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Getting started

You most likely received this guide as an attachment to your group setup confirmation
email. At this time, your employer group setup is complete and we are now able to
process HSA applications and contributions for your employees. This guide provides
instructions for registration and setup on the Employer Portal that delivers the ability to
conduct many HSA administration tasks online. The Employer Portal can be accessed at:

optumbank.com.

Multiple employer groups

Optum Bank® offers the ability to manage multiple employer groups under one
“Universal ID," rather than logging in separately to each group. If your group is using
this process, please contact hsagroup@optumbank.com for further instructions. The
content in this guide is ONLY applicable to managing individual groups.

Multiple employer groups

Within three business days of receipt of the group setup confirmation email, the Primary
HR contact will receive a separate email containing a link to the Employer Portal.

The initial login to the Employer Portal is done through the link in that email. If your
group has multiple Primary HR contacts, the initial login email will be delivered to the
first contact alphabetically by last name.

1. Categarize ~

y@ (% Mark Unread
Assign ranslate

B OptumHezalth Financial s Sent: Thu 6/30/2016 10:18 AM

Subject: Important - Optum Bank Emplayer Portal Registration

Hello Joe Example. You have been pre-registered for the Optum Bank employer portal To compl istration click here: you will ito create a

and set security questions.
You can use the Optum Bank employer website to enroll account holders. submit contributions, view account status and retrieve reports for your Health Savings Accounts.

Once you have completed the registration you can access the employer portal at OptumBank.com

This e-mail, including attachments. may include confidential and/or proprietary information. and may be used only by the person or entity to which it is addressed. If the reader of
this e-mail is not the intended recipient or his or her authorized agent. the reader is hereby notified that any dissemination. distribution or copying of this e-mail is prohibited. If
you have received this e-mail in error. please notify the sender by replying to this message and delete this e-mail immediately.

% Retention Policy: UHGINbox 90 days) Expires: 9/28/2016

OptumHealth Financial Services ) 3 A

As shown above, the phrase “click here” is the actual link to the Employer Portal
Registration site. If this email is not delivered or the link does not work, please contact
the Optum Bank HSA Broker Employer Service Team by phone at 1-866-234-8913,
option 4, or via email at hsagroup@optumbank.com for assistance.
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Once you enter the site, you can transfer the Primary Administrator role to a different
person if necessary. You will be asked to create a User ID, password, and answer security
questions. When accessing the Employer Portal directly, please select “Employer” at the
login prompt. After logging in, you will land on the Overview page shown below. From
this page you can quickly access the various areas of the site.

OPTUM"

» Logout
m Contributi M Particip Reports Documentation

Introducing the OptumHealth Health Accounts Education Suite
Get the tools you need to help your employees plan, save and pay for health care. It's all in the OptumHealth Health TEST13 (HSA) Accounts #TEST13
Accounts Education Suite. Administer the following accounts on this Web site:

Help

* Health Savings A t
Visit the "Documents” tab to grab the educational tools we've found to be most effective in increasing adoption and = bR s
engagement in health accounts. Plus use our calendars to help you plan and time your employee messages.

Health savings accounts are offered by Optum Bank,

Welcome to the OptumHealth Employer Portal mEmberREDIC and areisubicalito elighility

requirements.
Your place to manage participation in your company's health care accounts.

Contributions @® Manage Participants

e Manage Participant Funding - e Enroll Participants

e View Requests and Approvals e Terminate Participants
e Manage Bank Accounts e View all Participants

# Reports Documentation
e Deposit File Summary Report o Account Documentation

e Account Status Report o Worksheets and Guides
e HSA Summary Report e Reimbursements Schedules

Help
@ e Help Topics/Frequently Asked Questions

e Definitions Glossary

Privacy Policy | Terms of Use | Contact Us
© 2011 OptumHealth Financial Services. All Rights Reserved.
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Manage site users

After logging into the portal for the first time, you should set up access for the
members of your team that will be administering HSAs. The Primary HR contact is set
up as the Primary Administrator, and has the ability to give other employees access to
the employer website through the “Manage Site Users” link located in the upper right
corner of the Overview page.

The “Manage Site Users” screen lists all users (and their contact information) who are
authorized to access the employer data for your company. One individual can have all
or multiple roles. Additional users can be added by selecting “Add a New User” as
shown below.

Q
W Contributions Manage Participants Reports Documentation Help

E Manage Site Users Transfer Admin Access to
A New User

An Existing User

Manage your employees' access privileges.

Authorized Users
Accounts:HSA

Add a New User

Name Contact Information Division Accounts Access Privileges Action

Site security access levels
Access levels include:

* Primary Administrator: A primary Administrator designee has access privileges for
all users within the company. (We will automatically assign this role to the Primary HR
contact for your group.) This role can both approve and submit files.

* Approve Contributions: An Approve Contributions designee is an employer user
authorized to approve HSA contribution files for processing.

* Submit Contributions: A Submit Contributions designee is an employer user
authorized to create or submit HSA contribution files.

* Read and Write: A Read and Write designee is an employer user who has “Edit”
access to self-service pages. This individual is able to enroll employees in an HSA.

* Read Only: A Read Only designee is an employer user who has “Read Only” access.

* Account holders need to request that their bank close their HSA at that institution
and send the funds to Optum Bank. Account holders can complete the HSA Rollover
or Transfer Request Form, which can be found at optumbank.com, and provide it
directly to their current institution; however, their current financial institution may
require that their own form be completed.

optumbank.com
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The Primary HR contact may also add a new user, modify access levels, delete users

and transfer administrative access to another user. An email will be sent to each user
notifying them of their change in access.

QOPTUM”
[ overviow RO Reports

Add a New User
FistName:[ ]
tastName:[ ]
Email Address: l:l

Main Phone: (I:l)l:l-l:l
Alternative Phone: (I:l)l:l-l:l optional
Fac ()1 TJoptional

Documentation Help

Access Privileges Learn about Access Privileges

Select either Read Only or Read and Write Access privileges.
O Read Only ® Read and Write
Select additional access privileges as they apply.

[ submit Contributions [ Approve Contributions
Select Account Type Access

[ HsA

m Cancel and Go Back

Add external bank account

Prior to submitting contributions online, your bank information must be entered on the
portal. This can be done by selecting the “Manage Bank Accounts” link. Optum Bank
allows up to five external accounts to be used for funding. Please note, accounts cannot
be edited or deleted while transactions in the account are pending.

OPTUM"

» Logout

[ overvion KT Partic R

Documentation Help
—_—

Introducing the OptumHealth Health Accounts Education Suite
Get the tools you need to help your employees plan, save and pay for health care. It's all in the OptumHealth Health TEST13 (HSA) Accounts #TEST13
Accounts Education Suite.

Admini the following on this Web site:

* Health Savii A t:

Visit the "Documents™ tab to grab the educational tools we've found to be most effective in increasing adoption and =2 A S

engagement in health accounts. Plus use our calendars to help you plan and time your employee messages.
Health savings accounts are offered by Optum Bank,

Welcome to the OptumHealth Employer Portal meber BLIC.and areisublect i elioipity
requirements.

Your place to manage participation in your company's health care accounts.

Contributions @ Manage Participants
@ o Manage Participant Fundin - e Enroll Participants

e View Reguests and Approvals e Terminate Participants
+ Manage Bank Accounts o View all Participants
Reports Documentation

o Deposit File Summary Report

e Account Documentation
& Account Status Report o Worksheets and Guides
o HSA Summary Report

e Reimbursements Schedules
Help
@ o Help Topics/Frequently Asked Questions

o Definitions Glossary
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After entering all external accounts, they can be managed by selecting “Edit” in the
account record.

N OPTUM"

Overview Contributions Manage Participants Reports Documentation Help

Contributions > Manage Bank Accounts

Manage Bank Accounts

Manage your bank accounts used for Health Savings Account contributions. You must select the Terms and Conditions check box in order to submit changes.

i _ ©@Need Help?
Account Nickname: OPTUM BANK; INC. 8420 Contact a customer service representative.
Account Number: xxxxx8420 1-866-234-8913
Account Type: Checking

Account Nickname: OPTUM BANK 8423
Account Number: XXxxx8423
Account Type: Checking

Privacy Policy | Terms of Use | Contact Us ([(J
© 2011 OptumHealth Financial Services. All Rights Reserved. @ R

Contact us/employer resources

From the very first contact you have with Optum Bank and throughout your relationship
with us, we want and expect our services to you to be exceptional. Many forms, links
to general IRS information, FAQs, and a terminology library are located on the Employer
Portal to assist you in navigating and using the site.

Please let us know if at any time you have questions, issues or suggestions to improve
our products or services. You can contact Optum Bank HSA Broker Employer Service
Team by phone at 1-866-234-8913, option 4, via email at hsagroup@optumbank.com
or you can submit an email directly from the portal by selecting “Contact Us” at the
bottom of any screen after logging in. You will be prompted to enter the account type
in question and your comments prior to selecting “Send.”

< OPTUM®

This information presented in this guide is intended to provide general information and is not intended as legal, financial or tax advice.
Employers and individuals should consult their own legal, financial and tax advisors for advice specific to their individual circumstances.

Health savings accounts (HSAs) are individual accounts offered by Optum Bank®, Member FDIC, and are subject to eligibility requirements
and restrictions on deposits and withdrawals to help avoid IRS penalties. State taxes may apply. Fees may reduce earnings on account.
Flexible spending accounts (FSAs) and health reimbursement accounts (HRAs) are administered by OptumHealth Financial Services and are
subject to eligibility and restrictions. The content on this website is not intended as legal investment or tax advice.

All Optum® trademarks and logos are owned by Optum, Inc. All other brand or product names are trademarks or registered marks of their
respective owners.

© 2016 Optum Bank, Inc. All rights reserved. WF181684 7/16
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