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PSW® Guide for submitting enrollment/contributions for Flexible Spending and Reimbursement Accounts

Step by step Guide to add files in PSW®

Follow Steps 1 through 5 to set-up an enrollment file,
contribution file, or participating in commuter eligibility file

Link: Welcome to Fidelity Plan Sponsor WebStation

1. Enter your user PSW User ID and Password 2. Select “Manage Data” then “Create or Send
a file”
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Library

Home View Participants Administer Plans Manage Data Reporting

User ID
Manage Data Leammore &
File Management
View All Files
Password See all files created, including those requiring action or review.

Create or Send a File

Upload a file to Fidelity or enfer data manually.

Apply Funding

L | Review and zelect contribution sources, accounts, payment methods, and amounts for
Og n your contributions.

Receive Files

Forgot Password? Log In Help Obtain files from Fidelity, such as feedback files, which detail changes to participant data
and other important information requiring your attention.

Fidelity Flexible Spending and Reimbursement Accounts 2


https://sponsorfac.fmr.com/pspublic/pca/psw/public/homepage.html

3. To create a file for upload
a) From the “File Type” dropdown,
select one of the following record types

Create a New PSW File

Send data fles to Fidelty. To begin, selectthe tyne offle you would e o send.

Select File Details

Fik e |Chaoss One v
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b) Always select the “Download Preferred FirstLine

template (Windows-compatible Excel file with macros)

”

(0 Wt type of il shoud | select?

o RA: Enrollment data
o RA: Contribution data
o Commuter: Eligibility data

Create a New PSW File

Send data files to Fidelity. To begin select the type of le you would like to send.

Select File Details

File Type |RA: Enolment data v

HSA program number

© What type of file should | select?

© Download Simple template (Mac and
Windows-compatible Excel file without
Macros),

© Download Preferred Firstl ine template
{Windows-compatible Excel file with macros)

c) Hereisan “RA: Enrollment data” example. Fill out the required fields in
yellow for the record type chosen; the other fields are optional

F. FirstLine

Validate [] Enable Auto-filter

Field # i 2 4 5 6 7 g
Required Required Required Required Required
Format X(5) X(11) 5i4) 9(6).9(2) Date Date X2)
Field Name Health Savings Account ) ) ) @erage Coverage End
Plan Number Social Security Number  Account Plan Code Plan Year Election Amount Effective Date Date HRA Coverage
12345 111-11-1111 HCFSA "023 5 01/01/2023

d) Select the green Validate button
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e) |If there are errors, the field with the error will be highlighted in orange.
Additional information will be show on the “Error Summary” tab

R .
F FirstLine
Validate [[] enable Auto-filter
Field # 1 2 3 4 E & 7 8
Required Required Required Required Required Required
Format X[5) Xi11) X[6) LT 9i6).9(2) Date Date X(2)
Field Name Health Savings Account Reimbursement Coverage Coverage End
Plan Number ‘Sacial Security Number  Account Plan Code Plan Year Election Amount Effective Date Date HRA Coverage
12345 111-11-1111 ABC 023 5 01/01/2023
There were some errors.
Clean data has been moved to the Clean Records spreadsheet.
Please correct errors and re-run validations.
oK
Field Descriptions | Data Template | |EffGmSUmman®l| Clean Records | @ [

—
To view the possible errors that may be generated by the report. View the _ tab

4

Count Kg Field Name(s ~ IRELER ~ LE:

1 Reimbursement Account Plan Code 3 Must be one of the allowed plan codes (refer to the Field Descriptions tab).

If there are errors, correct all errors and select the green Validate button until all
information is validated

g) If there are no errors, you will see a pop-up box saying “Congratulations!”. All valid

records will move to the “Clean Records” tab

F. FirstLine

Validate [] Enable Auto-filter

Field # 1

2 3 4 5 & 7 8
Required Required Required Required Required Required
Format X(5) X[(11) X(8) 9(4) 5(6).9(2) Date Date Xi2)
Field Name Health Savings Account ‘ ) Reimbursement ) mulerage Coverage End
Plan Number Social Security Number  Account Plan Code Plan Year Election Amount Effective Date Date HRA Coverage

Congratulations!
There were no errors in the data.
This workbook can be saved and sent to Fidelity.

oK

Field Descriptions Data Template | Clean Records @® 1
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h) Select the green Export Button

Fr. FirstLine

——
Export Revalidate All
Field # 1 2 3 4 5 & 7 8
Required Required Required Required Required Required
X(5) X11) X(6) oi4) 9(6).9(2) Date Date X(2)

Field Name Health Savings Account Reimbursement Coverage Coverage End

Plan Number Social Security Number  Account Plan Code Plan Year Election Amount Effective Date Date HRA Coverage

M12345 111-11-1111 HCFSA "023 5 01/01/2023

i)  Windows Explorer will open. Select where you would like your file to be exported. Below is only an
example

« v 4 > ThisPC > Downloads
Organize = Mew folder

A
ﬂ Microsoft Excel Name
@ OneDrive - Fidelit ~ * Earlier this week (2)

Attachments =] SCF_LSA RAE

! |f| Documents E] SCFLSA RACH

Microsoft Teams * Last week (6)
Notebooks |=| 86557_RA_LSA_Contribution_Export_20230337 txt
|=| 86557_HSA_PPT_GENDER_20230330.txt

&= Pictures
=] 86357_HSA_Participant GEMDER_20230330.txt
& ThisPC =] 86557_HSA_Participant_20230328 GEMDER TEST 2.txt
[ Desktop |=| 86557_HSA_Participant_20230329 GENDER TEST.txt
Iﬁ Documents |=| support_chat_transcript_66c60f341652411cb31590012fd 54f60. bet
L Downloads ~ Last month (17)
J’ Music |=| 86557_RA_Enrollment_Export_20230322.tbct
&=/ Pictures =] 86357_RA_LSA_Contribution_Export_20230320.txt
m Videos \=| 86557_Ra&_LSA_Enrollment_Export_20230320.txt
|=| SCF test2 txt

aa OSDisk (C2)

|=| 86406_RA_commuter_Export_20230316.txt
|=| 86557_RA_commuter_Export_20230316.txt
= SCF testlixt

=% MNetwork & \=| SCF PERSOMN SSN STAGING TEST RAC.txt

File name: _

Save as type: | Comma-separated values file (*.txt)

o Export Finished!

Your file is:
C:\Users\downloads\12345_RA_Enrollment_Export_20230404.txt

0K
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4. To upload the file you created

a) Select “Create or Send a File”

Home View Participants Administer Plans anage Data Reporting

Manage Data Leammore &

File Management

View All Files
See all files created, including those requiring action or review.

Create or Send a File

Upload a file to Fidelity or enfer data manually.

Apply Funding
Review and select contribution scurces, accounts, payment methods, and amounts for
your contributions.

Receive Files

Obtain files from Fidelity, such as feedback files, which detail changes to participant data
and other important information requiring your attention.

b) Select File Type and enter HSA program number

Create a New PSW File

Send data files to Fidelity. To begin select the type of file you would like to send.

Select File Details

‘File Type [RA:Enrolmentdata v © What type of file should | select?
HSA program number 88557 - “3M HSA | © Dovnload Simple template (Mac and

Upload File

Attach the file you wish to upload by clicking Browse.

Files containing previous year contribution records sent

after 4/15 will be rejected

o file chosen

Return to File Management

Windows-compatible Excel file without

macros;

© Download Preferred FirstLine template
(Windows-compatible Excel file with macros)

c) The “Upload File” section will appear — select “Choose File”

d) Windows Explorer will open — select the file you created for upload (double click or select

open)

AL ThisPC - Dewnloads

Organize = New folder

~ Name

~ Today (3)

B3] FirstLine - RA Enrollment (7).xlsm
¢ £33 Guide to Using PSW Upload - Jan.docx

h ~ Yesterday (3)

B35 FID13574 - Carrier Substantiation Control File - possible report layout xlsx
3 ConsumerDataExchangexceptionReport (8)aclsk
~~ Earlier this week (38)
B33 LSA Testing timeline xlsx
T3 LSA Plan Request Form ¥22.1 (3).doex

O This PC

=e £33 LSA Plan Request Form V22,1 (2).docx
I Desktop £33 LSA Plan Request Form V22,1 (1).docx
[ Documents 85 HRA Plan Template Request Form Word v22.doc
& Downlosds &) HRA Plan Template Request Form Bxcel v22als
B Music 139 Enterprise Jira AWS 2023-04-05T14.45_10-0500.csv
= Pictures 133 Enterprise Jira AWS 2023-04-05T14_35_27-0500.c5v
B videos £33 Enterprise Jira AWS 2023-04-05T14_27_35-0300.c5v

157 Enterprise Jira AWS 2023-04-05T14_24_54-0500.csv

&5 0SDisk (€

B33 Steps to correct the Vendor ID for ABC Orgalsc

T ABTI4T (\dmn B33 abe org Ipfsa terminations 0404 2023.xlsx

@ FID14113 - Store Carrier Substantiation Control File Data in Benefits Platform JAN 04_04 2023.d...

Date modified Tpe

Text Document
Microsoft Excel M...

Microsoft Ward D...

Microsoft Word D

Microsoft Excel

Microsoft Excel W

Microsoft Excel

Microsoft We

Microsoft W

Microsoft

Microsoft Wort

Microsoft Excel
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Bxcel C...

Microsoft Excel

Microsoft Excel

== CLIENTS (\\dmn £ LSA Plan Request Form V22.1.docx Microsoft Word D...
T P
File name: ~|

S Search Downl

Size

10KB
10KB
14KB
378KB

Allfiles (%)
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f) Confirmation details will be shown —
make a copy in case there are any
issues with uploading the file and

Create a New PSW File research is needed

e) Select the submit button in the lower right of the screen

Send data fles to Fidelty. To begin select the type of fle you wouid like to send

Select File Details
\FileypesfRAENOIMENTGEE® | O What type of fle should | select?

HSA program numiber 88557~ 311 HEA" © Dounload Simple template (Mac and Confirmation Details

Windows-compatible Excel fle vithout
macros)

o d Preferred FirstLine template

compatible Excel file with macros)

Date Submitted  04/07/2023 10:54 AM

Tracking Number 2023-04-07-10.54.18.957267

Upload File Note: This number is required when contacting Fidelity about this file
Attach the il you wish to upload by clcking Browse. File Type Reimbursement Account Enreliment File
Files containing previous year confribution records sent
after 4/15 will be rejected -
File Name 12345 _RA_Enrollment_Export_20230407
(FORSBEEFIE!| No file chosen Filename[ | Plan Name 86557 - "IM HSA

Return to File Management

5. To view upload file progress

a) Toview file progress, go to Manage Data and select “View all files”
¢ Recent files that have not finished processing go to the “Active Files” tab
o File Type, or Participant Errors, can be filtered either in the Active
Files tab or File History tab

Active Files || File History 1 H
O Attention Needed (5) £ Processing (1) @ Completed Today (0)
Filter List By [RA Enrollment ~|  Plan Number [gg557
Status File Name Tracking # Status Details Mext Step File Type Created Plan
-]:l- 86557 RA Enrollment ... 230105 File successfully received by  Awaiting file RA Enroliment 01/05/2023 12:30 PM 86557
549651 Fidelity. processing.

o Refresh your computer if the process does not appear to be progressing
o Make sure you are looking at your file date / time

¢ Files recently sent that have finished processing review the “File History” tab
o “Filter List By” either by your File Type or Participant Errors in the Active Files tab or
File History tab

b) If the file errors out, you can correct and resubmit, or delete the file

Screenshots for illustrative purposes only % Fide’ity
A

For plan sponsors use only.
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