
STEP 1 

Log in to your account to check the 
balance of your accounts, and to view 
your debit card transactions*.

a. In the left column, you see the 
various accounts you have elected to 
participate in through your employer. 

 Your available balance is the number 
listed to the right1. In this example the 
participant has $900 available in her 
FSA account, and $2,800 available in 
her HRA account. Click on the account 
type, to see how much has been 
spent so far this plan year, and how 
much you elected2.

b. On the right side of the screen is 
where you’ll find any alerts that 
you need to know3. Examples of 
the information you would find here 
are claims denials, or a request for a 
receipt.

 

STEP 2 

Below the alerts, you will find Recent 
Transactions and Pending/Unpaid 
Transactions. Click View All to see a 
Transaction History. 

Checking Your
Balance and Transactions
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* Your home page and accounts may look different from what you see here, but 
the information will be in the same places.
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Continued next page.
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If you have further questions, please contact your benefits representative.
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a. At the top, you see Transactions 
Requiring Attention. This person needs 
to upload a receipt for a claim. They 
would just click upload receipt4 to attach 
a scan or photo of the receipt to the 
claim5. 

b. Below Transactions Requiring 
Attention is the history of Recent 
Transactions, or any activity that 
affects the balance of your accounts. 
Such as:

• Card transactions
• Reimbursements
• Manual claims that have been 

submitted

 Here, you can see which benefit plan the transaction 
affects, the service date, a description, the type 
of transaction, claimant, amount, reimbursement 
method, and transaction status. Click the word under 
transaction type to view even more details of each 
transaction6.

c. If you need to find a specific transaction, just click 
the Show button by transaction search7, and you can 
search for a transaction by check or claim number, or 
by any of the options listed here8. 

 You can also go directly to the transaction history page 
from the blue navigation bar at the top of your screen9. 


