the Dashboard. The Dashboard

Dashboard s

provides you with an easy-to-use consolidated view of healthcare

expenses for ongoing management of medical claims, premiums,

and card transactions.

2. Easily filter expenses by clicking on the Filter By Options on the
navigation pane on the left side of the screen or, by clicking on

the field headers within the Dashboard.

3. Expenses can be exported into an Excel spreadsheet by clicking
on the Export Expenses button on the upper left-hand side of

the page.

oy A8

Expanses by Sategory

‘\-‘ vy ooy
D vewsy tun
) vy veur
1 viewy Retiions
-
an Bl B ey @0
15

=) PRIMEPAY.

primepay.com

© PrimePay, LLC. All rights reserved. Source: WEX
5]


http://primepay.com
http://primepay.com

How Do | Add An Expense To The Dashboard?

1. From the Dashboard click on the Add Expense button on the upper left-hand side of the page.

2. Complete the expense detail fields. You can even upload a copy of the receipt and add notes for
your records.

3. Once the expense has been added to the Dashboard you can pay the expense, if desired.

L —— How Do | Pay An Expense?
Hor Accounis TooisSupport  Mossago Conter B 1. You may process payments/reimbursements for unpaid
Dashboard  weuss expenses directly from the Dashboard page.
= 2. Expenses will be categorized, and payment can be
initiated for unpaid expenses by clicking on the button to
iy the right of the expense details.
‘\] g""""“" 3. You can filter the Dashboard to only view unpaid
' s e expenses by clicking on the unpaid status from the
Bt Filter By menu.
Sumr S S @ @ o 4. Simply choose which expenses you would like paid and
S Sy b o e you will be presented with the eligible accounts from
Tt oM which you can initiate payment.
M 5. When you click Pay, the claim details from the

Dashboard will be pre-populated within the claim form.
Review and edit the claim details by completing any
required fields that remain blank.

3701 Dontal Uma Bl Uheossty Cank: #w §

2s Modcal Lima Blalioed ABC E yowoat 5500 5
Ve sl U B 2020 Viwen $1000
e Medcal Lima Batid ADE et L1

6. You will have the option to either request a
reimbursement to yourself or pay the provider.

$
%
P08 Medesl Uissa Bt AR E et ww %
MAGIE  Mosesl U Balied ABKC Eyppmeat sm §

HVUBMA  Mdedcsl L Blaliosdd ABC Eyeseat s §

oo e e P —_— Please note: If you choose check as a payment type, a $1.50
BITHE  Modcal Uma Batied ABC Eyeweat s § CheCk fee applles

T LT e Sotattan Bated Wiseon 20 Tersrty P
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How Do | Edit An Existing Expense In The Dashboard?

1. You can edit expense details for all claim statuses
directly from the Dashboard page.

Total Eligible to Submit: $8.00

DATE *  EXPENSE RECIPENTPATIENT  MERCHANT/PROVIDER Uy STATUS

2. Expand the claim details visible by clicking on T —— R
the expense line item from the Dashboard. ot e Ay . po—

3. You will be presented with options to add expense 72018 Medcal  AmiyAndorson  ABC Ortho 00§
notes, update the expense details, mark the e e s ﬂ
expense as paid/unpaid, or remove the expense e i oo ) o s aaite
for unpaid expenses from the Dashboard. Detals Source: Oniine Toisl Bifled Amount:

Expensa Amount: $3.00 Received Date: 6182018
Payable Amowunt: $3,00

How Do | View My Payment (Reimbursement) History?

1. On the Home Page, under the Accounts tab, click
Payments from the left-hand menu.

Contact Us o LUimn Balard - ‘(0] Logout
Harme Accounts Tools & Support Message Center B . .
2. You will see reimbursement payments made to date,

fiocos EE et including debit card transactions.

s o i 3. By clicking on the line of a payment, you can
ot o o o expand the data to display additional details about
10102018 0000000000 Direct Deponsit Paig 536,00 B
the transaction.

03022018 0000027326 Check Paud i Provider $i0.00

070272018 BO000ZTES Check. Paid to Provider $10.00

06262018 DO00HB5485 Check. Paid 1o Provider $15.00

06282018 DOOC4E5834 Chock Paid 1o Promider $15.00

06282018 DO0OMES383 Chack Pais $150 00

How Do | Report A Debit Card Missing And/Or Request A New Card?

1. From the Accounts tab, under the Profile menu,

0 umoBotard - )
click the Banking/Cards link.
Homi Accounts Tools & Support Message Center B
2. Under the Debit Cards column, click Report
Lost/Stolen or Order Replacement and Eaking
follow instructions. Bank Accounts n Debit Cards
Please note: A $5 charge applies to replacement card orders. i it

CHECKS
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How Do | Update My Personal Profile?

1. In the Accounts menu, you will find links to
update profile information including profile
summary details, dependents, and beneficiaries.

Contact Us © umaBallard - "E(o] Logout

Home Accounts Tools & Support Message Center 8

2. Click the appropriate link on the Profile for
your updates: Update Profile or Add/Update
Dependent or Add Beneficiary. Some profile Frode teafr, | -Demendents D
changes will require you to answer an A BALLARD ) souATHAN BALLARD
additional security question. 029 Etam A Sudenite

Profile / Profile Summary

3. Complete your changes in the form.
GENDER MARITAL STATUS
Unspecified Inspecified

4. Click Submit.

CONSUMER COMMUNIC..,
131

Beneficiaries Add Beneficiary

No beneficiaries

How Do | Get My Reimbursement Faster?

The fastest way to get your money is to sign up online for direct deposit to your personal checking account.
Before you begin, make sure that your employer is offering direct deposit setup online.

1. From the Home Page, under the Tools &
Support tab, click Change Payment Method
under the “How Do I?” section.

Contact Us © UmaBatlerd - B(0)  Logout

Home Accounts Taols & Support Message Center B

2. Select the Update for the appropriate plans.
The Payment Method/Update Payment
Method page dlsplays Documents & Forms How Do 1?7

Tools & Support

FORMS

3. Select Reimburse Myself Using Direct
Deposit and Update Bank Account.

ALL ABOUT HEALTH SAVINGS ACCOUNTS.

4. Enter your bank account information and
click Submit.

5. The Payment Method Changed
confirmation displays.

6. If there is a bank validation requirement,
you will be notified on the portal to look for
a small transaction or “micro-deposit” in
your designated bank account in the next
couple of days to enter online, which will
validate your account.
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How Do | Change My Login And/Or Password?

1. In the Accounts menu, under the Profile section,
and click Login Information on the left-hand
navigation bar.

2. Follow instructions on the screen. For a new account,
the first time you log in, you will be prompted to
change the password that was assigned by your
plan administrator. (Follow the instructions.)

3. Click Save.

How Do | View Or Access The Following Items:
1. DOCUMENTS & FORMS
1. From the Home Page, click the Tools & Support tab.

2. Click any form or document of your choice.

2. NOTIFICATIONS
1. From the Home Page, click the Message Center tab.

2. Click any link of your choice. You will be able to view
and archive current documents, as well as reference
documents archived previously.

3. In addition, you can Update Notification Preferences
by clicking on the link next to Notifications.

3. PLAN INFORMATION

1. On the Home Page, under the Accounts Tab, you
will be directed to the Account Summary page.

2. Click onto the applicable account name and the
Plan Rules will open in a pop-up window.
OR from the Home Page, under the Tools & Support
page, you may view Plan Summaries for basic information.
Then click each applicable plan to see the plan details.

More Helpful Information if Enabled By Partner

Home

Contact U ® UmaBallerd - W) Logout

Accounts Tools & Support Message Center B

Login Information

) unagaad - W Logout
Heena Actinunts Tools & Suppon Message Center 8

Message Center

Current Messages

TEIOT B AN At eriars.

I At Sammary [0 200 1Ak

ETOIW 1000 At genars ML Acxaumt Sammary [1FID00 - 1041 1AM Arcoen § (e At

IZTRITIONAM  Aukorpeesied 103F5A (U1

MA A peeriied HEA Aciue Soreesary (12100 - 12031 HEMA Actours By (VGE01R - 1201

Home Acecunts Toois & Suppont Masaage Canter B
Accounts / Account Summary

The i mation desgiryoes o e ACCoon! SUTHTry page wil vary Sopndng Lpon jeur spachc hestam banstts.
anw Mo

Hialth Savings Ascount

TOTAL AVAILABLE BALANCE  $5,153.00
AMKLABLE CASH BALANCE AL STHENT IALANCE
$4.050 00 TR ST rS—————

U019 - 120172098 FSTIMATHR PR P PRS0 BEDUCTION $1,141.08

From the Home Page, under the Tools & Support tab, you may find links that connect you to helpful information
supplied by PrimePay. These may be links to PrimePay’s website or to other valuable resources that enable you to

manage your healthcare more effectively.
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