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Overview

Thank you for selecting HSA Bank as your health savings account (HSA) administrator. HSA Bank, one of
the leading HSA administrators in the nation, is dedicated to providing convenient options for managing and
maintaining your HSA program.

HSA Bank's Group Online Contributions system makes contributing to your employees’ HSAs easy, and is
conveniently accessible through our Employer Administration Area. The system allows you to view pending
contributions, add a new one-time or recurring contribution, view your contribution history, and verify your
bank information.

All contributions must be scheduled no later than 2:00 p.m., CST on the business day prior to the
contribution start date. HSA Bank's Group Online Contributions system will not allow you to schedule a
contribution start date that does not conform to this deadline. If a contribution is scheduled to post on a
weekend or holiday, it will post on the following business day.

Example: You schedule a contribution on Monday at 3:00 p.m., CST. The earliest start
date for that contribution is Wednesday.

HSA Bank’s Business Relations Coordinators are available to assist you with any questions, concerns or
issues you may encounter with our Group Online Contributions system. The Business Relations
Coordinators are available Monday through Friday, 7 a.m. to 7 p.m., CST. You can call them at 1-866-357-
5232 or email businessrelations@hsabank.com.
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Features Overview

HSA Bank’s Group Online Contributions system has many features that make using the system and
contributing to your employees' HSAs faster and more convenient.

Automatic Fill-Down
HSA Bank's convenient fill down feature allows you to enter a contribution amount one time and fill in that
contribution amount for all employees.

Confirmation Notices

HSA Bank sends you a confirmation once the transfer has taken place. For recurring contributions, HSA
Bank will send a confirmation each time the contribution is made.

Contribution Templates

You can use a completed contribution from the Contribution History section as a template to create a new
contribution. All the information from the archived contribution is included in the new contribution. Simply
select a new start date and make any other necessary changes.

Optional Dual Control

HSA Bank allows you to select a dual control option to verify the initial user set-up to the correct accounts
with the correct amounts. Dual control requires one user to set-up the contribution, and a second user to
review, verify and approve the contribution. The instructions for dual control are available on page 3 of this
instruction booklet.

Request Contribution Limit Change

HSA Bank limits the amount you can contribute to your employees' HSAs on a given day. You may request
that HSA Bank review your contribution limit by completing the Group Online Contribution Maintenance
Form. Once the form is completed and signed, fax it to HSA Bank's Business Relations at (920) 803-4184
or mail it to HSA Bank, P.O. Box 939, Sheboygan, WI 53082. The form is available for download under the
Banking Information heading on the Group Online Contributions main page.

Change Banking Information

You can change your banking information by completing HSA Bank’s Group Online Contribution
Maintenance Form. Once the form is completed and signed, fax it to HSA Bank's Business Relations at
(920) 803-4184 or mail it to HSA Bank, P.O. Box 939, Sheboygan, WI 53082. The form is available for
download under the Banking Information heading on the Group Online Contributions main page.

Bank Information
To update your banking infermation or request an increase to your contribution limit, please click here.

oy Conttuon

Your Bank OO 5300.00

™ Home

= A 3
BA N K COL_GOC Guide_727_091107_v1.3.doc



Accessing Group Online Contributions

HSA Bank’s Group Online Contributions system is available through our Employer Administration Area,
which allows you to view your employee list, make contributions to your employees’ HSAs online, upload
contribution data, and sign up for employer updates. You may also download HSA Bank’s Employer
Communication Kit to assist in educating your employees about HSAs, consumerism and HSA Bank’s
services.

Sign-up Process
Step 1: If you have not already done so, complete the Employer Sign-up Form and fax it to (920) 803-
4184. The Employer Sign-up Form is available at:
http://www.hsabank.com/forms/employer_signup.pdf.

Step 2:  Once you have access to the Employer Administration Area, you will receive a welcome letter
via email with a link to the Group Online Contribution Form, which includes the ACH
Origination Agreement. If you no longer have your welcome letter, the Group Online
Contribution Form and ACH Origination Agreement are available at:

http://www.hsabank.com/forms/group_online contributions.pdf.

Step 3:  Complete the Group Online Contribution Sign-up Form and ACH Origination Agreement and
fax it to Business Relations at (920) 803-4184.

Step 4:  You will be contacted by HSA Bank when contributions can be initiated.

Accessing Group Online Contributions

Once you log into the Employer Administration Area, select Online Contributions from the Contributions
navigation menu. Once you have accessed Group Online Contributions, you can view pending
contributions, add a new contribution, view your contribution history, and verify your bank information.

Hsa'EANK‘

Employe

Welcome | Contact Us | Click Here to Logoff

Profile Administration Contributions Resources

Welcome Online Contrbutions

Contribution Files . b .
HSA Bank cr 2r site to make managing and administrating an HSA program for your employees as easy and
convenient ft By Check |5 you will need are found in the following four headings:

» Profile: Allows you to view and edit profile information, including: changing your password, updating your personal preferences, and
updating contact information for you and your erployer.

Administration: Allows you to review all administrative user permissions and manage your employees' H3A list with HSA Bank.
Contributions: Assists you in managing contributions to your employees’ HSAs through our online contribution feature, contribution file
upload process, or by sending a contribution by check.

» Resources: Access resources provided by HSA Bank to educate your employees about HSAs and how to consume health care.

If you need any assistance, please contact our dedicated Business Relations Coordinators at 1-866-357-5232.
& Home
® 2008 HSA Bank
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Group Online Contributions Instructions

Add a New Contribution

After logging into the Employer Administration Area and navigating to HSA Bank’s Group Online
Contributions main page, follow the steps below to add a new contribution.

Step 1: Click on the Add New Contribution button HSon

Step 2: Name the contribution

Step 3:  Select the frequency of the contribution N
(one-time and recurring options available). — [f Mg e oo

The frequency options are listed below: -
Once — A one-time contribution is made on the date T
selected by you "
Weekly — A recurring contribution is made each D
week on the day of the week selected by you
Every other week — A recurring contribution is made
every 14 days (or the next business day) of the initial
date selected by you
Twice a month — A recurring contribution is made on
the 15™ of the month (or the next business day) and
15 days from when that contribution posts
End of month — A recurring contribution is made on the last business day of each month
Monthly — A recurring contribution is made each month on the date (or the next business day) selected by you
Quarterly — A recurring contribution is made every 90 days (or the next business day)
Yearly — A recurring contribution is made each year on the date (or the next business day) selected by you
Daily — A recurring contribution is made each business day

Step 4: Enter a start and end date for the contribution

Step 5: Input the amount to be contributed to each employee's HSA. HSA Bank's Group Online
Contributions system allows you to classify your contributions as Employee (used for after-tax
dollars), Employee Pre-tax and/or Employer. The purple arrow next to these three column

headers is the automatic fill-down feature noted on page 3.
Hsa'EANK’

Employe

Emplaye

T £ 51 Cancal  panng Sommitubsn st vibe FS1 br Canoel Wbt il 13 e gandieg contitnon
HNo Pending Contributions.

Welcome | Contact Us | Click Here to L ogoff

Profile Administration Contributi Resources

Add Contribution

Flease complete the information below to schedule your contribution. All transfers begin processing as of 2:00 p.m., C3T, one business day
before the transfer is scheduled to postto the employees’ accounts. Once the transfer has begun processing, you will not be able to edit or cancel
the transfer.

1. Enter Contribution Name: The Contribution Mame is used to help you identify a specific transfer. You may want to include the date and/or
frequency te help identify the transfer.

2. Select Frequency: You can determine if you want a one-time or recurring transfer

3. Select Start Date and End Date: The start date is the first date you would like funds to postto your employees’ accounts, while the end date
is the last date you want funds to post. If you do not select an end date, the transfer will continue until you edit or cancel the transfer.

4. Enter Contribution Amounts: You are provided with three columns for contributions - Employee (used for after-tax dollars), Emplovee Pre-
tax and Employer. Ifthe same amount applies to all employees, use the fill down feature™.

Once you have completed all required information, please click Nextto confirm the transfer. A subtotal of each contribution type and overall total will
be displayed on the next page

Prior Year Contribution Name Frequency Start Date End Date
] [SelectOne.. v Select | Clear Indefinite Select | Clear
I N e e
Public, John Q 00K $0.00 $0.00 $0.00
Doe, Jane WK=K $0.00 50.00 $0.00
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Step 6: Review the contribution. If the contribution is correct, click on the checkbox under the heading
ACH Authorization and then click the Confirm button. If additional edits are required, click the
Edit button and make the necessary edits. If you no longer wish to submit the contribution,
click the Cancel button.

HS a5~

Employer 1 Area

‘Welcome | Contact Us | Click Here to Logoff

Profile Administration Contributions Resources
Online Contribution Confirmation
Please verify that the information listed below is correct and printthis page for you records. If all information is correct, check the ACH authorization

box and click Submit atthe bottom of the page. If you weuld like to make changes to the file, click Sdit. If you no longer wish to submit this file, click
Cancel and you will return to the main contribution page

All transfers begin processing as of 2:00 p.m., CST, one business day before the transfer is scheduled to hit the employees’ accounts. Once the
transfer has begun processing, you will not be able to edit or cancel the transfer.

Contribution Transfer Summary

Transfer StartDate | NextTransferDate | Transfer End Date ERTotal

Test Contribution Once HXIKXIX KKK HRIXKIXXKX HAKIKRIXKKK $0.00 $100.00 $100.00 520000
Contribution Detail

I N N

Public, John Q HOOEOERRRX 50.00 $50.00 $50.00 |

Dos, Jane FOOE-I003C 50.00 §50.00 $50.00

ACH Authorization - REQUIRED

On behalf of my company, | authorize HSA Bank o adjust any recurring confribution files when an employee either closes their account or |
notify HSA Bank to remove that employee from the company's list. No additional authorization will be needed.

| submit [Edit] Cancel |

A Home

2008 HSA Bank
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Edit a Scheduled Contribution

Once you have scheduled a contribution using HSA Bank's Group Online Contribution system, you can still
make edits until 2:00 p.m., CST, on the business day prior to the contribution start date. Below are step-by-
step instructions on how to edit a scheduled contribution.

Step 1: Locate the contribution to edit in the Pending Contribution table.
Step 2:  Click on the Edit link.
HSAsx~

Employe

Wiiicome | Consact it | Chch tere fe Logsf!

o Vi E:8ton Cancel  pancing conkitaen selecihe Ve, E0F or Canc 13 g pgecing ConTbu:
Tramtes Mams | frogumncy | ichedied Poatng Dute Armours = |
T Cont RAARN Cwm e EN  Cance
et

T0 B0 B A COMIEUGS Bl B A0 A COnPuton tUlen
Bt it |

£ tautacn Wty

To siew 3 compintes Use & Compited Fansier o1 2 letate dor 3 M CanRACn. Saied Lise
a8 Temssas Th brmsion- mpested b antder

Bar formasbon
76 Lt et Barsinn dormaion £ reaE 4R T 1S 1 CrETEURS Bt phedeke ChCR DL,
I e Arconret Nt | iy Constitastn Ll

Step 3: Make the necessary edits and click Next.

HSAs~~«

Employer 1 Area

Walcom | Conact Us | Click Here to Logoll
Profile Administration Contril
Edit Pending Contribution

Allvalugs bakow are avallable far edming. i you are no longer condributing to 8n BMalcyes's SCCOUN. yoU CaN change e value to $0.00. M you
‘wolid like b remove an employes rom your lisL please click hera. AR rangiers Degin processing as o100 p.m. C3T. onve buzinass day before
the transslior is schoduled (o hit e emplayees sccounls Gnee the st has biegun pracessing, yeu will nal be able b edil of cancel S fansfiz

Once you have Ml nead 1o be re-approved. An emad will be Sentto all LSers wilh approval nghts Indicatng Mat a change
s biven e (0 e cortitutan e and f mus e eappred

PriorYear  TranstarName Fraquency Hant Transter Date End Date
= Test Conlribulion | nee - xaeoxnon: [ Select | iade | B
T T T T T

Putiie, John O NOIO-000 50.00 5000 $50.00
Dos, Jane NOUOLNO 5000 S50.00 55000
Next | Cancel |
# Home

£2008 HEA Bark

Step 4: Review the contribution to ensure all HSQsx
edits have been made.

Employer Area

Weicoma | Comact s | Click Heoe (o Loaot!

Step 5:  If the contribution is correct, click the Prte pdiionion Cokbtons R
Confirm button. If additional edits are - R S

e gz To cancel Pt iranster, Select Cancal al M bodom of B page

required, click the Cancel button and P ——— e——
make all necessary edits. A
I g e e e ) e )

Test Contributan e 5000 310000 30000 S000

Contribuson Detil

Pt Jon G KR KR 200 35000 55300
5000 35000 55000
Confirm | Canesl |
e

2006 wka Bark
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Cancel a Scheduled Contribution

Once you have scheduled a contribution using HSA Bank's Group Online Contribution system, you can
cancel the scheduled contribution until 2:00 p.m., CST, on the business day prior to the contribution start
date. Below are the steps required to cancel a scheduled contribution.

Step 1: Locate the contribution to cancel in the Pending Contribution table.
Step 2:  Click on the Cancel link.
HSAd5x~«

Employe

Wieicome | Consact ity | Chch tere be: Logel?
Profile Administistion Conributions Aesources

Online Contributions.
» s page you £ e e nease ne
Pending Contritntions
To View Edit 0v Cancel 3 pending conkataen Selert e View, £08 or Cancel aks nar 13 e [ending contibubon
Tramieitioms | fregmncy | Scheduied Pessng Dew Amcazs tann |
Tes! Costibution d LA FEy mecied  ww BN Cancsl

7o psshe poer Banwing informaion o FeGNa 48 NS 19 i LRSS et pleae G Dt

T R Arconet N | [

Step 3:  Confirm that the contribution selected is the contribution to cancel and click Cancel Transfer.
HS&E‘AN_K-

Employer Area

‘Welcome | Contact Us | Click Here to Logoff

Profile inistration Contributi R
Cancel Pending Contribution

Contribution Transfer Summary

Transio StartDate | Next ranster Date | Trancior End Dato | EETotal FRTota

Test Contribution Once KORPKKIKHHK XXIDEKBCXRK HHDOUXHAR 5000 $10000 $100.00 $200.00
Contribution Detail
I T
Public, John Q KHHA-XRKK $0.00 $50.00 $50.00
Doe, Jane HXHEXXRK $0.00 $50.00 §50.00

To cancel the pending transfer, please select Cancel Transfer below.

Cancel Transfer

Return to Main Transfers Page
& Home
© 2008 HSA Bank

Note: Once a scheduled contribution is cancelled, it can be viewed in the Contribution History table.
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Add an Employee

HSA Bank makes adding employees to and removing employees from the Group Online Contribution
system seamless through our employer site.

Step 1:  Select the Employee Administration link from the Administration navigation menu.

Hsa'B_ANK'

Employe

Winicome | Contact e | CACk Here ta Lonaft
Profile i i

Administrative Usors

Step 2:

HSAz~«¢

BANK

Employe ea
‘Welcome | Contact Us | Click Here to Logoff

Profile Administration Contributi R
Employee Administration

Below yoU can manage your list of employees. To remave an employes, select the check box1o the |eft of the employee's name and click the
Remove buton on the bottom of the page. If you wish te add an employee, click the Add button. You will need to enter the employee's last name
and social security number on a separate page.

If you have recently submitted an application for an employee and the effective date has not occurred, the employee will not appear on your listand
you will not be able to add the employee atthis time. Your list will only contain active health savings accounts which are eligible for contributions.
To open an HSA for a new employee, please view our standard enrollment options here or contact Business Relations at 1-866-357-6232 to
discuss the options available,

Adding an employee unsuccesshully three times will lock your account. This process of adding or remaving an employee fram your account may

take up te two business days fo take effect.

™ Public, John Q
™| Doe, Jane

| AddEmployee || Remove Employee |

& Home

2008 HSA Bank

Step 3: Enter the employee's last name and Social Security Number.
Step 4: Click on Add Employee.

HSAQ5~¢

Employe rea

Welcome | Contact Us | Click Here to Logoff

Profile ini: i Ci ibuti R
Add Employee

Please enter the Last Name and Social Security Mumber for the employee you would like to add. Employees can only be added if an HSA is
currently established with HSA Bank. To open an HSA for a new employee, please view our standard enrollment eptiens by clicking here or contact
Business Relations at 1-866-357-5232 to discuss the options available

Note: Once you have added an employee to your employee list, the employee is also added to any scheduled
contributions with a dollar amount of $0.00. You must edit any scheduled contributions to make the appropriate
contribution to the newly added employee.

—_— g 9
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Remove an Employee

Select the Employee Administration link from the Administration navigation menu.

Step 1:

Hsaﬁxwx-

Employe

)
Winicome | Contact e | CACk Here ta Lonaft
Profile i

Administrative Users

e 1o reake mana:
a0l 10U will A ad 366 Tou

Step 2:  Check the box in front of the employee(s) to remove from your employee list.
Click on the Remove Employee button at the bottom of your employee list.

Step 3:

Step 4:

HS&EA NK'

Employe

‘Welcome | Contact Us | Click Here to Logoff

Profile ini: i C ibutis R

Employee Administration

Below you can manage your list of employees. To remaove an employee, select the check box to the |efi of the emplayee’s name and click the

Remove button on the bottomn of the page. If you wish to add an emplayee, click the Add butten. You will need to enter the employee’s l1ast name
and social security number on a separate page.

If you have recently submitted an application for an employee and the effective date has not occurred, the employee will not appear on vour list and
you will not be able to add the employee atthis time. Your list will only contain active health savings accounts which are eligible for contributions.

To open an HSA for a new employee, please view our standard enrollment options here or contact Business Relations at 1-886-357-3232 1o
discuss the options available.

Adding an employee unsuccessfully three times will lock your account. This process of adding or remaoving an employee from your account may
take up to two business days to take effect

™ Public, John Q XA
" Doe, Jane

HRHACEHHAXK
| AddEmployee || Remove Employee |

& Home

©32008 HSA Bank

Verify the employee to remove and click on Remove Employee.

HS BANK'

Employe 2a

Welcome | Contact Us | Click Here to Logoff

Profile ini: i Ci ibuti Ry

Remove Employee

You have selected the following employee(s) to be removed from your employee list and any scheduled
contributions. By remaoving this employee from your list, HSA Bank will remove all ties from this emploves to
your company. The employee will be removed from all scheduled contributions. If a contribution is scheduled
1o occur, the employee must be removed the previous business day by 2:00pm, CST, or the transfer will occur
for the selected employee. The employee will be notified of the removal and any changes thatmay occuras a

Doe, Jane JOOLX0EX00K

If you are sure you want to remove the above employee(s) and cancel all pending contributions for the

emﬁkyee(s)‘ please click Remove Empioyee below. To cancel this request and réturn 10 the employee list
click Cancel,

| RemoveEmployee || cancal

&
o Home

© 3008 HSA Bank

Note: Removing an employee from your employee list will remove the employee from all pending or scheduled
transfers. All account ties will be removed and the employee will be contacted regarding any changes to the

account. If you would like to remove the employee only from a pending or scheduled transfer, use the Edit a
Scheduled Contribution feature and set the employee's dollar value to $0.00.

HS A5~
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Optional Dual Control Instructions

HSA Bank's Group Online Contribution system offers an optional dual control feature. The dual control
feature requires two users to schedule a contribution, one user to create the new contribution and another to
review, verify and approve the contribution. Below are step-by-step instructions for each user when the dual
control feature is selected.

Add a New Contribution (Initial User)

Step 1:  Click on the Add New Contribution button

Step 2: Name the contribution

Step 3: Select the frequency of the contribution (onetime and recurring options available)
Once — A one-time contribution is made on the date selected by you
Weekly — A recurring contribution is made each week on the day of the week selected by you
Every other week — A recurring contribution is made every 14 days (or the next business day) of the initial date
selected by you
Twice a month — A recurring contribution is made on the 15" of the month (or the next business day) and 15 days
from when that contribution posts
End of month — A recurring contribution is made on the last business day of each month
Monthly — A recurring contribution is made each month on the date (or the next business day) selected by you
Quarterly — A recurring contribution is made every 90 days (or the next business day)
Yearly — A recurring contribution is made each year on the date (or the next business day) selected by you
Daily — A recurring contribution is made each business day

Step 4: Enter a start and end date for the contribution

Step 5:  Input the amount to be contributed to each employee's HSA.

Step 6: Review the contribution. If the contribution is correct, click on the checkbox under the heading
ACH Authorization and then click the Confirm button. If additional edits are required, click the
Edit button and make the necessary edits. If you no longer wish to submit the contribution,
click the Cancel button.

Step 7:  Upon submission of the contribution, an email is sent to all administrative users with
contribution permissions.

Note: HSA Bank's Group Online Contribution system allows you to classify your contributions as Employee (used
for after-tax dollars), Employee Pre-tax and/or Employer.

Approve/Reject a Scheduled Contribution (Second User)

Step 1: Locate the contribution to review in the Pending Contribution table.
Step 2:  Click on the Approve link next to the pending transfer.

Step 3: Review the contribution amounts and recipients.

Step 4:  Click on the Approve or Reject button.

Note: You cannot make edits to the contribution if you click on the Reject button. For minor edits, do not reject or
approve the contribution. Contact the Initial User to make the edits to the contribution and then repeat the
Approve/Reject process.

If the contribution is approved, the status changes from Pending Approval to Scheduled and remains in the
Pending Contribution table until the transfer takes place. If the contribution is rejected, the status changes
from Pending Approval to Rejected and moves to the Contribution History table. If the contribution is not
approved by 2:00 p.m., CST, one business day prior to the scheduled posting date, the contribution status
will change to Expired and will not be processed.
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