Expense reimbursement for

Flexible Spending Accounts
In a few simple steps

When it’s time to request reimbursement for out-of-pocket expenses related to your Flexible Spending Account, Limited
Purpose Flexible Spending Account or Dependent Care Flexible Spending Account, the steps below will guide the process.

1. On the portal Home Page, select the “File a Claim” button within the “| Want To...” section.
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File A Claim

2. Select the account: Flexible Spending Account,
Limited Purpose Flexible Spending Account or
Dependent Care Flexible Spending Account

3. Select Payee

4. Upload Receipt

5. Enter Claims Information
6. Submit Expense

If submitting more than one claim, click Add Another, from the
Transaction Summary page before submitting the claim

Questions?
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