HSA documentation - pre-release v0.1

The reader of this documentation is assumed to have read the introduction material and

has the login knowledge as well as sufficient information in regard with the
administration control panel.

C-SURAMCE - Mew Group

Once the administration control panel is open, the = |
user can create a new account by clicking on the ’m

g “New file” button

Company Mame
|Hs.q Training

type in the company name...

cous |

... and then fill the information. The policy # should reflect the internal HSA contract #.

ey Contract

Policy #
Policy # |2342342432
2342342432 We suggest using the “Self- Carvior
Carrier Insured” carrier option in [self-nsured

Celf-Insured

3| KN

situation where the HSA account Date of Issue
pebisusd, is managed without a formal I

Sun Life of Canada carrier. Renewal Date
Survivance Mutual Life Insurance Con

The Cooperatars [z009}12/01
Union-Life of Canada
Linum T

oK I Cancel |
ok I Cancel

Once the account is created, you can fill the company profile information and then access

the F| Events parameters option.

Thes Toun Gulegs Widown taie

Jaerl 28 & { VOXE &

e murus|
i | Corin |mm]

o I

1 oo e —— 5
e L g PR v :
g " s 3
= |
T (T ]

NI EATH

U re ot s e | Corarir  Comper st 2 e e




o e et 1

Billing Payra Althpggh many tabs are current'ly qvgilable'to_ gllow billing
administrator to manage all their billing activities, HSA
Sillimos sl et Amsmbinen oo client will sSimply need to first access the billing option then
fill the last 2 questions:

Simply check the Activate HSA check box
_ o and select the HSA engine. Unless you are
s e L using the advance HSA version you should

Activate Health Spending SAccourt I~

It

ik it leim systerp always click on the “Simplify” engine.

Once this is activated you need to leave this client accountby — ————1
clicking on the X on the upper right corner of the sponsor and = 1O x|
then access the client again.

You will then see the new [ —————— option that will be available.

At this point we recommend that you create or add your list of
employee.

Please review the general C-surance.ca documentation on how to
create or import clientele listing from an excel spreadsheet.

A Quick presentation on how to import a demo list of employee is
available at the end of this documentation.

HSA setting

If you access this option you will now be able to create your HSA setting.

=]
o | Udsm=0 =4 sOX 8




Set you bank account

If you have not yet done so, we suggest that you create your bank account(s), by selecting
the “Bank account” tab, and then select to either create or open an existing . ,
account. BR=.

A default bank account should exist, that you could set up to your specific needs. We
suggest you create a “Demo bank account” for your testing.

| . Health Spending Account configuration
havigator fg'}; g
HS& Training j
Settings I Calendar I Billing | Reports and Statement | Checks and Payments  Bank account |

X

Bank Accourt I |Codle Accaunt # Balance ;I

32 coount trust 2 1855 $7 06300
Trusts CERSE4CPTE 4535345564346 F0.00

You can create as many bank accounts as needed and then assign each of your clients to
the appropriate bank account.

= CoUn
Account Information Transactions

i ince: 200901701 i 2009/0106
] CoRSECPTRON Transactions since 0l j = T8 (2 .3 Concliation date 0/l j
Last narne Trust3 Transaction | Conicliation =
Code
P TS Date | Twpe ‘ Debit ‘ Credit ‘ Balance | hotes |Reconcwled| Date |Check#‘
Balance (480,000 Y Balance forward $0.00 $0.00 $0.00
Check numbering |2
Mates
Check Format
Fields Parameters |+ |
MbiPayeordre Top=164
_ |IbiMantantLettre Top=94
_|biMontantChiffre  Top=94
_|IbiDecirnal Top=94
_|ibioatecheque Top=50
_|QrBottom Height=320
_|orBandtap Height=262
- [ $e0.00 | s0.00|  (460.00) ‘ -

When you open the bank account information you have 3 sections:

Account Information |

Account id CSREEHCPTEQNY

- Account information allows you to clearly identify the = Lstnne _fine
bank information. A dedicated note section allows you — fooe e
to keep important free format information on the chedtera 2
account.

Motes




- The check format allows for aligning the
important fields on you printed checks. The

Check Format

Fields Parameters - .
M biPayeordre E— — C-surance.ca staff will set up one
_|bMontantLettre  Tap=34 configuration free of charge. You will need
o poantchife_ Top=54 to send check samples to allow testing and
_|IblDecimal Top=24 . N
_|biDateCheque Top=50 confi gu ration.
_ | QrBottom Height=320
_|QrBandTop Height=262 —
[ 1]

- The transaction section will allow for managing your bank information, deposit as
well as do your bank conciliation.

Transactions

Transactions since:  2009/01/01 j E} T [ 4 .3 Conciliation date 2009/01/06 j

| Transaction Conciliation
Date Type | Dehit | Credit | Ealance ‘ otes Recanciled | Date |Check # |
Balance forward  $482.00 $5000.00 $4,518.00 r
2009/01/06  Transaction HSA $40.00 $0.00  $4,478.00 - 12
2009/01/06 | Biling H3A $0.00 $125.00 $4,603.00 -
2009/01/06 Transaction H5A $10.00 $0.00  $4,593.00 ¥ zoositzi1z 9
2009/01/028  Transaction HSA 430,00 40,00 $+4,563.00 ¥ |zoosi1zi17 10
2009/01/21 Transaction HSA $50.00 $0.00  $4,513.00 ¥ zoogi1zi1s 4
To activate the bank concilation option you can select the Ty | button and then

either approve or quit the conciliation. I3 %3

Conciliation dake 2009/01 /04 j

When you do your conciliation make sure you set up your date properly before you
approve it.

Transactions

Transackions since: 20090101 j I_} I da ﬁ Conciliation date 200901 /06 j

Transaction Conciliakion
Date Type | Dehit | Credit | Balance | Motes Reconciledl Date | Check #
4 ¥ | Transackion HSA 440,00 $0,00 Il 12

20090106  Biling HSA $0.00 $125,00 r




Set your sponsor

To do the sponsor setting: access the “Setting” tab and then select B to create a
new setting. You can create setting for the whole organisation, any division or class.
Please refer to the general C-surance.ca documentation to review the inheritance
structure.

Starting date | hd
End date
Active I
Calendar bype Calenclar year
Prorata ~
Take over r . A . . .
Corry orwerd F As you will notice many fields will be activated as
Carry forward period {month) 12
HSA waiting period {month) defau It -
Contribution mods Fizzed amourit
HS& maximum Starting date 200901101
Distribution schedule Monthly End date 200941231
Distribution mode For HSA $55 ihen distributing Active 1=
Ukilisation made For HS4 $5§ First in first out Calendar type Calendar year
Eilling mode HSA distributioin Prorata =
Apply sales taxes (biling) [l Take aver I
Adrministration Fees made Carry forward I
Administration fees Carry formard period (month) 12
H3A waiting period {month) 3
Bank account Contribution mode Fired amount
H34 maximumm $1,500.00
Distribution schedule hdonithly
... you can then fill the remaining fields and Distribution mods For HSA 945 hen diiriaing
. . Utilisation mode For HSA $$% First in first out
review the default values to insure they are Bilng node T
- - Apply sales kaxes (billing) rd
reflecting your client needs. Make sure you Ackstration Fees mode %
assign the proper bank account to your client. Altinlrion fees :

Once you have set up your client, we will
need to:
- access the “Calendar” tab

- click on the M button once to
activate the i button.

- click once on the i button.

Account configuration

Nawvigator

HSA Training j

Seftings  Calendar |Bi||mg | Reports and Statement | Checks and Payments | Bank account

B b

Date | Everts | Invoice: ‘

Start

@
&
T

Irvvgice Mo

200901/ |200942i31 W
200910101 2009001 731 Diistril n
200902/ 2009/02:28 Distribution
20090301 2009103131 Distribution
200904/ 2009104130 Distribution
20090501 200905131 Distribution
20090601 20090630 Distribution
20090701 200907131 Distribution
200908/01 2009005131 Distribution
200808/ 200808/30 Distribution
20091 0/ 2008M 0/31 Distribution
20091101 200841430 Distribution
200911201 2009M2/31 | Distribution
2009/01/01  2008M2/31 | Close period

i e e e e e |

Bank account

Date |

Settings  Calendar |Eli||ing | Reports and Statemert | Checks and Payments I Ban

| Invaice

Encl Action

State Inwnice ko

The system will automatically create your
distribution calendar for the selected setting period.




You will then need to click on the M button to get the system to activate each event.

i M - The first time you set up your account,
will need to do it twice as you need to
Date Evernits | . i
activate:
Start Encd Action State

- the new period
- then make the first month
distribution.

200940101 20090 2031 Mesy petion

200301101 200901 £31 Distribtion
200920201 200902028 Distribtion

R

You will need to click on the M button every month to get the system to activate
each month.

If you have already created your you list of employees you can access the “Billing” tab to
generate the billing.

Settings | Calendar  Biling |Repu:ur‘ts and Statemert | Checks and Payments | Bank accourt |

W X o

| Period | SUMmmary
Starting Endling Confirmed [ Sukb total Ajustment | Admfees | Fed.taxe | Prov.iaxze Tatal
4
The billing is created automatically by simply clickingon .1 the button. The

distribution is made into each employees HSA account.

Health Spending Account configuration

You can review the billing »
. . & Marvigator E}; ':‘
information

HEA Training

g SeﬁingleaIendar Billing |Reportsand8tatemerd|ChecksandPaymems Bank accourt
will confirm paymentis — y x g 2

received and will |

automatically deposit the net

amount into the bank

account.

Periad ‘ Sumimaty

Starting Ending  [Confirmed| Subtotal | Ajustment | Admfees | Fed.taxe | Prov.taxe Total

(120090101 (20090131 $125.00

Settings  Calendar |EIiIIing | Reports and statemert | Checks and Payments | B

Once the billing is processes you will
@ b find the invoice number in the
Dtz | Events | _msie | calendar section.

Start End Action State Invoice Mo

2003501 401 2009 2731
2009401 101 2009401731 Distribution ¥ CSREB4HSAFACIZ




Recording HSA transactions

Once the HSA settings are done, you are ready to record transactions. To do so:

- access the employees by first selecting the Listings

- clickon /W List - Employee

- Select your employee

Files Tools Seftings Windows  Help

|je|Queyael @ % vOCXO &

E [ ARABACLIST) HEA Tralning M
L Management g4 Employee file v okl . g
Listings
b Ui - Conteuct . % Exderded search ™ Exact search
M Lt Erioree R = RSN
wl‘ibﬂm 21|w-~ 2l
3 Ladoar ||
a0 Martagre " TOR T GRS
3 e o 44 04 ash SR 20:
et = [1] 4) - HEA ing - Frank, André e
Lozt rame Frank m Anwesn
First romn Arawe Empioyes § 33 oy
Db of bty 190000 - [T Prencracn o j Postal code
g dete 000030 - = 55 555 55 Telrestus) [ ) L]
Gander Moo= heusce st [ «| Fa 0
mcwm - Hckd-back 1ucton |_| Eanad
Language Fox Hedern eagy r ccupation  mécanicien
o benott detds | spouse | craden | Berescsrs | ot | mromation e |
[ Inlomaticn [ oen [owp [otstus | Dvidences  [orandtaerac] Fieodkis MR ks | St |
0 4+ ==0a F v | ¥
Changs # 33 Sysres mnsange =
ke Curert
Criry dte 200900105
—— Eftectin datn. 20090101
N ST P 28k
Reazen Potrw eTgicyee -
Division O, Cobvmion 001 -
Class Of_ AN pepleryen(s) -
Jobsinfus  Dnsatéed [Vaidated) =
Tonred sy 3640000
Reol selery j =
Srewskor -
Aute. shgraty 7 5
[Usagee - Piorer Sorklih - v M : Coreiler - Comple sardé 0w et arvadotle
- Click on the 5. button to access the employee personal HSA
information.
{4 stafeer  Trancacions |
HSA Period
Ferod HsA Take-over Carry Forviard -l The HSA statement provide
Activelstavting aate|snmng datel Amount | Used ‘nva\\ah\e ‘ Amaunt | Used |.wai\ab\a ‘ Amaunt ‘ Used ‘ﬂva\lahle |

M aonsjonjor [2009)12)31 | $1,500.00 $0.00  $125.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 With general overview
information. ~ The bottom
section provides a detailed

Period information by distribution frequency

financial breakdown for each

(Startingdate  |z009/01f0l |

(Enddate  |z009/01/31 | H H H 1
distribution period.

HSA& Amount: $125.00|

HSA Used $0.00]

HSA Available: $125.00|

Take-Over Amount $0.00|

Take-Over Used $0.00

Take-Over Avallable 40.00

Carry Forward Amount. 40.00

Carry forward Used $0.00

Carry forward Available 40.00]

Al ,




Transactions
tab

- Select the

account- Claude Denis The transaCtlon
. = = . -
=B =|
= i & section provides
HSA stakement  Transactions I the detai IS Of
HSA transactions . - .
— each individual
Transackion Claim Health spending account claim .
Dat® | berefit | Batch ID [subbatch1p| ST Rzl Hsi ‘ T2 cay | ratal | Total transaction.
| process Amount pays Ower Forward
Ji'=% 2002/01j06 3 0 450,00 $10.00  $40.00 $0.00 $0.00 40 $50.00

Transaction date 200940106 j Resuts
Date claim z009/01/08 j
Benefit DEP j
- Fill the transactions information et $50.00
Plan pays $10.00
HSA % baxable 25,00
Claim Description
detais... |
B Process
B Hs4 transaction - Claude Denis The dISplayed ReSUItS information
Transaction date zovsporos | FEE ?s mostly_ for C-s_urgnce.ca i_nternal
pate cain agjorjos <|  MONTANTRECLAMATION=50 information. This information
e DEF =l tovowtanro should soon be replaced by
Clim amount $0.00  Toralgy simplified info dedicated to the
Plan pays H000 AP CoRsea AT USer.
HSA % taxable 25.00 i%ﬁfd;jl
Cmbsrplen Q%C’HE:{EEEA?_E%@“C”& The only important information to
TOTALIMPOSAELE=10 the user is currently to get the
LD&)CCC;-‘I\EPQTEEO:;CSR564CPTBQNDDDDDDDD19 message at the bottom-
CONCILIATIOMNDOMNE=F
D Transackion O,
Transackion O
D Close




You can then review both the “Transaction” and the “HSA Statement” tabs to see that
each transaction was properly processed and displayed for future reference.

Health spending account - Claude Denis

B S
H5A skatement ITransactions |
HSA Period

Period H5A Take-Cver Carry Forward -
Ackive [Starting date|Ending date | Amount | Used | Available | Amount | Used | Available | Amount | Used | Available |
b 20000101 zo09/12/31 | $1,500.000 440,00  $55.00 $0.00 $0.00 0,00 0,00 0,00 0,00

Period information by distribution frequency

Starting date 2009/01/01
End date 2009/01/31
HSA Arnount $125.00
HSA Used $40.00
HSA Available $85.00
Take-Ower Amount $0.00
Take-COwer Used $0.00
Take-COwver Available 40,00
Carry Forward Amount $0.00
Catry Forward Used 40,00
Carry Forward Available $0.00
4| | »

Cutting checks

Once your transactions are registered, you simply need to the checks to be printed.

To do so:
- accessthe [} Heslth spending account through the
option

. Health Spending Account configuration

Mavigatar

HS A Training

Settincs | Calendar I Billing I Repotts and Statement  Checks and Payments | Bank account |
Bank account Compte 1 j Tranzactions zince j

S =2 @ 353 s
Pending checks

Employee HZA Paymert
Mame | Surname Process date Tatal Check # | Check date |C0nciliated
L Pietre Serye 20081 217 $50.00 11 20081217 r



- Select the “Check and Payment” tab
. = | . .
- Click on =% to display all outstanding checks

Bank accournt Trusts j Tranzactions since j
230 =33
Checks to issue

| Employes H=A Payment

Mame Surname Process date Tatal Check # Check date |Concilisted

2 Sylvain 2009401 106 $45.00 o r

=

Select to issue checks.
The system will automatically print all the pending checks and assign each of them check
#.

Remember that the system will be displaying the information based on the bank account
selected.

: = = i3
You can review your check as :

- all
- pending
- reconciled



Quick overview about importing Demo employee files:

Import a demo list of employees

Multiple options are available to allow user to create or import employee list. For the
benefit of this tutorial, we will import a “demo list of employee” that is available on line.
We invite you to read the general C-surance.ca documentation to learn in detail the
various available options.

To do so:

- Access the | # Lst-Enpoyee option through the
selection.

Search field Search value

-l

& Employee file
(% Extended search (" Exact zearch
[ & EIEE

Emploves #|Last name %l First name

/M List - Employee = k| | :

Divigion |Class |Certificate # |SiM file #

Select the

button to allow import of external templates

Citri: DAMDRLISTESITEMPLATE

Demo DATS#LS ° i
TemplateCompleteE nglish.=LS 2 are EngIISh
TemplateCompletFrancais. s e 2 are French
TemplateProjectEnglish.xLS .

TemplateProjetFrancais. <L ° 11s DemoDATA

o OK I X Cancel |

- Select DemoDATA .xIs then click on OK

C-SURAMCE

The system will indicate the location
of the imported file on your hard drive.

Template copied in "CAMDIMLISTESUMPORTIDemo DATAT KLS"




Click the B button to allow import external files (selected in your import
directory on your hard drive)

inn transfer - Client : HSA Training

Select Excel file
Directory . CMDIVLISTESIIMPORTY,

Demo DATAL ELS

Mext > | Cancel

Select the needed file and click on =22 |

Review the Effective date to insure that import will be effective prior to HSA

contract activities then click on
Process =» |

Wenfication of prejectfcentract infegnty

Impoting empleoyess from Excel file

E Reguired fields wenfication

Compating with C-surance.ca employess file

— ! -;Q Add ermnployess file in C-surance.ca

¥ Close all windows when done. < <Previous I Process »» Cancel




Once completed you will see the list of employees and will be able to access them

& B
Employvee #|Last name %l First name Divizion |Clazs |Cedificate # [SIM file #
Denis Claude 001 i 3 CERSEAEMP 20
333 Frank André oot 01 35355597 CERAG4EMP1 20
333 Latour Claude aa1 )| 222222270 CERGB4EMP1 201
337 Mortagne Claucle 001 01 TITTITTTT CERSE4EMP 20E
335 Fierre Serge 001 01 444 444 444 CERIG4EMPT 207

34 Tendresse Sylvain am m G665 666 666 CSRIG4ERMPT 202



