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Setting Up a User Account

Å Open your web browser and go to ibxpress.com 
which can be found on the back of your ID card.

Å Click either Log In (if you have previously been on 
the member portal) or Register (if it is your first 
time on the member website).
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Setting Up a User Account

Å If you have not registered before, provide the 
required information on the Registration page.

Å Make sure you have your Member ID or Social 
Security Number available.

Å Click continue and follow the instructions.

ï Create a Login ID (6 to 15 alphanumeric 
characters)

ï Create a Password (at least 8 characters long, does 
not begin with a number, contains a combination 
of both letters and numbers, contains at least one 
upper case letter and one lower case letter, and 
does not contain spaces.

ï Select a Security Question and provide the 
Security Answer.
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Landing Page

Å To access your HSA account, select the 
ά{ǇŜƴŘƛƴƎ !ŎŎƻǳƴǘǎέ ƭƛƴƪ ƻƴ ǘƘŜ 
ά/ƭŀƛƳǎ ϧ {ǇŜƴŘƛƴƎέ ǘŀōΦ
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HSA Account Home Page

Å This is your Personal Dashboard where 
you can view:

ï Account overview

ï Recent transactions

ï Document delivery preferences

ï Alerts
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Benefit Account Summary

Å {ŜƭŜŎǘƛƴƎ ά.ŜƴŜŦƛǘ !ŎŎƻǳƴǘ 
{ǳƳƳŀǊȅέ ƻƴ ǘƘŜ {ǇŜƴŘƛƴƎ 
Accounts tab takes you to this 
page.

Å This page allows you to view 
account details, balances, and 
easily link to account resources.
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Deposits/Contributions

Å This is used if you have elected 
NOT to make payroll 
contributions and elect to put 
your own monies in the HSA.

Å You may also use this tab if you 
do elect payroll contributions 
and want to add additional 
monies to the account as long as 
you will not exceed the 
maximum contribution level.
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Deposits/Contributions

Å If you want to make contributions to your 
HSA in a method other than payroll 
deductions, you can do so by choosing 
ά/ƻƴǘǊƛōǳǘƛƻƴǎέ ǘƘŜƴ ά!ŘŘ /ƻƴǘǊƛōǳǘƛƻƴΦέ 
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Transactions

Å {ŜƭŜŎǘƛƴƎ ά¢ǊŀƴǎŀŎǘƛƻƴǎέ ƻƴ 
the Spending Accounts tab 
takes you to this page.

Å This page allows you to view, 
search, and print each 
transaction from your 
spending account. 
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Bill Pay

Å {ŜƭŜŎǘƛƴƎ ά.ƛƭƭ tŀȅέ ƻƴ ǘƘŜ {ǇŜƴŘƛƴƎ 
Accounts tab takes you to this page.
ï This only displays for HSA members. 

Å This page allows you to view 
reimbursements you have submitted 
toward your HSA and submit new 
reimbursements.
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Claims Activity

Å {ŜƭŜŎǘƛƴƎ ά/ƭŀƛƳǎ !ŎǘƛǾƛǘȅέ ƻƴ ǘƘŜ /ƭŀƛƳǎ 
tab takes you to this page.

Å This page allows you to view all medical 
claims on your account and to pay those 
claims from your spending account by 
ǎŜƭŜŎǘƛƴƎ ǘƘŜ άwŜǉǳŜǎǘ ŀ wŜƛƳōǳǊǎŜƳŜƴǘέ 
button on that claim. 
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Claim Details

Å You can view additional details about a 
specific claim by clicking on the magnifying 
glass icon next to each claim to see:

ï Service date

ï Provider name

ï Total charges

ï Member responsibility

ï Out of pocket charges
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Reimbursements

Å {ŜƭŜŎǘƛƴƎ ά!ŘŘ /ƭŀƛƳ ŦƻǊ LƳƳŜŘƛŀǘŜ 
wŜƛƳōǳǊǎŜƳŜƴǘέ ƻƴ ǘƘŜ ŎƭŀƛƳǎ ǘŀō ǘŀƪŜǎ ȅƻǳ 
to this page.

Å You can submit new reimbursements.


