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Reimbursement Plan 

Employer Administrative Guide: The Participant Experience 
 
 
 
 

CONFIDENTIALITY STATEMENT: Distribution and/or reproduction of any information contained in this booklet is 
strictly prohibited. The information is confidential and proprietary to TRI-AD and may be legally privileged. It is 
intended for illustration purposes only. 
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Participant Experience 
Login 
To access the reimbursement participant website, Your Flex Benefits, participants log in to 
www.yourflexbenefits.aptia365.com. First-time users must register and create a secure 
Username and Password by clicking the Register Now button. 

 

Participants must complete the following steps to complete the registration process: 

• Enter their Social Security Number, birth date, and home zip code 
• Establish login credentials (Username and password) 
• Define security questions and answers (password recovery) 
• Enter the CAPTCHA code 
• Save Registration 

 

Once registration is complete, participants will enter their login credentials to access the system 
and select the Reimbursement Plan Account(s) tile. 
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Home Screen Navigation 
From the left menu of the home page, participants have quick access to account management 
tools. 

• Home Screen Return 
• My Accounts 

o Benefit Account Summary 
o Transactions 

• Claims 
o Claim Activity 
o Submit a Claim 

• Resources 
o Various educational communications 
o FAQs 
o Forms 

• Smart Accounts 
• Alerts (upper right) 
• User Profile (upper right) 

o Debit Cards 
o Communication Settings 
o Contact us 
o Log Out 
o Last login info 
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From the Participant Dashboard, participants see the following information: 

• Global Alerts (if applicable, set at the employer level) 
• Account Information (Plan, Plan Year, Annual Election, Balance, Amount Spent) 
• Recent Transactions (Amount, Plan, Status, Date) 
• Alerts 
• Direct Deposit Setup 
• Submit a Claim 
• Get Assistance 
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Account Information 
Participants have access to account details through the Your 
Accounts feature of the Personal Dashboard. Participants 
can filter by previous, current, or future plan years. The 
home screen display shows the annual election, available 
balance, and amount spent. For Health Savings Accounts, 
the home screen display includes the total balance, 
available (cash) balance, investment balance, the HSA 
account number, and a link to HSA Statements. Participants 
can click on the account to view the Account Details page. 

 

 
The Account Details page displays quick links to Account Listing, Transactions, and Submit a 
Claim features. 

 

The Account Balance section displays the following information: 

• Annual Election 
• Available Balance 
• Amount Spent 
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The Annual Election Summary section displays the following information: 

• Annual Election 
• Remaining Payroll Deposits 
• Payroll Deposits YTD 
• Payroll Cycle 

 
The Family Details section displays the following information: 

• Family Member Name 
• Family Member Status 

 

The Deadlines section displays the following information 

• Your Start Date 
• Your End Date 
• Last Day for Spending 
• Last Day to Submit Claims 
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The Benefit Account Summary page is accessed through the Benefit Account Summary link from the 
My Accounts drop-down menu or through the Accounts List button in the Account Details page.  

 
 

The Benefit Account Summary page displays the following information: 

• Account Balance 
• Account Summary 
• Deadlines 
• View Details Link 
• Transactions Link 
• Submit Claim Link 
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Transactions 
Participants can access transactional information through the Transactions link within the My 
Accounts drop-down menu. Recent transactions are displayed on the Personal Dashboard 
also. 

 

Participants can filter by plan year, plan type, transaction type (Deposit, Claim, Card, Other), and 
transaction status (Approved/Posted, Pending/Processing, Denied). 
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Participants can search for transactions using the Search for Transactions link. 

Deposits 
Within the transaction display, participants can view the following information: 

• Amount 
• Account Type 
• Status (Approved, Denied, etc.) 
• Transaction Type 
• Date 

Participants can view additional information by clicking on the transaction. The following 
additional details are displayed: 

• Description 
• Claimant 
• Plan Start and Plan End Dates 
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Card Transactions 
Within the transaction display, participants can view the following information: 

• Amount 
• Account Type 
• Status (Approved, Denied, etc.) 
• Transaction Type 
• Date 

Participants can view additional information by clicking on the transaction. The following 
additional details are displayed: 

• Date of Service 
• Description 
• Claimant 
• Account Type 
• Plan Start and End Dates 
• Merchant Name 
• Total 
• Total Approved 
• Ineligible Amount 



12 
08/2024 

  

• Ineligible Reason 
• Copy of Receipt (if applicable) 

 

 



13 
08/2024 

  

 
 

Helpful Tips: 

If a card transaction is in a pending status, the participant can upload the receipt to the transaction using the 
Add Receipt link. 

 
 
 

Helpful Tips: 

If a card transaction is denied at the point of sale, the reason for the denial is not displayed. If a card 
transaction is approved at the point of sale but deemed ineligible based on the documentation provided, the 
reason for the denial is displayed. 



14 
08/2024 

  

Manual Claims 
Within the transaction display, participants can view the following information: 

• Amount 
• Account Type 
• Status (Approved, Denied, etc.) 
• Transaction Type 
• Date 

Participants can view additional information by clicking on the transaction. The following 
additional details are displayed: 

• Service Start and End Dates 
• Service Code 
• Detail Description 
• Claimant 
• Claim Number 
• Adjudication Details 
• Reimbursement Details 
• Plan Details 
• Copy of Receipt 
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How to Submit a Claim 
Participants can submit a claim by selecting the Submit a Claim link from the Claims drop-down 
menu. 

 

If the participant has an HSA and a Non-HSA account, the following message will appear: 

 
FSA, HRA, Wellness, Transit, and Parking Claim Submission 
Participants will enter the required fields and use the drop-down menus where available. 
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To upload receipts, participants can click the Browse button, locate the document and attach or 
use the Drag and Drop feature. Once attached, the document can be deleted using the 
trashcan icon. 

 
Participants must attest to the legitimacy of the claim by checking the box and clicking Submit to 
complete the process. 

 

Participants will see a confirmation screen with the option to Submit Another Claim or Open 
Claims List.  
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HSA Claim Submission 
To take a withdrawal or pay a bill from the HSA, participants select the Bill Pay from the HSA 
option. Participants can choose to have the payment directly issued to a third party or paid to 
themselves. The following message appears: 

 
 

Participants must select the Pay Me option to be reimbursed directly. If Pay Me is selected, 
participants must choose direct deposit or physical check through the Deposit to my Account on 
File or Send Me a Check features. 

 

Participants can choose the disbursement frequency as one-time or recurring on a weekly or 
monthly basis. A date must be entered in the Send Out Payments On field. Participants have 
the option to enter a description in the Description box. 
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Participants must attest by checking the attestation box and then click Submit to finalize. 

 

If the participant does not have sufficient funds in the account, an error message will appear. 
 

Once complete, a confirmation message will appear. 
 
How to Attach a Receipt to a Claim 
Transactions requiring additional documentation are displayed in the Items that require your 
attention section of the Personal Dashboard. Claims are also displayed through the Claim 
Activity link in the Claims drop-down menu. To attach documentation to a claim, participants 
click the Add Receipt button. 

 

To upload receipts, participants can click the Browse button, locate the document and attach or 
use the Drag and Drop feature. To delete a document, participants click on the trashcan icon. 

 

Participants must attest to the legitimacy of the claim by checking the attestation box and 
clicking Submit to complete the process. 
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Benefits Cards 
Participants can view the Benefits Cards on file through the credit card icon in the upper menu. 
The masked card number, card status and participant name are displayed. 

 

The following additional information is available by clicking on the card: 

• Issue Status 
• Mailed Date 
• Activate Date (date first used) 
• Expiration Date 
• Report Lost/Stolen Link 
• Active Link (not required) 
• View Pin Link 

 

Helpful Tips: 

Benefits Cards are activated upon the first transaction. Participants do not have to activate the card before 
using it. 

How to Order Dependent Cards 
When a participant card is issued, Benefits Cards are automatically issued to dependent 
spouses on file. If a Benefits Card was issued to a dependent but never received, participants 
should request a new card using the Report Lost/Stolen link within the Cards menu. 
Participants can order a Benefits Card for their dependents through the User Profile page, 
accessed through the Username in the upper menu. 
 

The User Profile page displays demographic information and allows participants to edit their 
reimbursement method or change their password. 
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To add a family member, participants click Add Family Member. 

 
Participants enter the required information and check the Issue Dependent Card box. Once complete, 
participants click Next. 

Helpful Tips: 

If the Issue Dependent Card box is not checked when a family member is added, participants must contact 
Participant Services to request a dependent Benefits Card. 

 

Participants choose which account(s) the Benefits Card should be linked to by checking the 
applicable boxes. Then click Submit. 



22 
08/2024 

  

 
  
Once complete, the dependent will be listed in the Family Members section of the User Profile. 

 
 

 
Report a Card Lost or Stolen 
Participants can report their card(s) lost or stolen by clicking on the Report Lost/Stolen button 
within the card details. 
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Participants must choose whether to have a new card issued. Participants click Submit to 
finalize the request. 

 

A confirmation page will appear. 

 

How to View the Personal Identification Number (PIN) 
Participants can view their Benefits Card PIN number by clicking on the View PIN button within 
the card details. 
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Communication/Alert Settings 
Participants can update communication preferences through 
the gear icon in the upper menu. 

 
 

Within the communications settings, participants can define 
the delivery method(s) for each alert communication they 
wish to receive. Delivery options are: 

• Mobile (text) 
• Email 
• Both 
• None 

 

The default email address displayed is the participant’s email 
address on file. The email address cannot be changed 
through the site. 

 
 
Participants who wish to receive communications via mobile 
must enter a cellphone number and complete the registration 
process. A text message will be sent with registration instructions. 
 
Once the registration is complete, the registration status changes to Registered. To stop mobile 
communications, participants can unregister the cell phone number or text STOP to 97487. To 
add a new cell phone number, participants delete the number on file using the trashcan icon and 
add the new phone number. 

 

Alert Notifications 
Participants can access recent account alerts through the Notifications link in the top right near their 
name. 
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A sample notification: 

 

Participants can search for alerts using the magnifying glass icon and can filter to SMS (mobile) 
or email alert notifications. 

The alert date, type, and subject line are displayed.  

Participants can click on an alert to view the content and are given the option to print the 
communication using the Print button. 
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Resources 
Through the Resources drop-down menu, participants can access the following: 

• Global Announcement Page (set at the employer level) 
• FAQ 
• Forms and Documents 

 
 
 

Direct Deposit Setup 
Participants can choose to receive reimbursements by check or through direct deposit. Direct 
deposit can be set up through the Direct Deposit Options link on the Personal Dashboard or 
within the User Profile. 

 

On the Reimbursement Method page, participants choose Check or Direct Deposit.  

If Direct Deposit is chosen, participants will enter the required banking information (Bank Name, 
Routing Number, and Bank Account Number) and then click Save. 
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Mobile App Registration 
Participants can use the mobile application by downloading the app on an Apple or Android 
device and completing the registration process. 

After downloading the application, participants click Register. 

 

Participants will need to fill out all the required information to complete the mobile app registration. 
Note: The employee ID and Employer ID/Benefits Card Number are required to complete 
registration. The Employee ID and Employer ID can both be found on the Welcome Email that is 
sent to the participant upon enrollment into the plan. The Employee ID is either the employee ID 
given to you by your employer or your full social security number with no dashes. 

Participants will answer security questions and proceed through the authentication process. 
Once complete, participants can access their account(s) through the application. Touch ID can 
be enabled if the participant’s device allows it. 
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