WEX HEALTH CLOUD CONSUMER PORTAL QUICKSTART GUIDE

Welcome to your PHILLIPS RESOURCE NETWORK Benefit Accounts Consumer Portal. This one-stop portal gives you 24/7 access to view information and
manage your Flexible Spending Account (FSA), Health Reimbursement Account (HRA) and Commuter Benefits. Itenablesyouto:

e Fileaclaimonline

¢ Uploadreceiptsandtrack expenses

¢ View up-to-the-minuteaccountbalances

e Viewyouraccountactivity, claims history and payment (reimbursement) history
e Reportalost/stolen Cardand requestanew one

¢ Update your personal profileinformation

e ChangeyourloginID and/orpassword

¢ Download planinformation, forms and notifications

The portal is designed to be easy to use and convenient. You have your choice of two ways to navigate thissite:
1. Work fromsections withinthe Home Page, or
2. Hoveroveror clickonthe fourtabs at the top.
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HOW DO I1LOG ON TO HOME PAGE?

™~

4.

Go to www.phillipsresource.com.

Click the Secure Log-In link.

Enter yourloginIDand password (both provided by
PHILLIPS RESOURCE NETWORK).

Click Login.

The Home Page is easy to navigate:

Easily access the Available Balance and “l Want To”
sections towork with your accounts right away.

The | Want To...section contains the most frequently
used features forthe ConsumerPortal.

The Accounts section links to your Accounts,
Investments, and Profile.

The Tasks section displays alerts and relevant links
that enable youto keep currenton your accounts.
The Healthcare Savings Goal section graphically
displays your HSA savings goals progress.

The Recent Transaction section displays the last 3
transactions onyour account(s).

The Quick View section graphically displays some of
your key accountinformation.

You can also hoveroverthe tabs at the top of the page.
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http://www.phillipsresource.com/

HOW DO I FILE A CLAIM AND UPLOAD A RECEIPT?

1. Onthe Home Page, you maysimply selectthe “Filea
Claim” underthe “l wantto...” section, ORfromany
page on the portal, expand the Accounts tab on the
top of the screen.

2. Theclaimfilingwizard will walk you through the
requestincluding entry of information, payee details
and uploadingareceipt.

3. For submitting more than one claim, click Add
Another, from the Transaction Summary page.

4. Whenall claimsare enteredinthe Transaction
Summary, agree to the termsand conditions click
Submit to send the claims for processing.

5. The Claim Confirmation page displays. You may print
the Claim Confirmation Form as a record of your
submission. If youdid not upload areceipt, you can
uploadthe receiptfromthisscreenorprinta Claim
Confirmation Form to submit to the administrator
with the required receipts.

NOTE: If yousee a Receipts Needed linkinthe Tasks
section of your Home Page, clickonit. You will be taken
to the Claims page where you can see the claims that
require documentation. You can easily upload the receipts
fromthis page. Simply click to expand the lineitemto
view claim details and the upload receipts link.

© 2019 ALL RIGHTS RESERVED WEX Inc.
032219

| Want To:

File A Claim Make HSA Transaction Manage Investments Manage My Expenses

Home Accounts Tools & Support Message Center B

Accounts / Receipts Needed

Receipts Needed

DATE OF MERCHANT / CLAIM RECEIPT
service A PROVIDER RECIPIENT AMOUNT STATUS

N N Upload
3/2/2019 Limited Health.. University...  Uma Ballard $6.50 Required View Confirmation Receipt(s)




HOW DO | VIEW CURRENT ACCOUNT BALANCES AND
ACTIVITY?

1. ForcurrentAccount Balance only, onthe Home Page,
see the Accounts section.

2. Forall AccountActivity, clickonthe Accounts tab from
the Home Page to bringyouto the Account Summary
page. Thenyou mayselectthe underlined dollar
amounts for more detail. Forexample, click on the
amountunder “Eligible Amount” to view enrollment
detail.

NOTE: You can see election details by clicking to expand
the line itemforeach account.
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Accounts

HEALTH SAVING S ACCOUNT

Cash Account

Advance

Investment Account

Available to spend

Includes Advance

AVAILABLE

$2,012.50

50.00

$795.00

$2,307.50

01012048 - 1213172018

Limited Health Care Flex_ ..

Parking Reimbursement. ..

AVAILAELE

5244595

$1918.30

$1,280.00




ALL HEALTH CARE EXPENSE ACTIVITY IN ONE PLACE
To view and manage ALL healthcare expense activity from
EVERY source, use the Dashboard

1. Under the Accounts menuisthe Dashboard. The
Dashboard providesyou with an easy-to-use
consolidated view of healthcare expenses forongoing
management of medical claims, premiums, and card
transactions.

2. Easilyfilterexpenses by clicking on the filter options
on the navigation pane onthe left side of the screen
or, by clickingonthe field headers within the
Dashboard.

3. Expensescanbe exportedintoan Excel spreadsheet
by clicking on the Export Expenses button on the top
of the page.
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HOW DO I ADD AN EXPENSE TO THE DASHBOARD?

1.

From the Dashboard click onthe Add Expense button
on the top of the page.

Complete the expensedetail fields. You can even
upload a copy of the receiptand, add notes foryour
records.

Once the expense has been added to the Dashboard
you can paythe expense, if desired.

HOW DO | PAY AN EXPENSE?

You may process payments/ reimbursements for
unpaid expenses directly from the Dashboard page.
Expenses willbe categorized and payment can be
initiated for unpaid expenses by clicking on the button
to the right of the expense details.

Simply choose which expenses you would like paid
and you will be presented with the eligible accounts
from which you can initiate payment.

Whenyou click Pay, the claim details from the
Dashboard will be pre-populated within the claim
form.Review & editthe claim detailsas needed.
You will have the optionto eitherrequesta
reimbursement to yourselfor pay the provider.

© 2019 ALL RIGHTS RESERVED WEX Inc.
032219




HOW DO | EDIT AN EXISTING EXPENSE IN THE
DASHBOARD?

1. Youcan editexpense detailsforall claim statuses
directly from the Dashboard page.

2. Expandthe claimdetailsvisible by clickingonthe
expense line item from the Dashboard.

3. You will be presented with options to add expense
notes, update the expense details, mark the expense
as paid/unpaid or, remove the expense fromthe
Dashboard.

HOW DO I LINK MY HEALTHCARE CLAIMS?

1. Manage Healthcare Claims allows you to receive
claims data from your healthcare insurance
carriers.

2. Expenses from your insurance carrier(s) will be
added to Dashboard for tracking and/or payment
purposes.

3. Toregisterclick on the “Manage Healthcare
Claims” button located on the top of the
Dashboard page.

4. You will be alerted to new expenses within the
message area of both the consumer online portal
and mobile app.
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HOW DO | VIEW MY CDH CLAIMS HISTORY AND
STATUS?

1. From the Home Page, click on the Accounts Tab, and
thenclick on the Claimslink to see your claims history.
You can apply filtersfromthe top of the screen. You
can filter by planyear, account type, claim status or
receiptstatus.

2. Byclickingontheline of the claim, you can expand the
data to display additional claim details.

Did you Know? For an alternative perspective, you may
alsoview claims history and status forall claim types
including dependent care on the Dashboard page.You can
apply filters fromthe top of the screen. Filter options on
the Dashboard screeninclude: expensetype, status, date,
recipient ormerchant/provider. You may also search fora
specificexpense by enteringadescriptionintothe search
field.
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HOW DO | VIEW MY PAYMENT (REIMBURSEMENT)
HISTORY?

1. From the Home Page, underthe Accounts tab, click
Payments. You will see reimbursement payments
made to date, including debit card transactions.

2. Byclickingontheline of a payment, you can expand
the data to display additional details about the
transaction.

HOW DO | REPORT A DEBIT CARD MISSING AND/OR
REQUEST A NEW CARD?

1. From the Home Page, underthe Accounts Tab, click
the Banking link.
2. Under the Debit Cards column, click Report
Lost/Stolen or Order Replacementand follow
instructions.
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HOW DO | UPDATE MY PERSONAL PROFILE?

1. From the Home Page, underthe Accounts Tab, you
will find links to update profile information including
profile summary details, dependents, and
beneficiaries.

2. Clickthe appropriate link under Profile foryour
updates: Update Profile or Add/Update Dependent
or Add Beneficiary. Some profile changes will require
you to answeran additional security question.

3. Complete yourchangesinthe form.

4. Click Submit.
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HOW DO | GET MY REIMBURSEMENT FASTER?

The fastest way to get yourmoneyisto sign up online for
directdeposittoyour personal checkingaccount. Before you
begin, make sure thatyour employeris offering direct deposit
setuponline.

1. From the Home Page, underthe Tools & Support tab,
click Change Payment Method underthe “How Do I”
section

2. Selectthe Update forthe appropriate plans. The
Payment Method/Update Payment Method page
displays.

3. SelectReimburse Myself Using Direct Depositand
Update Bank Account.

4. Enteryourbankaccount information and click Submit.

The Payment Method Changed confirmation displays.

6. Ifthereisabankvalidationrequirement, you will be
notified onthe portal tolook for a small transaction or
“micro-deposit” inyourdesignated bank accountin
the next couple of days to enteronline, which will
validate youraccount.

v

HOW DO | CHANGE MY LOGIN AND/OR PASSWORD?

1. From the Home Page, click on the Accounts Tab, and
click Login Information.

2. Followinstructionsonthe screen. (Foranew account,
the firsttime youlogin, you will be prompted to
change the password that was assigned by your plan
administrator. Follow the instructions.)

3. Click Save.
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HOW DO | VIEW OR ACCESS:

...DOCUMENTS & FORMS?
1. Fromthe Home Page, clickthe Tools & Support tab.
2. Clickanyform or documentof your choice.

..NOTIFICATIONS?

1. From the Home Page, click the Message Centertab.

2. Clickanylink of your choice. Youwill be able toview
and archive currentdocuments, as well as reference
documents archived previously.

3. Inaddition, you can Update Notification Preferences
by clicking on the link next to Notifications.

...PLAN INFORMATION?

1. Onthe Home Page, underthe Accounts Tab, you will
be directed to the Account Summary page

2. Clickontothe applicable account name and the Plan
Rules will openina pop-upwindow.
OR fromthe Home Page, underthe Tools & Support
page, you may view Plan Summaries for basic
information. Thenclickeach applicableplantosee
the plan details.

MORE HELPFUL INFORMATION
From the Home Page, underthe Tools & Support tab, you may find links that connect you to helpful information supplied by your PHILLIPS RESOURCE
NETWORK. These may be links to youremployer’s website orto othervaluable resources that enable you to manage your healthcare more effectively.
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