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Introduction 
The Client Center – Reimbursement site is your access point to the administrative system.   The 
tools provided will enable you to: 

• View participant account details 
• View participant communications 
• Run reports 
• Send/Receive secure emails 
• Download documents securely 

This guide provides an overview of each of the available functions. If you do not find the 
instructions you seek or need additional support, please get in touch with your Client Service 
Manager.   

Log In 
Once you have been added as an authorized Client Center user, you will receive two emails 
from TRI-AD to establish your login credentials. The first email will provide a link to the Client 
Center and your User ID. The second email will provide a temporary password. Save the Client 
Center link as a favorite for quick access in the future.   

To log in to the Client Center, go to https://HRflexbenefits.aptia365.com. 

 

Enter your User ID and password. If you forgot your password, click “Forgot Your Password” for 
assistance.  

 

  

https://hrflexbenefits.aptia365.com/
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Once logged in, select the WealthCare Admin Portal link from the menu. 

 

Home Screen Navigation 

 

Shortcut Links 
Shortcut links offer quick access to commonly researched account details as well as commonly 
accessed areas of the site. You can customize shortcut links in the My Account menu. See User 
Options for instructions.   
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WCA Navigator 
The Navigator (magnifying glass button) allows you to access shortcut links and search for 
employees or dependents. In the My Account menu, select the User Options link to manage the 
Navigator’s default settings (See User Options for instructions).    

 

Main Menu  
The main menu button provides access to employee accounts, employer demographics setup, 
and the reporting tool.  

 

Quick Search and Advanced Search Features  
Quick Search and Advanced Search allow the user to search for a participant.   

To use the quick search feature, enter the entire Employee ID (no dashes) and click Find.   

 

To use the Advanced Search feature, click the Advanced Search button, select the desired 
criteria and click Search.   
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Helpful Tips:  

You must enter the complete full name or ONLY the first letter of the name. Search based upon partial names greater 
than one letter is not supported.    

To search for all participants within an employer group, select the employer and click Search. 

My Account: Profile Management Tools  
The My Account menu provides access to account management tools. Employers will use the 
Home, User Options, and Logout links. TRI-AD utilizes the remaining options for internal 
purposes. 

 
Home: Returns you to the home page 

User Options: You can change your password, customize shortcut links, and manage profile 
settings.    

• Change Password: Clients log into the Reimbursement Plans portal through the Client 
Center and will not need a separate login or password. The change password feature 
should not be used. 

• Personal Information for Out of Wallet Authentication: N/A 
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• Change Email: Clients log into the Reimbursement Plans portal through the Client 
Center. Please contact your Client Service Manager if an email needs to be changed. 
The change email feature should not be used. 

• Links: To customize shortcut links on your home page and in the Navigator, highlight 
the link in the Available Links box and click Add. To remove a link, highlight the link in 
the Selected Links box and click Remove. Once complete, click Save. Recommended 
shortcut links: 

o Download Reports 
o Employee Home 
o New Employee 
o Transaction History 
o View Accounts 

 
WCA Navigator Options: Manage the placement of the shortcut links and update default 
search criteria within the navigator (magnifying glass button). Once complete, click Save. 

 

View Participant Account Details 
Locate the participant using the search features, then click on the participant’s name to access 
the account.   

Helpful Tips: 

Click on any of the employee data points within the search. Each data point is a shortcut to the 
corresponding page within the participant’s account. 

Click on the employee’s name to open their home screen. On the home screen, participant 
identifiers such as Employee Name, Employee ID, Employee Status, Eligibility Date, 
Termination date, Employer and Employer Status are displayed. 

Helpful Tips: 
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The Status field below the Employee ID is the status type for the participant, and the status field next to the 
Employer ID is the status type for the employer.   

 

The Details tab allows you to view a snapshot of demographic details such as Date of Birth, 
masked Social Security Number, Mailing Address, Email Address, and Phone Number.     

 
Helpful Tips: 

Hover over the eye icon to view the unmasked SSN.   
 

Dependents 
The Dependents tab allows you to view a list of dependents on file (if applicable). Click the 
dependent’s name to view additional demographic and account details.   

 

Notes 
Processing notes and other notes are captured here. As a default, these notes will not be 
viewable to the employer.  
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Demographics 
The Demographics link allows you to view demographic details such as: 

• Mailing Address 
• Phone Number 
• Email Address 
• Date of Birth 
• Eligibility date 
• Reimbursement Method 
• Employee SSN 

 

 

Accounts 
You can access the participant’s account information by clicking the Accounts link in the blue 
menu bar or the Accounts quick link on the home page.   

 
Helpful Tips: 

Update the Plan Year filter to view All, Current, Future or Previous. 
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Flexible Spending Accounts and Health Reimbursement Accounts 
Flexible Spending Accounts and Health Reimbursement Accounts are listed within the same 
account section. Account types are:   

• DCA: Dependent Care FSA 
• FSA: Health Care FSA 
• HRA: Health Reimbursement Account 
• LP2: Limited Purpose FSA 
• LPF: Combination FSA 
• ROL: FSA Roll Over Account 
• RO1: Limited Purpose FSA Rollover 
• TRN: Transit  
• PKG: Parking Reimbursement Account 

Please note that additional account types may be added based on the type of plans 
implemented with Aptia.   

 

The following account details are displayed in the home view: 

• Type 
• Plan Date (Start and End dates of the plan. If the participant’s eligibility date is after the 

plan start date, it will be noted in the employee home information in the above tab or 
within the specific  
plan type.) 

• Plan ID 
• Annual Election 
• Contributions Year-to-Date  
• Other Deposits (Roll Over/Carry Over Deposits) 
• Disbursements Year-to-Date 
• Available Balance  
• Authorization Hold (Card Transaction Approved, Unsettled)  
• Disbursable Balance 
• Balance Due (Balance Due from Participant for Ineligible Transaction) 
• Status 

o Active 
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o Terminated (Employment Terminated) 
o Temp Inactive (Temporarily Inactive) 
o Permanently Inactive (Inactive Client) 

Helpful Tips: 

Click the Account Type, Plan Date, Balance Due, or Status fields to change the sort order.   

The family icon is displayed next to the plan if there are dependents tied to the account.   

Click the account link in the Type column to view additional account details such as: 

• Plan Effective Date 
• Termination Date 
• Last Day to Submit Claims 
• Payroll Deposit Calendar 

 

Health Savings Accounts  
Health Savings Accounts are listed under HSAs and VEBAs with a Plan Type of UMB. The 
following account details are displayed in the home view: 

• Plan Date (Start and End) 
• Plan ID 
• Account Status 

o Home screen displays two statuses: Enrollment Status and HSA Account/CIP 
Status, respectively 

o Enrollment Status:  
 New 
 Active – The account moves from new to active status upon the first 

transaction 
 Temp Inactive 
 Permanently Inactive 
 Terminated 

o HSA Account Status:  
 Active:  
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 Pending: Additional Information Needed for CIP 
 Inactive 
 Closed Account 

Note: HSA balance and distribution amounts will not be visible to employers. 

 

Click the account link in the Type column to view additional account details, such as the 
coverage tier (Single or Family).  

Benefits Cards/Debit Cards 
You can access information regarding the participant’s Benefits Cards on file by clicking the 
Cards link in the blue menu bar or the Existing Cards quick link on the home page.   

 
Helpful Tips: 

The Cardholder display defaults to All. However, you can filter it to employee-only or dependent-only by 
clicking on the drop-down menu.  

The Status display defaults to All. You can filter it to New, Active, Temporarily Inactive, Permanently Inactive, 
or Lost/Stolen by clicking on the drop-down menu.    

Reporting a card as Lost or stolen does not automatically order a new card; the participant must request a 
new replacement card.  

The following card details are displayed: 

• Cardholder Name 
• Card Number (masked) 
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• Card Network 
• Status 
• Last Update Date 
• Effective Date 
• Expiration Date 
• Dependent 
• Card Type 
• Total Number of Cards 

 

Click on a Card Number for additional details such as: 

• Issue Date 
• Shipping Method 
• Mailed Date 
• Shipping Address 
• Requested By 
• Activation Date (first day used) 
• Status  

o New (Issued, Unused) 
o Active (Issued, In Use) 
o Temporarily Inactive (Temporarily Deactivated due to Unsubstantiated Transaction) 
o Permanently Inactive (Permanently Deactivated) 
o Lost/Stolen (Inactive) 
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Statuses 
View a snapshot of account, card, and dependent statuses by clicking the Statuses link in the 
blue menu bar. Use the up/down arrows next to each category to expand or collapse 
information. 
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Manage Account Status 
The Manage Account Status allows you to view the following information for all accounts: 

• Plan Type 
• Plan ID 
• Start Date 
• End Date 
• Grace Period Date 
• Run Out Date 
• Eligible Date 
• Termination Date 
• Last Day to Submit Claims 
• Status 

Helpful Tips:  

The Plan Year defaults to All. To filter the view, click the drop-down menu and select Current, Future, or 
Previous. 

 
Manage Card Status 
The Manage Card Status allows you to view the following information for all cards on file: 

• Cardholder Name 
• Card Number (masked) 
• Card Status 

 

Manage Dependent Status 
The Manage Dependent Status allows you to view the following information: 

• Dependent Name 
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• Dependent ID 
• Dependent Status 
• Effective Date 
• Termination Date 
• Account Names dependent is linked to 
• Account Effective Date 
• Account Termination Date 
• Account Status 

 
Helpful Tips: 

Participants can link a dependent to one, all, or none of the plans on their account.  

History (Claims and Deposits) 
The History link in the blue menu bar allows you to select and display information about manual 
claims and card transactions. It provides many criteria for selecting the transactions to display.   

 

Refine your search by: 

• Account Type 
• Service Dates 
• Cardholder 
• Claim Number 
• Transaction Type  
• Transaction Status  

 

View the following information from the home screen: 

• Transaction Date 
• Service Date 
• Participant (Employee/Dependent) 
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• Transaction Status/HSA Code (if applicable) 
• Plan 
• Description 
• Amount 
• Balance 
• Check/Direct Deposit Trace Number 

 
Helpful Tips: 

The Transaction Date is updated as changes are made to the claim and may not match the date the Benefits Card 
was used. 

Split transactions are highlighted yellow. Transaction can split because of the IRS extension period or prioritized plan 
types.   

Hover over the message icon in the Transaction Status column for denial details on manual 
claims.   

 

Hover over the message icon in the Amount column for additional details, including pending, 
denied, and approved amounts.   

 

Communications 
The Communications link in the blue menu bar allows you to view communication alerts and/or 
account alerts sent to a participant.   
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Helpful Tips: 

This view does not include claim-specific communications such as requests for documentation, etc.   

 
Communications are displayed in chronological order from newest to oldest. Communications 
listed as a link allow you to view the communication sent. Click Resend to reissue the 
communication immediately. 

 
Helpful Tips: Delivery Method Both indicate the communication was sent via email and text.   

Reports 
Administrator reports can be generated on-demand through the reporting tool. For detailed 
information on recommended reports, please view the Reimbursement Plan Reports Guide. 

On-Demand Reports 
Access the reporting tool through Main Menu > Reports > Request. Select the report type. 

 

All available reports are listed with a short description. Click View Details within the description 
for additional information. Click the report link in the Name column. 
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Enter the desired parameters and report format (PDF or XLS), then click Generate. Reports will 
be available for download through the site. Do not select the FTP report delivery option. Once 
complete, a confirmation message will display: 

 

For instructions on how to retrieve the report, see Report Retrieval. 
Report Retrieval 
To view reports, access the reporting tool through Main Menu, Reports, Result, View Reports.  

 

Click on the Report Name link to view the report. Use the search feature to search for a report 
by Category, Name, and Status. To delete a report, check the box next to the report and click 
Delete. Unless deleted, the report will be available for 90 days.  
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Secure Exchange 
The secure exchange feature provides a HIPAA-compliant means to exchange data. The 
options  
available are: 

• Upload a file to Aptia/TRI-AD 
• Download a file from Aptia/TRI-AD 
• Online Data Entry (manually enter a Qualifying Event) 
• Secure Email 
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Upload a file to Aptia/TRI-AD 
The Upload a File Feature allows you to send a file to Aptia/TRI-AD securely. To use the file 
upload feature, an interchange must first be established by TRI-AD. Please contact your Client 
Service Manager to set this up. Once the interchange is created, you will select the file type 
from the drop-down menu. Browse and select the file from your computer, then click Send File.  
File Upload History will display all uploaded files within the last sixty days.   

  

Download a file from Aptia/TRI-AD 
The download a file feature allows Aptia/TRI-AD to send you documents securely. Files are 
stored in chronological order and will remain available through the Client Center for your 
reference unless you remove them. When a document is sent through the secure exchange 
feature, you will receive an email from TRI-AD with instructions to log in and retrieve the file. 
Once logged in, hover over the Secure Exchange option from the upper menu and select 
Download a File from Aptia. Click on the file in the File Name column to open the document and 
save to your computer if desired. Once the document has been retrieved and saved, you have 
the option to delete it from the online repository by clicking the Delete icon.    

 

Secure Email 
The Secure Email feature allows the user to send and receive emails securely through the 
Client Center. To access the secure email feature, hover over Secure Exchange in the upper 
menu and select Secure Email.   

The Secure Email feature offers the standard functions of an email account with the ability to 
create and send emails, create and manage folders, etc.    
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Click New Message to compose a new email.   

 

Click the magnifying glass next to the To and CC fields to select your recipients. Find the 
recipient and use the forward arrows button to add the individual to the selected recipient’s field. 
Once complete, click Select. To remove an individual from the selected recipient’s field, click on 
his/her name and click the back arrows button.   

 

To attach a file to your email, click on the Attach Files button and browse for the document(s) on 
your computer. Once complete, select the Click here to Upload button. You will see the 
attachment listed in the Attached Files. Once all documents are attached and your message is 
complete, click Send. 

 

  



24 
08/2024 

Participant Experience 
Login 
To access the reimbursement participant website, Your Flex Benefits, participants login to 
https://www.yourflexbenefits.aptia365.com/. First-time users must register and create a secure 
Username and Password by clicking the Register 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 

https://www.yourflexbenefits.aptia365.com/
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Once registration is complete, participants will enter their login credentials to access the system 
and select the Reimbursement Plan Account(s) tile.   

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 

 

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 
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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 on 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 



33 
08/2024 

• Ineligible Amount 
• Ineligible Reason 
• Copy of Receipt (if applicable) 
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Helpful Tips: 

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

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 click Submit to 
complete the process. 

 

Participants will see a confirmation screen with the option to Submit Another Claim or Open 
Claims List.   

 

HSA Claim Submission 
To take a withdrawal or pay a bill from the HSA, participants select the Bill Pay from HSA 
option. Participants can choose to have the payment directly issued to a third party or paid to 
themselves. The following message appears: 
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To be reimbursed directly, participants must select the Pay Me option. 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.    

 

Participants must attest by checking the attestation box then click Submit to finalize. 
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If the participant does not have sufficient funds in the account, an error message will appear.  

Once complete, a confirmation message will appear.   

  



40 
08/2024 

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   
Benefits Cards are automatically issued to dependent spouses on file at the time the participant 
card is issued. 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. 
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Helpful Tips:  

If the Issue Dependent Card box is not checked at the time the 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.  

 

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

 

  



44 
08/2024 

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.   

 

Participants must choose whether to have a new card issued. Participants click Submit to 
finalize the request.  

 

A confirmation page will appear. 
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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.   

 

 

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 
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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 notifications through the bell icon in the upper menu.   

  

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 
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Direct Deposit Setup 
Participants can choose to receive reimbursements by check or through direct deposit. Direct 
deposit can be setup 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), 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 of 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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