
How to Implement an HSA Program
HSA Portal

Plan Sponsor Webstation® (PSW®)



Implement an HSA Program in the HSA Portal

• Step 1 of your HSA implementation involves providing the details of your HSA program design in the portal. 
This will allow Fidelity to set up and configure your HSA program. 

• Providing the most up to date information will allow Fidelity to support your employees with any HSA related 
questions. 

• Future changes to your program design can be made by selecting ‘Update’ or ‘Renew Application’ in the HSA 
Portal.

• Additionally, you will be asked prior to annual enrollment each year to review and update your HSA setup to 
ensure the program design reflects the most current information for the upcoming plan year.
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Implement an HSA Program in the HSA Portal
Navigate to the HSA Portal and login with your PSW User ID and Password
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https://psw.fidelity.com/?option=hsa_config


Implement an HSA Program in the HSA Portal
You will be directed to the landing page. Select any of the options outlined below to begin.
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HSA New Client Information
You will be directed to ‘HSA Program Setup’ where you can either click on ‘HSA New Client Information’ tab or ‘Let’s get 
started’.
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Checklist
The checklist will be updated as sections are completed
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HSA New Client Information

Enter the relevant data requested on each page. Click ‘Save’ to save the progress on the current page or ‘Save & 
Continue’ to save and move to the next page
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Service Providers
On the ‘Service Providers’ tab, you can hover over fields to receive additional clarification
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Service Providers
Note, this prompt refers to where your employees will make HSA contribution elections and updates
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HSA Program Set up

• If you offer employer contributions, 
please indicate so here. Details about 
your seed contribution amounts will be 
captured later in the ‘Your Health Plan 
Information’ section.

• Use the comments section to include any 
special details regarding your employer 
contributions. For example, if Employer 
match is offered, please include here. 
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On the HSA Program setup section, you will be asked about Employer contributions:



HSA Program Setup

• Please select ‘PSW File Upload’ for 
Enrollment and Contribution file setup. 

• Confirm that your payroll frequency is 
accurate. ‘Biweekly’ added as an 
example. 
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HSA Program Setup
Annual Enrollment dates will be prefilled: These can be adjusted, if needed. 

A correction period refers to a time following annual enrollment when employees can continue to adjust their 
elections. 
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HSA Program Setup – Contribution Funding Setup
Select the funding method that will be used for HSA contributions. If you have an existing Fidelity relationship, it 
is common to select the same funding method across products. 

Please see definitions for each of the options: 
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HSA Program Setup – Contribution Funding Setup
If auto debit is chosen, please refer to the appendix on slide 25 for instructions on how to finalize the auto debit 
set up after your plan has been submitted. 
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Your Health Plan Information
Enter the name of the HSA-Eligible Health Plan. This can be the same health plan name included in your Annual 
Enrollment materials:
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Your Health Plan Information
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This is where the HSA annual employer contributions 
will be entered based on coverage tier. For each 
participant group,  you can add, edit and/or delete the 
HDHP Offerings and associated employer contribution 
rules. 

For example, for HDHP X and Coverage Tier Y is an 
Employer Contribution Offered (yes or no)? If yes, 
what is the annual contribution amount? 

Please do not include any employer contribution 
matches in the seed amount. 



Your Health Plan Information
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An incentive program refers to additional HSA 
employer contributions after completion of a health 
activity such as tobacco cessation or participation in a 
5k.



Your Health Plan Information
Once all the required information has been entered, the ‘Save & Continue’ message will change to ‘Save & Submit’
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Confirm and Review
You will be redirected to review all information entered. If accurate, scroll to bottom of the page and click ‘Submit’
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Thank you Page
It takes a few seconds to process, once completed a ‘Thank you’ message will appear
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HSA Implementation – Next Steps

Employer:

• After annual enrollment is completed, Submit HSA enrollment records via PSW (list of employees in HSA-eligible 
plan)

o Plan Sponsor Webstation

o Add a note if plan is being implemented outside of AE

• Complete the HSA auto-debit setup on PSW if applicable; allow 10 business days for account verification.
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https://sponsor.fidelity.com/pspublic/pl/site/login.html#/login?ccsource=int_log-in
https://sponsor.fidelity.com/pspublic/pl/site/login.html#/login?ccsource=int_log-in
https://sponsor.fidelity.com/pspublic/pl/site/login.html#/login?ccsource=int_log-in


Employees:

• After the enrollment records are received via PSW, HSA accounts are initiated automatically; employees can 

subsequently activate on NetBenefits®*

• Communications from Fidelity will be sent to employees upon receipt of enrollment records.

•  Account must be fully open in NetBenefits for the debit card to be available for use. 

* Employer is responsible for sending the enrollment file to Fidelity and it must contain the HSA-eligible health plan 
election. If an email address is on file for the employee, the HSA is initiated overnight upon receipt of the file. If an 
email is not on file, the employee most open the account on NetBenefits.
**Employees will be notified of account opening status after request to open a Fidelity HSA® is received and 
processed. Debit card is sent at account opening.
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Support

• PSW File uploads or errors: Contact your Client Service Associate (CSA) FidelityCSATeam@fmr.com

• Program entry into the HSA implementation portal or process questions: Contact HSA Enablement 
Support at HSAEnablement@fmr.com
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mailto:FidelityCSATeam@fmr.com
mailto:HSAEnablement@fmr.com


Appendix 1
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Implement an HSA Program in the HSA Portal
Setting up HSA Auto Debit:
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• From the PSW navigation menu, select ‘Set 
HSA Funding Options’.

• This functionality is not available until plan 
has been submitted. Might take up to 3 
business days before user can follow these 
steps. 



Implement an HSA Program in the HSA Portal
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Implement an HSA Program in the HSA Portal

• Click ‘Preview Account’ to verify all data is 
correct and submit the request. The account 
will go through a pre-note process to confirm 
accuracy before it is available for use.

• Ensure the auto debit set up has been 
submitted at least two weeks prior to your 
first expected contribution submission.

• Once the auto debit has been submitted, 
request your bank to remove the debit blocks 
for the Originator IDs shown on the setup 
page. This will allow auto debit transactions 
to be processed successfully. 
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Helpful Links

• Link to the resource center designed to support HSA program administrators. You will find on-demand materials that 
have been created to assist you with everything from daily operations, to planning for annual enrollment.

• Register to join a PSW onboarding session
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https://sponsorcqa.fidelity.com/pspublic/pca/psw/public/library/manageplans/your_hsa_one_stop_shop.html
https://fmr.zoom.us/webinar/register/WN_gJroKfHaSmuXly0fVEfXlA#/registration
https://fmr.zoom.us/webinar/register/WN_gJroKfHaSmuXly0fVEfXlA#/registration


FAQs

• How does an employee transfer existing HSA funds to their Fidelity HSA?

An employee can initiate a transfer of assets to have their existing HSA funds moved to Fidelity. This step should 
be taken after the first contribution has posted to the Fidelity account.  (link to ind TOA doc or helpful links 
slide)

• What data is needed to support the HSA?

HSA data can be uploaded in PSW by using preformatted templates. Data should be received in the following 
order. 

o Indicative participant data (If indicative data is provided to the DC plan through a file, you do not need 
to add this data for the HSA.)

o HSA Enrollment data – provides confirmation of HSA eligibility

o HSA Contribution data – provides funds to be added to the account

• How do I tell which employees have opened an account and can be included on a contribution file?

Use the PSW Full Population Report to track employee account opening.
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FAQs

• Funding has been applied to the contribution file. When can employees expect to see funds in their  accounts? 

The timing of when funds post to accounts will depend on the funding method used and when funding was 
applied. Auto Debit is a 2-day process. If you applied funding in PSW before 4:00 pm EST (funding deadline), 
Fidelity will pull the funds and they will post to accounts on the 2nd day following. ACH is a 2-day process. Using 
this method, you will instruct your bank to send funds to Fidelity. If that step is completed prior to the funding 
deadline, funds will post to accounts the 2nd day following. Fed Wire is a 1-day process. If you instruct your bank 
to send funds to Fidelity before the funding deadline, funds will post to accounts the next business day.

• Some employees on the Full Population Report show with an account that is not ready for funding. What does this 
mean?

When an account is opened a CIP validation is performed as required by the USA Patriot Act. In some cases, 
Fidelity may need additional information from the employee. An account will be opened but a restriction put in 
place. This is indicated by the “not ready for funding” status.  Employees can contact the HSA Service Center 
(800-544-3716 ) for details and assistance.  
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FAQs

• When will a debit card be sent?

A debit card for the employee will be mailed at account opening. These are typically received within 7 to 10 
days. Additional cards for covered family members can be requested through NetBenefits. An employee must 
activate their account in order for the debit card to work.

• What happens when there is a new hire?

A newly hired employee who enrolls in the HDHP will follow the same process as followed for implementation. 
Once enrolled in the HSA-eligible health plan, you will upload an HSA Enrollment record to indicate the 
employee's HSA eligibility. Once an account has been opened, contributions can begin.
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FAQs

• How often are Enrollment records needed?

An Enrollment record is needed each plan year to confirm an employee’s HSA eligibility. Enrollments are also 
needed for new hires who enroll in the HDHP or employees with a life event who have newly enrolled in the 
HDHP.  

• What happens when an employee terminates?

o You will want to update the employment status from active to terminated. 

o If the employee was participating in the HSA you'll need to update the HSA Enrollment record status from 
active to inactive. 

o These updates can be made by uploading a file or by updating directly in PSW.
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Thank you!

Screenshots for illustrative purposes only.

For plan sponsor use only.

© 2026 FMR LLC. All rights reserved.

Fidelity Workplace Services LLC, 245 Summer Street, Boston, MA 02210

1257312.1.0
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