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            Employer Portal Walkthrough 

 

 

  

 

 

This Training Reviews the Employer Portal In-Depth 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Further Questions? Email employersupport@adminamerica.com or Call 770-992-5959 
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How Do I Log In? 
 

 

 

After your plan(s) have been finalized in the system, any authorized users will 

receive an email with this guide attached. The employer portal link is available in 

the email and is also below. Your username and password is in the email only.  

 

Employer Portal Link: https://adminamericaemployer.lh1ondemand.com/Login  

 

Based on your permissions you may or may not have access to all of the features 

available in this guide.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To determine your Employer Portal Access Level, please email 

EmployerSupport@adminamerica.com or call 770-992-5959 

https://adminamericaemployer.lh1ondemand.com/Login
mailto:EmployerSupport@adminamerica.com
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Portal Symbols Key 

 

 

 

Hover over the Information bubbles to receive additional details and 

explanations.  
 

 

 

  

  Expand or Retract Information 
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View your Recently Created Reports (for FSA, HRA, and HSA) and Import Queue (for HSA). 

 

Recently Created Reports consists of any automatic system generated reports in 

addition to any reports you have requested. 

Import Queue consists of any census files we have recently imported for you or HSA 

contribution files recently imported.  
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Report Descriptions are located under each Report Name.  

The description lists very basic information about the report to help you determine 

which report(s) you want to run. 
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View Created Reports or System Generated Reports   

 

 

Click the Report Name 

 
 

 

 

 

All reports previously created or generated for the Report Name will be displayed. 

The most recent report will be available first. 

 

  

 

 

 

 

 

Click the Report Name to view the report  
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Run New Report             

 

Click Run New Report by the Report Name 
Reports that do not have a Run New Report link are system generated and cannot be run 

manually 
 

Specify the report parameters  

Check the box to have the system email you once complete (optional)  

Click Request 

 

For assistance with report parameters by report, click the Report Name below: 
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To Create an Account Balance Detail Report, click Run New Report 
 

Great for Bank Account Reconciliation   

 
 

Complete the following to request the report: 

 

 

 

 

 

 

 

 

 

¶ Select the Date you would like the report As Of  

(the date must be as of the start of the Plan Year you specify or later)  

¶ Select the Plan Year  

(if you have multiple lines of service, the plan years may be separate) 

¶ Select Do not Group in the Group By section  

(you may run the report to differentiate between groups if you have multiple divisions setup with Admin 

America) 

¶ Select Detail in the Report Detail Level section  

(if you do not want identifying information, select De-Identified Detail) 

¶ Check the box to Include the Cash Balance Detail 

(The Cash Balance detail displays the amount contributed to the account less the amount used) 
¶ Select the Line of Service you would like the report run for, or select the All option to run the report 

for all lines within that year  

(Lines of service may include the Medical FSA, Dependent Care FSA, Limited Purpose FSA, 

Transportation, or Parking and are based on your setup within the system)  

¶ Check the box to have the system email you once the Report is Available 

¶ Click Request        
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To Create an Account Balance Excel Report, click Run New Report 

 
 

Complete the following to request the report: 

 

 

 

 

 

 

 

 

 

 

 

¶ Select the Report Format (PDF, Excel, or DataFile) 

¶ Select the Plan Year  

(if you have multiple lines of service, the plan years may be separate) 

¶ Select the Date you would like the report As Of  

(the date must be as of the start of the Plan Year you specify or later)  

¶ Select Do not Group in the Group By section  

(you may run the report to differentiate between groups if you have multiple divisions setup with Admin 

America) 

¶ Select Yes to Include Additional Information 

(selecting Yes  will provide Active and Terminated employment status indicators) 

¶ Select Detail in the Report Detail Level section  

(if you do not want identifying information, select De-Identified Detail) 

¶ Select the Line of Service you would like the report run for, or select the All option to run the report 

for all lines within that year  

(Lines of service may include the Medical FSA, Dependent Care FSA, Limited Purpose FSA, 

Transportation, or Parking and are based on your setup within the system) 

¶ Check the box to have the system email you once the Report is Available 

¶ Click Request             
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To Create a Claim History Excel Report, click Run New Report 

 
 

Complete the following to request the report: 

 

 

 

 

 

 

 

 

 

 

 

 

¶ Select the Report Format (PDF, Excel, or DataFile) 

¶ Select the Plan Year  

(if you have multiple lines of service, the plan years may be separate) 

¶ Select the Start Date  

(the first claim submission date you would like available on the report) 

¶ Select the End Date  

(the last claim submission date you would like available on the report) 

¶ Select Do not Group in the Group By section  

(you may run the report to differentiate between groups if you have multiple divisions setup with Admin 

America) 

¶ Select Yes to Include Additional Information 

(selecting Yes  will provide Active and Terminated employment status indicators) 

¶ Select the Line of Service you would like the report run for, or select the All option to run the report 

for all lines within that year  

(Lines of service may include the Medical FSA, Dependent Care FSA, Limited Purpose FSA, 

Transportation, or Parking and are based on your setup within the system)  

¶ Check the box to have the system email you once the Report is Available 

¶ Click Request            
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The Claims Reimbursement Notification is automatically created by the system on 

your processing date or anytime there is a special processing 

 
 

This report cannot be run, but you may view all reports created by clicking on the report name.  

This report reflects any non-benefit card reimbursements due to FSA and/or HRA participants as of the 

employer processing date. The employer processing date is determined during initial setup of the FSA and/or 

HRA plan(s). How reimbursements are issued to participants is determined during initial setup as well.  

 

To Create a Debit Card Mail Date Report, click Run New Report 

 

 

Complete the following to request the report: 

 

 

 

 

 

 

 

¶ Select the Report Format (PDF or Excel) 

¶ Select the Start Date  

(the first card mail date you would like available on the report) 

¶ Select the End Date  

(the last card mail date you would like available on the report) 

¶ Select the Card Mail Status (All, Mailed, or Not Mailed) 

¶ Check the box to have the system email you once the Report is Available 

¶ Click Request 
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To Create a Debit Card Status Report, click Run New Report 

 

 

Complete the following to request the report: 

 

 

 

 

 

 

¶ Select the Report Format (PDF or Excel) 

¶ Select the Card Status you would like to view 

{ǳǎǇŜƴŘŜŘ ŎŀǊŘǎ ŀǊŜ ǳǎǳŀƭƭȅ ŘǳŜ ǘƻ ƻǾŜǊŘǳŜ ǊŜǉǳŜǎǘŜŘ ǊŜŎŜƛǇǘόǎύ ƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀŎŎƻǳƴǘΦ ²ƘŜƴ ǘƘƛǎ 

happens a hold will be pƭŀŎŜŘ ƻƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀŎŎƻǳƴǘ ŀƴŘ ŀ ǊŜǇŀȅƳŜƴǘ ǿƛƭƭ ōŜ ǊŜǉǳŜǎǘŜŘΦ  

Employees have 60 days to supply itemized receipts for unsubstantiated debit card transactions that do 

not match the auto-substantiate amounts listed in the system. 

Auto-substantiated debit card transactions do not require receipts and may include expenses matching 

ǘƘŜ ŎƻǇŀȅƳŜƴǘ ŀƳƻǳƴǘǎ ȅƻǳ ǎǳōƳƛǘ ǘƻ ǳǎ Ǿƛŀ ȅƻǳǊ {./Φ tƭŜŀǎŜ ŜƴǎǳǊŜ ȅƻǳ ǎǳōƳƛǘ ŀƭƭ ŎǳǊǊŜƴǘ {./Ωǎ ǘƻ 

Admin America to get the most out of our auto-substantiation technology.   

¶ Check the box to have the system email you once the Report is Available 

¶ Click Request 
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To Create a Debit Card Transaction Report, click Run New Report 

 

 

Complete the following to request the report: 

 

¶ Select the Report Format (PDF, Excel, or DataFile) 

¶ Select the Start Date 

(the first card transaction date you want available on the report) 

¶ Select the End Date 

(the last card transaction date you want available on the report) 

¶ Select Detail in the Report Detail Level section  

(if you do not want identifying information, select De-Identified Detail) 

¶ Check the box to have the system email you once the Report is Available 

¶ Click Request 
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The Employer Contributions Report is automatically  

created by the system each paycheck date  

 

 

This report cannot be run, but you may view all reports created by clicking on the report name.  

This report reflects employer contributions to an FSA and/or HRA plan as of the paycheck date. The date of 

creation is the same as the paycheck date based on the Admin America system. 

Paycheck dates are provided to Admin America during implementation of a new plan and renewal of an 

existing plan. Please send any changes to Enroll@adminamerica.com.  

Employer contribution inconsistencies between this report and employer system records for any prefunded 

plan (i.e. Medical FSA) will not limit the funds available to the participant. This assumes that the plan year total 

contribution amount in the Admin America system is consistent with the plan year total contribution amount 

in the employer system.   

Employer contribution inconsistencies between this report and employer system records for any non-

prefunded plan (i.e. Dependent Care FSA) will limit the funds available to the participant. Please contract 

EmployerSupport@adminamerica.com to rectify.     

 

 

The Employer Funding Notification is automatically created by the system on your 

processing date or anytime there is a special processing  

 

This report cannot be run, but you may view all reports created by clicking on the report name.  

This report reflects any non-benefit card reimbursements due to FSA and/or HRA participants as of the 

employer processing date. The employer processing date is determined during initial setup of the FSA and/or 

HRA plan(s). How reimbursements are issued to participants is determined during initial setup as well.  

 

 

mailto:Enroll@adminamerica.com
mailto:EmployerSupport@adminamerica.com
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To Create an Enrollment Plan Year Excel Report, click Run New Report  

 

Complete the following to request the report: 

 

 

      
 

 

           {ŜƭŜŎǘ Ψ¸ŜǎΩ ǘƻ ŀƭƭ ƻǇǘƛƻƴǎ  

           for an HRA plan 

  

 

 
 

¶ Select the Report Format (PDF, Excel, or DataFile) 

¶ Select the As Of Date 

(the date must be as of the start of the Plan Year you specify or later)  

¶ Select the Plan Year  

(if you have multiple lines of service, the plan years may be separate) 

¶ Select Detail in the Report Detail Level section  

(if you do not want identifying information, select De-Identified Detail) 

¶ Select Do not Group in the Group By section  

(you may run the report to differentiate between groups if you have multiple divisions setup with Admin 

America) 

¶ Select Yes to Include Additional Information 

(selecting Yes  will provide Active and Terminated employment status indicators) 

¶ Select if the Coverage Level should be included  

(this is for HRA use; coverage Level is not used for FSA purposes) 

¶ Select if Dependent Information should be included  

(this is for HRA use; dependent Information is not required for FSA purposes) 

¶ Check the box to have the system email you once the Report is Available 

¶ Click Request 
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 To Create an HSA Account Detail Report, click Run New Report  

 

 

 
Complete the following to request the report: 

 

 

 

 

 

 

 

 

 

¶ Select the Start Date 

(enter the first HSA contribution date you want to display on the report) 

¶ Select the End Date 

(enter the last HSA contribution date you want to display on the report) 

¶ Select No for Include Masked SSN 

(if you select Yes, SSN will not be included) 

¶ Select the Detail to Include 

(if you select ΨYear to date dataΩ it will include contributions based on the tax year; if you select 

ΨReporting period dataΩ it will include contributions based on the Start and End Date only) 

¶ Select Detail in the Report Detail Level section  

(if you do not want identifying information, select De-Identified Detail) 

¶ Check the box to have the system email you once the Report is Available  

¶ Click Request 
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The HSA Funding Collection Notification is automatically  

created by the system every day 

 

 

 

This report cannot be run, but you may view all reports created by clicking on the report name.  

This report will generate as a PDF, Excel file, or both dependent upon Employer setup in the Admin America 

system. If you do not have access to both formats, and you would like access, please email 

EmployerSupport@adminamerica.com.  

This report reflects any HSA funding that will be collected from the employer bank account within 1 ς 3 

business days of creation. Funding will not be collected for any entries that are on hold.  

A hold occurs when:  

1. The participant has not accepted the HSA terms and conditions 

2. The participant fails an identity verification item 

3. Both of the above 

A hold for failure to accept the terms and conditions may be resolved through acceptance of the terms and 

conditions. For further details, please see the Activation Guide. 

A hold for failure to pass an identity verification item may be resolved through suppling the appropriate 

documentation to offset the failure. For further details, please email HSA@adminamerica.com.  

  

 

 

 

 

 

 

 

 

 

mailto:EmployerSupport@adminamerica.com
mailto:HSA@adminamerica.com
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To Create a Payment History Report, click Run New Report  
 

 

Great for Bank Account Reconciliation 

 

Complete the following to request the report: 

 

 

 

 

 

 

 

 

 
 

¶ Select the Report Format (PDF, Excel, or DataFile) 

¶ Select the Start Date  

(the first claim payment date you would like available on the report) 

¶ Select the End Date  

(the last claim payment date you would like available on the report) 

¶ Select the Payment Type 

(select ΨAllΩ to view benefit card and non-benefit card payments) 

¶ Select to Include Voided Checks and Canceled Direct Deposits 

(voided checks and canceled direct deposits are displayed separate from other payment types) 

¶ Select Do not Group in the Group By section  

(you may run the report to differentiate between groups if you have multiple divisions setup with Admin 

America) 

¶ Select Detail in the Report Detail Level section  

(if you do not want identifying information, select De-Identified Detail) 

¶ Check the box to have the system email you once the Report is Available 

¶ Click Request   
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The Payroll Deductions Notification is automatically  

created by the system each paycheck date  

 

 

This report cannot be run, but you may view all reports created by clicking on the report name.  

This report reflects employee payroll deductions contributed to an FSA plan as of the paycheck date. The date 

of creation is the same as the paycheck date based on the Admin America system. 

Paycheck dates are provided to Admin America during implementation of a new plan and renewal of an 

existing plan. Please send any changes to Enroll@adminamerica.com.  

Payroll deduction inconsistencies between this report and employer system records for any prefunded plan 

(i.e. Medical FSA) will not limit the funds available to the participant. This assumes that the plan year total 

contribution amount in the Admin America system is consistent with the plan year total contribution amount 

in the employer system.   

Payroll deduction inconsistencies between this report and employer system records for any non-prefunded 

plan (i.e. Dependent Care FSA) will limit the funds available to the participant. Please contract 

EmployerSupport@adminamerica.com to rectify.     

 

 

 

 

 

 

 

 

 

 

 

 

mailto:Enroll@adminamerica.com
mailto:EmployerSupport@adminamerica.com
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To Create a Reimbursement Detail Report, click Run New Report  

 

 

Complete the following to request the report: 

 

 

 

 

 

 

 

 

 

 

¶ Select the Report Format (PDF, Excel, or DataFile) 

¶ Select the Start Date  

(the first claim payment date you would like available on the report) 

¶ Select the End Date  

(the last claim payment date you would like available on the report) 

¶ Select to Include Voided Checks and Canceled Direct Deposits 

(voided checks and canceled direct deposits are displayed separate from other payment types) 

¶ Select to Include Debit Card Transactions  

(ǎŜƭŜŎǘ Ψ¸ŜǎΩ ǘƻ ǾƛŜǿ ōŜƴŜŦƛǘ ŎŀǊŘ ŀƴŘ ƴƻƴ-benefit card payments) 

¶ Select Do not Group in the Group By section  

(you may run the report to differentiate between groups if you have multiple divisions setup with Admin 

America) 

¶ Select Detail in the Report Detail Level section  

(if you do not want identifying information, select De-Identified Detail) 

¶ Check the box to have the system email you once the Report is Available 

¶ Click Request   



Admin America © 
2018    Page 23 of 61 

To Create a Repayments Report, click Run New Report  

 

 

Complete the following to request the report: 

 

 

 

 

 

 

 

 

 

¶ Select the Report Format (PDF, Excel, or DataFile) 

¶ Select the Start Date 

(enter the first date you want FSA and/or HRA Employee Repayment Requests to display on the report) 

¶ Select the End Date 

(enter the last date you want FSA and/or HRA Employee Repayment Requests to display on the report) 

¶ Select Ψ!ƭƭΩ ŦƻǊ the Repayment Method 

(Note: Admin America does not currently have the ability to accept repayments via payroll) 

¶ Select the Status  

(ǎŜƭŜŎǘ Ψ!ƭƭΩ ŦƻǊ a list of all repayment statuses, select ΨPendingΩ ǘƻ ŘƛǎǇƭŀȅ ŀ ƭƛǎǘ ƻŦ ǊŜǇŀȅƳŜƴǘǎ ǘƘŀǘ ŀǊŜ 

currently due, ǎŜƭŜŎǘ Ψ{ŎƘŜŘǳƭŜŘΩ ŦƻǊ ŀ ƭƛǎǘ ƻŦ ǊŜǇŀȅƳŜƴǘǎ ǘƘŀǘ ǿŜǊŜ ǊŜǇŀƛŘ ƻƴƭƛƴŜ ŀƴŘ ǿƛƭƭ ōŜ ǇǊƻŎŜǎǎŜŘ 

soon, ǎŜƭŜŎǘ ΨwŜǇŀƛŘΩ for a list of repayments that were previously repaid, ǎŜƭŜŎǘ Ψ/ŀƴŎŜƭŜŘΩ ŦƻǊ ŀ ƭƛǎǘ ƻŦ 

repayments that have been canceled) 

¶ Select Do not Group in the Group By section  

(you may run the report to differentiate between groups if you have multiple divisions setup with Admin 

America) 

¶ Select Detail in the Report Detail Level section  

(if you do not want identifying information, select De-Identified Detail) 

¶ Check the box to have the system email you once the Report is Available  

¶ Click Request 
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Send a Request through the Employer Portal or by Email 

We recommend Email Requests for faster processing 

 

Email Requests 

 

 

 

 

 

 

Employer Portal Requests 
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View All Employees, Add Employee to the Admin America system,  

Search Employees by Employment Status, or View Recently Viewed Employees 
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                       View All Employees            

 
Search Employees option is available from View All Employees for convenience 

Add Employee option is available from View All Employees for convenience  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Employees are displayed in a table format. The first four columns of the table (Last Name, First Name, SSN, 

and Employee Status) may be sorted alphabetically.  

 

To sort a column (A ς Z), click the column name. To sort a column (Z ς A), click the column name a second 

time.  

 

The Status column is regarding HSA activation status. Hover over the information bubble for a detailed 

description. 
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                      Add Employee             

 

If an employee is not in the Admin America system, they may be added through the Employer 

Portal.  

Note: Both the Demographic section and the Enrollment section must be complete in order 

to add an employee to a plan. 

Complete the following to add the Employee Demographics to the Admin America system: 

¶ Hover over the Employees tab and Click Add Employee  

¶ Complete the Personal Information demographic section (see example)  

                       All *  fields are required  

   

Admin America strongly 

recommends supplying a 

valid email address. All  

account communications  

and receipt requests (if 

applicable) will be sent to  

the email address on file 
      

      

 

 

 

 

 

 

 

 

 

 

 

 

             



Admin America © 
2018    Page 28 of 61 

                                   Add Employee             

 

Complete the following to add the Employee Demographics to the Admin America system:  

           The Employer Employee ID 

           field will pre-populate 

 

Division is required only 

when multiple divisions are 

setup with Admin America 

 

Login Information will 

automatically generate 

 

  

 

¶ Complete the Employment Information demographic section (see example) 

¶ Click Add Employee 

Complete the following to add the Employee Enrollment to the Admin America system: 

 

 

 

 

 

 

 

 

¶ Click Add New Enrollment 
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                                   Add Employee             

 

Complete the following to add the Employee Enrollment to the Admin America system: 

¶ Select the Plan Year 

(dependent on setup, FSA plans are named after the plan year, HRA plans are named after the plan 

ȅŜŀǊ Ǉƭǳǎ ΨIw!ΩΣ ŀƴŘ I{! Ǉƭŀƴǎ ŀǊŜ ƴŀƳŜŘ ΨI{!Ωύ  

 

 

 

 

 

 

 

 

 

 

 
 

¶ Dependent on the Plan Year selected, additional fields display. Complete all fields for the 

enrollment. 

FSA Enrollment Example 

¶ Check the FSA plan(s) to enroll the  

participant in (more than one may   

be checked) 

¶ {ŜƭŜŎǘ Ψ.Ŝƴƴȅ /ŀǊŘΩ ŀǎ ǘƘŜ payment  

method if benefit cards are available  

to participants (Varies by Employer. 

If this option is NOT selected, a card  

will NOT generate for the participant) 

¶ {ŜƭŜŎǘ Ψ5ƛǊŜŎǘ 5ŜǇƻǎƛǘΩ ŀǎ ǘƘŜ  

Alternative Method if Direct Deposit  

is offered under your plan(s) (Varies  

by Employer. Check will be created by  

default if the participant does not add a  

bank account) 

¶ Select the Effective Date for the plan 

¶ Enter Total Plan Year Election Amount 

¶ Click Submit 
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                    Add Employee                        

 

Complete the following to add the Employee Enrollment to the Admin America system: 

HRA Enrollment Example 

¶ Check the HRA plan(s) to enroll the  

participant in (more than one may be  

checked) 

¶ {ŜƭŜŎǘ Ψ5ƛǊŜŎǘ 5ŜǇƻǎƛǘΩ ŀǎ ǘƘŜ  

Payment Method if Direct Deposit  

is offered under your plan(s) (Varies  

by Employer. Check will be created by  

default if the participant does not add   

a bank account) 

¶ Select the Effective Date for the plan 

¶ Select the Contribution Level (the 

Annual Employer Contribution will 

Pre-populate dependent on Level) 

¶ Click Submit 

¶ The Enrollments tab will display 

for the participant  

¶ Click the Dependents tab from this  

screen 

¶ Click Add Dependent 

¶ Enter the demographic information 

for the dependent (see example) 

¶ Click Add Dependent 

(the dependent will automatically 

be enrolled in the HRA plan(s)) 

¶ Click OK to the Auto Enrollment 

Confirmation 
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                   Add Employee                        

 

Complete the following to add the Employee Enrollment to the Admin America system: 

HSA Enrollment Example 

¶ Check the Health Savings Account box 

¶ {ŜƭŜŎǘ Ψ.Ŝƴƴȅ /ŀǊŘΩ ŀǎ ǘƘŜ payment  

method if benefit cards are available  

to participants (Varies by Employer. 

If this option is NOT selected, a card  

will NOT generate for the participant) 

¶ {ŜƭŜŎǘ Ψ5ƛǊŜŎǘ 5ŜǇƻǎƛǘΩ ŀǎ ǘƘŜ  

Alternative Method (Check will be  

created by default if the participant  

does not add a bank account) 

¶ Select the Effective Date for the plan 

¶ Enter the Coverage Level (Select 

ΨLƴŘƛǾƛŘǳŀƭΩ ƛŦ ǘƘŜ ǇŀǊǘƛŎƛǇŀƴǘ ƛǎ ŜƴǊƻƭƭŜŘ 

in an individual only high deductible 

health planΦ {ŜƭŜŎǘ ΨCŀƳƛƭȅΩ ŦƻǊ ŀƭƭ ƻǘƘŜǊ 

enrollment tiers)  

¶ Click Submit 
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Complete the following to search for an employee in the Admin America system: 

¶ Hover over the Employees tab 

¶ Enter at least one of the following  
o Last Name (first letter(s) or the entire last name) 

o First Name (first letter(s) or the entire first name) 

o SSN (entire 9 digit SSN) 

¶ Select the Employee Status όΨ!ƭƭΩ ǿƛƭƭ search all  

participants who have ever existed in the Admin  

!ƳŜǊƛŎŀ ǎȅǎǘŜƳΣ Ψ!ŎǘƛǾŜΩ ǿƛƭƭ ǎŜŀǊŎƘ ŀƭƭ ǇŀǊǘƛŎƛǇŀƴǘǎ 

listed as Active in the Admin America system, 

ΨLƴŀŎǘƛǾŜΩ ǿƛƭƭ ǎŜŀŎƘ ŀƭƭ ǇŀǊǘƛŎƛǇŀƴǘǎ ƭƛǎǘŜŘ ŀǎ  

terminated in the Admin America system) 

¶ Click Search 

¶ The Profile tab for the participant will be displayed 

¶ Other tabs will also be available  

(tabs vary by plan, ie FSA, HRA, HSA) 

o Dependents   

o Account Summary  

o Enrollments  

o Contributions  

o Claims 

o Payments 

o Status 

 

Note: If the employee demographic information is not in the Admin America system, the following message 

will display (we recommend checking the spelling of the participant name and searching in View All 

Employees before adding the participant to the Admin America system) 

 

 

 

 

 

 

 

   



Admin America © 
2018    Page 33 of 61 

                    

 

The Profile tab lists demographic information about the employee, such as Name, Address, 

Email, etc.  
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Complete the following to Update the Profile demographic information:  

¶ Search for the Employee from the Employees tab 

¶ The Profile tab will be displayed 

¶ Click Update Profile 

 

 

¶ Update the Personal Information section and/or the Employment Information section (see example) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ Click Update Employee 
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The Dependents tab lists spouse, child, and other dependent demographic information.  

Eligible Dependents* are NOT required for non-HRA (non-Health Reimbursement Arrangement) accounts (i.e. 

FSA and HSA accounts). Eligible Dependents* are NOT required for 213 HRA accounts. All expenses under 

these plans will fall under the primary account holder name regardless of patient name.  

Eligible Dependents* are required for HRA (Health Reimbursement Arrangement) accounts unless the HRA 

account is classified as a 213 HRA. 

*Eligible Dependents are spouses, children, and other dependents under the account whose expenses are 

reimbursable by the account 

¶ To Expand the Dependent information click  
 

¶ To Close the Dependent information click 
 

¶ To Update Dependent information click  
 

¶ To Add a Dependent click  
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Complete the below to Add a Dependent 

¶ Search for the Employee from the Employees tab 

¶ The Profile tab will be displayed 

¶ Click the Dependents tab 

¶ Click Add Dependent 

¶ Enter the demographic information for the dependent (see example) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

¶ Click Add Dependent (the dependent will automatically be enrolled in the HRA plan(s)) 

¶ Click OK to the Auto Enrollment Confirmation 

Note: The External Dependent ID is not required. Added Dependents will be automatically enrolled in any plans 

the employee participates in after submission for an effective date equal to the employee effective date or 

equal to the ŘŜǇŜƴŘŜƴǘΩǎ date of birth (whichever is later).  If the Dependent has a different effective date 

than the employee, Click Here to learn how to make corrections to the dependent effective date. 
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The Account Summary tab lists tables for Active and Previous Accounts.  

Active Accounts are accounts that a participant may be reimbursed from based on the current 

date and enrollment.  

Previous Accounts are accounts that a participant may no longer be reimbursed from based 

on the current date and enrollment.  

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 Hover over the information bubbles for additional details about these amounts  
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Click the Account Name to bring a popup Description and Overview 

of the Plan 

 

 

Click the Eligible Amount in the Eligible Amount column to go to the 

Enrollments Tab 

 

 

 
Click the Submitted Claims Amount in the Submitted Claims column  

to go to the Claims Tab 
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Hover over the information bubble         under the Eligible Amount column to see the 

breakdown of this amount. 

 

 

 

  

 

 

 

 

 

 

 

¶ Effective Date lists the participant enrollment effective date for the specified plan year 

¶ Annual Election lists the amount the participant elected for the specified plan year. This is not 

applicable for the HRA.   

¶ Employer Contributions lists the amount the employer has contributed to date (based on Annual 

Contribution divided by the number of contributions that will be made during the Plan year) of the total 

amount the employer will have contributed by the end of the Plan year. Note: Medical FSA Accounts 

are prefunded, and the employees have access to the full Annual Election at the beginning of the Plan 

year.   

¶ Employee Contributions is the amount the participant has contributed to date (based on Annual 

Contribution divided by the number of contributions that will be made during the Plan year) of the total 

amount the employee will have contributed by the end of the Plan year. Note: Medical FSA Accounts 

are prefunded, and the employees have access to the full Annual Election at the beginning of the Plan 

year. 

¶ Payroll Deduction is the estimated amount the employee will contribute to the account based on the 

number of paychecks during the Plan year. Note: the actual amount the employer deducts from payroll 

is not computed within our system. This amount is an estimate only. 
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Hover over the information bubble         under the Eligible Amount column to see the 

breakdown of this amount. 

 

 

 

 

 

 

 

 

  

 

 

¶ Submitted Claims is the total amount in claims submitted to the account regardless of approved or 

denied status 

¶ Pending is the amount in claims submitted that have been approved, but have not been paid to the 

employee as of yet. Note: this amount will move to paid on your next processing date. 

¶ Paid is the amount in claims that have been approved and paid to the employee 

¶ Denied is the amount in claims that have been denied. If a claim was originally paid via the debit card, 

and was later denied, this denial will cause a repayment request on the employee account. If a claim 

was not paid previously (i.e. not a debit card transaction), and the claim was denied, a repayment 

request will NOT occur. 

¶ Refunds is the amount in claims that had been originally paid via the debit card, and have later been 

ǊŜŦǳƴŘŜŘ ōȅ ǘƘŜ ǇǊƻǾƛŘŜǊ ǘƻ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŘŜōƛǘ ŎŀǊŘΦ 
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The Plan Year Balance, Available Balance, and Cash Balance of the Account Summary Table(s) 

are defined below. 

 

 

 

 

 

 

Plan Year Balance  

¶ The Amount remaining in the account after the following calculation: 

 

Sum the following (as applicable) 

1. Eligible Amount  

a. Employee Contributions plus remaining Employee Contributions for the plan year 

b. Employer Contributions plus remaining Employer Contributions for the plan year  

c. Rollover 

 Less the following (as applicable) 

1. Pending Claims  

2. Paid Claims 

3. Pending Repayments  

4. Scheduled Repayments  

5. Debit Card Reissue Fees  

6. Debit Adjustments  

 

Available Balance  

¶ The Amount remaining in the account that may be used on unreimbursed eligible expenses.  

Denied Claims that need to be repaid, and have not been repaid, will not be available to the 

participant. Once repayment is made, the funds will be available under the Available Balance.  
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The Plan Year Balance, Available Balance, and Cash Balance of the Account Summary Table(s) 

are defined below. 

 

 

 

 

 

 

Cash Balance  

¶ The Amount after the following calculation: 

 

Sum the following (as applicable) 

1. Eligible Amount to Date  

a. Employee Contributions to Date  

b. Employer Contributions to Date  

c. Rollover 

2. Debit Card Refunds 

3. Credit Adjustments 

 

 Less the following (as applicable) 

1. Paid Claims  

2. Pending Repayments  

3. Scheduled Repayments 

4. Debit Card Reissue Fees  

5. Debit Adjustments  
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The Enrollments tab lists Active and Previous Accounts 

Active Accounts are accounts that a participant may be reimbursed from based on the current 

date and enrollment.  

Previous Accounts are accounts that a participant may no longer be reimbursed from based 

on the current date and enrollment.  
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Click the Account Name to bring a popup Description and Overview 

of the Plan 
 

 

 

 

 

Click the Employer Contributions Amount in the Employer Contributions  

column to go to the Contributions Tab  

 

 

 
Click the Employee Contributions Amount in the Employee Contributions  

column to go to the Contributions Tab  
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