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To help you get the most from your funding accounts, use this Guide to:

e Review enrollment and Funding

e Understand the Customer Identification Program (CIP)
e Access and view the Employer Dashboard

e Manage contributions

e View and manage reports

e Understand the termination and orphan process

Eligibility and Enrollment

A welcome letter is generate upon receipt of enroliment and the health Savings Account (HSA) opening.
Healthcare payment cards are mailed within five (5) business days. Funds will be available for use within
three (3) business days once contributions have been submitted.

Customer Identification Program Process

CIP is a validation process for bank accounts that is required under the USA PATRIOT Act. The Act mandates
that all financial institutions obtain, verify, and record information identifying each person who opens an

account. For detailed information on the CIP process, please use the link below: Customer Identification Program

(CIP) Proces (sharepoint.com)

How the CIP Process Works:

The CIP process typically takes three (3) days to complete. If CIP is not passed automatically, the employee
will receive a request via email or USPS for additional information (e.g. Driver’s License, Social Security cards)
needed to complete their validation.

You can view CIP status online via the CIP Dashboard to monitor your employees’ accounts.


https://nwhealthconnection.sharepoint.com/sites/DocAdminProduction/dalibrary/065345.pdf
https://nwhealthconnection.sharepoint.com/sites/DocAdminProduction/dalibrary/065345.pdf

Access and View the Employer Dashboard

Access to administrative tasks for funding accounts is managed through the Premera Employer portal.
Your authorized group administrator must contact the Premera Help Desk at 800-722-9780 to request a

registration link to access the Premera Employer portal.

To grant additional access to the Funding Account Employer Dashboard, your group administrator will
need to grant access on the Premera.com Employer portal with the role of either Admin or Financial User.

Appropriate access will be assigned based on a user’s role.

Once on the Premera Employer portal, select “Tools” on the main navigation bar at the top of your screen
and then select “Funding Accounts” to access your Employer Dashboard and manage HSA products.
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Manage Contributions

e Employer dashboard—The employer dashboard which is the web portal where the group

administrator can upload contributions.



Employer Portal User Guide

The Employer Portal is an integrated point-and-click account management system that lets you manage em-
ployee benefits throughout the account lifecycle. The easy-to-navigate dashboard diminishes the time it takes
for busy benefits teams to serve all audiences, from employees requesting immediate changes, to executives
requesting performance metrics. Administrators will have access to an easy-to-use dashboard that provides
one-click access to:

Key Performance Indicators (KPIs)

Automatic contribution calculations and digital resources

PROFC

Historical views of changes

The Employer Portal error elimination system includes field validation and verification to ensure data quality
which limit errors before they happen. When you need to make changes, it's a simple process with improved
error handling.

For detailed information regarding the Employer Portal, please use the link below

Employer Portal Guide



https://www.premera.com/documents/069317.pdf

Contribution and Invoice Processing
Health Savings Account (HSA) and Dependent Care Flexible Spending Account (DCFSA) contributions

require transmission via a contribution method. Flexible Spending Account (FSA) contribution amounts can
also be included if the dashboard reports will be used for reconciliation.

After the contribution file is processed, funds are only debited from the bank account on file for the amount
of the successful HSA contributions. Funds are debited on a separate weekly claim pull from the four  per-
cent (4%) impressed balance for FSA, HRA and DCFSA claims as they are incurred.

Business Banking Day 1 by 9 a.m. Pacific Standard Time (PST)

e Submission via Employer Dashboard
0 The contributions are processed immediately once submitted.

¢ The invoice (Contribution Funding Report or CFR) for the HSA contributions is generated
and sent to the group via email, and includes all HSA contributions that processed without
error.

¢ The CFR will show the amount of funds that will be debited through ACH from your

specified bank account, and the debit can take place as early as the next banking day.

* Please Note: In order to stop a CFR pull, your Vendor Account Specialist needs to be
notified before 12:00 p.m. Pacific Standard Time the day the CFR invoice is generat-
ed. To initiate outreach, please contact your Vendor Account Specialist at
OpsSysPersonalFundAcctSupp@PREMERA.com.

¢ Once the contributions are processed all funds are viewable in the member’s accounts on
the member portal. HSA funds will show as pending contributions.



Frequently Asked Questions

What reports are available to review year-to-date (YTD) contribution amounts made to an employee’s ac-
count?

You can review the Participant Account Details report from the PFA employer portal to review total
YTD contribution amounts that have successfully posted into participant accounts for any given plan
year. You can also review the Contributions by Employee report to review successful contributions at
the individual employee level.

e (Cana PO Box be used to open a Health Savings Account?

No, PO Boxes are allowed as a mailing address, but a physical address must be provided to open the
account.

e | have an employee who has a payment card expiring at the end of the month, when will they receive a new
card?

Payment cards are valid through the last day of the month shown on the card. Replacement cards
are generated and mailed approximately two weeks before the card this set to expire.

e Why is the contribution invoice less than what was submitted?

The Contribution Invoice Rejections on the employer portal itemizes any rejected contributions and
allows the rejections to be reprocessed when the issue is resolved.

e | received an email that contributions could not be applied. How do | determine the reason and who this
might impact?

The Contributions Returned report on the employer portal provides details on who they are for, and all
the contributions included in the return.

How do | update an employee address, name and all other demographic information?

All demographic information must be updated in the Premera system—please reach out to your Sales
Professional or Membership & Billing analyst for assistance.

e | have an employee inquiring if they are eligible for a personal funding account, are there resources  avail-
able to assist?

Please refer to IRS publication 969 for additional information on eligibility requirements. The
employee should consult with a tax advisor or professional specific to their situation.



https://www.irs.gov/pub/irs-pdf/p969.pdf

Understanding the Termination and Orphan Process

When a member with a HSA is terminated from their account in the Premera system they are sent a com-
munication to let them know:

e You no longer provide their account.
e How to access their account online
e They are responsible for the monthly maintenance fee and other applicable fees

e They will receive a new payment card to access their funds.
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