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The Paychex Benefit Account Employer Portal

The Employer Portal is a powerful and easy-to-use self-service solution that gives you the tools to understand
and manage the activity for your company’s benefit plans. Simply log in to the portal and you will be able to:

« Access a wide variety of reports « Enroll employees

« Review current and previous reports « Use the information on the website

) o ‘ , to answer employee questions 24/7.
« Review participant information

When you log in to https:// www.paychex.com/login/, select the normal site you use such as
PaychexFlex or MyPaychex. Once you select your site, you will see the link for Paychex Benefit
Account (PBA) on the left navigation bar. Click the link to access your PBA account.



https:// www.paychex.com/login/

You Have Successfully Logged in the Employer Portal for the First Time

At the top of the screen, click the tabs to access:

- Reports - Available plan level reports to

« Resources -a list of forms that are pertinent

run on demand and a history of all reporting to your plan
for each category

« Employees -Review your employees’

account details

« Links - A list of helpful links and Employee
Guides to assist with plan administration.

« Plans - details the plan(s) that your company
offers for current and previous years.

The rest of the screen gives you a summary of your recent activity.
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Reports

Employees

Tools

Employee Search

Name or ID

Reports

Employer Payment History Report
PDF

Employer Payment History Report
PDF

Employer Payment History Report
PDF

Employer Payment History Report
PDF

Employer Payment History Report
PDF

Employer Payment History Report
PDF

Employer Payment History Report
PDF

View all reports

Jan2

Employees View all employees

aos

No employees found

For help, contact Paychex Benefit Account Services at (800) 472-0072

© WEX Health, Inc. 2004-2021 ALL RIGHTS RESERVED | Powered by WEX Health



Reports Tab

When you click Reports, you can access, view, and run the following reports:

o weport

B
Payment History Lastrun Mar 2, 2021 >
View all reimbursements/payments during a specified time period.
%8} Employees
4\"’ Tools
Click Reports to see if a report is
already available, when it was last
created, or you can run a new report.
For help, contact Paychex Benefit Account Services at (800) 472-0072
© WEX Health, Inc. 2004-2021 ALL RIGHTS RESERVED | Powered by WEX Health
Q Home
< Back to Reports
B repons Create a new report
2% Employees
Select report type
Account Balance > Account Balance Detail > Claim History >
H View plan account balance information View plan balance summaries and View all claims submitted during a
If you click New Report, a new e e e | | SEmR
. specified date. specified date. status.
window opens so you can
enter the report criteria. After
Debit Card Funding > Debit Card Mail Date > Debit Card Status >
the report is processed, it is Vo ey of e e card R ———
transaction amounts and fee amounts mailed to cardholders. issued for this employer.

available on the Reports tab. oyl

Re po rtS can ta ke some tl me to Debit Card Transactions > Enhanced Debit Card S.. > Enroliment >

View a list of all of the debit card View a list of all of the settled debit View participant enroliment in

p rOCESS. We recommen d th at transactions by setdement date. [(::: :;::T::;I:::I:;S;:izr:::(da[e applicable plans as of a spedified date.
you check the Email me when
the report is available option. FEVRTUDIER [ Fe—— RN [ e ——

View an overview of each consumer’s View all reimbursements/payments View all claims reimbursed during a
HSA along with individual payroll during a specified time period. specified time period.
deduction and employer contribut...

Repayments >

View summary and detail of
participant repayments for a specific
period of time.



Viewing Recent Reports

Home

Employee Search

Reports, Name or ID
Employees
Reports View all reports Employees
Tools .
Employer Payment History Report Mar 2
PDF
Employer Payment History Report Feb2
PDF
Employer Payment History Report Jan2
PDF
Employer Payment History Report Dec2.
PDF
Employer Payment History Report Novz
PDF

To view the most recent version of a report:
1. Log in to the Employer Portal.

2. The most recent reports are displayed
on the home page. Select the report name
under the Recently Created Reports section.

Employer Payment History Report

Employer Payment History Report

Note: The report launches in a new browser window.

History of Reports

0]

=

#

Howe < Back to Reports

Payment Histo + New report
Reports y! ry po
Employees Showing 20 of 36 results Sort by date descending ~

Tools

Monthly Payment History Report
PDF

Monthly Payment History Report
PDF

Monthly Payment History Report
POF

Monthly Payment History Report
PDF

Monthly Payment History Report
PDF

Monthly Payment History Report
PDF

Monthly Payment History Report
PDF

Monthly Payment History Report
PDF

Monthly Payment History Report
PDF

Monthly Payment History Report
POF

Monthly Payment History Report
PDF

Monthly Payment History Report
PDF

Monthly Payment History Report

Note: The report launches in a new browser window.

Created Mar 2, 2021

To view the previous versions of a report:

1. Log in to the Employer Portal.

2. You have two options to view a history of all the reports:
a. From the home page, select View All under Recent
Reports for the report you would like to view.
(Refer to page 4)

b. Select the Reports tab, then select the name of the
report you would like to view.

3. You will see a list of all of the reports with the most recent
report listed first.

4. Select the report you would like to view. You may sort the
reports by clicking on the column headers.



The following reports post to the PBA Employer Web Portal automatically on the second of every month:

« Monthly Account Balance Report « Monthly Payment History Report

« Monthly Enrollment Report « Monthly Repayments Report

The following reports will be posted to the PBA Employer Web Portal as transactions occur:

« Employer Funding Notification
« Termination Notification

« Reimbursement Notification

Employees Tab

The PBA Employer Portal gives you expanded capabilities with viewing and updating employee information.

View One Employee

H
fr  ome Employees
(M  Reports
Name or ID
W E— Click on the Employees tab and
search in the Name or ID box.
View All Employees
H
fr  Home Employees .
To display all employees,
[  Reports click the Employees tab.
Name or ID
&%  Employees
Sort alphabetically (ato z) ~
& Yool
2\ o ® Aaron EMPLOYEE Effective Apr 18, 2011 N

Active Employer ID SAM1201



View Employee Specific Information

(]  Home ¢ Back to Employees

Aaron EMPLOYEE o Viaw profile |

@ Status: Active>

[@  Repons

Fam Employees - "
Summary Claims + Payments Enrollments Contributions

x" Tools

Active enroliments

When you select an employee, account -
specific information will display in a view
only format. The first page that displays is
the employee Summary.

+] Enrolled in FSA Jan1,2016 >
No enroliments yet o
./ Enrolled in Dependent Care Jul1,2015
(+] Enrolled in FSA Jul1,2015 >
Contributions
Status changed to Active Apr 18,2011

&

No contributions yet



View Dependent Information

< Back to Employees

Aaron EMPLOYEE o View profile |

@ Status: Active >

Summary Claims + Payments Enrollments Contributions

< Back to Aaron EMPLOYEE

Aaron EMPLOYEE's Profile o

@ Status: Active »

Personal Employment Dependents Debit Card
+N dependent
Dependents i i
o First Dependent
Active Viewing Dependent Information

First click View profile. Then you can
click the dependent tab to view any
dependents the participant has listed
or Add Dependent information, if
necessary.

Important: To submit a claim to for
anyone other than the participant,
the dependent information must be
included on the participant’s account.
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View Summary Screen

Summary Claims + Payments Enrollments Contributions

Active enrollments viewall Angelina's activity

= FSA Effective Aug 1,2021 >

(3] [+] Enrolled in FSA Aug 1,2021 >
—  $2,750.00 annual election Active
[+] FSAupdated Aug 11,2015 >
Contributions View all
() Claim was paid $5.00 Apr 29,2015 >
|T| ($5.56) Posted
= Esa Aug7, 2015
%] Filed a claim for $5.00 Apr27,2015 >
= $%2.06 Posted >
(E1 Jun 10, 2015
= Debit card mailed Apr 27,2015
;l $2.06 Posted >
B eea Jun 3, 2015 -
[+] Enrolledin FSA Apr 15,2015 >
@  Status changed to Active Jan 1, 1999
Click Summary to confirm an employee’s Eligible
Amount (annual election). Click on an Active
Enrollment to view contribution and deduction details.
Summary Claims + Payments Enrollments Contributions

Active: 08/1/2021 - 12/31/2021
Payment method: Debit Card | Check

= FSA Effective Aug 1, 2021
[+] . ;
$2,750.00 annual election Active
Aug 1, 2021
Annual election Employee contributions
$2,750.00 $0.00 of $2,750.00
View contributions View deductions



n

Enrolling Employees for the First Time

You can enroll employees for the first time on the Employer portal by selecting the Employees tab and
clicking the employee you want to enroll. Then click New Enrollment.

Summary Claims + Payments Enrollments Contributions
Active: 08/1/2021 - 12/31/2021 + New enroliment

Payment method: Debit Card | Check

5 FSA Effective Aug 1, 2021
s $2,750.00 annual election Active
Aug 1, 2021
Annual election Employee contributions
$2,750.00 $0.00 of $2,750.00
View contributions View deductions

New enroliment

o Plan year

Select plan year

Health Savings
Account

08/01/2021-12/3...

(3 Aug1.2021- Dec 31, 2021

01/01/2021-12/3... .
B, B LY Select Plan Year or Health Savings Account

(when applicable).

Cancel




New enrollment

-
a Plan year e Plans [ 3 ]

Select one or more plans

EIR

FSA Limited Purpose
FSA
Learn more Learn more

Cancel

W

Dependent Care

Click the plan (FSA, Limited FSA,
or Dependent Care) you would
like to enroll the employee in.

Learn more

‘ Back | Next

@ Payment method

Select the employee’s primary
and alternate payment method.

New enrollment

@ rinyear @ rins @ rayment method @ Pian details

Select plan details

FSA

Effective date

Employee elections

Annual employee election

$0.00

Employer contributions

Cancel

Select primary payment method

Debit Card

=

Select alternate payment method

Check

$
=2

Direct Deposit

Employee will need to
setup a bank account

-

Add the employee’s Effective Date and
Election. Once all employee enrollments
are entered in this screen, click Submit.

| Back ‘ Submit

12
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Test Employee ¢ View profile

Status: Active Debit Card: Closed

If the enrollment is successful
you will receive this confirmation.

Making Enrollment Changes

You can make changes to employee FSA plans online. Although the website will allow you to make
changes at any time, you should only make changes to enrolled employees during the year if they have
a qualifying event.

« Dependent care cost provider changes - Eligibility or Ineligibility of Medicare/Medicaid

« Dependent satisfies or ceases to satisfy « Change from salaried to hourly or vice versa*

dependent eligibility requirements , , ,
- Marriage/Divorce/Legal Separation

« Birth/Death of spouse or dependent, adoption ‘
. « Unpaid leave of absence by employee or spouse
or placement for adoption
, . « Return from unpaid leave of absence b
« Spouse’s employment commenced/terminated P Y
employee or spouse
« Status change from full-time to part-time or

vice versa by employee or spouse*

Note: You can only change the Annual Election to what has been contributed to date. If there have been any contributions, you can't make the
amount $0.00
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Summary Claims + Payments Enroliments  Contributions

Active: 08/1/2021 - 12/31/2021

Payment method: Debit Card | Check

= FSA Effective Aug 1, 2021
- $£500.00 annual election Active
Aug 1, 2021
Annual election Employee contributions
$500.00 $0.00 of $500.00
View contributions View deductions Edit enrollment

Click the Enrollments tab, Edit Enrollment to make enrollment changes
for an employee. This screen also displays Employer Contributions.

How to Answer Employee Questions

Employee Data

You can view real-time data at an employee level to address your employees’ questions. You can search
for employees using:

« First name, « Employment Status, and
« Last name, « Select an employee from a list of all employees.

« Employer Employee ID number,

Once you have accessed an employee’s account, you can view the following:



Profile

You can view real-time data at an employee level to address your employees’ questions. You can search
for employees using:

Test Employee’s Profile o

@ Status: Active » Debit Card: Closed

Personal Employment Dependents Debit Card

Personal information

Name Username

Test Employee TEMPLOYEEOQ50344537
Gender S5N

n/a see o0 6667

Marital status Home phone

n/a n/a

Work phone Email address

n/a @gmail.com
Addresses

Home address

1175 John Street
West Henrietta, NY 14586
United States



Account Summary

Provides an overview of an employee’s active plan(s) by displaying the eligible amount for the effective
enrollment total, and contributions. If the employee had a previous year account, this information would
display in the ‘Enrollments’ section.

< Back to Employees

Test Employee o [ view protie |

e Status: Active > Debit Card: Closed

Summary Claims + Payments Enrollments Contributions

Active enrollments viewall Test's activity
By 2N BNt 02 2 [%] Enrolled in FSA Aug1,2021 >
—  $500.00 annual election Active -
) FSA Effeenie Jaril0 7/ Enrolled in Dependent Care  Jsn1.2021 >
—  $2,000.00 annual election Active
Dependent Care Effective Jan 1,2021 3 51 Enrolled in FSA Jan1,2021 3
Y $4000.00 annual election Active =

7/ Enrolled in Dependent Care  Jsn1.2019 >

Contributions View all

+] Enrolled in FSA Jan 1,2019 >
o $76.92 Posted 3
Y bependent Care Mar 2, 2021

+] Enrolledin FSA Jan1,2018 >
= $38.46 Posted >
= A Mar 2, 2021

I/ Dependent Care updated Nov2,2017 >
o $76.92 Posted 3
Y Dependent Care Feb 23, 2021

Enrollments

Allows you to review an employee’s current and past enrollment information, including the effective
date, employer contribution, and contributions-to-date.

< Back to Employees

Test Employee o View profile
Status: Active Debit Card: Closed
y Claims + Pay Enroll Contributions

Active: 08/1/2021 - 12/31/2021

Payment method: Debit Card | Check

. FSA Effective Aug 1, 2021
@

+]
§500.00 annual election Active

Active: 01/1/2021 - 12/31/2021
Payment method: Debit Card | Check

- FSA Effective Jan 1, 2021
+
= $2,000.00 annual election Active
. Dependent Care Effective Jan 1, 2021
$4,000.00 annual election Active

Previous: 01/1/2019 - 12/31/2019

Payment method: Debit Card | Direct Deposit

= FSA Effective Jan 1, 2019
+]
' $2,000.00 annual election
Dependent Care Effective Jan 1,2019
$4,000.00 annual election
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Contributions

Displays the per-pay-period contributions for an employee.

< Back to Employees

Test Employee o

Status: Active »

3

‘ View profile

Debit Card: Closed

y Claims + Pay

Contributions

$76.92

Dependent Care

$38.46
FsA

1*

$76.92

Dependent Care

$38.46
FSA

[#}

$76.92

Dependent Care

$38.46
FSA

$76.92

Dependent Care

$38.46
! Fsa

Claims + Payments

Contributions

4] Sort by date (descending) +

Mar 2,
2021

Posted
Mar 2,
2021
Posted
Feb 23,
2021
Posted
Feb 23,
2021
Posted
Feb 16,
2021
Posted
Feb 16,
2021
Posted
Feb 9,
2021
Posted
Feb g,
2021

Posted

FILTERS

Account type

Non-HSA ~
All

All

All

Access the complete history of an employee’s claims, with the ability to filter information on the account

by the date the claim was submitted or the method by which it was filed. Claim Information, including date
submitted, date of service, account, claim status, receipt status, and claim amount broken down by paid,
pending payment, and denied amounts allows you to answer questions without accessing protected health

information (PHI).

< Back to Employees

Test Employee ©

@ Status: Active »

Summary Claims + Payments

Claims ~

~ $50.00
Paid

o $552.00
Paid

$6.00

Denied

@

$20.00
Denied

@

$20.00
Paid

©

Debit Card: Closed

View profile

Enroliments Contributions

Sort by date (descending) =
Date of service May 1, 2017
FSA

Date of service Feb 6, 2017
F5A

Date of service Feb 2, 2017
FSA

Date of service Jan 16, 2017
FSA

Date of service Jan 2, 2017

F5A

FILTERS

Claim status

All

All

File date

All

-
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Tools

Click on the Tools Tab to view Portal Links, Plans, and Resources.

209
28

%

Resources

Click on the Tools Tab, then Resources. You can download and print any forms your employees may need.

Tools

Tools & Support

&

Portal Links
Links added by your
administrator

Support resources

s =

o
Plans Resources
Your active plan list and past A knowledge base for forms
plan archives and documents

For help, contact Paychex Benefit Account Services at (800) 472-0072

© WEX Health, Inc. 2004-2021 ALL RIGHTS RESERVED | Powered by WEX Health

< Back to Tools

Resources

Adoption Agreement

Debit Card Substantiation Form

Deduction Worksheet - Spanish Version
Dependent Care Listing - Spanish Version
Direct Deposit Signup Form

Employee Eligibility Status Report

FSA Enrollment Form

FSA Monthly Dependent Care Claim Form - Span...
HSA Beneficiary Change Spousal Consent Form
Leave of Absence Form

Monthly Orthodentia Claim Form

PBA Compliance Test Guide

Summary Plan Description

California Notice Template

Debit Card Transaction Dispute

Dependent Care Expense Listing

Designated Representative Form

Direct Deposit Signup Form - Spanish Version

FSA Deduction Worksheet

FSA Monthly Dependent Care Claim Form

FSA Online Claim Submission Guide

Initial Paychex Benefit Account Service Agreement
Letter of Medical Necessity

Monthly Orthodontia Claim Form - Spanish Versi...
5125 Admin Guidebook

Unreimbursed Medical Expenses Claim Reimbur...



Links

Click on the Links Tab to download and print any educational materials you or your employees may need.

< Back to Tools

Links

Employee Guides

Employee Enrollment Guide

Helpful Links

FSA Eligible Products and Services

FSA Savings Calculator
IIAS Website

Internal Revenue Servi

e

Shop FSA Eligible Products

Plan Documents

Basic Plan Document

Plans

Click on the Plans Tab to view active and previous plans.

< Back to Tools

Plans

Active plans

FSA (1/1/2021 - 12/31/2021)

Participating in an HSA? Ensure you are enralling in the Limited Purpose FSA. Please refer to your Summary Plan Description (SPD) for specific plan
details. You can obtain the SPD from your Employer.

Effecuve 01/01/2016 the first wo debit cards issued per participantwill be free of charge. Any subsequent debit cards requested after the inal two
will result in a $5 fee which will be charged automaically o the participant’s account balance.

Limited Purpose FSA (1/1/2021 - 12/31/2021)

Participating in an HSA? Ensure you are enrolling in the Limited Purpose FSA. Please refer to your Summary Plan Description (SPD) for specific plan
details. You can obtain the SPD from your Employer.

Effecuve 01/01/2016 the first wo debit cards issued per participantwill be free of charge. Any subsequent debit cards requested after the inal two
will result in a $5 fee which will be charged automatically to the participant’s account balance.

Dependent Care (1/1/2021 - 12/31/2021)

Please refer to your Summary Plan Description (SPD) for specific plan details. You can obtain the SPD from your Employer.

Health Savings Account

Health Savin; As) are indivi d health s that allow the partidipant to use pre-taxed dollars to fund the
account. Interest or dividends accumulate wi-free, and of qualified medical is taxcfree. HSAs work hand in hand with high-
deductible health plans (HDHP). Individuals who make contributions to an HSA must be covered by an HDHP. The HDHP must satisfy minimum
deductible amounts with certain aut-of-pocket maximums. Ta review minimum deductible amounts and out-of-pocket maximums, visit irs.gov. HSA
account holders may not be covered by any other insurance plan that is not an HDHP or that covers benefits provided by the HDHP or below the
deductible of the HDHP. There are exceptions for “permitted insurance” or “permitted coverage” products. An HSA must be set up with a qualified
custodian or trustee. Paychex's custodian is HealthcareBank.

Previous plans

FSA (3/1/2020 - 12/31/2020)

Participating in an HSA? Ensure you are enralling in the Limited Purpose FSA, Please refer to your Summary Plan Description (SPD) for specific plan
details. You can obrain the SPD from your Employer.

Effective 01/01/2016 the first two debit cards issued per participant will be free of charge. Any subsequent debit cards requested after the initial two

will result in a §5 fee which will be charged automatieally to the participant’s account balance,
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