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FloresHR Benefit Accounts Employer Portal
Payroll Funding Flow

A step-by-step guide on how to submit contributions through the Employer Portal.
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1. Loginto FloresHR Employer Portal SNTSAON PR

a. Navigateto
https://app.wealthcareadmin.com/

b. Enter your login credentials Enter Username



https://app.wealthcareadmin.com/

GFloresHr

Contributions App

1. Select Contributions

Employer Portal
. Contributions
R, Participants
2' SeleCt one Of the tWO Opt|0nS @ Home Process Contributions From a Process Contributions From
. . 78 Contributi Payroll File Scratch
a. Process Contributions from a Payroll (= ety i oo sty o o s aplogess snd e
configured, validate, and submit. contributions amounts for each.

F”e |T_ii Reports
i. Ifthis optionis selected, skipto | =~ . y
step 4 in this section A

b. Process Contributions From Scratch T [“]
i. Select Start

Last 5 Contribution Submissions

Note: To use Process Contributions From S ot ottt o e ot et o smson dtats 2
Scratch, be sure you have first set up a per- B T
pay calendar with your FloresHR Account fp—
Manager.

£ Settings

@ My Account

. . . Employer Portal Contributions Process Contributions From Seratch
3. Processing Contributions From Scratch N o
R Process Contributions From Scratch
. . (B (e Chaose account types, employees, and enter contributions amounts for each
a. Enter Submission Name | 5 cnnin
O Configure payroll submission () Edit contribution amounts O Review & submit for processing

[ Reports

b. Enter Payroll date S °

Enter 2 name for this submission

c. Select Plan(s) =T
. . . . Select plans) to which you want to contribute - Q
d. Select optional Division

e. Selectdial for Starting contribution ol
amounts O o et 05000
e
f. Select Next ® vyt
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g. Edit participant amounts

Coruilbuions | Process Contbatons From Seraich

i. C | ic k O n E m p I Oyee O r o : ; ?r::iess Contributions From Scratch

st e s o 5

Employer line =
ii. Enter the amount e B -

iii. Select the check mark to
save amount C e )

h. Select Next S
i. Optional - Save as Draft

if needed for later use

i. Review and make any edits if i

2, patiopants { Invesiment Testng - WTIT X RJ

necessary on this step -

B rsgraton anager

Employer

Contributions

8 coma

i. Ifeditsareneeded,clickthe Js..... s s e

. Process Contributions From Scratch
98 isons

amou nt under the Column Choose account ypes, mplopee,and entes cartsbulions amoues o exch

B Reports.

needed and update the B sumame
a mou nt HeA T Ao L Delete $0.00 rows L Export Formatted €SV

ol number of records: 2 Total contibuons: 56,000 00

© Configure payeoll submission  Edit contribution amounts ) Review B submit for procesting

Account type code Last name First rame Employee D Empioger Empioyer

ii. Select the check mark to . .
Save the amount Jon 23, 2006 Wes Four Investment Testing 10004 $2,00000 0.0 ]

3] Gotowea

j. Select Next SO ) — - ]

k. Onthe final step, Review &

. [ —
.

submit for processing, review @ Contributions

@ integeation Marager
the contributions one last time | @ R r——

&y Process Contributions From Scratch

o - " -
I Se | ect S b .t 25 Insighs Choose account types, employees, and enter contributions amounts far each,

[ repans

© Configure payroll subrmission © Eit contribution amounts

© Review & submit for processing

B Buk Envoliment

3600000 Empioyer Contributions: §1,000.00
© WCS:2 @ $1,00000
Payrol dates: 1
Jan 23, 2026: $6,000.00

3] Gotowca
P (o e =
@ wyaccount
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Admin Portal

m. After selecting Submit, users
will be redirected to the e meewrewn % |Q

@ Home

History page which shows the B repongs | CONtribUtioNS
. . n oA Contributions. History
status of the contributions pp— )
History

. 88 insgms
Su bl | ||tted View all contribution submissions from the last 100 days and the current status of allindividual contributians

B Reports

Submission History Conrbution Status
B Bk et

‘e

H E d th P I I Payroll submissiontite name v Crealed X Submitied ¥ Empioyes Empioyer ¥ Status ¥
I. EXpan € Fayro
submission/file name to T et s ot rons 1430
e e ™ e et ettt 508
view the details R — - sz esmus
‘Submitted by: Francesca Loeffel [5] on 1an 22. 2026, s

« Jan 30, 2026 S5000.00 . WCs2$1,00000
evaue partcpants 2 1an 30, 2026 $6,000.00

e
{ Actual processing/potting totals may ifir. Plessa fexiw cortributions fof more detsil

5 corowea
£t settings
@ My Accourt
Admin Portal S
n. The Contribution Status tab e ey o X | @,
will show the status of the B g | COMtribULiONS
. . . ﬂ s Contributions Histor
contributions submitted and R H.-st;ry '
any other contributions for the D k i s oo submisios o h 160 dosa o cutent satus of i o tins
last 100 days B
Last 100 Days C L ¥
Jan 30,2026 WrealthCare "S” one 0001 $3.00000 100000 Fencing @ - Jan 22, 2026

5] Gowwea
2 settngs

@ My Account
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4. Process Contributions From a Payroll File

a. Select Start under Process
Contributions From a Payroll P
File (M Home

I 5 Contributions

b. Dragand Drop the payroll file B Resors
Or use the Se|eCt a File Option E Download a sample payroll file or a document explaining_payroll file formatting.

Employer Portal Contributions >  Process Contributions From a Payroll File
Process Contributions From a Payroll File
Upload a payroll file with contributions already configured, validate, and submit.

QO Upload a payroll file () Validate contributions (O Review & submit for processing

A, Selecta File J\

Tip: You can download a table S
of Account Type Codes for
quick reference ‘ P

c. Select Next 5 setings

@ My Account

d . Confi rm the Se I ected payrol I Employer Portal Contributions >  Process Contributions From a Payroll File
file is the one desired 5 EIT Process Contributions From a Payroll File

H
(B e Upload a payroll file with contributions already configured, validate, and submit.
I 5 contributions o o
O Upload a payroll file Validate contributions Review & submit for processing
e. Select Next
[ij Reports

Download a sample payroll file or a document explaining_payroll file formatting.

2, Selecta File

or drop file here

[E Bulk Enroliment
csv supported

Sample Template.csv %
211 Bytes

€3 Settings

® My Account
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@FloresHRk

f. If prompted, select dial for Yes
or No to confirm if using SSN as
the Employee ID

g. Select Confirm

h- SeleCt NeXt Confirmation Required

Do you use SSN as Employee ID?

@® Yes

i. ReVieW the Contri bUtionS Employer Portal Contributions >  Process Contributions From a Payroll File

. £ Gt Process Contributions From a Payroll File
i. If not correct, select & v
Upload a payroll file with contributions already configured, validate, and submit.

Prev,ous to ma ke I @ Contributions ‘ Upload a payroll file Q Validate contributions O Review & submit for processing
additional edits and  Revors

. [ Bulk Enroliment
upload a new file Samp... O fenicomrie s -

“«

Total number of records: 1 | Total contributions: $75.00

j.  Select Next

Payrolldate  Accountt.. Lastname  Firstname  Employee..  Employee  Employer
Jan 22,2026 FSA Sample John 123123123 $50.00 525.00 o
Total: Total:  Deleted rows
$50.00 525.00 0
{ Save as Draft ] [ Previous ] [ Next v

€3 Settings

® My Account
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On the Review & submit for
processing tab, review the
contribution amounts before
submitting

Select Submit

. After selecting Submit, users
will be redirected to the
History page which shows the
status of the contributions
submitted

i. Expand the Payroll
submission/file name to
view the details

The Contribution Status tab
will show the status of the
contributions submitted and
any other contributions for the
last 100 days

GFloresHr

Employer Portal
2, Participants
() Home

I 55 Contributions
[i5 Reperts

2 Bulk Enroliment

£83 Settings

® My Account

Contributions >  Process Contributions From a Payroll File

Process Contributions From a Payroll File
Upload a payroll file with contributions already configured, validate, and submit.

@ Upload a payroll file @ Validate contributions

O Review & submit for processing
Total number of records: 1 | Total contributions: $75.00 +# -

Unique participants: 1

Employee Contributions: $50.00
Unique account types: 1 o FSA 1@ $50.00
* FSA (Healthcare Flex Spending Account):

$75.00 Employer Contributions: $25.00

© FSA 1@ $25.00
Payroll dates: 1

* Jan 22, 2026: $75.00

TR

Previous

] submit v

Admin Portal
2, mancosnts

@ Home

B mtegration Manager
8 cosen

75 conrmutions

85 msgnts

[T mepots

B2 8k Envalment

Emplayes

Investment Testing - WT3T x | Q
Contributions

ibutic History
History
‘View all contribution submissions from the last 100 days and the current status of all individual contributions.

Submission History

Employee Emplayer

Nz 026 Jan 222026 $56.0 $2000

Unique scount types: | Empioyee Contributions: 5400

10:28:36 AM

= VICS [Heaith Savings Account: 8800 + Wes2essan
Submitted by: Francesca Loers (2] on lan 22,2026 Employer Contributions: $3050

fietiion p——
e e + wes2 s 8500
Unique participants: 2 dan 23, 202 $H.00
Hote
AChN rcctImg g b ey e, s COTE Ay o mces e
1 corowen
8 setings ' owa 22,2008 22,206 $300000 nonse @
@ wyaczount
Admin Portal
ooy
&, Paticipants mvestnant Testng - WT3T x | Q
@) Home
Contributions
[ integration Mamager
8 coma
History
15} conroutons )
History
28 nsonts
View all ibrissions from the Last 100 d: of all individual
B nepors
submission History Contribution status
B sukEnoiment
Last 100 Days C L ¥
Popoldste ¥ Accountly v Fistreme  Lstname v Enplojeei Empoee  Employer  Stahs ¥ Respomse ¥ Submited ¥
wes
2006 Wealtn: F =00 $2,000.00 saoe Bending (&) Jan 22, 2026
sortsh
wes.
st . - N
fan 30, 2026 WeatnCare . one 000 $3,00000 $1,00000 penaing @ - N 22. 2026
Saver HSA a
wes -
18 23, 2026 wesnnCare Four 0004 $33.00 2500 rending @ ™ 26
5] GooWeA
wes st
026 WesrtnCare i o = $25. [ rending @ 26
8 Settings Saver HSA stirg
@ My Account
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5. Encountering an error when processing contributions from a payroll file

a.

b.

If information is entered that

causes an error, the system will

return an error message that
will guide users how to fix the
error

The error displays in red and
shows users what needs to be
corrected

I. Negative amounts

cannot be submitted, so

it will need to be
rectified to move on to
the next step

Errors Detected X
‘O o more data slements n his e requires review snclo
e comection.

We wil guide you In finging and fing these ssues, but I there are too.
many, you may want cance), comect eTors I the source fk, and tne re-
uplose.

GFloresHr

Emplayer Portal
2, raicpans
@ rome

|
[ Reporis

B BukEnrolimen

Contrbutions +  Pracess Contributions From a Payroll e

Process Contributions From a Payroll File
Usiond  ayrl e wi conuiors aready confiaurs, vscate,andsurit.

& Validate contributions |

© Uplosd 3 payrol e

) Review & submit for processing

—_
© Revert 1o Origihal Fie

Sample Templateneg.csv

Total muenber of ecards 1| Tole contrbutons

Anrows Delete $0.00 rows

Payeall date Bccount type code Last name First ame. Employee 1D
@ w20 58 sample Jom ez
Action required!
P errors to suamit the e,
Save a5 Draft Previous t
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c. Tocorrecttheerrors, select
Export Formatted CSV

d. Open Downloaded File

e. Correcttheerrors

Payroll Da Account T'Last Name First Nam Employee ID SSN

20260123 F5A

GFloresHr

Employer Portal
&, Participants
() Home

I 55 Contributions
[ Reports

= Bulk Enroliment

£3 Settings

@® My Account

Contributions >  Process Contributions From Scratch
Process Contributions From Scratch
Choose account types, employees, and enter contributions amounts for each.

© Configure payroll submission O Edit contribution amounts O Review & submit for processing

Sample ... © Revert to Original File Alr.. ~ Delete $0.00 .. \I[ Export Formatted ... |
Total number of records: 1 | Total contributions: $75.00 ‘
Payrolldate  Accounttyp.. Llastname  Firstname  Employee D Employee Employer
1an23,2026  FSA Sample John 123123123 55000 52500 @
Total Totsk  Deleted rows:
55000 52500 0

Save s Dratt

Sample

Downloads

B Sample Template 3.csv

QOpen file

Sample Template 3.csv

Employee Employer' expedited

John 123123123 20 25 FALSE

f. Exitthe document and
navigate back to the
Process Contributions From
a Payroll File page

g. Select or drop the payroll
file again to reprocess

h. Select Next

Employer Portal
2, Participants

G Home

8 Contributions
[0 Reports

E2 Bulk Enroliment

83 Settings

® My Account

Contributions >  Process Contributions From a Payroll File

Process Contributions From a Payroll File
Upload a payroll file with contributions already configured, validate, and submit.

O Upload a payroll file O Validate contributions () Review & submit for processing

Download a sample payroll file or a document explaining_payroll file formatting.

2, Select a File 0

or drop file here

«csv supported
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i. Confi rm the Se I ected Employer Portal Contributions >  Process Contributions From a Payroll File
. . 2, Participants . . .
payroll file is the one Process Contributions From a Payroll File
. (B Geme Upload a payroll file with contributions already configured, validate, and submit.
desired -
& Contrbutions O Upload a payroll file O Validate contributions () Review & submit for processing
[Ij Reports

j. Select Next
J- elec ex Download a sample payroll file or a document explaining. payroll file formatting.

[E2 Bulk Enroliment

k. Continue through

or drop file here

submission as explained in e

sections4 &5
x

83 Settings

® My Account

Results of Previous Submissions

1. Select Contributions o

2, ranicigunts Contributions

2. Under Last 5 Contributions o P Contbutonsromapaotsle Process Contbutons FromSeach
Submissions section, the last 5 i*“’ . .
contribution submissions and their -
statuses will display

Last 5 Contribution Submissions .
Submission and processing detais for the Most recent contrdul on 0

— 5o wsan

Total number of records: 1 | Total contributions: §75.00
Created by: sample employer (2] on Jan 20, 2026, 114030 Unique account types: | Employee Contributions: $50.00

= « FSA Meaithcare Flex Spending Accounts: 75,00 o FSA1@$5000
et b Employer Contributions: $25.0
Unique participants: | * Jan 22, 2026: $75.00 o FSA 1@ 82500
{ Note

Actia sy o e e o o oo

£ setings

@ wyAccount
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3. TO VieW more than the |aSt 5 Lasl?canlrihulion Submissions
submissions, select the icon shown

£ settings

@ My Account

4. Users will beredirected to the
History page where the
submissions for the past 100 days
is shown

History

rnission Histery ‘Conribution Stats

5. Tosee results of each transaction from a £ e
prior submission, while on the Contribution

History

b o8 o submssng Som e Lt 19 oy

History screen, select the tab e e
for Contribution Status

6. The contributions from the last 100
days will be displayed along with the
date submitted, amounts, and status L

Note: Duplicate Transactions are determined by comparing the payroll date and the dollar amount per
plan type
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View deposits posted to employee accounts

1. Select Participants

2. Search for the employee by name or
employee ID (top right)

a. Canalso select employee from the
list

3. Select the Deposits tab

a. Only posted deposits will display
along with the details including
status

b. Only deposits posted or denied
will display

—
@ e
17 - s e 1 oo
-4 e & [
° > Ty
- ay 1 S ot
o . l
@
2. sicov John Sample

TR Deposits

18 45 IE RBE 2
o o @ @

1310
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Running Reports to Reconcile Invoices

To reconcile the activity to the employer funding invoice, user will need the invoice in hand to
reference.

1. Select Reports

2. Select the Payroll Funding Reconciliation
Report

a. Markthis report as favorite for
quicker access

Choose a Report to Run or Schedule

3. Select Run/Schedule Report

Employer Funding (i) : Transaction History (§|

Payroll Funding Reconciliation Report @

Reimbursement History (&) [ Run/Schedule Report ]

View Reports

Add to Favorites

FloresHR Benefit Accounts Employer Portal: Payroll Funding Flow - 1.28.2026 | Page 13 of 14



9. When reportis ready, select the Kebab Menu

10.Select Download to view report

Enter Date/Date
Range criteria

a. For bestresults,
enter Invoice Date

Under Date Search
Type, select Payroll Date

Enter Invoice Number
in the optional field

Select Run Report

Report will display under the

section My Last Runs

GFloresHr

Options List

x Best Option

Additional Option

Configure Report *

Pl Funding Secencliasian Report [Seige.. (1)

Setveddwie N [Disbona &
8
3|
Hide Adwansed Fiksen Options 3
Search Type
1
Search -
|
Payrof Dale: -

Saibrrimricn Date

iwnce Cale

Sesiprrant Dute

Inchede Fried Depodits

Yes

Bt e wta e cwport o ety

i Aavanced Fiker Options 450

Emplupee k8 [Cylorn

Dt Seaorh Type
rraens Dane 4

Configure Report Ed
Payrmil Fending Reroncliviion Report [Setfe.. (1)
Soueduie i (Do5onal .
{ ] o

3]

]

Optiora

| Imezira Nurher

[ S0 B VT SN BCVF UL LN 1 1005 1 1400

Inciude Faited Deposits

hes

B i e whe e repen b icidy

Configure Report

Pzt Fusdng Heconduhion Beporl Seie.. ()

Sehesuls Ib Omoms -

[ ] L

Sarl Duix
minaos

trad Duw

o
-

Hide Avanced Fikier Sptons 450

Dafe Search Type
Fagral Dune =

Errgeiosest ld FODtanS

iavoie Mumser |Delieng

Inchis halen Dapowts

nes -

B Emei e wines 1 ipen b reily

| Cance | [ | Eanvcel |
Employer Portsl
2 Fancan Reports
G reme
Favorite Reports = Up Next a3
B comaitions oy v s 5 B - —

T S s

Enrclles

e Tt

& s
@ oy araent

Choose a Report to Run or Schedule

PE——

e o]

HSA Administration

R ]

Settlement

Transactions

My Last Runs

The last five reports that you ran

@ Payroll Funding Reconciliation Report [Settlement)

Tﬂy!‘\,mzﬁ at 1:06:12 PM GMT-5

—i

Up Next

Your next five scheduled reports

Re-run/Schedule Repart

O
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