
 

        Employer Portal Walkthrough 

 

 

 

 

 

This Walkthrough Briefly Reviews the Employer Portal 

 

 

If you would like further training in the Employer Portal, we offer Employer Portal Training 

Sessions the 2nd Wednesday every month at 10:00am EST. Please contact us to request the link. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

  

 

View your Recently Created Reports (for FSA, HRA, and HSA) and Import Queue (for 

HSA). 

 

 

 

 

 

 

 

 

 

 

 



 

 

View Created and Run New Reports (for FSA, HRA, and HSA).  

 Click on the Report Name to View Created Reports  

 Click on Run New Report by the corresponding Report Name to Run that 

Report.  

o To Run a New Report specify the parameters you want and check the 

box to have the system email you once complete. You can then View the 

Created Report from the Recently Created Reports section on the Home 

Tab, or you can click on the Report Name to View Created Reports. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Send your Change Requests through the Employer Portal or by Email. We recommend 

Email Requests for faster processing. 
    

 
Email Requests by Line(s) of Service with Admin America 

 
 Line(s) of Service Email Address   

 FSA Only FSA@adminamerica.com  

 HRA Only HRA@adminamerica.com  

 FSA & HRA HRA@adminamerica.com  

 Any (FSA, HRA, HSA) & COBRA Changes@adminamerica.com  

    

 All HSA Changes  HSA@adminamerica.com      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

mailto:FSA@adminamerica.com
mailto:HRA@adminamerica.com
mailto:HRA@adminamerica.com
mailto:Changes@adminamerica.com
mailto:HSA@adminamerica.com


 

View All Employees or Search for Employees 

 

Selecting an Employee Name will bring you to their Profile Page. View any 

Dependents (necessary for HRA Only), View their Account Summary (Account 

Utilization), Enrollments (by Plan), Contributions (FSA & HSA Only), Claims by Plan 

(FSA & HRA Only), Payments (reimbursements under plan), and Status (i.e. Active, 

Terminated). Columns may vary dependent on Plan(s) the Employee is Enrolled in. 

 
  



 

View a Brief Explanation of Plans. Please Check your Employer Portal for the most current 

descriptions.  

 

 

 

  

 

 

 



 

 

 

View Employee and Employer Forms. Forms may vary dependent on your lines of service 

with Admin America. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Import HSA Contributions and Other Spreadsheets.  

If you would like to learn more about the Import Tab, please attend the Employer Portal Training 

Session held every 2nd Wednesday of the month at 10:00am EST.  

 

 


