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Icon Reference 

Icon Action 

  Add / Enroll Plan 

      Edit 

    Remove 

⋮ More options (tri-dot icon) 

➔ Next / Continue 

 

 

Login and First-Time User Registration 
FloresHR Benefit Account URL for Employers: https://app.wealthcareadmin.com  

Username: Your email address  

Password: A temporary password is provided and only valid for your initial login. For your 

security, you’ll be required to create a new password before accessing your account. No 

sensitive data is available until your password has been reset. 

If you have forgotten your password, please contact your FloresHR Account Manager for 

password reset instructions.  

  

https://app.wealthcareadmin.com/
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1. Participant Management 
1.1 Search for a Participant 

1. Navigate to the Participants tab. 

2. In the top-right search bar, enter Name, SSN (or last four digits), Email, or Phone 

Number. 

3. Scroll to the bottom and click Load more to display additional results. 

4. Click the Status column header to sort by New, Active, or Terminated. 

Tip: Partial SSN or phone-number searches return matching records. 

Figure 1. Search for a participant using filters. 

 

1.2 Add a New Participant 

1. In Participants, click the add button ( ). 

2. Fill out First Name, Last Name, Participant/Employee ID, Email, SSN (required for 

HSA), Hire Date, and Eligibility Date. Please note: the employee’s 9-digit SSN, 

entered without hyphens, is to be used as Participant ID unless employer has 

chosen to use another ID. Click Next to go to address entry. 

3. Enter Home Address and Shipping Address. 

4. Click Finish. 

5. When prompted, choose Yes to enroll now or No to return to your Participants list. 

Note: SSN is mandatory to enroll in an HSA plan. 
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Figure 2. Click   to begin adding a participant. 

 

Figure 3. Fill in participant details. 
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Figure 4. Enter home and shipping addresses. 

1.3 Enroll a Participant 

1. Locate the Participant and select Accounts. 

2. Click   Enroll Plan. 

3. Enter Account Effective Date and click ➔. 

4. From Available Plans, select the plan. 

5. Choose Payroll Calendar and enter Employee and/or Employer election amounts. 

6. Select First Deposit Date and click ➔. 
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7. Review the Shipping Address and order dependent cards if needed. Click ➔. 

8. Preview plan details, funding, contributions, and cards. Click Finish. 

9. At the prompt, choose Skip to return or Yes, Add Account to enroll another plan. 

Figure 5. Participant Accounts tab to view/add/edit enrollment. 

Figure 6. Steps to enroll a participant in a plan. Enter effective date and select the 

applicable plan. 
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Figure 7. Steps to enroll a participant in a plan. Enter enrollment details. 

Figure 8. Steps to enroll a participant in a plan. Issue card(s) to employee and any eligible 

dependents.  
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Figure 9. Steps to enroll a participant in a plan. Preview and Finish.  

1.4 Edit or Terminate a Participant 

1. Find the Participant and click      . 

2. Choose one of: 

o Edit Personal Info 

o Edit Address 

o Terminate Participant 

3. To terminate, enter Termination Date and click ➔. 

4. Review and adjust account and dependent termination dates. 

5. Click Confirm. 

Note: After termination, a yellow banner displays the Participant’s benefit end date. 
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Figure 10. Edit or terminate participant details. 
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Figure 11. Participant account overview. 

1.5 Manage Dependents 

1. Select the Participant and go to Dependents. 

2. Click   to add a dependent. Enter First Name, Last Name, Relationship, and Date 

of Birth. Click ➔. 

3. Enter or copy the Participant’s Home and Shipping addresses. Click ➔. 

4. Select the accounts to link to the dependent. Click ➔. 

5. Choose Yes to issue a card, confirm the Shipping Address, and click Finish. 

Tip: After finishing, click Skip to return or Yes, Add Dependent to add another. 
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Figure 12. Add and link dependents to accounts. 
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Figure 13. Add and link dependents to accounts. 



Employer Portal Guide: CDH/Benefit Accounts  |  Page 14 

Figure 14. Add and link dependents to accounts. 

 
Figure 15. Add and link dependents to accounts. 
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Figure 16. Add and link dependents to accounts. 

 
Figure 17. Add and link dependents to accounts. 
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2. Card Management 
2.1 View Card Details 

1. Open the Participant’s record and select the Cards tab. 

2. Review the timeline: Issued, Mailed, Expected, Activated, Expires. 

3. Confirm the last four digits, cardholder name, and notes. 

Tip: Switch the filter to “Past” to view expired or reissued cards. 

Figure 18. View card status and history. 

2.2 Issue or Replace a Card 

1. In Cards, click   Issue Card or select Yes, issue a card now when prompted. 

2. Confirm the Shipping Address. 

3. Click Issue. 

Tip: Benefit cards will automatically be issued to new participants enrolled in a carded 

plan. Administrators need not issue a card for the primary accountholder but may use this 

functionality to request a card for an eligible spouse or dependent, or to request a 

replacement card for the primary accountholder. 
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Figure 19. Issue or replace a benefit card. 

 
Figure 20. Confirm address and issue card. 
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2.3 Activate, Deactivate, or Report Lost/Stolen 

1. Click       next to the card. 

2. Select one of: 

o Activate 

o Deactivate 

o Lost/Stolen 

3. For Lost/Stolen, type Yes to confirm, add notes, and click Confirm. 

4. For Deactivate, add notes and click Confirm. 

5. For Activate, add notes and click Confirm. 

Note: Lost/Stolen cards cannot be reactivated; deactivate instead if reactivation may be 

needed. 

 
Figure 21. Activate, deactivate, or report lost/stolen menu. 
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Figure 22. Mark card as lost/stolen. 

 
Figure 23. Card with lost/stolen status 
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Figure 24. Temporarily deactivate a card.  

Figure 25. Deactivated card 
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Figure 26. Activate card.  

 
Figure 27. Active card.  
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3. Contributions Processing 
3.1 Upload Payroll File 

1. Go to Contributions > Upload File. 

2. Select and upload your contribution file. A copy of the contribution file template 

can be downloaded here - https://www.floreshr.com/platform-enhancement-

guide/  

3. Review upload status and error messages. 

Figure 28. Upload payroll contribution files. 

3.2 Process Contributions From Scratch 

1. In Contributions, click Start under “Process From Scratch.” 

2. Enter Submission Name, Payroll Date, Plan(s), and Division (if applicable). Click ➔. 

3. Optionally select Yes to default amounts from elections. 

4. Adjust Employee and Employer amounts or remove rows with    . 

5. Click ➔. 

6. Review the summary of records and totals. 

7. Click Submit or Save as Draft. 

Tip: Live totals update record counts and contribution amounts. 

https://www.floreshr.com/platform-enhancement-guide/
https://www.floreshr.com/platform-enhancement-guide/


Employer Portal Guide: CDH/Benefit Accounts  |  Page 23 

Figure 29. Process contributions from scratch, step 1 

Figure 30. Process contributions from scratch, step 2 

Figure 31. Process contributions from scratch, step 3 
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3.3 View Submission History 

1. Scroll to Recent Submissions in the Contributions tab. 

2. Click the blue Action icon to Edit, Submit, Delete, or Download a submission. 

3. Use the arrow icon to view up to 100 days of history. 

Figure 32. Review and manage past submissions. 

Figure 33. Submission History.  
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4. Reporting 
4.1 Run a Report 

1. Navigate to the Reports tab. 

2. Under the desired category (e.g., Enrollment, HSA), hover over the info icon to view 

report details. 

3. Click Configure/Run Report. 

4. (Optional) Check Email me when ready to receive the report via email. 

5. Click Run Report. 

Tip: Use Show Advanced Filter Options to include dependents, filter by account or status, 

set date ranges, and choose format (XLSX or PDF). 

Figure 34. Reports tab. 

Figure 35. Choose a report to run. 
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Figure 36. Configure and run report.  

4.2 View or Download Reports 

1. In My Last Runs, locate your report. 

2. Click the reload icon to refresh its status. 

3. When the green checkmark appears, click to Download. 

4. Click View All Runs to access full report history. 
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Figure 37. Report pending. 

 
Figure 38. Report ready for download. 

Figure 39. Report run history 

4.3 Schedule a Report 

1. In Available Reports, select Configure/Run Report or choose from Favorites. 

2. Move the Schedule slider to Yes. 

3. Select frequency (Daily, Weekly, Monthly) and choose specific days. 

4. Click Save. 

Note: Scheduled reports run daily at 5 AM Eastern Time. 
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Figure 40. Set up recurring report delivery. 

 
Figure 41. Select schedule and frequency. 
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4.4 Manage Scheduled Reports 

1. In the Up Next section, click View All Schedules. 

2. Use the ⋮ icon to: 

o View Parameters 

o Disable 

o Delete 

o Re-run 

3. To delete a schedule, type Yes when prompted and click Confirm. 

Tip: Disabled schedules can be re-enabled at any time. 

Figure 42. Reports tab 

 
Figure 43. Up Next section 
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Figure 44. Report schedules 

Figure 45. View report parameters 
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Figure 46. Delete report schedule 

4.5 Report Descriptions 

A. Enrollee Reports 

1. Enrolled Participant - The Enrolled Participant Report is an Excel report 

which provides a combination of Employee Demographics information, 

Benefit Account details, including balances, and associated dependents. This 

report can be utilized to confirm/verify enrollment. 

2. Enrollee Account Balance - The Enrollee Account Balance report provides a 

list of all participants detailing: Account Status, Annual Election, 

Contributions Year to Date (Employee and Employer), Deposits, Total Year 

to Date Disbursements, Plan Forfeiture Balance, and Balance Due.  

Note: Carryover balances from the previous plan year may be displayed as “Other 

Deposit.” 

Note: Balance Due refers to the amount of outstanding unsubstantiated 

transactions on a participant’s debit card. 

B. HSA Administration Reports 

1. HSA Account Details - The HSA Account Detail Report can be used to view 

details about Product Partner HSA accounts within WCA. The report can be 

used to identify Eligibility Matching errors, account balances, accounts that 

are pending CIP, Inactive HSA accounts, and general account statuses. 

Administrators can optionally choose to include Bank Account Number, 

Reassociation Account Number, Social Security Numbers and Date of Birth. 
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2.  HSA Funded Contributions - The HSA Funded Contribution Report can be 

used to confirm the status of payroll contributions submitted within a 

specified date range. This report will help employers easily confirm whether 

contributions are posted successfully or identify the reason for failure. If a 

contribution is posted unsuccessfully, the reason for failure is included. 

3. HSA Payroll Reconciliation - The HSA Payroll Reconciliation report 

provides a list of payroll-funded HSA credits within a specified date range. 

The report can be used by employers to reconcile employee and employer 

contributions posted via Direct ACH or through Payroll Funding in 

FloresHR.  

4.  HSA Terminations - List of HSA terminations either at the employee 

demographic level or at the HSA account level. 

C. Settlement Reports 

1. Bank Transaction Reconciliation - The Bank Transaction Reconciliation 

report should be run to compare BPS settlement transactions to your ACH 

funding account. Each settlement date is itemized and should match your 

bank account activity for each date included in the report. The report will 

list the details of debit card posts, automated direct deposit activity, 

chargebacks and refund transactions settled to the funding account within a 

specified date range. 

2. Claims Based Funding - The Claims Based Funding report provides 

employers with a listing of transactions included in Claims Based Funding 

NACHA files. 

3. Employer Account Reconciliation - The Employer Account Reconciliation 

report provides a daily overview of all debits and credits to an employer 

account. The report can be requested for a specific time period and will 

display daily totals of employer deposits, manual claims, online repayments 

and POS transactions against an employer account during that period. In 

addition, the report will also display a beginning and ending employer 

account balance. 

4. Employer Disbursements - The Employer Disbursements Report provides 

transaction details on debit card transactions, reimbursed manual claims, 

and refunds. The transaction data returned gives administrators a 

consolidated, accurate report of all spending activity for an employer group. 
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Employers can use this report to reconcile all claim activity for a specified 

timeframe. 

5. Employer Funding - The Employer Funding Report includes banking details 

for debit cards, direct deposit, online repayments and manual claims 

reimbursed by check to give employers an idea of the total dollars being 

utilized by their participants for bank reconciliation. The report will detail 

claim activity for each date included in the report request, using settlement 

date for debit card, online repayments and automated direct deposit claims, 

while using reimbursement date for checks and NACHA file direct deposits. 

6. Payroll Funding Reconciliation Report - The Payroll Funding Reconciliation 

report can be used to provide details on payroll activity for employers that 

use payroll funding. The data included supports reconciliation of the entire 

life cycle of a payroll deposit (submission, processing and funding) to 

confirm the data and amounts are in sync. The report supports 

reconciliation for both non-HSA and HSA payroll funding methods, by date 

range using payroll date, transaction date, settlement date or invoice date. 

7. Reimbursement History - The Reimbursement History Report is a summary 

of reimbursements by employer. This report can be run by reimbursement 

method, bank account and by division. The report summarizes 

reimbursements by check number, without claim details, can be requested 

by reimbursement date, and includes voided and reissued reimbursements. 

D. Transaction Reports 

1. Employee Deposit Log - The Employee Deposit Log report shows all deposit 

activity to participant benefit accounts. The report can be used to reconcile 

all or specific deposit types that occur within a date range. 


