& surency

FLEX

WELCOME TO

SURENCY FLEX It sure is easy.

Now that you've enrolled in a Surency Flex account, you're ready to start using your funds as soon
as your Plan Year starts. You may have a few questions about accessing your account information
online, filing claims and using your Surency Flex Benefits Card. This document will help you get
started using the funds in your account and navigating your online Member Account.

Click on the account you've enrolled in below to get started:

FSA DC FSA HSA

(Flexible Spending Account) (Dependent Care (Health Savings Account)
Flexible Spending Account)

HRA
(Health Reimbursement Com!“Uter Be"efl.ts
Arrangement) (Parking and/or Transit)

Contact Surency

surency.com | 866-818-8805

Surency Flex is administered by Surency Life & Health Insurance Company.
SURENCY © 2018



WELCOME TO YOUR FLEXIBLE § surency
SPENDING ACCOUNT (FSA) FLEX

WHAT'’S NEXT?

The amount you elected will be automatically taken out of your paychecks in equal increments
throughout the Plan Year before you pay federal, state and FICA taxes on the designated amount.

ACCESSING YOUR FUNDS

The full amount you elected is available on day one of your Plan Year.

USE YOUR BENEFITS CARD TO PAY FOR ELIGIBLE EXPENSES

1. Have the cashier ring up all of your items together.

2. When it's time to pay, swipe your Surency Flex Benefits Card first. Select
‘credit’ and sign for your purchase. Optional: In addition to your signature, you
can set up a PIN number to access your funds by calling 866-898-9795. If you have a PIN
number, select ‘debit’ and enter your PIN.

3. All eligible expenses will be paid for from your account and deducted from
your total.

4. If you are purchasing non-eligible items, you will need to have a second form of payment available for
those items.

5. Keep your receipts in the event that further validation is needed.

MANAGING YOUR BENEFITS

You have 24/7 access to your account through the

Surency Flex mobile app or on your Member Account at

@
N8

Surency.com.

USE THESE LINKS TO LEARN MORE

Member Account: Using Your Surency Flex
Logging In Benefits Card

Managing Your
Member Account

Using the Surency Flex

Editing Your Profile Information Mobile App

surency.com | 866-818-8805 Click here

to go back.




LOGGING IN TO YOUR surency
MEMBER ACCOUNT FLEX

1. Visit Surency.com and select the Surency Flex Member Account.

2. You will need the preset username and password that has been generated for you by Surency*.

Username:  your first name + the last four digits of your Social Security Number
Password: your last name + the last four digits of your Social Security Number

If your last name is hyphenated, your password should be entered without a hyphen or space between
the two names (see Example 2).

Example 1: if your name is Jane Smith, and the last four digits of your Social Security Number are 1234,
your username would be jane1234 and your password would be smith1234.

Example 2: if your name is Jane Smith-Jones, and the last four digits of your Social Security Number are
1234, your username would be jane1234 and your password would be smithjones1234.

* You must be enrolled in our system either by yourself, your employer or a Surency representative before you
will be able to access the Member Account using the information above. If you have already registered for the
Member Account during online enrollment or you were participating in a prior Plan Year with Surency, please

disregard the information above as your username and password have not changed.

Note: If you experience any difficulty signing in to your Surency Member Account, please call
Customer Service at 866-818-8805.

Login

Existing User?
Login to your account

Username | Forgot Username?

Password Forgot Password?

surency.com | 866-818-8805 Click here

to go back.




LOGGING IN TO YOUR @
MEMBER ACCOUNT Sur en'cy
CONTINUED FLEX

3. You will need to set your security questions and answers to complete your user setup.

Security Questions (Step 1 of 2)

Please enter an answer to any 5 security questions to complete your user setup. To keep your information secure, you will be
asked to answer 3 of these questions to complete sensitive actions within the portal such as resetting a forgotten password.

Select a question. .. .
Select a question... v,
Select a question. .. .
Select a question... v,
Select a question. .. A

4. Setyour login information.

Change Username and Password (Step 2 of 2)

Please change your login information.

Username*

Your username may contain alphanumeric characters and any of the following special characters: period (), at
sign (@), underscore (_), and dash (-).

New Password™

The password must - Have a minimum of 6 characters & 20 character max - Mot be one of your last 3
passwords - Contain at least one number

Confirm Password™®

5. You are ready to begin managing your account!

surency.com | 866-818-8805 Click here

to go back.




MANAGING YOUR @
MEMBER ACCOUNT §Su'; ﬁ)’}cy

Once logged in to your Surency Member Account, follow these easy steps to view and manage your account:

View Your Account Balance

Tools & Statements &

Home Your Personal Dashboard Accounts support Notifications Profile ‘ 1Wantto.. v
1. From the Accounts tab, select Account =TS Accounts / Account Summary
Account Activity The information displayed on the Account Summary page will vary depending upon your specific healthcare
Summar
. Claims
Estimated Per Pay Period Deduction: $104.17 *
Payments JRerannt Eligible Submitted Paid Pending Denied Available

Amount Claims Balance

SR $2,500.00 50.00 50.00 50.00 $0.00  $2,500.00

2. You can view summaries of other
accounts by scrolling down the page. P
Your Available Balance is the amount
you have available to spend on qualified

Amount Claims Balance

R ] 52.496.00 50.00 $0.00 50.00 $0.00  52.496.00

Pending  Denied

Comprehensive Medical

medical expenses. = $1,848.00 $0.00 $0.00 $0.00 $000  $1.84800

View Your Account Activity D i cumorcs

Home Your Persanal Dashboard Accounts Support Notifications Profile

1. From the Accounts tab, select Account Account summary Accounts / Account Activity

HY" Account Activity -
Activity. [emomsy ]
Pending Transactions m

Balance Detail Rﬁluﬂled Description Method Contribution  Distribution Available

2' Fro m th I S page yo ucan VieW a I I a CtiVIty Total Available Balance 0;213/2017 Debit Card PreAuthorization Debit Card e
on your accounts. Transaction RequestDate: 5242017 1:57:30 PM Amount:

Cash Account Detalls  rrective Date: 0512412017

1Want to... ¥

Actual Balance Debit Card Card Number: XX Merchant: F SASTORE.COM NEW YORK US
Details

Date of Service: 05/24/2017

Fending Withdrawals Processed Transactions

o .
VIew Payment HIStory Home  YourPersonalDashboard  Accounts 00 Statements& - profile W
Support Notifications ant to... ¥
1- From the Accounts tab, SEleCt Account summary Accounts /| Payments

Payments. Account Activity Date v Number Method Status Amount

Claims 01/08/2018 Direct Deposit Paid $5,000.00

m 0610172017 Deit Card Paid 515399

2. From this page' you can VieW a” Payments  esettons 0412812017 Debit Cara Paig $181.80

distributions from your accounts and s e
the status of each. Click a transaction .

Debit Card 04/12/2017 Debit Card Paid 32001

for detailed information on a specific sz
payment.

surency.com | 866-818-8805 Click here

to go back.




MANAGING YOUR
MEMBER ACCOUNT
CONTINUED

Change Your Username or Password

1.

2.

From the Profile tab, select Login
Information.

To change your password, click Change
Password. To change your username,
click Change Username. Fill out all fields
and select Save.

FLEX

surency

Tools & Statements &

Home Your Personal Dashboard Accounts support Notifications Profile I Want to... v
Profile Login Information
Banking/Cards
Password Change Password
Payment Method
Username Change Username
Login Information
Security Questions Change Security Questions
Tools & Statements &
Home Your Personal Dashboard Accounts support Notifications Profile Iwantto... ¥
Profile Login Information / Update Password

Banking/Cards
Current Password *

Payment Method

. " New Password *
Login Information

Please enter a new password. The password
must: - Have a minimum of 6 characters - Not
be one of your last 3 passwords - Gontain

upper and lowercase letters - Contain at least

one number
Confirm New Password *
o =x
Report a Lost/Stolen Benefits (Debit) Card P r— o
Support Notifications
Profile Banking / Cards
1. From the Profile tab, select Banking/
Payment Method
ca rd S. Login Information
View! upazte Report Lost/Stolen
2. On the Banking/Cards page, locate the S
cardholder name and card number of
the card you wish to replace. Under the =
. Home  YourPersonal Dashboard  Accounts s:"'::‘ Stmements® Nipeofie IWantto... ¥
Debit Cards column, select Report Lost/ - ,
Profile Cards / Report Card Lost/Stolen
Stolen. e —
Login Information Current Status Active

Verify the selected card is the card you
wish to report as lost or stolen and
verify the shipping address. When you
are finished, click Submit.

NOTE: If you need to report your card as
lost or stolen or would like additional
debit cards and the option is not available
on the Debit Cards page, please contact
Surency at 866-818-8805. If you would

like to add a PIN to your Debit Card as an
extra security measure, call 866-898-9795.

surency.com | 866-818-8805

Update Card Status
New Status Lost/Stolen

Your Mailing Address

Update Your Mailing Address

Click here

to go back.
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PROFILE INFORMATION
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Once logged in to your Surency Member Account, follow these easy steps to edit your profile information:

View Profile Information

1. From the Profile tab, you can view and update IZZN Frofie
your profile summary including your profile R Uperle | Doy g i
information, dependents and bank accounts. o s v | o
Add a Dependent or Spouse —
1. From the Profile Summary, locate TR Proe/ Add Dependent
the Dependents section and click Add O
Dependent.
Birth Date *
2. Enter your dependent’s information
into all required fields (marked with a red e e it e
asterisk). '
oo —
3. When you are finished, click Submit.
Add or Update a Bank Account ———
H H Profile Banking / Add Bank Account
1. From the Profile tab, select BanklngICarFIs
on the left, locate the Bank Accounts section
and click Add Bank Account. Or, if you are “
updating information for a bank account that —
has already been set up, click View/Update —
next to the bank account for which you wish
to update information. o
2. Enter your bank account information.
Hovering your mouse over the more Coneet
information mark will open a pop up box

showing where to find your bank’s Routing
Number. Your Account Nickname is the name
you will use to identify the account. Next,
enter your bank’s information. After verifying
you have entered correct information in all
fields, click Submit.

surency.com | 866-818-8805 Click here

to go back.




USING YOUR

surency
SURENCY FLEX BENEFITS CARD

FLEX

Your Surency Flex Benefits Card is a special-purpose Visa® Card that
gives you an easy, automatic way to pay for eligible expenses. The
Benefits Card lets you electronically access the pre-tax amounts set
aside in your Surency Flex accounts. Use it when paying for eligible
expenses at a provider or merchant that accepts Visa Cards and uses
an inventory control system. These transactions may be automatically
substantiated, meaning you don't have to file a claim and may not have
to submit a receipt. However, always keep all documentation for tax
purposes or in case Surency requests further documentation.

HOW TO USE YOUR BENEFITS CARD

1. Have the cashier ring up all of your items together.
When it's time to pay, swipe your Surency Flex Benefits Card first. Select ‘credit’ and sign for your
purchase. Optional: In addition to your signature, you can set up a PIN number to access your funds by
calling 866-898-9795. If you have a PIN number, select ‘debit’ and enter your PIN.

3. All eligible expenses will be paid for from your account and deducted from your total.

4. If you are purchasing non-eligible items, you will need to have a second form of payment available
for those items.

5. Keep your receipts in the event that further validation is needed.

DID YOU PAY OUT-OF-POCKET FOR AN ELIGIBLE EXPENSE?

Submit a claim to get paid back using money from your accout. There are three ways to submit a claim:

1. SURENCY FLEX APP 2. MEMBER ACCOUNT AT 3. PAPER CLAIM FORM
Download the Surency Flex SURENCY.COM Visit Surency.com to download
mobile app and submit the claim Log into your Member Account a paper claim form. Complete
by taking a photo of your receipt. at Surency.com to upload your and return to Surency.

receipt.

WANT TO GET PAID BACK AUTOMATICALLY?

Sign up for Direct Deposit and after you submit a claim, Surency will automatically deposit those dollars
back into your bank account. There are two ways to set up Direct Deposit:

1. MEMBER ACCOUNT AT SURENCY.COM 2. PAPER DIRECT DEPOSIT FORM
Log into your Member Account at Surency.com Visit Surency.com to download a Direct Deposit
to input bank information. form. Complete and return to Surency.

surency.com | 866-818-8805 Click here

to go back.
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FILING CLAIMS

Once logged in to your Surency Member Account, follow these easy steps to file a claim:

e Tools & Statements & e

Home Your Personal Dashboard suppor et

File a Claim Online

Welcome

We're Making it Easy to Manage Your Healthcare Expenses View More

1. From the Home tab, select File a New
Claim.

| Want To... |

File A New Claim
Manage My Expenses.
| Message Center @

Available Balance | Download Mobile App View More

2. As determined by your plan design, you

Comprehensive Modic... | Quick View
may be able to choose the account you Contutons o owe
wish to be reimbursed from by clicking the T
File Claim button next to that account. P I
3' Fi” out a” required fields on the claim form Home  YourPersomalDashboard  Accounts oSk NATETELS S Profile ‘Iwanun...v
and CIiCk Add claim When ﬁniShed Available Balance Accounts / File A New Claim
e Start Date of Service * m y
4. Inyour Claims Basket, you can update or L, | B
remove claims. If you are finished editing :
your claims, you must click Submit to finish —_— -
the claims filing process. :
Summary

Documentation Uploaded  No

Cancel

[ o ] |

YourPersonal Dashboard ~ Accounts ~ 100iS& - Statements& o g, ‘ | Want to... v

Print a Claim Form
Tools & Support
1. Click on the Tool & Support tab at the S——
top of the portal. ki ol
Capital Expense Form Update Notification Preferences
aims Terms and Condition Download Mobile App
ATD RTH irect Deposnt Setup Form Quick Links

HIPAA Designated Rep Authorization Form
Letter of Medical Necessity Form

Receipt and Substantiation Form

Surency Next Steps Guide

2. Click on FSA/DC FSA/HRA Claim Form to
download and print a claim form.

All About Your Plan
Leam More About Your Plan
Member Login Tutorial
Surency AdvantagePlus Benefits Card

Plan Summaries
Surency Frequently Asked Questions

Comprehensive Medical FSA (1/1/16-12/31/16) Plan Rules
Comprehensive Medical FSA (1/1/16-12/31/16) Plan

Descriptions Helpful Links

Follow the directions on the form to fill

IIAS and 90% Merchant Locator

Comprehensive Medical FSA (1/1/16-12/31/16) Plan Details
surency AdvantagePlus Mobile

Comprehensive Medical FSA (1/1/16-12/31/16) Plan
Documents

it out completely and send it to us to be
processed.

Rules & Agreements
No agreements are currently available.

Contact Us

Surency Life & Health
PO Box 789773

Go to the next page to learn how to access the Surency Flex o

Surency Resources
U. 5. Dept of HHS Hospital Gompare Quality of Gare Tool

Shop For Eligible Expenses
Shop for FSA & HSA Eligible Items Here

Mobile App, where you can submit claims right from your -
mobile device.

surency.com | 866-818-8805

Click here

to go back.
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SURENCY FLEX MOBILE APP

ACCESS YOUR ACCOUNT FROM ANYWHERE

ACCESS THE INFORMATION YOU NEED:

» Check your Health Care Flexible Spending Account (FSA)
balance.

» View account activity.

» Access FSAStore.com to purchase FSA Store
eligible items like contact lenses, first
aid kits, sunscreen and more. Use your
Surency Flex Benefits Card to pay.

i

TAKE ACTION:
» Submit claims for Health Care FSA expenses.
#_  Download on the
» Snap a photo of receipts within the app to submit with new or [ ¢ App Store

existing claims.

» Access account funds to pay yourself back or to pay your doctor. ‘ > alf&e Play ‘
» Report a Surency Flex Benefits Card as lost or stolen.

LOGGING IN FOR THE FIRST TIME

The username and password to log into the app is the same as for your Member Account online. If you are
a new member and do not have a username and password, you must first log in online at Surency.com
using the information below:

* Username: first name (all lowercase) + last four digits of Social Security Number.
* Password: last name (all lowercase) + last four digits of Social Security Number.*

*If your last name is hyphenated, your password should be entered with no hyphen or space between the two names.
If you experience any difficulty signing in, please call Customer Service at 866-818-8805.

surency.com | 866-818-8805 Click here

to go back.




YOUR DEPENDENT CARE § surency

FLEXIBLE SPENDING ACCOUNT (DC FSA) FLEX

WHAT'’S NEXT?

The amount you elected will be automatically taken out of your paychecks in equal increments
throughout the Plan Year before you pay federal, state and FICA taxes on the designated amount.

ACCESSING YOUR FUNDS

Use the Surency Flex mobile app to file claims and take pictures of your receipts, or complete one
form for the entire year if your dependent care expenses are for the same amount, from the same
provider, and for the same length of time.

CHOOSE YOUR REIMBURSEMENT METHOD

1 - RECURRING DEPENDENT CARE REIMBURSEMENT
With Surency you can submit one claim form for the entire year and receive recurring
reimbursements. Choose this option if your dependent care expenses are for the same amount, from
the same provider and for the same length of time. For example, if your child attends a day care five
days a week and the costs are the same each week, you can choose this reimbursement method.

2 - INDIVIDUAL CLAIMS REIMBURSEMENT
You may request reimbursement after you've incurred the dependent care expense and the funds
have been withdrawn from your paycheck. Choose this option if you prefer to submit claims through-
out the year or if your day care expenses vary throughout the year. For example, if your child attends
a day care for part of the year and an after school program for part of the year.

MANAGING YOUR BENEFITS
You have 24/7 access to your account through the Surency Flex mobile app
or on your Member Account at Surency.com.

0
N\

USE THESE LINKS TO LEARN MORE

Member Account: Using Your Surency Flex
Logging In Benefits Card

Managing Your

Member Account Filing Claims

Using the Surency Flex

Editing Your Profile Information Mobile App

surency.com | 866-818-8805 Click here

to go back.




LOGGING IN TO YOUR surency
MEMBER ACCOUNT FLEX

1. Visit Surency.com and select the Surency Flex Member Account.

2. You will need the preset username and password that has been generated for you by Surency*.

Username:  your first name + the last four digits of your Social Security Number
Password: your last name + the last four digits of your Social Security Number

If your last name is hyphenated, your password should be entered without a hyphen or space between
the two names (see Example 2).

Example 1: if your name is Jane Smith, and the last four digits of your Social Security Number are 1234,
your username would be jane1234 and your password would be smith1234.

Example 2: if your name is Jane Smith-Jones, and the last four digits of your Social Security Number are
1234, your username would be jane1234 and your password would be smithjones1234.

* You must be enrolled in our system either by yourself, your employer or a Surency representative before you
will be able to access the Member Account using the information above. If you have already registered for the
Member Account during online enrollment or you were participating in a prior plan year with Surency, please
disregard the information above as your username and password have not changed.

Note: If you experience any difficulty signing in to your Surency Member Account, please call
Customer Service at 866-818-8805.

Login

Existing User?
Login to your account

Username | Forgot Username?

Password Forgot Password?

surency.com | 866-818-8805 Click here

to go back.




LOGGING IN TO YOUR @
MEMBER ACCOUNT Sur en'cy
CONTINUED FLEX

3. You will need to set your security questions and answers to complete your user setup.

Security Questions (Step 1 of 2)

Please enter an answer to any 5 security questions to complete your user setup. To keep your information secure, you will be
asked to answer 3 of these questions to complete sensitive actions within the portal such as resetting a forgotten password.

Select a question. .. .
Select a question... v,
Select a question. .. .
Select a question... v,
Select a question. .. A

4. Setyour login information.

Change Username and Password (Step 2 of 2)

Please change your login information.

Username*

Your username may contain alphanumeric characters and any of the following special characters: period (), at
sign (@), underscore (_), and dash (-).

New Password™

The password must - Have a minimum of 6 characters & 20 character max - Mot be one of your last 3
passwords - Contain at least one number

Confirm Password™®

5. You are ready to begin managing your account!

surency.com | 866-818-8805 Click here

to go back.
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Once logged in to your Surency Member Account, follow these easy steps to view and manage your account:

-
v' ew Yo ur Acco u nt Ba I ance Home  YourPersonal Dashboard  Accounts ;z:':; e Profile ‘ I Want to... v
1. From the Accounts tab, select Account =TSN A ccounts / Account Summary
S Account Activity The information displayed on the Account Summary page will vary depending upon your specific healthcare
ummar . benefits.
y claims Estimated Per Pay Period Deduction: $104.17 +
Payments Account gible Submived Paid  Pending  Denmied ol
. . Comprenensive Medical $2,500.00 50.00 50.00 50.00 $0.00  $2,500.00
2. You can view summaries of other
. Estimated Per Pay Period Deduction: $104.00 4
accounts by scrolling down the page. Hble SIS it pundny  iea Al
. . Comprehensive Medical = g g _
Your Available Balance is the amount
. Estimated Per Pay Period Deduction: $77.00 +
you have available to spend on e St pe pote boes | Avelabe
Amount Claims Balance
dependent care expenses 522“'2“”5‘“ Vedieal $1,848.00 $0.00 $0.00 $0.00 $000  $1:848.00
. o e
View Your Account Activity wore  swemenes
Home  YourPersonalDashboard  Accounts oo Sttemems Profile 1 Want to... ¥
ppo
1. From the Accounts tab, select Account Account summary Accounts / Account Activity
Activity. :
Pending Transactions m
. . o Bearce Dot Y v o Cotn ibtos _otoe
2. From thIS page yOU can view a ” aCtIVIty Total Available Balance 05/24/2017  Debit Card PreAuthorization Debit Card
on your accounts. E’:tr;flasbﬂl}n Request Date: 5/24/2017 1:57:30 PM Amount:

Cash Account Effective Date: 05/2412017

Debit Gard Card Numbe;
Details

Actual Balance

Date of Servi

Fending Withdrawals Processed Transactions

Merchant: F SASTORE.COM NEW YORK US

View Payment HiStory Home  YourPersonalDashboard  Accounts  [°C/s& Statements & proge 1 Want to... v
1. From the Accounts tab, select FLE A
Payments. it e - - . = =
2. From this page, you can view all ot - :

distributions from your accounts and
the status of each. Click a transaction
for detailed information on a specific
payment.

surency.com | 866-818-8805

Click here

to go back.




MANAGING YOUR
MEMBER ACCOUNT
CONTINUED

Change Your Username or Password

1.

2.

From the Profile tab, select Login
Information.

To change your password, click Change
Password. To change your username,
click Change Username. Fill out all fields
and select Save.

surency

FLEX

Tools & Statements &
Home Your Personal Dashboard Accounts support Notifications Profile I Want to... v
Profile Login Information
Banking/Cards
Password Change Password

Payment Method

Username
Security Questions

Change Username

Change Security Questions

Tools & Statements &

Support Notinications Profile IWant to... ¥

Home Your Personal Dashboard Accounts

Profile Login Information / Update Password

Banking/Cards
Current Password *

Payment Method

. . New Password *
Login Information

Please enter a new password. The password

must: - Have a minimum of 6 characters - Not

be one of your last 3 passwords - Gontain

upper and lowercase letters - Contain at least

one number

Confirm New Password *

e ==

Report a Lost/Stolen Benefits (Debit) Card

1.

From the Profile tab, select Banking/
Cards.

On the Banking/Cards page, locate the
cardholder name and card number of
the card you wish to replace. Under the
Debit Cards column, select Report Lost/
Stolen.

Verify the selected card is the card you
wish to report as lost or stolen and
verify the shipping address. When you
are finished, click Submit.

NOTE: If you need to report your card as
lost or stolen or would like additional
debit cards and the option is not available
on the Debit Cards page, please contact
Surency at 866-818-8805. If you would

like to add a PIN to your Debit Card as an
extra security measure, call 866-898-9795.

surency.com | 866-818-8805

Tools & Statements &

Support Notifications Profile I Wantto... v

Home Your Personal Dashboard Accounts

Profile Banking / Cards

Payment Method

Login Information
View / Update

Report Lost/Stolen
Order Replacement

+ Request New Personal Identification Number (PIN) Toll Free Number: (856) 898-9795

Tools & Statements &

Home Your Personal Dashboard Accounts Support Notifications Profile IWantto... v
Profile Cards / Report Card Lost/Stolen
Eekooiacy Card Information
Payment Method
Login Information Current Status Active
Update Card Status
New Status Lost/Stolen

Your Mailing Address

Update Your Mailing Address

‘address ta epiace the.

Click here

to go back.
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Once logged in to your Surency Member Account, follow these easy steps to edit your profile information:

View Profile Information

1. From the Profile tab, you can view and update TN Frofie
your profile summary including your profile — | e | D pottomiet
information, dependents, and bank accounts. e |
Add a Dependent or Spouse
1. From the Profile Summary, locate TR Frofie ! Add Dependent
the Dependents section and click Add
Dependent. R
Birth Date *
2. Enter your dependent’s information into
all required fields (marked with a red
asterisk).
3. When you are finished, click Submit.
Add or Update a Bank Account
H H Profile Banking / Add Bank Account
1. From the Profile tab, select BanklnglCarfls
on the left, locate the Bank Accounts section “
and click Add Bank Account. Or, if you are pecountimser
updating information for a bank account that T
has already been set up, click View/Update
next to the bank account for which you wish
to update information. o

2. Enter your bank account information. :
Hovering your mouse over the more Cancu =n
information mark will open a pop up box
showing where to find your bank’s Routing
Number. Your Account Nickname is the name
you will use to identify the account. Next,
enter your bank’s information. After verifying
you have entered correct information in all
fields, click Submit.

surency.com | 866-818-8805 Click here

to go back.




USING YOUR

surency
SURENCY FLEX BENEFITS CARD

FLEX

Your Surency Flex Benefits Card is a special-purpose Visa® Card that
gives you an easy, automatic way to pay for eligible expenses. The
Benefits Card lets you electronically access the pre-tax amounts set
aside in your Surency Flex accounts. Use it when paying for eligible
expenses at a provider or merchant that accepts Visa Cards and uses
an inventory control system. These transactions may be automatically
substantiated, meaning you don't have to file a claim and may not have
to submit a receipt. However, always keep all documentation for tax
purposes or in case Surency requests further documentation.

HOW TO USE YOUR BENEFITS CARD

1. When it's time to pay, swipe your Surency Flex Benefits Card. Select ‘credit’ and sign for your
purchase. Optional: In addition to your signature, you can set up a PIN number to access your funds by
calling 866-898-9795. If you have a PIN number, select ‘debit’ and enter your PIN.

2. Eligible dependent care expenses will be paid for from your account.

3. Keep your receipts in the event that further validation is needed.

DID YOU PAY OUT-OF-POCKET FOR AN ELIGIBLE EXPENSE?

Submit a claim to get paid back using money from your accout. There are three ways to submit a claim:

1. SURENCY FLEX APP 2. MEMBER ACCOUNT AT 3. PAPER CLAIM FORM
Download the Surency Flex SURENCY.COM Visit Surency.com to download
mobile app and submit the claim Log into your Member Account a paper claim form. Complete
by taking a photo of your receipt. at Surency.com to upload your and return to Surency.

receipt.

WANT TO GET PAID BACK AUTOMATICALLY?

Sign up for Direct Deposit and after you submit a claim, Surency will automatically deposit those dollars
back into your bank account. There are two ways to set up Direct Deposit:

1. MEMBER ACCOUNT AT SURENCY.COM 2. PAPER DIRECT DEPOSIT FORM
Log into your Member Account at Surency.com Visit Surency.com to download a Direct Deposit
to input bank information. form. Complete and return to Surency.

surency.com | 866-818-8805 Click here

to go back.
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FILING CLAIMS

Once logged in to your Surency Member Account, follow these easy steps to file a claim:

Home  YourPersonalDashboard  Accounts 1001 & SEtementE S prois

. . . Support Notifications
File a Claim Online —_—

Welcome
1. From the Home tab, select File a New T || oot o s e

Claim
.

| Message Center @
2. As determined by your plan design, you il | |':;Z:::fh"’m

may be able to choose the account you Contutons o owe
wish to be reimbursed from by clicking the
File Claim button next to that account. - RS

Benefits (1/1/16-12/31/16 RO)

Tools & Statements &

3. FiII out aII required fields on the claim form Home Your Personal Dashboard Accounts Support Notifications Profile ‘Iwanun...v
and CIiCk Add claim When ﬁniShed Available Balance Accounts / File A New Claim
Start Date of Service * Tddly

Plan Filing Rules

4. Inyour Claims Basket, you can update or EnDunchterie [

Comprehensive Medical

remove claims. If you are finished editing s
your claims, you must click Submit to finish e .

the claims filing process.

Select a type. ~
Description
Y.
Ifthe category is 'Other’ or 'Over-the-Counter
Drugs', you must provide a description.
Recipient *

Add Dependent

Did You Drive To Receive Yes © No
This Product/Service?*

Summary
Pay From Medical
Pay To Me

Documentation Uploaded  No

Support

. .
P rl nt a c I a 1 m Fo rm Home YourPersonal Dashboard  Accounts 0ol & Sojemanat Profile ‘ | Wantto.. v

Tools & Support

1. Click on the Tool & Support tab at the —— =
top of the portal.

Automatic Orthodontia Request Form Report Card Lost or Stolen
Capital Expense Form Update Notification Preferences
aims Terms and Condition Download Mobile App
. . FSA/DC FSA/HRA Claim Form
2. Click on FSA/DC FSA/HRA Claim Form to FERDCFEEA DTt CapoeT e Fom S

HIPAA Designated Rep Authorization Form

Letter of Medical Necessity Form All About Your Plan

download and print a claim form. Recapt ana Supstantaton Fom PR

Surency Next Steps Guide Member Login Tutorial

surency AdvantagePlus Benefits Card
surency Frequently Asked Questions

Plan Summaries
Comprehensive Medical FSA (1/1/18-12/31/16) Plan Rules
3. Follow the directions on the form to fill e —

Comprehensive Medical FSA (1/1/16-12/31/16) Plan Details ';“s g :‘:/“ ME“:";"‘ L;”i“l”
Comprehensive Medical FSA (1/1/16-12/31/16) Plan urehcy AcvantageRius Mabile

it out completely and send it to us to be

U. 5. Dept of HHS Hospital Compare Quality of Care Tool
Rules & Agreements

p rocesse d . No agreements are currently available Shop For Eligible Expenses

Shop for FSA & HSA Eligible Items Here
Contact Us

Go to the next page to learn how to access the Surency Flex Surency it & ot

PO Box 789773

Mobile App, where you can submit claims right from your o (379 47316
mobile device.

surency.com | 866-818-8805 Click here

to go back.
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ACCESS YOUR ACCOUNT FROM ANYWHERE
ACCESS THE INFORMATION YOU NEED:
» Check your Dependent Care Flexible Spending Account
(DC FSA) balance.
» View account activity.
» Access FSAStore.com to purchase eligible FSA Store
items like contact lenses, first aid kits,
sunscreen and more. Use your Surency
Flex Benefits Card to pay.
TAKE ACTION:
» Submit claims for Dependent Care FSA expenses.
# Download on the
» Snap a photo of receipts within the app to submit with new or [ ¢ App Store

existing claims.

» Access account funds to pay yourself back. ‘ > %Zlf&e Play ‘

» Report a Surency Flex Benefits Card as lost or stolen.

LOGGING IN FOR THE FIRST TIME

The username and password to log into the app is the same as for your Member Account online. If you are
a new member and do not have a username and password, you must first log in online at Surency.com
using the information below:

* Username: first name (all lowercase) + last four digits of Social Security Number.
* Password: last name (all lowercase) + last four digits of Social Security Number.*

*If your last name is hyphenated, your password should be entered with no hyphen or space between the two names.
If you experience any difficulty signing in, please call Customer Service at 866-818-8805.

surency.com | 866-818-8805 Click here

to go back.
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WHAT'S NEXT?

The amount you elected will be automatically taken out of your paychecks in equal increments
throughout the Plan Year before you pay federal, state and FICA taxes on the designated amount.

ACCESSING YOUR FUNDS

You may access your funds as they are deposited into your account.

USE YOUR BENEFITS CARD TO PAY FOR ELIGIBLE EXPENSES

1. Have the cashier ring up all of your items together.
2. When it's time to pay, swipe your Surency Flex Benefits Card first. Select
‘credit’ and sign for your purchase. Optional: In addition to your signature, you

can set up a PIN number to access your funds by calling 866-898-9795. If you have a PIN
number, select ‘debit’ and enter your PIN.
3. All eligible expenses will be paid for from your account and deducted from

your total.
4. If you are purchasing non-eligible items, you will need to have a second form of payment available for
those items.
5. Keep your receipts in the event that further validation is needed.

MANAGING YOUR BENEFITS

You have 24/7 access to your account through the Surency Flex mobile app or on

your Member Account at Surency.com. n
Once you hit a certain threshold, you have the option of investing the money in your L

account. Click on the buttons below for more details.

USE THESE LINKS TO LEARN MORE

Using Your Surency Flex

Member Account: Logging In Sl
Managing Your . !
Member Account Requesting Reimbursement

" . Using the Surency Flex
Editing Your Profile Information Mobile App

Investing Funds

surency.com | 866-818-8805 Click here

to go back.




LOGGING IN TO YOUR surency
MEMBER ACCOUNT FLEX

1. Visit Surency.com and select the Surency Flex member account.

2. You will need the preset username and password that has been generated for you by Surency*.

Username:  your first name + the last four digits of your Social Security Number
Password: your last name + the last four digits of your Social Security Number

If your last name is hyphenated, your password should be entered without a hyphen or space between
the two names (see Example 2).

Example 1: if your name is Jane Smith, and the last four digits of your Social Security Number are 1234,
your username would be jane1234 and your password would be smith1234.

Example 2: if your name is Jane Smith-Jones, and the last four digits of your Social Security Number are
1234, your username would be jane1234 and your password would be smithjones1234.

* You must be enrolled in our system either by yourself, your employer or a Surency representative before you
will be able to access the Member Account using the information above. If you have already registered for the
Member Account during online enrollment or you were participating in a prior plan year with Surency, please
disregard the information above as your username and password have not changed.

Note: If you experience any difficulty signing in to your Surency Member Account, please call
Customer Service at 866-818-8805.

Login

Existing User?
Login to your account

Username | Forgot Username?

Password Forgot Password?

surency.com | 866-818-8805 Click here

to go back.
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CONTINUED FLEX

3. You will need to set your security questions and answers to complete your user setup.

Security Questions (Step 1 of 2)

Please enter an answer to any 5 security questions to complete your user setup. To keep your information secure, you will be
asked to answer 3 of these questions to complete sensitive actions within the portal such as resetting a forgotten password.

Select a question. .. .
Select a question... v,
Select a question. .. .
Select a question... v,
Select a question. .. A

4. Setyour login information.

Change Username and Password (Step 2 of 2)

Please change your login information.

Username*

Your username may contain alphanumeric characters and any of the following special characters: period (), at
sign (@), underscore (_), and dash (-).

New Password™

The password must - Have a minimum of 6 characters & 20 character max - Mot be one of your last 3
passwords - Contain at least one number

Confirm Password™®

5. You are ready to begin managing your account!

surency.com | 866-818-8805 Click here

to go back.
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Once logged in to your Surency Member Account, follow these easy steps to view and manage your account:

-
v' ew Yo ur Acco u nt Ba I ance Home  YourPersonalDashboard  Accounts 00> Satements & e ‘ I Want to... v
pport Notifications
1. From the Accounts tab, select Account ST ~ccounts / Account Summary
Account Activity The information displayed on the Account Summary page will vary depending upon your specific healthcare
Summary.
Estimated Per Pay Period Deduction: $104.17 +
Payments Account gible Submived Paid  Pending  Denmied ol
. . Comprenensive Nedical $2,500.00 $0.00 $0.00 $0.00 $0.00  $2,500.00
2. You can view summaries of other
. Estimated Per Pay Period Deduction: $104.00 4
accounts by scrolling down the page. Hble SIS it pundny  iea Al
. . Comprehensive Medical = g g _
Your Available Balance is the amount
. . e Estimated Per Pay Period Deduction: $77.00 +
you have available to spend on qualified e
medical expenses 522“'2“”5‘“ Vedieal $1,848.00 50.00 50.00 50.00 $0.00 5184800
.
. o e
View Your Account Activity wore  swemenes
Wome  YourPersonalDashboard  Accounts  o0°l  SEEMSMER  profiie 1Want to... ¥
1. From the Accounts tab, select Account Account summary Accounts / Account Activity
Activity, :
Pending Transactions m
. . o Betercs Dot Y v s ooy Dais e
2. From thIS page yOU can view a” aCtIVIty Total Available Balance 05/24/2017  Debit Card PreAuthorization Debit Card
Transaction RequestDate: 5242017 1:57:30 PM Amount:

on your accounts.

Cash Account Detalls  rrective Date: 0512412017
Debit Card Card Numbe
Details

Actual Balance

Date of Servi

Fending Withdrawals Processed Transactions

Merchant: F SASTORE.COM NEW YORK US

View Payment HiStory Home  YourPersonalDashboard  Accounts  [°C/s& Statements & proge 1 Want to... v
1. From the Accounts tab, select FLE A
Payments. it e - - . = =
2. From this page, you can view all ot - :

distributions from your accounts and
the status of each. Click a transaction
for detailed information on a specific
payment.

surency.com | 866-818-8805

Click here

to go back.




MANAGING YOUR
MEMBER ACCOUNT
CONTINUED

Change Your Username or Password

1.

2.

From the Profile tab, select Login
Information.

To change your password, click Change
Password. To change your username,
click Change Username. Fill out all fields
and select Save.

surency

FLEX

Tools & Statements &
Home Your Personal Dashboard Accounts support Notifications Profile I Want to... v
Profile Login Information
Banking/Cards
Password Change Password

Payment Method

Username
Security Questions

Change Username

Change Security Questions

Tools & Statements &

Support Notinications Profile IWant to... ¥

Home Your Personal Dashboard Accounts

Profile Login Information / Update Password

Banking/Cards
Current Password *

Payment Method

. . New Password *
Login Information

Please enter a new password. The password

must: - Have a minimum of 6 characters - Not

be one of your last 3 passwords - Gontain

upper and lowercase letters - Contain at least

one number

Confirm New Password *

e ==

Report a Lost/Stolen Benefits (Debit) Card

1.

From the Profile tab, select Banking/
Cards.

On the Banking/Cards page, locate the
cardholder name and card number of
the card you wish to replace. Under the
Debit Cards column, select Report Lost/
Stolen.

Verify the selected card is the card you
wish to report as lost or stolen and
verify the shipping address. When you
are finished, click Submit.

NOTE: If you need to report your card as
lost or stolen or would like additional
debit cards and the option is not available
on the Debit Cards page, please contact
Surency at 866-818-8805. If you would

like to add a PIN to your Debit Card as an
extra security measure, call 866-898-9795.

surency.com | 866-818-8805

Tools & Statements &

Support Notifications Profile I Wantto... v

Home Your Personal Dashboard Accounts

Profile Banking / Cards

Payment Method

Login Information
View / Update

Report Lost/Stolen
Order Replacement

+ Request New Personal Identification Number (PIN) Toll Free Number: (856) 898-9795

Tools & Statements &

Home Your Personal Dashboard Accounts Support Notifications Profile IWantto... v
Profile Cards / Report Card Lost/Stolen
Eekooiacy Card Information
Payment Method
Login Information Current Status Active
Update Card Status
New Status Lost/Stolen

Your Mailing Address

Update Your Mailing Address

‘address ta epiace the.

Click here

to go back.
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Once logged in to your Surency Member Account, follow these easy steps to edit your profile information:

View Profile Information

1. From the Profile tab, you can view and update TR Frofie
your profile summary including your profile s Upiaorrlle | opntars Dt
information, dependents, and bank accounts. S R v
Add a Dependent or Spouse
1. From the Profile Summary, locate TN Profile/ Add Dependent
the Dependents section and click Add
Dependent. R
Birth Date *
2. Enter your dependent’s information into
all required fields (marked with a red
asterisk).
oot —
3. Whenyou are finished, click Submit.
Add or Update a Bank Account
H H Profile Banking / Add Bank Account
1. From the Profile tab, select BanklngICarfls
on the left, locate the Bank Accounts section
and click Add Bank Account. Or, if you are “ secounimser
updating information for a bank account that —
has already been set up, click View/Update
next to the bank account for which you wish Bank nstuion nfrmatn
to update information.
2. Enter your bank account information.
Hovering your mouse over the more Canet (R—
information mark will open a pop up box

showing where to find your bank’s Routing
Number. Your Account Nickname is the name
you will use to identify the account. Next,
enter your bank’s information. After verifying
you have entered correct information in all
fields, click Submit.

surency.com | 866-818-8805 Click here

to go back.




USING YOUR
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SURENCY FLEX BENEFITS CARD

FLEX

Your Surency Flex Benefits Card is a special-purpose Visa® Card that
gives you an easy, automatic way to pay for eligible expenses. The
Benefits Card lets you electronically access the pre-tax amounts set
aside in your Surency Flex accounts. Use it when paying for eligible
expenses at a provider or merchant that accepts Visa Cards and uses
an inventory control system. These transactions may be automatically
substantiated, meaning you don't have to file a claim and may not have
to submit a receipt. However, always keep all documentation for tax
purposes or in case Surency requests further documentation.

HOW TO USE YOUR BENEFITS CARD

1. Have the cashier ring up all of your items together.

2. When it's time to pay, swipe your Surency Flex Benefits Card first. Select ‘credit’ and sign for your
purchase. Optional: In addition to your signature, you can set up a PIN number to access your funds by
calling 866-898-9795. If you have a PIN number, select ‘debit’ and enter your PIN.

3. All eligible expenses will be paid for from your account and deducted from your total.

4. If you are purchasing non-eligible items, you will need to have a second form of payment available
for those items.

5. Keep your receipts in the event that further validation is needed.

DID YOU PAY OUT-OF-POCKET FOR AN ELIGIBLE EXPENSE?

Submit a claim to get paid back using money from your accout. There are three ways to submit a claim:

1. SURENCY FLEX APP 2. MEMBER ACCOUNT AT 3. PAPER CLAIM FORM
Download the Surency Flex SURENCY.COM Visit Surency.com to download
mobile app and submit the claim Log into your Member Account a paper claim form. Complete
by taking a photo of your receipt. at Surency.com to upload your and return to Surency.

receipt.

WANT TO GET PAID BACK AUTOMATICALLY?

Sign up for Direct Deposit and after you submit a claim, Surency will automatically deposit those dollars
back into your bank account. There are two ways to set up Direct Deposit:

1. MEMBER ACCOUNT AT SURENCY.COM 2. PAPER DIRECT DEPOSIT FORM
Log into your Member Account at Surency.com Visit Surency.com to download a Direct Deposit
to input bank information. form. Complete and return to Surency.

surency.com | 866-818-8805 Click here

to go back.
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Once logged in to your Surency Member Account, follow these easy steps to request reimbursement:

Tools & Statements &

Support  Notifications Profe

Home Your Personal Dashboard Accounts

Request HSA Distributions Online

Welcome

We're Making it Easy lo Manage Your Healthcare Expensos View More

1. From the Home tab, select Make HSA i

;
Transaction.

2. In the Distribution Funds From option, vt caace | | ikt

select My HSA. Fi Il out all requi red fields fates HSA Contribution & Distributon Actiy HSA Contrbutions by Tax Year
$1,989.48 A 2018

and click Submit.

| Message Center @

Tools & Statements &
Home Your Personal Dashboard Accounts Support Notifications Profile IWant to... v

If you WISh to have your diStribUtion CheCk Balance Detail Accounts / Make HSA Transaction
made out to your provider, you should g
select Someone Else on the Distribution s

it Add Bank Account

Funds To option. Then enter your o :

Panding Wihorawa.

provider's name in the Recipient Name e
box. . [~

From * Select an account... e

Home  YourPersonalDashboard  Accounts 10058 satements& - pope ‘ IWantto... v

Support Notifications
Balance Detail Accounts / Make HSA Transaction
et um Create Transaction
8892435
= From* Select an account.... -
Cash Ascoum
i ! Add Bank Account
$2/000.00 To* Select an account... -
Penaing Wiltrawas:
$0.00

Aalatrle Balance
) o =
52000 00

Print a Distribution Form

1. Click on the Tool & Support tab at the Tools & Support
top Of the portal' Documents & Forms How Do I?

Tools & Statements &
H Your P | Dashboard A it Profil
ome ‘our Personal Dashboar ccounts Support Notifieations rofile ‘ IWant to... ¥

Forms Change Payment Method
FSA/DCFSA/HRA Direct Deposit Setup Form Report Card Lost or Stolen
H H H H HIPAA Designated Rep Authorization Form Update Notification Preferences
2. Click on HSA Distribution Request Form
HSA Beneficiary Change / Spousal Consent Form View Interest Information

View Fee Schedule

to download and print a claim form. s ——
- —_— Quick Links

AFE a All About Your Plan
HSA Information Change Notification Learn More About Your Plan

3. Follow the instructions on the claim for to s

Surency Next Steps Guide Surency AdvantagePlus Benefits Gard

fill it out completely and submit it to us i Tpecumente

Plan Summaries Helptul Links
fO r processin Open Ended HSA Plan Rules 1IAS and 80% Merchant Locator

. Open Ended HSA Plan Descriptions surency AdvantagePlus Mabile
Open Ended HSA Plan Details Surency Resources

Open Ended HSA Plan Documents U. 5. Dept of HHS Hospital Compare Quality of Care Tool
Rules & /{Breeme"‘s Shop For Eligible Expenses
Custodial Agreement and Disclosure Statement Shop for FSA & HSA Eligible Items Here

Electronic Disclosure
Important Information on Patriot Act Requirements

Go to the next page to learn how to access the Surency Flex
Mobile App, where you can request reimbursements right
from your mobile device.

Contact Us

surency.com | 866-818-8805 Click here

to go back.
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ACCESS YOUR ACCOUNT FROM ANYWHERE
ACCESS THE INFORMATION YOU NEED:
» Check your Health Savings Account (HSA) balance.
» View account activity.
» Access FSAStore.com to purchase FSA. Store
eligible items like contact lenses, first
aid kits, sunscreen and more. Use your
Surency Flex Benefits Card to pay.
TAKE ACTION:

» Snap a photo of receipts within the app to submit with new or

. . . # Download on the
existing claims. S App Store

» Request HSA distributions and make HSA contributions.

» Access account funds to pay yourself back or to pay your doctor. ‘ . GGEZch&e Play ‘
» Report a Surency Flex Benefits Card as lost or stolen.

LOGGING IN FOR THE FIRST TIME

The username and password to log into the app is the same as for your Member Account online. If you are
a new member and do not have a username and password, you must first log in online at Surency.com
using the information below:

* Username: first name (all lowercase) + last four digits of Social Security Number.
* Password: last name (all lowercase) + last four digits of Social Security Number.*

*If your last name is hyphenated, your password should be entered with no hyphen or space between the two names.
If you experience any difficulty signing in, please call Customer Service at 866-818-8805.

surency.com | 866-818-8805 Click here

to go back.
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INVESTING HSA FUNDS

Once logged in to your Surency Member Account, follow these easy steps to start growing your funds

by investing:

INVEST FUNDS IN YOUR HSA e p—_

Support  Notifications

m Accounts / Account Summary

‘Account Activity “The information displayed on the Account Summary page will vary depending upon your specific

» Visit Surency.com and log in to your Member N [

Ac c o u n t Claims Available Cash Balance Investment Balance Total Available Balance
° Payments $1,989.48 ] $4,477.17

HSA Contributions By Tax Year Pre-Tax Benefits (1/1/12-12/31/12)
Estimated Per Pay Period Deduction: §23.08

your election and the number of scheduled pay periods within the pian year. True deductions.

» Select Investments under the Accounts tab.

Home  YourPersonalDashboard  Accounts 100/ & Statements & e ‘ I Want to... v

» Set up investment transfers by selecting Setup

Investment Transfer. You will be able to Accounts ,,,,ves:::ts ,Summary
set your cash account threshold. Please note m“ e s
that the cash account balance is the amount
available on the Surency Flex Benefits Card at
any given time. For most groups, at least $2,000
must be kept in the cash account, but more

may be elected.

Tax-free savings for when you need it most.

How do | take advantage of HSA Investments?

1. Set your target Cash Balance
. . Your target cash balance determines when your HSA dollars begin investing. Use the 'Update
» Manage your investments by selecting Manage
2. Set your Investment Elections

Investment Elections allow you to diversify your HSA Investmeent, allowing your dollars to grow over

I nve st m e n t s time. Use the 'Manage Investments' button to set your electians now.
. 3. Contribute and watch your savings grow

Your dollars will automatically sweep contributions over your target cash balance into your designated
investment elections. Contribute to your HSA through payroll deductions, employer contributions or
from your personal bank account.

» Answer the security question and select
Submit.

HSA Investmant Account

S i wakoena y summiry
. [o————

» Use this website to add or change information .
related to your HSA investment account. el - e —— p—

» You should consult your own legal and tax
advisors regarding your personal situation and
whether investing is right for you.

surency.com | 866-818-8805 Click here
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WHAT'’S NEXT?

Your employer makes contributions to your HRA. You won't pay income tax on that amount, so it
is free money for you to use on eligible expenses.

ACCESSING YOUR FUNDS

The amount that your employer will be contributing to your HRA will either be added to your
account in increments or in one lump sum.

USE YOUR BENEFITS CARD TO PAY FOR ELIGIBLE EXPENSES

1. Have the cashier ring up all of your items together.

2. When it's time to pay, swipe your Surency Flex Benefits Card first. Select
‘credit’ and sign for your purchase. Optional: In addition to your signature, you
can set up a PIN number to access your funds by calling 866-898-9795. If you have a PIN
number, select ‘debit’ and enter your PIN.

3. All eligible expenses will be paid for from your account and deducted from
your total.

4. If you are purchasing non-eligible items, you will need to have a second form of payment available for
those items.

5. Keep your receipts in the event that further validation is needed.

MANAGING YOUR BENEFITS

You have 24/7 access to your account through the Surency Flex mobile app
or on your Member Account at Surency.com. n

B

USE THESE LINKS TO LEARN MORE

Member Account: Using Your Surency Flex
Logging In Benefits Card

Managing Your
Member Account

Using the Surency Flex

Editing Your Profile Information Mobile App

surency.com | 866-818-8805 Click here
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LOGGING IN TO YOUR surency
MEMBER ACCOUNT FLEX

1. Visit Surency.com and select the Surency Flex member account.

2. You will need the preset username and password that has been generated for you by Surency*.

Username:  your first name + the last four digits of your Social Security Number
Password: your last name + the last four digits of your Social Security Number

If your last name is hyphenated, your password should be entered without a hyphen or space between
the two names (see Example 2).

Example 1: if your name is Jane Smith, and the last four digits of your Social Security Number are 1234,
your username would be jane1234 and your password would be smith1234.

Example 2: if your name is Jane Smith-Jones, and the last four digits of your Social Security Number are
1234, your username would be jane1234 and your password would be smithjones1234.

* You must be enrolled in our system either by yourself, your employer or a Surency representative before you
will be able to access the Member Account using the information above. If you have already registered for the
Member Account during online enrollment or you were participating in a prior plan year with Surency, please
disregard the information above as your username and password have not changed.

Note: If you experience any difficulty signing in to your Surency Member Account, please call
Customer Service at 866-818-8805.

Login

Existing User?
Login to your account

Username | Forgot Username?

Password Forgot Password?

surency.com | 866-818-8805 Click here
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3. You will need to set your security questions and answers to complete your user setup.

Security Questions (Step 1 of 2)

Please enter an answer to any 5 security questions to complete your user setup. To keep your information secure, you will be
asked to answer 3 of these questions to complete sensitive actions within the portal such as resetting a forgotten password.

Select a question. .. .
Select a question... v,
Select a question. .. .
Select a question... v,
Select a question. .. A

4. Setyour login information.

Change Username and Password (Step 2 of 2)

Please change your login information.

Username*

Your username may contain alphanumeric characters and any of the following special characters: period (), at
sign (@), underscore (_), and dash (-).

New Password™

The password must - Have a minimum of 6 characters & 20 character max - Mot be one of your last 3
passwords - Contain at least one number

Confirm Password™®

5. You are ready to begin managing your account!

surency.com | 866-818-8805 Click here
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Once logged in to your Surency Member Account, follow these easy steps to view and manage your account:

-
VIew Your Account Balance Home  YourPersonal Dashboard  Accounts ;z:':; e Profile ‘ I Want to... v
1. From the Accounts tab, select Account =TSN A ccounts / Account Summary
S Account Activity The information displayed on the Account Summary page will vary depending upon your specific healthcare
u m ma ry. — benefits.
Estimated Per Pay Period Deduction: $104.17 +
Payments Account gible Submived Paid  Pending  Denmied ol
. . Comprenensive Medical $2,500.00 50.00 50.00 50.00 $0.00  $2,500.00
2. You can view summaries of other
. Estimated Per Pay Period Deduction: $104.00 4
accounts by scrolling down the page. Hble SIS it pundny  iea Al
Your Available Balance is the amount AU meew om0 w00 w00 sees
. . . Estimated Per Pay Period Deduction: $77.00 +
ou have available to spend on eligible e St pe pote boes | Avelabe
Amount Claims o Balance
expenseS. 522“'2“”5‘“ Vedieal $1,848.00 $0.00 $0.00 $0.00 $000  $1:848.00
. o e
View Your Account Activity wore  swemenes
Home  YourPersonalDashboard  Accounts oo Seemens Profile 1 Want to... ¥
ppo
1. From the Accounts tab, select Account Accounts / Account Activity
Activity. :
Pending Transactions m
. . o Betercs Dot Y v o Cotn ibtos _otoe
2. From thIS page yOU can view a” aCtIVIty Total Available Balance 05/24/2017  Debit Card PreAuthorization Debit Card
on your accounts Transaction RequestDate: 5242017 1:57:30 PM Amount:
. Details

Cash Account Effective Date: 05/2412017

Debit Gard Card Numbe;
Details

Actual Balance

Date of Servi

Fending Withdrawals Processed Transactions

Merchant: F SASTORE.COM NEW YORK US

View Payment HiStory Home  YourPersonalDashboard  Accounts  [°C/s& Statements & proge 1 Want to... v
1. From the Accounts tab, select FLE A
Payments. it e - - . = =
2. From this page, you can view all ot - :

distributions from your accounts and
the status of each. Click a transaction
for detailed information on a specific
payment.

surency.com | 866-818-8805

Click here

to go back.




MANAGING YOUR
MEMBER ACCOUNT
CONTINUED

Change Your Username or Password

1.

2.

From the Profile tab, select Login
Information.

To change your password, click Change
Password. To change your username,
click Change Username. Fill out all fields
and select Save.

surency

FLEX

Tools & Statements &
Home Your Personal Dashboard Accounts support Notifications Profile I Want to... v
Profile Login Information
Banking/Cards
Password Change Password

Payment Method

Username
Security Questions

Change Username

Change Security Questions

Tools & Statements &

Support Notinications Profile IWant to... ¥

Home Your Personal Dashboard Accounts

Profile Login Information / Update Password

Banking/Cards
Current Password *

Payment Method

. . New Password *
Login Information

Please enter a new password. The password

must: - Have a minimum of 6 characters - Not

be one of your last 3 passwords - Gontain

upper and lowercase letters - Contain at least

one number

Confirm New Password *

e ==

Report a Lost/Stolen Benefits (Debit) Card

1.

From the Profile tab, select Banking/
Cards.

On the Banking/Cards page, locate the
cardholder name and card number of
the card you wish to replace. Under the
Debit Cards column, select Report Lost/
Stolen.

Verify the selected card is the card you
wish to report as lost or stolen and
verify the shipping address. When you
are finished, click Submit.

NOTE: If you need to report your card as
lost or stolen or would like additional
debit cards and the option is not available
on the Debit Cards page, please contact
Surency at 866-818-8805. If you would

like to add a PIN to your Debit Card as an
extra security measure, call 866-898-9795.

surency.com | 866-818-8805

Tools & Statements &

Support Notifications Profile I Wantto... v

Home Your Personal Dashboard Accounts

Profile Banking / Cards

Payment Method

Login Information
View / Update

Report Lost/Stolen
Order Replacement

+ Request New Personal Identification Number (PIN) Toll Free Number: (856) 898-9795

Tools & Statements &

Home Your Personal Dashboard Accounts Support Notifications Profile IWantto... v
Profile Cards / Report Card Lost/Stolen
Eekooiacy Card Information
Payment Method
Login Information Current Status Active
Update Card Status
New Status Lost/Stolen

Your Mailing Address

Update Your Mailing Address

‘address ta epiace the.

Click here

to go back.




EDITING YOUR

surency
PROFILE INFORMATION

FLEX

Once logged in to your Surency Member Account, follow these easy steps to edit your profile information:

View Profile Information

1. From the Profile tab, you can view and update TN Frofie
your profile summary including your profile — | e | D pottomiet
information, dependents, and bank accounts. e |
Add a Dependent or Spouse
1. From the Profile Summary, locate TR Frofie ! Add Dependent
the Dependents section and click Add
Dependent. R
Birth Date *
2. Enter your dependent’s information into
all required fields (marked with a red
asterisk).
3. When you are finished, click Submit.
Add or Update a Bank Account
H H Profile Banking / Add Bank Account
1. From the Profile tab, select BanklnglCarfls
on the left, locate the Bank Accounts section “
and click Add Bank Account. Or, if you are pecountimser
updating information for a bank account that T
has already been set up, click View/Update
next to the bank account for which you wish
to update information. o

2. Enter your bank account information. :
Hovering your mouse over the more Cancu =n
information mark will open a pop up box
showing where to find your bank’s Routing
Number. Your Account Nickname is the name
you will use to identify the account. Next,
enter your bank’s information. After verifying
you have entered correct information in all
fields, click Submit.

surency.com | 866-818-8805 Click here

to go back.




USING YOUR surency
SURENCY FLEX BENEFITS CARD .

Your Surency Flex Benefits Card is a special-purpose Visa® Card that
gives you an easy, automatic way to pay for eligible expenses. The
Benefits Card lets you electronically access the pre-tax amounts set
aside in your Surency Flex accounts. Use it when paying for eligible
expenses at a provider or merchant that accepts Visa Cards and uses
an inventory control system. These transactions may be automatically
substantiated, meaning you don't have to file a claim and may not have
to submit a receipt. However, always keep all documentation for tax
purposes or in case Surency requests further documentation.

HOW TO USE YOUR BENEFITS CARD

1. Have the cashier ring up all of your items together.

2. When it's time to pay, swipe your Surency Flex Benefits Card first. Select ‘credit’ and sign for your
purchase. Optional: In addition to your signature, you can set up a PIN number to access your funds by
calling 866-898-9795. If you have a PIN number, select ‘debit’ and enter your PIN.

3. All eligible expenses will be paid for from your account and deducted from your total.

4. If you are purchasing non-eligible items, you will need to have a second form of payment available
for those items.

5. Keep your receipts in the event that further validation is needed.

DID YOU PAY OUT-OF-POCKET FOR AN ELIGIBLE EXPENSE?

Submit a claim to get paid back using money from your accout. There are three ways to submit a claim:

1. SURENCY FLEX APP 2. MEMBER ACCOUNT AT 3. PAPER CLAIM FORM
Download the Surency Flex SURENCY.COM Visit Surency.com to download
mobile app and submit the claim Log into your Member Account a paper claim form. Complete
by taking a photo of your receipt. at Surency.com to upload your and return to Surency.

receipt.

WANT TO GET PAID BACK AUTOMATICALLY?

Sign up for Direct Deposit and after you submit a claim, Surency will automatically deposit those dollars
back into your bank account. There are two ways to set up Direct Deposit:

1. MEMBER ACCOUNT AT SURENCY.COM 2. PAPER DIRECT DEPOSIT FORM
Log into your Member Account at Surency.com Visit Surency.com to download a Direct Deposit
to input bank information. form. Complete and return to Surency.

surency.com | 866-818-8805 Click here

to go back.
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FILING CLAIMS

Once logged in to your Surency Member Account, follow these easy steps to file a claim:

Home  YourPersonalDashboard  Accounts 1001 & SEtementE S prois

. . . Support Notifications
File a Claim Online —_—

Welcome
1. From the Home tab, select File a New T || oot o s e

Claim
.

| Message Center @
2. As determined by your plan design, you il | |':;Z:::fh"’m

may be able to choose the account you Contutons o owe
wish to be reimbursed from by clicking the
File Claim button next to that account. - RS

Benefits (1/1/16-12/31/16 RO)

Tools & Statements &

3. FiII out aII required fields on the claim form Home Your Personal Dashboard Accounts Support Notifications Profile ‘Iwanun...v
and CIiCk Add claim When ﬁniShed Available Balance Accounts / File A New Claim
Start Date of Service * Tddly

Plan Filing Rules

4. Inyour Claims Basket, you can update or EnDunchterie [

Comprehensive Medical

remove claims. If you are finished editing s
your claims, you must click Submit to finish e .

the claims filing process.

Select a type. ~
Description
Y.
Ifthe category is 'Other’ or 'Over-the-Counter
Drugs', you must provide a description.
Recipient *

Add Dependent

Did You Drive To Receive Yes © No
This Product/Service?*

Summary
Pay From Medical
Pay To Me

Documentation Uploaded  No

Support

. .
P rl nt a c I a 1 m Fo rm Home YourPersonal Dashboard  Accounts 0ol & Sojemanat Profile ‘ | Wantto.. v

Tools & Support

1. Click on the Tool & Support tab at the —— =
top of the portal.

Automatic Orthodontia Request Form Report Card Lost or Stolen
Capital Expense Form Update Notification Preferences
aims Terms and Condition Download Mobile App
. . FSA/DC FSA/HRA Claim Form
2. Click on FSA/DC FSA/HRA Claim Form to FERDCFEEA DTt CapoeT e Fom S

HIPAA Designated Rep Authorization Form

Letter of Medical Necessity Form All About Your Plan

download and print a claim form. Recapt ana Supstantaton Fom PR

Surency Next Steps Guide Member Login Tutorial

surency AdvantagePlus Benefits Card
surency Frequently Asked Questions

Plan Summaries
Comprehensive Medical FSA (1/1/18-12/31/16) Plan Rules
3. Follow the directions on the form to fill e —

Comprehensive Medical FSA (1/1/16-12/31/16) Plan Details ';:i::y" :?{:“::;’;::;L‘;—;‘;‘I‘I’:
it out complete Iy and send it to us to be Gomprensnsive Medical FSA (1/116-12/31116) Plan P

U. 5. Dept of HHS Hospital Compare Quality of Care Tool
Rules & Agreements

processed.
Shop for FSA & HSA Eligible Items Here
Contact Us

Surency Life & Health

Go to the next page to learn how to access the Surency Flex o BoxTesTTS
Mobile App, where you can submit claims right from your SR
mobile device.

surency.com | 866-818-8805 Click here

to go back.




SURENCY FLEX MOBILE APP surency

FLEX
ACCESS YOUR ACCOUNT FROM ANYWHERE
ACCESS THE INFORMATION YOU NEED:
» Check your Health Reimbursement Arrangement (HRA)
balance.
» View account activity.
» Access FSAStore.com to purchase FSA Store
eligible items like contact lenses, first
aid kits, sunscreen and more. Use your
Surency Flex Benefits Card to pay.
TAKE ACTION:
» Submit claims for HRA expenses.
A ownload on the
» Snap a photo of receipts within the app to submit with new or [ ¢ pr Store

existing claims.

» Access account funds to pay yourself back or to pay your doctor. ‘ > %T(;Tc‘:gle Play ‘
» Report a Surency Flex Benefits Card as lost or stolen.

LOGGING IN FOR THE FIRST TIME

The username and password to log into the app is the same as for your Member Account online. If you are
a new member and do not have a username and password, you must first log in online at Surency.com
using the information below:

* Username: first name (all lowercase) + last four digits of Social Security Number.
* Password: last name (all lowercase) + last four digits of Social Security Number.*

*If your last name is hyphenated, your password should be entered with no hyphen or space between the two names.
If you experience any difficulty signing in, please call Customer Service at 866-818-8805.

surency.com | 866-818-8805 Click here

to go back.
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YOUR COMMUTER BENEFITS

WHAT'’S NEXT?

You may enroll annually or monthly. Once you've enrolled, you may set your election amount.
Maximum elections are subject to change and are set by the IRS. That amount will be
automatically taken out of your paychecks in equal increments before you pay federal, state and
FICA taxes on the designated amount.

ACCESSING YOUR FUNDS

When you are ready to use the money in your account for an eligible
transit or parking expense, just swipe your Surency Flex Benefits Card.
If you don’t have a Surency Flex Benefits Card, or you prefer to pay
upfront then be reimbursed, you can file a claim electronically from your
Member Account or mobile app and you will be reimbursed with money
from your account, as long as you have funds available.

MANAGING YOUR BENEFITS

You have 24/7 access to your account through the Surency Flex mobile app 0
or on your Member Account at Surency.com.

USE THESE LINKS TO LEARN MORE

Member Account: Using Your Surency Flex
Logging In Benefits Card

Managing Your

Member Account Reguesting Reimbursement

Using the Surency Flex

Editing Your Profile Information Mobile App

surency.com | 866-818-8805 Click here

to go back.




LOGGING IN TO YOUR surency
MEMBER ACCOUNT FLEX

1. Visit Surency.com and select the Surency Flex member account.

2. You will need the preset username and password that has been generated for you by Surency*.

Username:  your first name + the last four digits of your Social Security Number
Password: your last name + the last four digits of your Social Security Number

If your last name is hyphenated, your password should be entered without a hyphen or space between
the two names (see Example 2).

Example 1: if your name is Jane Smith, and the last four digits of your Social Security Number are 1234,
your username would be jane1234 and your password would be smith1234.

Example 2: if your name is Jane Smith-Jones, and the last four digits of your Social Security Number are
1234, your username would be jane1234 and your password would be smithjones1234.

* You must be enrolled in our system either by yourself, your employer or a Surency representative before you
will be able to access the Member Account using the information above. If you have already registered for the
Member Account during online enrollment or you were participating in a prior plan year with Surency, please
disregard the information above as your username and password have not changed.

Note: If you experience any difficulty signing in to your Surency Member Account, please call
Customer Service at 866-818-8805.

Login

Existing User?
Login to your account

Username | Forgot Username?

Password Forgot Password?

surency.com | 866-818-8805 Click here

to go back.




LOGGING IN TO YOUR @
MEMBER ACCOUNT Sur en'cy
CONTINUED FLEX

3. You will need to set your security questions and answers to complete your user setup.

Security Questions (Step 1 of 2)

Please enter an answer to any 5 security questions to complete your user setup. To keep your information secure, you will be
asked to answer 3 of these questions to complete sensitive actions within the portal such as resetting a forgotten password.

Select a question. .. .
Select a question... v,
Select a question. .. .
Select a question... v,
Select a question. .. A

4. Setyour login information.

Change Username and Password (Step 2 of 2)

Please change your login information.

Username*

Your username may contain alphanumeric characters and any of the following special characters: period (), at
sign (@), underscore (_), and dash (-).

New Password™

The password must - Have a minimum of 6 characters & 20 character max - Mot be one of your last 3
passwords - Contain at least one number

Confirm Password™®

5. You are ready to begin managing your account!

surency.com | 866-818-8805 Click here

to go back.
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FLEX

Once logged in to your Surency Member Account, follow these easy steps to view and manage your account:

View Your Account Balance —

Tools & Statements &

Home Your Personal Dashboard Accounts Swport Notifications Profile 1 Wantto... v
1. From the Accounts tab, select Account =SSRl ccounts | Account Summary
s Aceount Activity Inelwxromiﬂon 'gl\sp@yed’xn the Account Summary page will vary depending upon your specific
ealthcare benefits. View More
ummary. e
Payments Estimated Per Pay Period Deduction: $58.85

Eligible  Submitted Available

Account Paid  Pendi Denied
Change Payment Method Amount Claims il Balance

2. YOU can VieW summa ries Of Other ﬁz‘i;‘f;_:"gij};j"’"‘ $3,18507  $82465  $824.65 $0.00 S000  $11582
accounts by scrolling down the page.
Your Available Balance is the amount :

you have available to spend on qualified

transit and/or parking expenses.

View Your Account Activity Home  YouPersonalDashboard  Accounts 1008 Slemented pop, IWantto...

Account Summary Accounts / Account Activity

1. From the Accounts tab, select Account Cnccomncny [T
Act ivity. i Activity Details

Payments

= Running
Date ~ Description Amount Balance Notes
Available Balance 0712712017 Payroll Deduction $29.12 $115.92
2. From this page you can view a Il a ct|v|ty Proax Mass Transit (.. 0712012017 Payroll Dedustion $20.13 $86.80
$11582 0714712017 Claim Submission (841.90) $57.67
on yO ur accounts. 07113/2017  Payroll Deduction $20.12 $99.57
07M12/2017  Claim Submission ($26.25) $70.45
07/0912017  Claim Submission (811.50) $96.70
07/06/2017 Payroll Deduction $29.13 $108.20
06/29/2017  Payroll Deduction $23.30 s70.07
06/22/2017  Payroll Deduction $23.30 $55.77
View Payment Histor
y y Tools & Statements &
Home  YourPersonal Dashboard  Accounts  (oR T RAETATE S Profile 1 Wantto... ¥

1. From the Accounts tab, select PP e AmcourEs | g
Payments. S e i - s e -

=y a—1

g = =

P~ =

2. From this page, you can view all
distributions from your accounts and
the status of each. Click a transaction
for detailed information on a specific
payment.

surency.com | 866-818-8805 Click here
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MANAGING YOUR
MEMBER ACCOUNT
CONTINUED

Change Your Username or Password

1.

2.

From the Profile tab, select Login
Information.

To change your password, click Change
Password. To change your username,
click Change Username. Fill out all fields
and select Save.

surency

FLEX

Tools & Statements &
Home Your Personal Dashboard Accounts support Notifications Profile I Want to... v
Profile Login Information
Banking/Cards
Password Change Password

Payment Method

Username
Security Questions

Change Username

Change Security Questions

Tools & Statements &

Support Notinications Profile IWant to... ¥

Home Your Personal Dashboard Accounts

Profile Login Information / Update Password

Banking/Cards
Current Password *

Payment Method

. . New Password *
Login Information

Please enter a new password. The password

must: - Have a minimum of 6 characters - Not

be one of your last 3 passwords - Gontain

upper and lowercase letters - Contain at least

one number

Confirm New Password *

e ==

Report a Lost/Stolen Benefits (Debit) Card

1.

From the Profile tab, select Banking/
Cards.

On the Banking/Cards page, locate the
cardholder name and card number of
the card you wish to replace. Under the
Debit Cards column, select Report Lost/
Stolen.

Verify the selected card is the card you
wish to report as lost or stolen and
verify the shipping address. When you
are finished, click Submit.

NOTE: If you need to report your card as
lost or stolen or would like additional
debit cards and the option is not available
on the Debit Cards page, please contact
Surency at 866-818-8805. If you would

like to add a PIN to your Debit Card as an
extra security measure, call 866-898-9795.

surency.com | 866-818-8805

Tools & Statements &

Support Notifications Profile I Wantto... v

Home Your Personal Dashboard Accounts

Profile Banking / Cards

Payment Method

Login Information
View / Update

Report Lost/Stolen
Order Replacement

+ Request New Personal Identification Number (PIN) Toll Free Number: (856) 898-9795

Tools & Statements &

Home Your Personal Dashboard Accounts Support Notifications Profile IWantto... v
Profile Cards / Report Card Lost/Stolen
Eekooiacy Card Information
Payment Method
Login Information Current Status Active
Update Card Status
New Status Lost/Stolen

Your Mailing Address

Update Your Mailing Address

‘address ta epiace the.

Click here

to go back.
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PROFILE INFORMATION
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Once logged in to your Surency Member Account, follow these easy steps to edit your profile information:

View Profile Information

1. From the Profile tab, you can view and update TN Frofie
your profile summary including your profile — | e | D pottomiet
information, dependents, and bank accounts. e |
Add a Dependent or Spouse
1. From the Profile Summary, locate TR Frofie ! Add Dependent
the Dependents section and click Add
Dependent. R
Birth Date *
2. Enter your dependent’s information into
all required fields (marked with a red
asterisk).
3. When you are finished, click Submit.
Add or Update a Bank Account
H H Profile Banking / Add Bank Account
1. From the Profile tab, select BanklnglCarfls
on the left, locate the Bank Accounts section “
and click Add Bank Account. Or, if you are pecountimser
updating information for a bank account that T
has already been set up, click View/Update
next to the bank account for which you wish
to update information. o

2. Enter your bank account information. :
Hovering your mouse over the more Cancu =n
information mark will open a pop up box
showing where to find your bank’s Routing
Number. Your Account Nickname is the name
you will use to identify the account. Next,
enter your bank’s information. After verifying
you have entered correct information in all
fields, click Submit.

surency.com | 866-818-8805 Click here

to go back.
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FLEX

Your Surency Flex Benefits Card is a special-purpose Visa® Card that
gives you an easy, automatic way to pay for eligible expenses. The
Benefits Card lets you electronically access the pre-tax amounts set
aside in your Surency Flex accounts. Use it when paying for eligible
expenses at a provider or merchant that accepts Visa Cards and uses
an inventory control system. These transactions may be automatically
substantiated, meaning you don't have to file a claim and may not have
to submit a receipt. However, always keep all documentation for tax
purposes or in case Surency requests further documentation.

HOW TO USE YOUR BENEFITS CARD

1. Have the parking and/or transit vendor ring up your expenses.

2. When it's time to pay, swipe your Surency Flex Benefits Card first. Select ‘credit’ and sign for your
purchase. Optional: In addition to your signature, you can set up a PIN number to access your funds by
calling 866-898-9795. If you have a PIN number, select ‘debit’ and enter your PIN.

3. All eligible expenses will be paid for from your account and deducted from your total.

4. Keep your receipts in the event that further validation is needed.

DID YOU PAY OUT-OF-POCKET FOR AN ELIGIBLE EXPENSE?

Submit a claim to get paid back using money from your accout. There are three ways to submit a claim:

1. SURENCY FLEX APP 2. MEMBER ACCOUNT AT 3. PAPER CLAIM FORM
Download the Surency Flex SURENCY.COM Visit Surency.com to download
mobile app and submit the claim Log into your Member Account a paper claim form. Complete
by taking a photo of your receipt. at Surency.com to upload your and return to Surency.

receipt.

WANT TO GET PAID BACK AUTOMATICALLY?

Sign up for Direct Deposit and after you submit a claim, Surency will automatically deposit those dollars
back into your bank account. There are two ways to set up Direct Deposit:

1. MEMBER ACCOUNT AT SURENCY.COM 2. PAPER DIRECT DEPOSIT FORM
Log into your Member Account at Surency.com Visit Surency.com to download a Direct Deposit
to input bank information. form. Complete and return to Surency.

surency.com | 866-818-8805 Click here

to go back.
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REQUESTING REIMBURSEMENT

Once logged in to your Surency Member Account, follow these easy steps to file a claim:

Tools & Statements &

- ° Home Your Personal Dashboard Accounts support Notifications Profile
Request Reimbursement Online —
Welcome
1. From the Home tab, select File a New i || smstm e s st

File A New Claim
Manage My Expenses

Claim.

| Message Center @

Available Balance | Download Mobile App View More

2. As determined by your plan design, you

may be able to choose the account you | .
wish to be reimbursed from by clicking the s
File Claim button next to that account. P [

3. Upload your proof of purchase by clicking toretewmomostions Mot G Votiesens "1 [ v
on Upload Valid Documentation. Click S A°°°“"t5’ i
Next. e i

4. Fill out all required fields on the claim form ‘
and click Add Claim when finished. - i

5. Inyour Claims Basket, you can update or

Y.
Ifthe category is 'Other’ or 'Over-the-Counter
Drugs', you must provide a description.

remove claims. If you are finished editing
your claims, you must click Submit to finish
the claims filing process.

Recipient *

Add Dependent

Did You Drive To Receive Yes © No
This Product/Service?*

Summary
Pay From Medical
Pay To Me

Documentation Uploaded  No

Tools & Statements &

Print a Reimbursement Request Form

1. Click on the Tool & Support tab at the Taok & Support
tOp of the portal. Documents & Forms How Do I?

Report Card Lost or Stolen
Update Notification Preferences

Claims Terms and Conditions
FSA/DCFSA/HRA Direct Deposit Setup Form

. - HIPAA Designated Rep Authorization Form Downioad Mobile App
2. Click on Parking Expense R
Transit Expense Reimbursement Request Form Quick Links

Reimbursement Request or Transit
Expense Reimbursement Request to
download and print a claim form.

Follow the directions on the form to fill
it out completely and send it to us to be
processed.

Plan Summaries
Pre-tax Mass Transit (1/1/17-12/31117) Plan Rules
Pre-tax Mass Transit (1/1/17-12/31/17) Plan Descriptions
Pre-tax Mass Transit (1/1/17-12/31/17) Plan Details

Rules & Agreements
No agreements are currently available.

Contact Us

geplus@surency.com

All About Your Plan
Learn More About Your Plan
Member Login Tutorial
Surency AdvantagePlus Benefits Card
Surency Frequently Asked Questions

Helpful Links
NIAS and 90% Merchant Locator
Surency AdvantagePlus Mobile
Surency Resources
U. S. Dept of HHS Hospital Compare Quality of Care Tool

Shop For Eligible Expenses
Shop for FSA & HSA Eligible Items Here
Shop for HSA Eligible ftems at HSA Store
What is eligible?

surency.com | 866-818-8805
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SURENCY FLEX MOBILE APP

ACCESS YOUR ACCOUNT FROM ANYWHERE
ACCESS THE INFORMATION YOU NEED:

» Check your Commuter Benefit balance.

» View account activity.

» Access FSAStore.com to purchase FSA Store
eligible items like contact lenses, first
aid kits, sunscreen and more. Use your
Surency Flex Benefits Card to pay.

TAKE ACTION:

» Submit claims for Commuter Benefit expenses.

’ ownload on the
Snap a photo of receipts within the app to submit with new or [ ¢ ,qup Store
» existing claims.

Access account funds to pay yourself back. ‘ > %Zlf&e Play ‘

» Report a Surency Flex Benefits Card as lost or stolen.

LOGGING IN FOR THE FIRST TIME

The username and password to log into the app is the same as for your Member Account online. If you are
a new member and do not have a username and password, you must first log in online at Surency.com
using the information below:

* Username: first name (all lowercase) + last four digits of Social Security Number.
» Password: last name (all lowercase) + last four digits of Social Security Number.*

*If your last name is hyphenated, your password should be entered with no hyphen or space between the two names.
If you experience any difficulty signing in, please call Customer Service at 866-818-8805.

surency.com | 866-818-8805 Click here
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CONTACT US It sure is easy.

Customer Service
Toll Free - 866-818-8805
Fax - 316-272-4841
Email - flex@surency.com

Mailing Address
P.O. Box 789773
Wichita, KS 67278-9773

Visit Surency.com to submit a question to our Customer
Service staff via the Online Contact Us form.

surency.com | 866-818-8805

Surency Flex is administered by Surency Life & Health Insurance Company.
SURENCY © 2018
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