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Employer Web Overview

Payroll Processing

To best serve our employers, we offer three
online payroll applications - Payroll on the
Web, Funding Spreadsheet Upload and
AdHoc Quick Payroll Processing. A user
guide foreach application is available both
at the application home page and under the
Employer Services tab.

Payroll on the Web (POW!) is available to
employers with less than 150 accountson
the recordkeeping system. If your firm has
150 or more accounts on the system, a
message will notify you that you cannot use
the payroll application. Inthis instance,
contact the Employer Support Team at
866-712-4551 Monday — Friday, 8am-8pm,
EST or
EmployerSetup@mybenefitwallet.com to

discuss alternatives.
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Welcome to POW! —The Payroll on the Web Employer Funding Application for Health Savings
Accounts. This secure application allows you to easily provide us with contribution information.
This contribution information, paired with lump sum fundingvia wire, check or Automated
Clearing House (ACH), provides the opportunity for communication about payroll contributions
for timely and accurate posting to employee accounts.

This guide is prepared and distributed as a resource and step-by-step user manual.

Note, for security purposes, the Business Contact User ID is provided in a separate notification.
If you have a User ID, contact your Business Contact for your initial password.

In addition to this user guide, we have available online video presentation at
http://www.brainshark.com/acs-inc/Payroll on the Web as well as a weekly training class.

Contact Employer Support for specific days/ times and to register for a session.

We are excited to offer this application and hope it meets your funding needs. Thank you for
selecting BenefitWallet”, A Xerox Solution.


mailto:EmployerSetup@mybenefitwallet.com
http://www.brainshark.com/acs-inc/Payroll_on_the_Web

Overview

Overview Accessing Payroll on the Web

Payroll on the Web is our most frequently Payroll on the Web is accessed throughthe Payroll Processing Tab. Select “Payroll on the Web”
used online payroll application; providing from the link on the left side of the screen or within the text.

easy-to-use screens to submit payroll The Payroll on the Web display is alphabetical by Last Name, First Name for all members currently

funding distributions. Through logontothe  on our system under your employer code. Payroll ID and account status are also displayed.

secure site, employee information (name, A maximum of 150 accounts will display. You may navigate through the listing using the “arrow

bar” to the right of the contribution input fields. The total number of employees on the system is
indicated at the bottom of the screen below the Grand Total amount.

payroll ID number and account status) for
employees currently on the BenefitWallet

recordkeeping system with your Employer
ID will display.
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Important Reminders

® Payroll Processing

e Contribution information can 0n|y be Important Notes Employer Toolbox Member Search
input for accounts in open status. “ Welcome to the newly designed  © [ o
. PO CILES Ben8ﬁma||81® portal! Member Education & Tools
e Accountsarein frozen status when B - S
enrollment has processed but the ol Processing Sores S Searcn
. . . Deposit Instructions
signature process is incomplete. WHPu”mmmw T S— Mast Popuar Forms and Dacuments P—
e Accountsforwhich enrollment has not
Reporting ~ Last Submitied 07112016
et processed do not display on Payroll EE I
y P P Y Y O Employer Protie y Funding Amount se1000 Employer Profile HSA Account Status
On the WEb. ) Address 1237 w manhatton dr Frazen (4)
. .. Ha Member Information - Create New Payroll —_—— Closed (4)
e Accountsforindividuals who have a SERE e '
) ) ‘2" Manage Notifications e 513'5 -
status of “Inactive” or a different 20 Cods ss282
. = " = Business Contact Email Divya.Nair@xerox.com
employer code than that of your firm do et feobex HSA Payroll File Status
. mN View/Update Employer Profile »
nOt dlsplaY' E Lot Manage Additional Access »
e Closed accountsdo not display. = Collapse menu

® You may save and use templates to
make future submissions easier.
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Getting Started

Select the “Help” link if you need Payroll File Date

assistance. After you have reviewed this First, indicate the effective date forthe file to process. The default is today’s date. The format is

information, you may return to the MM/DD/YYYY. If the date entered is not a business processing date, the file will process on the
application by selecting the “X" in the top

right corner.

following business processing date.

Input a file description. This may be your employer name, file date, etc. Each submission should

Note: contributions will not post to the have a unique submission foridentification purposes.

accountsunless (1) the effective date has . o ] . o
Both the effective date and description are required. If you do not complete information in these

been reached, and (2) sufficient funds are . ) . . )
fields, the update feature will not process. A popup will remind you to complete these sections.

available in the employer account.

ag _ i 0 ——
a1 Welcome Lastlogin was on 07/05/2016 at 01:04 PM. A | Logout ‘

BenefitWallet 5§

Payroll on the Web [@ Guides (2) Help [ Print

@ Payroll Processing a

Deposits made forthe prior calendar year
must indicate the Effective Date forthe

contribution to post in the Prior Year (e.g.

Last Submitted Last Saved
December 20). Prior Year contributions 06/30/2016 06/30/2016
post only during the period January 1 — April
15th of eaCh year_ Create New Payroll [1] saved Templates 5] Previous Submissions
Funding Spreadsheet Upload
AdHoc Quick Payroll Processing Payroll File Date File Description
07/05/2016 =ENNO)]

Deposit Instructions

ACH Pull Funding Election Employee and Employer Contributions

Select Name Account Status
= Employer Profile e Employee Name = Employee Payroll ID = Status = Employee Contribution Employer Contribution
. ALLEN DICK 999001003 Open 0.00 5000
& Member Information ™
) ALLEN JOHN 999004003 Cpen 0.00 50.00
20 Manage Notifications ~
ANDERSCN MIKE 999001004 Cpen 0.00 50.00
=~ Employer Toolbox ~
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Contribution Information

Important Reminders

e Input ofalphabetical characters,
symbols and spaces will result in a
popup requiring adjustment to numeric
values before processing.

e Anysingle entry for amember in excess
of the current IRS maximum annual
contribution will require adjustment
before proceeding.

e A Contribution Total for Employee and
Employer contributions as well as Grand
Total display.

e Dollars and cents are separated by a
decimal point.
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Contribution Information: Employee and Employer

You may enter contribution information for open employee accountsonly. This is accomplished
by entering a dollar and cent value in the Employee Contribution and/or Employer Contribution
columns next to the employee name and payroll id number. Only numeric values will process.
Dollar amounts up to the annual maximum contribution may be input into each row. Only the
dollar amount of the contribution to post should be input into the dollar field. The cents
amount must be populated with two numeric values. The default is “00”.

No contributions are input for the frozen accounts, as input cannot be made for frozen
accounts (see next to last accountin listing).

By moving the cursor out of the text box with the most recent input, subtotals forthe
Employee Contributions and Employer Contributions, as well as an overall total will calculate.

You may create and save templates to make future submissions easier.

BOOME BOB 999001010 Frozen 40.00 10.00

BOSETTIRICK 999001011 Open 0.00 0.00

Employee Employer

Contribution Total ($) 130.00 480.00

Grand Total ($) 610.00

Total Employees: 83

Save As Template Clear

Note: Funding instructions submitted by 4:00 pm (EST) Monday through Friday (except banking holidays) will be processed the same business
day. Files uploaded after 4:.00 pm (EST) or during a non-business day will be processed the following business day.




Submitting Contributions

1. To submit funds, you will confirm the
total that must be contributed the
employer sub-account. It is presented in
total and with a breakdown between
employee and employer contribution
amounts.

2. To submit, reconfirm this submission.
The file is not submitted for processing
until you have reconfirmed and receive
the confirmation.

You may save templates to make future
submissions easier.

BenefitWallet Payroll On The Web Guide

soserr  Ga-mybenefitwallet.com says:

You have entered Employee contributions of $130.00 and
Employer contributions of $130.00. The total amount that
you must fund is $260.00. Do you want to proceed?

Prevent this page from creating additional dialogs.

Contriby
Cancel

Grand T(

ployee

}0.00

10.00

Total Employees: 83

Employer

130.00

Save As Template Clear

Note: Funding instructions submitted by 4:00 pm (EST) Monday through Friday (except banking holidays) will be processed the same business day.
Files uploaded after 4:00 pm (EST) or during a non-business day will be processed the following business day.

sosert  da.mybenefitwallet.com says:

Are you sure you want to submit this payroll file? Once
submitted, the transactions cannot be cancelled.

Prevent this page from creating additional dialogs.

Contriby Cancel

ployee

}0.00

Grand Toearyor

Total Employees: 83

260.00

Employer

130.00

Save As Template Clear

Note: Funding instructions submitted by 4.00 pm (EST) Monday through Friday (except banking halidays) will be processed the same business day.
Files uploaded after 4:00 pm (EST) or during a non-business day will be processed the following business day.




Submitting Contributions

Asyou are inputting, you may “Save” your
work. By selecting “Save,” the dollar
amounts input for each member will be
saved. You need to input a description to
save the file as a template.

Itis possible to save and not yet submit the
payroll allocation. A reminder will advise
you of the need to submit in order to post
funds. To submit the most recently saved
input — log on to the application, select
Payroll on the Web from the Payroll
Processing tab. The most recent input is
displayed. To submit a previously saved
template, select the template from “Saved
Templates”

1. Enter a description;
2. Select "Update;” and

3. Select “"Submit” to submit this input for
processing.

For the file to process, you must
“Submit”.
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BenefitWallet
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Payroll Processing

Funding Spreadsheet Upload

AdHoc Quick Payroll Processing

Deposit Instructions

ACH Pull Funding Election

Reporting

Employer Profile

IMember Information

IManage Notifications

rr
]
ar

Welcome

Payroll on the Web

Last Submitted

06/30/2016

Create New Payroll

Lastlogin was on 07/052016 at 01:04 PM.

5 | Logout |

[@ Guides (@) Heip

=

Last Saved

07/05/2016

1] saved Templates Previous Submissions

Payroll File Date
0710512016 @ ®

File Description

Employer Contrib

Employee and Employer Contributions
Select Name Account Status

All

Employee Name = Employee Payroll ID * Status +
ALLEN DICK 099001003 Open
ALLEN JOHN 899004003 Open

v

Employee Contribution Employer Contribution
0.00 50.00
o.0o0 50.00




Submitting Contributions

Important Submit for Processing

e Do not attempt to press the submit After inputting the contribution information, select "Submit” at the lower right corner of the
button again or to resubmit during the screen. During processing, an “hourglass” may display; the Payroll on the Web tab will not
processing activity. display. Upon submitting a file, the dollar amounts will be saved for subsequent submission.

e |tisimperative to review the individual
A summary total of the transactions input will display. A pop up will ask to verify that you wish

to proceed. Select "OK" to proceed or “Cancel” to return to the screen as completed for any
modifications. If the input you have made is inaccurate, you may change the input. For a saved
or previously submitted file, selecting “Clear” will only clear new inputs. To remove saved or

\\ /4

previously submitted dollar amounts you need to re-enter a “0” or a new value.

and total dollar amounts of each
submission as the previous submission
record is retained.

e Once submitted, the transactions
cannot be cancelled.

e Selecting “Clear” will clear all data on
the page.

e After processing, this input will be
reflected on the File Status Report.

: x
soserr  da.mybenefitwallet.com says: e -
poserr  da.mybenefitwallet.com says:
You have entered Employee contributions of $130.00 and = 0.00
Employer contributions of $130.00. The total amount that a a . N Are you sure you want to submit this payroll file? Once
you must fund is $260.00. Do you want to proceed? submitted, the transactions cannot be cancelled. B o
Prevent this page from creating additional dialogs. ployee Employer Prevent this page from creating additional dialogs.
) ployee Employer
Sy j0.00 130.00
Cancel Contriby Cancel 10.00 130,00
Grand Ty $0.00

Grand Teraryer 260.00

Total Employees: 83
Total Employees: 83

Clear

Save As Template Clear
Save As Template

INote: Funding instructions submitted by 4.00 pm (EST) Monday through Friday (except banking holidays) will be processed the same business day.
Files uploaded after 4:00 pm (EST) or during a non-business day will be processed the following business day Note: Funding instructions submitted by 4:00 pm (EST) Monday through Friday {except banking holidays) will be processed the same business day.
Files uploaded after 4:.00 pm (EST) or during a non-business day will be processed the following business day.
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Confirmation

A confirmation will display for your records and information. If you do not receive a confirmationyour file has not been received for processing.

An exception processing screen (see second screen below) will display in this instance. Note, only ONE payroll allocation may be submitted per

logon session. If you wish to complete more than one payroll you need to logout and re-logon.

BenefitWallet ; Welcome Lastlogin was on 07/112016 at03:24 PM. s [ Logout |

(® Payroll Processing

Payroll Allocation Confirmation

Print Payroll Submission

YYour payroll transactions have been submitted and will be posted to the appropriate HSA accounts in the next payroll batch process (07/11/2016),provided that your account at BNY Mellon
Funding Spreadsheet Upload contains at least $7,500.00 Otherwise, we will hold these items until you have funded your account.

AdHoc Quick Payroll Processing

To fund your account, please send an ACH credit to:
Deposit Instructions

Transit Routing Number: 011001234

ACH Pull Funding Election
Account Number: 95009381649301

Reporting For additional funding options, please contact EMPLOYER SUPPORT TEAM at 1-866-712-4551. Thank you.

) Employer Profile v Back

BenefitWallet ‘-’. Welcome Lastlogin was on 07/11/2016 at 0324 PM “ =

il

Payroll on the Web 3 print

/_:-‘ Payroll Processing

Payroll Allocation Exception Processing

]

Reporting M You cannot submit Payroll more than once in one session. Log back in again to re-submit. Please contact EMPLOYER SUPPORT TEAM at 1-866-712-4551 for help.

]

Employer Profile ~ Back

BenefitWallet Payroll On The Web Guide
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Previous Submissions

Printing Detail Using Previous Submissions

Once submitted, you may elect to print a record of this submission. To Upon using Payroll on the Web at least one time, the previous dollar

do so, select “Print this Page,” in the upper right corner of the screen. amount submitted are retained and templates may be saved for future
use.

BenefitWallet E:i Beneﬁtwa"et' == Welcome Lastlogin was on 07/05/2016 at 01:04 PM éf |m‘

v J

Payroll on the Web @ cuides (@ Hep (B Prim

Payroll on the Web

(5) Payroll Processing ~

Last Submitied Last Saved
Lant Subnieg Last Savea 06/30/2016 07/05/2016
07/11/2016 07/05/2016
Create New Payroll Create New Payroll [} saved Templates  [] Previous Submissions.
Funding Spreadsheet Upload
P
AdHoc Quick Payroll Processing Payroll File Date File Description
07/05/2016 B @ Employer Contrib
Employee and Employer Contributions Deposit Instructions
Seloct Name Account Status
ACH Pull Funding Election Employee and Employer Contributions
Select Name Account Status
ALLEN DICK 98001003 Open
ALLEN JOHN ' o =) Employer Frofile v Employee Name % Employee PayrollID 2 Status & Employee Contribution Employer Contribution
Open . ALLEN DICK 999001003 Open 0.00 =0.00
28 Member Information e
Open
ALLEN JOHN 999004003 Open 0.00 50.00

£ Manage Notifications e

You may save the file as a web page, web archive or text file. Complete
this by selecting “File” and “Save As".

After processing, this input will be reflected on the File Status Report.

11
BenefitWallet Payroll On The Web Guide



Previous Submissions

Within 1-2 business days, your file should be reflected in the File Status Report. If your file is not reflected in the File Status Report, you may view it
in Previous Submissions. If the status is “Saved,” your file has not been submitted.

View Previous Submissions or Templates Logout

Select “Previous Submissions” or “Saved Templates” in the upperright Do not forget to logout from the employer portal. Verification that you
corner of the screen to view the saved information. Inaddition, you can  are logged out will display.

open the file to view the details. The Payroll File Date, Description and For your security, you will be logged out after 28 minutes of inactivity.

total employee and employer contribution amounts will display in the Any input you have made to that point will be lost. You will need to re-
inventory listing. input this information.
By selecting a file (click on the payroll file date) the details of the file You need to logout and re-login if you wish to submit multiple

will display. You may then elect to print the details. Note: processed
files will also be presented within the File Status Report located in the
Reports tab.

payroll filesin asingle day.

- Ml [ e
Beneﬁtwa"et 5| Welcome Last login was on 07/11/2016 at03:24 PM. [ | Logout |
v L J
Payro" = the Web @ = @ = @ o
(® Payroll Processing ~ _
Last Submitted Last Saved
07/11/2016 07/05/2016
Previous Submissions + Create New Payroll
Funding Spreadsheet Upload
TG = . Payroll Date = Status = Description = Total Employee Contribution + Total Employer Contribution % Transaction Added On *
AdRoc WUIcK Fayro rocessing
071172016 SUBMITTED Employer Contrib 130.00 480.00 2016-07-11 15:27:46.0
Deposit Instructions
. . 06/30/2016 SUBMITTED Employer Contrib 130.00 43000 2016-06-30 11:41:55.0
ACH Pull Funding Election
02/26/2016 SUBMITTED Test 2.00 5.00 2016-02-26 07:17:40.0
j Reporting

12
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Lump Sum Funding

Employer Sub-Account

In each of the lump sum funding options, the
funds should be directed to the employer
sub-account. The employer sub-account
number is a 14 digit number established
during employer set up and provided to you
by the welcome emails or online. All
employer sub-accountnumbers begin with

9500998.

BenefitWallet Payroll On The Web Guide

Wire transfer

Wires must be received by 5:00 PM EST one day before the payroll effective date for
employers transmitting files in order forfunds to be available in each member’s account
on the payroll date (provided distribution instructions are also submitted in time). Wires
can only be submitted to employer 998" sub-accounts; our system does not support
wires to individual accounts. Employers should wire funds directly to their sub-account:

Receiving Bank: The Bank of New York Mellon

Receiving Bank Address: PO Box 535416 Pittsburgh, PA 15253

Bank Transit Routing Number: 011001234

Beneficiary Name: Employer Name (asestablished for HSA)

Beneficiary AccountNumber: [INSERT 14 digit Employer Sub-Accountnumber]
** These are accts beginning with 9500998

Reference Information: NA

ACH Origination— Employer Initiated Push
Employers should direct ACH funding to:

Receiving Bank: Bank of New York Mellon

Receiving Bank Address: PO Box 535416 Pittsburgh, PA15253

Bank Transit Routing Number: 011001234

Receiving Bank Account: Bank of New York Mellon HSA Custodial Account
Receiving Bank AccountNumber: 9500998 XXXXXXX

Addendum Information: [Provide employer name]

ACH credits must be received one day before the payroll effective date and should be
directed to a checking (not savings) account.

13



Lump Sum Funding

ACH Origination— Employer Authorized Pull

Employers may elect for BenefitWallet to PULL fundsfrom a
specified account. This is setup is completed online under “ACH
Pull Funding Election” in the Payroll Processing menu.

BenefitWallet Payroll On The Web Guide

Check

Employers should mail a check, payable to The Bank of New York
Mellon a/c 9500998 XXXXXXX. Theemployer accountnumber
should be indicated on the check. When remitting multiple checks,
employers may wish to include an Employer Deposit Slip, located
online under Employer Services. Checks may be mailed to the
below information. Checks must be received one day before the
payroll effective date.

Mail Overnight
BenefitWallet HSA BenefitWallet Operations
PO Box 535161 500 Ross Street Suite 154-0510

Pittsburgh, PA15253-5161  Pittsburgh, PA15262-0001

14



Lump Sum Funding

Contribution Reminders The 2016 and 2017 limits with respect to maximum contribution, catch-up contribution,
: minimum deductible, and maximum out of pocket are listed below:
e HSA owners are responsible for

ensuring that they do not | IRS HSA Limits I 2016 | 2017 || change from 2016 |
contribute more than they are

allowed under IRS rules.

HSA Contribution Limits:

Individual Coverage $3,350% $3,400% + $50

e Asthe HSA custodian, it is our
responsibility to ensure that

Family Coverage $6,750% $6,750* 0

HDHP Minimum Required Deductibles:

contributions do not exceed the -
Individual Coverage $1,300 $1,300 o

statutory maximum contribution
($7,750 in 2016 and 2017). This
includes funding from all sources
(employee payroll, employer Individual Coverage $6,550 $6,550 0
payroll contributions as well as Family Coverage $13,100 $13,100 0
individual member contributions).

Family Coverage $2,600 $2,600 o

HDHP Out-of-Pocket Maximum:

. o * Persons age 55 or older may make additional "catch-up" contributions of up to $1,000.
e Prior year contributions can be

submitted by employers or
employees between January 1 and
April 15 each year.

BenefitWallet Payroll On The Web Guide



BenefitWallet Service Center

The following are Bank and/or Market Holidays for2016. For a bank holiday, no payroll will post on these days. Fora market holiday, no
investment transaction (investment, redemption) will post on these days. For a day that is both a bank and market holiday, neither payroll nor

investment transactions will post.

EmployerSupport Team
Phone: 866-712-4551

Hours of Operation
(EasternTime)
8:00am —8:00pm
Monday — Friday

9:00am —6:00 pm
Saturday & Sunday

BenefitWallet Member
Services

Phone: 1-877-472-4200
TDD: 1-800-833-8334
Hours of Operation
(EasternTime)
8:00am —11:00pm
Monday — Friday

9:00am —6:00 pm
Saturday & Sunday

BenefitWallet Payroll On The Web Guide

Holiday

BenefitWallet
Holiday

Market Holiday

Monday 10/10/2016 Columbus Day X

Friday 11/11/2016 Veteran's Day X

Thursday | 11/24/2016 Thanksgiving Day X X X

Friday 11/25/2016 Day After Thanksgiving Market Closes1pm EST
Sunday 12/25/2016 Christmas Day X X X

Monday | 12/26/2016 Christmas Day Observed X X X

Sunday 1/1/2017 New Year's Day Open 9gam-6pm EST X X

Monday 1/2/2017 New Year's Day Observed Open gam-6pm EST X X

Monday 1/16/2017 Martin Luther King Day X X

Monday 2/20/2017 President's Day X X

Friday 4/15/2017 Good Friday X

Monday 5/29/2017 Memorial Day X X X

Monday 7/3/2017 | Day Before Independence Day Market Closes1pm EST
Tuesday 7/4/2017 Independence Day X X X

Monday 9/4/2017 Labor Day X X X

Monday 10/9/2017 Columbus Day X

Friday 11/10/2017 Veteran's Day Observed X

Thursday | 11/23/2017 Thanksgiving Day X X X

Friday 11/24/2017 Day After Thanksgiving Market Closes1pm EST
Monday 12/25/2017 Christmas Day X X X

Monday 1/1/2018 New Year's Day Open 9gam-6pm EST X X

16



FAQSs

What is my User ID?

Your employer User ID is the employer sub-account, which begins
9500998, or is one created for you by your primary business contact.
The User ID can be changed under the Employer Profile menu. Ifyou
are the primary business contact and have not received a User ID or
employer sub-accountnumber, contact the Employer Support Team
at 866-712-4551.

How do | obtain my User ID?

Emails from the Employer Support Team or your Client Service
Manager provide the User ID to the primary business contact. For
security purposes, this is emailed independently of the user guide.
This information is provided to the business contactat the time of
employer setup, or other specified contact. User IDs as setup by the
primary business contact are provided to you by your colleague (Sub-
User ID).

What if | have forgotten my User ID?

Contact the Employer Support Team at 866-712-4551. For security
purposes we will only provide this information to contactnames of
record.

BenefitWallet Payroll On The Web Guide

What is my initial password?

The initial password for the primary business contact user id is
999999999. Initial passwords for other users will be provided by the
primary business contact. Upon first logon you must change the
password. Passwords must be nine characters or less and must
contain one numeric value.

What do | do if | am locked out of the application and cannot
remember my password?

Contact the Employer Support Team at 866-712-4551 and request a
password reset. For security purposes we will only reset passwords to
the contactnames of record.

What if | need a security code?

Security Codes are provided via email to the email address associated
with the account. You can obtain the Security Code without support
assistance by indicating an email address on the email collection
page when presented. You may update online under Employer
Services/Update Personal Information. Otherwise you may contact
the Employer Support Team at 866-712-4551.

17



FAQSs

Why do | need a Security Code when | am logging on again?

Ifyou are logging on from a different computer or network you may
need a new Security Code. Inaddition, if system settings have
changed you may need this. Security Codes are part of our security
systems designed to protect your information.

Why isn’t one of my employeesdisplaying on the POW! screen?

Only employees currently enrolled onthe BenefitWallet HSA
recordkeeping system with your employer ID will display. If an
enrollment has not been received or successfully processed, the
name and payroll information will not display. If we have been
advised an employee has terminated (either employment or
coverage under the HDHP) the employer code associated to that
accounthas been changed. Asit is no longer the employer code
assigned to your company, the information will not display. Lastly,
closed accounts do not display on POW!, but can be viewed through
the AccountProfile Report.

Why is an account “frozen"?

Accountsdesignated as frozen have processed successfully onto the
recordkeeping system. However the member has not completed
signature processing (either electronic or master signature card).

BenefitWallet Payroll On The Web Guide

What steps should | take regarding employeeswho are not
displaying on the POW!screen?

1. Checkthat the individual is currently employed by your firm and
participating in the HDHP plan.

2. Checkthat enrollment has been submitted, typically by your
health plan or debit card vendor, and that it processed
successfully. (Edit of successful processing would have been
received by the enrollment file submitter.) Review the account
profile report to see if it is in “Closed” status. If the account is
closed, it will not appear on the POW! screen.

3. After verifying both of these events, contact the employer
support team. For research purposes, we will need the social
security number and name of the person.

What actionsshould be takenregarding the frozen accounts?

Employees can open their frozen accounts by completing the
signature process. Electronic signature (e-sig) can be completed by

logging onto the member website at mybenefitwallet.com. The User
ID for a member is their account number. Their initial logon password
is their social security number.

18
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FAQSs

What is the employercode and how do | use it?

Each employer is assigned a three-character employer code. This is
used to uniquely identify your members. It is submitted for each
member. Inaddition, fundsfrom your employer sub-accountcan only
post to accounts that are listed under your employer code. When an
account/employee terminates the employer code is changed to XXX.
The employee will no longer display on your Payroll on the Web
application. Fundsfrom your employer sub-account cannot post to an
accountwith an employer code different from yours.

What do | do with funds withheld for aformer employee (no
longer displaying on POW!)?

If the accountis in open status you may use the AdHoc Quick Payroll
Processing under the Payroll Processing menu to submit these
transactions and distribute the fundsto the HSA account. If the
accounthas not been opened or is closed, you may distribute the
funds to the employee as taxable wages. The member may then
contribute the funds to the accounton an after-tax basis using the
deposit slip found in the back of the checkbook or available onthe
member website under “"downloadable forms” or using the online
contribution feature found on the member portal and mobile app (if
available).
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Why are the dollar amounts from previous submissions displayed?

POWT! is designed to automatically save prior contribution
information. This way, an employer does not have to re-input the
same information. You may also save and use templates to make
future submissions easier. Employers should check the contribution
amounts and verify these are the amounts to again post to the
accounts. A file description is required to update and submit saved
information.

How do | submit information previously saved?

Logon to the employer portal and select POW/; enter a file
description and “Submit” the information. You will have the
opportunity to verify the employee and employer subtotals as well as
the total contribution prior to resubmitting. You can also access
saved templates to easily submit at later dates.

BenefitWallet 55m



