
Using Your 

Health Reimbursement
Arrangement (HRA)

This guide explains:

• Which expenses are eligible for 
HRA reimbursement

•  How to access and manage your 
HRA Service account

•  How to submit claims online, or 
on paper with the enclosed claim 
form

•  How to elect direct deposit for 
quicker reimbursements
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inTRodUcing YoUR ExTEnd 
HEAlTH HRA AccoUnT

This guide is provided to help you understand how to access and use 
your Health Reimbursement Arrangement (HRA) account. You likely have 
a number of questions regarding your HRA account, using this guide 
you’ll learn how to easily access and manage your funds, and what those 
funds can be used for.

wE’RE HERE To HElp

We are at your service should you have any questions regarding your HRA 
account. Our customer service representatives are available Monday 
through Friday, from 9 a.m. to 8 p.m., Eastern Time. Simply call the phone 
number printed on the Welcome Letter enclosed with this mailing.

STill HAVE QUESTionS?

If you have any questions after reviewing the information provided in this 
mailing, additional answers can be found online, or you may also call 
Extend Health toll-free. The website address and phone number can be 
found in the Welcome Letter enclosed with this mailing.
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AboUT YoUR HRA AccoUnT

wHicH ExpEnSES ARE EligiblE foR HRA 
REimbURSEmEnT?

Your Health Reimbursement Arrangement is a convenient way to be 
reimbursed for your health care premiums or health care copayments 
and coinsurance.

To view an online list of eligible expenses, access the Extend Health 
website. Directions for quickly locating a list of eligible expenses in your 
online account are printed on page 5.

To obtain a list of eligible expenses over the phone, contact us using the 
phone number printed on the Welcome Letter enclosed with this mailing. 
An Extend Health representative will be happy to help you.

How do i AccESS mY HRA AccoUnT?

You may access your HRA account information online through the 
Extend Health website, or by calling us on the phone. To access your 
account online or to contact by phone, use the website address and 
phone number printed on the Welcome Letter enclosed with this mailing.

wHAT will i find on THE wEbSiTE?

The Extend Health website has all of your current account information, 
including your account balance and claim status. Using the website, you 
may also file a claim for reimbursement or enroll in direct deposit. To 
view your account and/or perform any of these actions, simply follow the 
instructions printed on page 4.
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How To AccESS 
YoUR onlinE HRA AccoUnT

To access your HRA account online, enter the website 
address printed in the Welcome Letter (enclosed with this 
mailing) into the address bar of your web browser.

Select the login option. If you are a first-time user, you will 
need to create a new account by following the instructions 
provided on the website.

Once you have access to your account, select funds & 
claims, where you will see your account activity.

Click go to administration portal. This will bring you to 
your Extend Health HRA Account.

Speak to an ExpertCart (0)Login

SHOP
& COMPARE HELP

MY
ACCOUNT

FAMILY MEMBERS LOGIN INFORMATION SAVED PLANSACCOUNT OVERVIEW
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Funds & Claims

My account   »  Funds & Claims

FAMILY MEMBER

John Doe

REIMBURSEMENT ARRANGEMENT ADMINISTRATOR What’s an HRA Portal?

Employer: Your Employer
Start Date:  01/01/2012
Allocation: $ 000.00 / Annual

Employer: Your Employer
Start Date:  01/01/2012
Allocation: $ 000.00 / Annual

Extend Health
Phone: 1-866-682-4841

Jane Doe Extend Health
Phone: 1-866-XXX-XXXX

What’s an administration 
portal?
A portal provides you online 
access to your Reimbursement 
Arrangement account. Visit your 
administration portal to access 
the following services:
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mAnAging YoUR HRA AccoUnT onlinE

ViEw AccoUnT bAlAncE & AlERTS:
Once you are in your HRA Account online, my 
dashboard shows your account balance, claims 
in need of attention and your next claim payment. 

To view your most recent claims, payments and 
deposits, click on financial center and select 
the account you wish to view.

Sign Up foR ElEcTRonic AccoUnT 
UpdATES USing enoTifY:
Once you are in your HRA Account online, select 
my notifications at the top of the page.

•	 Select	 the	 notifications	 you	 would	 like	 to	
receive, such as balance reminders or claim 
receipt notifications, and how you would like 
to receive them, i.e., e-mail, text message or 
web alert.

•	 Then	click	Submit.

ViEw liSTing of EligiblE 
ExpEnSES:
•	 Once	 you	 are	 in	 your	 HRA	 Account	 online,	

select my Resources under Quick Links.

•		Select	planning Tools.

•		Click	on	Eligible Expense items.

filing A clAim:
Instructions for filing claims online, and using  
paper claim forms, can be found on page 6.

To obTAin A clAim foRm onlinE
•	 Once	 you	 are	 in	 your	 HRA	 Account	 online,	

click on my Resources.

•	 Select	Administrative forms.

•	 Click	on	Extend Health HRA claim form.

•	 Then,	save or print.

EnRoll in diREcT dEpoSiT
•	 Once	 you	 are	 in	 your	 HRA	 Account	 online,	

select my Accounts and Services on the left 
hand navigation.

•	 Then	select	Enroll in direct deposit.

•	 Select	your	employer	and	bank	account	type,	
and then enter account number and routing 
number, and enter Institution Name, then 
click next.

•	 Review	your	account	information.

•	 If	the	information	is	correct,	click	confirm. If 
you need to make a change, click Previous. 

•	 Once	 you	 have	 confirmed	 your	 account	
information, a confirmation message will be 
displayed.
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How do i SUbmiT HRA clAimS?

For your convenience, you may submit claims online or by using a paper claim form. 
Whichever option you choose, you will need to provide documentation of your expenses.

filE A clAim onlinE

•	 Once	 you	 are	 in	 your	 ARA	 online,	 click	file a 
claim under Quick links.

•		Enter	 the	 following	 claim	 information:	 type 
of expense, date of expense and amount of 
expense. To add additional claims, select Add 
Another claim.

•	 After	entering	all	your	claims,	click	next.
•	 Confirm	all	expense	details,	then	click	next. To 

make changes, click previous.

•	 Select	fax or Upload (Upload requires claims to 
be provided in PDF format).

•	 To	Fax,	click	on	create coversheet, then print, 
sign and fax the form (and itemized receipts) to 
1-866-932-2567.

•	 To	 Upload, use the browse button to select 
your receipts in PDF format from your computer.

•	 To	 add	 additional	 documents,	 click	 on	 Add 
Additional document.

•	 Check	the	Signature box at the bottom of the 
page to sign your claim.

•	 Click	Submit. 

If you have signed up for eNotify, PayFlex on behalf 
of Extend Health will send a confirmation email once 
your claim has been processed.

filE A pApER clAim

A paper claim form is enclosed with this 
mailing for your convenience. You may 
make copies,  print additional claim forms 
online, or request a form by calling Extend 
Health.

To file a paper claim via mail or fax, follow 
these three steps:

1 Complete the claim form, including 
signing and dating the form. 

2 Attach a copy of your expense receipt(s) 
or documentation of the expense 

3 Mail or fax claim form and documentation 
to:

mail:  PayFlex Systems USA, Inc.
  Extend Health HRA
  P.O. Box 3039
  Omaha, NE 68103-3039

fax:  (402) 231-4310

When faxing, your claim form should be the 
first page, followed by receipts or supporting 
documentation. You do not need to provide 
a separate cover sheet.

note: To	submit	a	claim	for	monthly	premiums,	your	documentation	must	include:

❏ Name of the provider (e.g. health carrier) ❏ Covered participant’s name
❏ Description of coverage (e.g. Medigap, medical)  ❏ Date of coverage

And ❏ Proof of payment

Usually a premium statement, And a bank statement, or a canceled check (both sides) that match the 
amount on the premium statement, or a premium statement showing the amount paid, will provide all 
of this information.
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clAimS And REimbURSEmEnT

wHEn will i bE REimbURSEd?

Once your claim and receipts have been received and approved, you 
will receive payment within 14 days. If you have elected direct deposit, 
payment will be issued within three days of the claim approval.

For quicker access to your reimbursement, sign up for direct deposit 
online by following the instructions on page 5, or use the enclosed direct 
deposit election form.

clAim foRmS And AUTomATic REimbURSEmEnT

If you have elected to receive automatic reimbursement from your HRA 
for premium payments, you do not have to submit claims for these 
expenses in order to be reimbursed. To verify whether or not you chose 
automatic reimbursement, please refer to your confirmation letter from 
Extend Health. If you would like to change your election, please call 
Extend Health at the number listed on your enclosed Welcome Letter.

plAn SponSoR

While the individual health insurance plans offered by Extend Health are 
not sponsored by your former employer, the HRA account is. Accordingly, 
your former employer will provide a summary plan description (SPD) 
related to your rights and responsibilities that pertain to the HRA. The 
plan document and the SPD are the formal plan documents that apply 
to the HRA. This document is intended as information only for retired 
employees eligible for the HRA. The SPD will contain the provisions of 
the Plan and, ultimately, determine what benefits are provided to the 
retirees and dependents.



Extend Insurance Services, LLC is a Utah resident insurance agency (Utah License No. 104741) and licensed 
as a non-resident insurance agency or otherwise authorized to transact business as an insurance agency in 
all states and the District of Columbia. Extend Insurance Services, LLC represents, and receives payment of 
commissions from, the insurance companies for which Extend Insurance Services, LLC is an agent and sells 
insurance products and services and may receive other performance-based compensation for its sale of the 
insurance products and services provided to you. Insurance rates for the insurance products and services 
offered by Extend Insurance Services, LLC are subject to change. All insurance products and services offered 
by Extend Insurance Services, LLC may not be available in all states. It is your responsibility to enroll for coverage 
during the annual Medicare open enrollment period.

The information offered on our website and provided in this 
mailing is believed to be true and correct. Licensed Extend 
Health benefit advisors are available Monday through Friday, 
9:00	a.m.	until	8:00	p.m.	Eastern	Time.


