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WELCOME TO 
SURENCY FLEX 

Now that you’ve enrolled in a Surency Flex account, you’re ready to start using your funds as soon 
as your Plan Year starts. You may have a few questions about accessing your account information 
online, filing claims and using your Surency Flex Benefits Card. This document will help you get 
started using the funds in your account and navigating your online Member Account. 

Click on the account you’ve enrolled in below to get started: 

FSA DC FSA HSA 
(Flexible Spending Account) (Dependent Care (Health Savings Account) 

Flexible Spending Account) 

HRA Commuter Benefits (Health Reimbursement 
(Parking and/or Transit) Arrangement) 

Contact Surency 

surency.com  | 866-818-8805 
Surency Flex is administered by Surency Life & Health Insurance Company. 
SURENCY © 2018 

https://surency.com
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WELCOME TO YOUR FLEXIBLE 
SPENDING ACCOUNT (FSA) 

WHAT’S NEXT? 
The amount you elected will be automatically taken out of your paychecks in equal increments 
throughout the Plan Year before you pay federal, state and FICA taxes on the designated amount. 

ACCESSING YOUR FUNDS 
The full amount you elected is available on day one of your Plan Year. 

USE YOUR BENEFITS CARD TO PAY FOR ELIGIBLE EXPENSES 
1. Have the cashier ring up all of your items together. 
2. When it’s time to pay, swipe your Surency Flex Benefits Card first. Select 

‘credit’ and sign for your purchase. Optional: In addition to your signature, you 
can set up a PIN number to access your funds by calling 866-898-9795. If you have a PIN 
number, select ‘debit’ and enter your PIN. 

3. All eligible expenses will be paid for from your account and deducted from 
your total. 

4. If you are purchasing non-eligible items, you will need to have a second form of payment available for 
those items. 

5. Keep your receipts in the event that further validation is needed. 

MANAGING YOUR BENEFITS 
You have 24/7 access to your account through the 
Surency Flex mobile app or on your Member Account at 
Surency.com. 

USE THESE LINKS TO LEARN MORE 

Member Account: 
Logging In 

Using Your Surency Flex 
Benefits Card 

Managing Your 
Member Account Filing Claims 

Editing Your Profile Information 
Using the Surency Flex 

Mobile App 

surency.com  | 866-818-8805 Click here 
to go back. 

https://surency.com
https://Surency.com
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Forgot Username? 

Forgot Password? 

LOGGING IN TO YOUR 
MEMBER ACCOUNT 

1. Visit Surency.com and select the Surency Flex Member Account. 

2. You will need the preset username and password that has been generated for you by Surency*. 

Username: your first name + the last four digits of your Social Security Number 

Password: your last name + the last four digits of your Social Security Number 

If your last name is hyphenated, your password should be entered without a hyphen or space between 
the two names (see Example 2). 

Example 1: if your name is Jane Smith, and the last four digits of your Social Security Number are 1234, 
your username would be jane1234 and your password would be smith1234. 

Example 2: if your name is Jane Smith-Jones, and the last four digits of your Social Security Number are 
1234, your username would be jane1234 and your password would be smithjones1234. 

* You must be enrolled in our system either by yourself, your employer or a Surency representative before you 
will be able to access the Member Account using the information above. If you have already registered for the 
Member Account during online enrollment or you were participating in a prior Plan Year with Surency, please 
disregard the information above as your username and password have not changed. 

Note: If you experience any difficulty signing in to your Surency Member Account, please call 
Customer Service at 866-818-8805. 

surency.com  | 866-818-8805 Click here 
to go back. 

https://surency.com
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Security Questions (Step 1 of 2) 

Please enter an answer to any 5 security questions to complete your user setup. To keep your information secure, you will be 
asked to answer 3 of these questions to complete sensitive actions within the portal such as resetting a forgotten password. 

Select a question .. . . 
Select a question .. . . 
Select a question .. . . 
Select a question ... . . 
Select a question .. . . 

•Required -
Change Username and Password (Step 2 of 2) 

Please change your login information. 

Username• 

Your username may contain alphanumeric characters and any of the following special characters: period (.), at 
sign (@), underscore U, and dash (-). 

New Password• 

The password must: · Have a minimum of 6 characters & 20 character max · Not be one of your last 3 
passwords · Contain at least one number 

Confirm Password• 

"Required 

■Ill 

LOGGING IN TO YOUR 
MEMBER ACCOUNT 
CONTINUED 

3. You will need to set your security questions and answers to complete your user setup. 

4. Set your login information. 

5. You are ready to begin managing your account! 

surency.com  | 866-818-8805 Click here 
to go back. 
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Balance Detail 

Total Available Balance 

Ci11h Account 

Actual Balance 

Pending Withdrawals 

Available Balance 
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Too11 & St.itvment, & 
Support Notif iutions --- --- -

Accounts I Account Summary 
The information displayed on the Account Summary page wiU vary depending upon your specific healthcare 

""""'" 

ComprehensiveMe<lical 
FSA 

Comprehensive Medtcal 
FSA 

Comprehensive Medical 
FSA 

------

Eligible Submitted 
Amount Claims 

$2,50000 $000 

Eligible Submitted 
Amount Cl11ims 

$2,49600 $000 

Eligible Submined 
Amount Cl11ims 

$1,84800 

Tool,& 
support 

$000 

Stiltements& 
Notifications 

Accounts I Account Activity 

Requested 
Date 

Description Method 

Esbmaled Per Pay Period Deduction: S1(M.17 • 

Pending 

$000 $000 

OeniOO Available 
Balance 

$000 $2.50000 

Est1m11tedPerP11yPeriodDeduction:S11M.OO • 

Pending 

$000 $000 

Available 
Bal11nce 

$000 $2.49600 

EsbmatedPerPa:,PeriodOeducbon:STT.00 • 

$000 

Pending 

$000 

Profile 

Ava ilable 
Balance 

$000 $184800 

I Wint to ... • 

11111 
Contribulion Distribution Available 

(Deposit) (Withdrawal) Cash Balance 

05/24/20 17 Debit Card PreAuthoriZation Debit Card 

Transaction Request Date: Sl24/20171:S7:30PM 
Detil ils 

Debit Card Card Number. XXXXXXXXXXX 
Detil ils 

Processed Transactions 

Processed 
Date Description Method Contribution Distribution Actual Cash 

(Deposit) (Withdrawal) Balance 

Home Your Personal Dashboard Accounts Tools& Statements& Profile l lWant~ Support Notifications -
Account summary Accounts / Payments 

Account Activity Date • Number Method StalUS Amount 

Clatms 01/08/2018 Direct Deposit Pa• $5,000.00 

06/01/2017 Debit Card Pa• $153.99 

04/29/2017 Debit Card Pa• $181 .89 
Pay ments Reset Filters 

04/27/2017 Debit Card Pa• $379.99 

Method 
04/27/2017 Debit Card Pa• $184 34 

All Methods 

Dl"edl)eposlt 
04112/2017 Debit Card Paid $92.17 

Debrl:Card 04/12/2017 Debit Card Paid $20_01 
More Options • 

·, r,,a o,a '"''" 

MANAGING YOUR 
MEMBER ACCOUNT 

Once logged in to your Surency Member Account, follow these easy steps to view and manage your account: 

View Your Account Balance 
1. From the Accounts tab, select Account 

Summary. 

2. You can view summaries of other 
accounts by scrolling down the page. 
Your Available Balance is the amount 
you have available to spend on qualified 
medical expenses. 

View Your Account Activity 
1. From the Accounts tab, select Account 

Activity. 

2. From this page you can view all activity 
on your accounts. 

View Payment History 
1. From the Accounts tab, select 

Payments. 

2. From this page, you can view all 
distributions from your accounts and 
the status of each. Click a transaction 
for detailed information on a specific 
payment. 

surency.com  | 866-818-8805 Click here 
to go back. 
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Bilnking/C.ards 

PilymentMethod 

Profile 

Bilnklng/C.uds 

Pilyment Method 

I PaymentMethod 

Login Information 

81nklngtcards 

Payment Method 

Loginlnform.ition 
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Tools& 
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FLEX 

sutements & Profile J 
Notific.i._110_, _• _ ___ __ I Want to .•• • 

Login Information 

Password 

Usemame 

Security Questions 

ChilngePnsword 

Change UHmam• 

Change Security Questions 

Tools & St;iitements & Profile J I w, 
Suppon Notifica_,1o_, _• _ ___ __ ntto ... • 

Login Information I Update Password 

Current PilHWOrd • 

New Password • 

Cancel 

Banking / Cards 

Bank Accounts 

View / Upd.:ite 

Please enter a new password The password 
must - Have a minimum of 6 characters - Not 
be one of your last 3 passwords · Contain 
upper and lowercase letters Contain at least 
one number 

-
Tools& 
Suppon 

Statements& Profile J 
Notific.:i_uo_, _, _ ___ __ 1 'Nantto .•. • 

Debit Cards 

Report Lost/Stolen 
Order Replacement 

fRequestNewPersona l klenatcabonNumber (PIN) TollFreeNumber:(866)898-9795 

Tools & Statements & 
Support Nollflcallons ----- -

Cards I Report Card Lost/Stolen 

Card lnfonnatlon 

Current Status 

Update card Status 

New Status 

Your Mailing Address 

"""' 

U~te Your Ml!iling Atldress 

'A_canl_a,-canlivnbef .... ...,._..,be_r,d_lDll>epr,nwy...,_.._IDJei,lao!ll>e 
-ca«l-5-1-.essdlys 

•JOU:1U$1>«!..__...,.on'f'Ml-•Tr-Doli,ulebm_be_out......i-l...-.llDCanfddier 
S.-l.-O.O,.-~----IO-dlys-....,.i~1)--n..klfrncan 
lllbn:l<lfl11>epcrnal.-Tocrlll~ 

Cancel -

MANAGING YOUR 
MEMBER ACCOUNT 
CONTINUED 

Change Your Username or Password 

1. From the Profile tab, select Login 
Information. 

2. To change your password, click Change 
Password. To change your username, 
click Change Username. Fill out all fields 
and select Save. 

Report a Lost/Stolen Benefits (Debit) Card 

1. From the Profile tab, select Banking/ 
Cards. 

2. On the Banking/Cards page, locate the 
cardholder name and card number of 
the card you wish to replace. Under the 
Debit Cards column, select Report Lost/ 
Stolen. 

3. Verify the selected card is the card you 
wish to report as lost or stolen and 
verify the shipping address. When you 
are finished, click Submit. 

NOTE: If you need to report your card as 
lost or stolen or would like additional 
debit cards and the option is not available 
on the Debit Cards page, please contact 
Surency at 866-818-8805. If you would 
like to add a PIN to your Debit Card as an 
extra security measure, call 866-898-9795. 

surency.com  | 866-818-8805 Click here 
to go back. 

https://surency.com


F 
S 
A 

 

 

 

 

 

 

 

  

 

 

 

l@n• 
I B.:lnking/Canls 

Payment Method 

Login Information 

II 

RJL ... 
Paym1ntM1thod 

Log1nlnlomu:tion 

I PaymentMethod 

LoglnlnformaUon 

§ surency· 

Tools& 
Support 

Profile / Profile Summary 

Update Profile 

Participant Account ID 

Tools& 
Support 

Profile / Add Dependent 

Dependent Information 

FLEX 

Statement1& J 
___ ,_•• -fil e_ __ lWantto ... ... 

Dependents 

Nodepefldents 

Addllependent 

O M• 0 Female 

O Yes ®No 

Relationship " 

Depende,tsaodeddbeero"oledonthemedicalanddependenlcareplansonwhochyouaree...-oled 
Please c-t yo,..- admnstralor to erYol a dependenl on an HRA plan 

Cancel 

Tools& 
Support 

1111 '' 

_______ J 1wan110 ... • 

Banking / Add Bank Account 

Bank Account Information 

Routing Number · 

Account Type " CheckJng 

• oC -

EDITING YOUR 
PROFILE INFORMATION 

Once logged in to your Surency Member Account, follow these easy steps to edit your profile information: 

View Profile Information 

1. From the Profile tab, you can view and update 
your profile summary including your profile 
information, dependents and bank accounts. 

Add a Dependent or Spouse 
1. From the Profile Summary, locate 

the Dependents section and click Add 
Dependent. 

2. Enter your dependent’s information 
into all required fields (marked with a red 
asterisk). 

3. When you are finished, click Submit. 

Add or Update a Bank Account 

1. From the Profile tab, select Banking/Cards 
on the left, locate the Bank Accounts section 
and click Add Bank Account. Or, if you are 
updating information for a bank account that 
has already been set up, click View/Update 
next to the bank account for which you wish 
to update information. 

2. Enter your bank account information. 
Hovering your mouse over the more 
information mark will open a pop up box 
showing where to find your bank’s Routing 
Number. Your Account Nickname is the name 
you will use to identify the account. Next, 
enter your bank’s information. After verifying 
you have entered correct information in all 
fields, click Submit. 

surency.com  | 866-818-8805 Click here 
to go back. 
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USING YOUR 
SURENCY FLEX BENEFITS CARD 

Your Surency Flex Benefits Card is a special-purpose Visa® Card that 
gives you an easy, automatic way to pay for eligible expenses. The 
Benefits Card lets you electronically access the pre-tax amounts set 
aside in your Surency Flex accounts. Use it when paying for eligible 
expenses at a provider or merchant that accepts Visa Cards and uses 
an inventory control system. These transactions may be automatically 
substantiated, meaning you don’t have to file a claim and may not have 
to submit a receipt. However, always keep all documentation for tax 
purposes or in case Surency requests further documentation. 

HOW TO USE YOUR BENEFITS CARD 
1. Have the cashier ring up all of your items together. 
2. When it’s time to pay, swipe your Surency Flex Benefits Card first. Select ‘credit’ and sign for your 

purchase. Optional: In addition to your signature, you can set up a PIN number to access your funds by 
calling 866-898-9795. If you have a PIN number, select ‘debit’ and enter your PIN. 

3. All eligible expenses will be paid for from your account and deducted from your total. 
4. If you are purchasing non-eligible items, you will need to have a second form of payment available 

for those items. 
5. Keep your receipts in the event that further validation is needed. 

DID YOU PAY OUT-OF-POCKET FOR AN ELIGIBLE EXPENSE? 
Submit a claim to get paid back using money from your accout. There are three ways to submit a claim: 

1. SURENCY FLEX APP 2. MEMBER ACCOUNT AT 3. PAPER CLAIM FORM 
Download the Surency Flex SURENCY.COM Visit Surency.com to download 
mobile app and submit the claim Log into your Member Account a paper claim form. Complete 
by taking a photo of your receipt. at Surency.com to upload your and return to Surency. 

receipt. 

WANT TO GET PAID BACK AUTOMATICALLY? 

Sign up for Direct Deposit and after you submit a claim, Surency will automatically deposit those dollars 

back into your bank account. There are two ways to set up Direct Deposit: 

1. MEMBER ACCOUNT AT SURENCY.COM 2. PAPER DIRECT DEPOSIT FORM 
Log into your Member Account at Surency.com Visit Surency.com to download a Direct Deposit 
to input bank information. form. Complete and return to Surency. 

surency.com  | 866-818-8805 Click here 
to go back. 

https://surency.com


F 
S 
A 

 
 

 

 

 
 

 

 

 
 

 
 

 

~ surency· 

Available Balance 

Comprehensi,,., Medic •.• 

Tools& Stat1rrwnts& 
support Notific.11ions 

Welcome 

I MessageCenter O 

oownlo.id Mobllt App '-'ew More 

Quick View 

Eltction summ:uy 

Benefrts(1/1/16- 12131/16RO) 

FLEX 

I 

Contributions TO Oat, 
111!2016-12/31/2016 

--illlll, _____ _ 
Tools& 
Support 

St.lttll'Mlnts& 
Notifications -------

Available Balance Accounts / FIie A New Claim 
Comprehens ive Medical ... 

Plan FIiing Ruies 

Claim Details 

St:inDateofServlc. " 

End Date of Service 

Amount • 

Provider · 

C.tt~ory * .... 
Description 

Recipient · 

rm\lddlyyyy 

rT" r dclyyyy 

Select11cetagory 

Selecietype 

If the category rs 'Other' or 'Ovef.the-Counter 
Drugs', yoo must provide adescnptlOrl 

,. 
Add Dependent 

Did You Drive To Receive W Yes \!I No 
This Produet/Strvlc.?' 

Summary 

Pay From 

Pay lb 

Documentation Uploaded No 

Cancel Efr ·1¥ 

Tools & St,1tements & 
Support Notlflc,1tlons 

Tools & Support 

Documents & Forms 

Autom3tlc Orthodonlla Requtst Fonn 
C3pit3I Expensa Fonn 

Irect posit tup Fonn 
HIPAA Otslgn3ted Rep Authorintion Fonn 
LttttrofMtdic3INtctssity Fonn 

Rtctiptand S4Jbst3nti3tion Fonn 
Sur.ncyNtxtStlpsGuldt 

Pl3n Summ.1ries 

Compr.h t nsivt MtdiC3I FSA (1/1/16-12/31/16) Pl3n Rults 

Compr.h1nsiv1MtdiC3IFSA(111/16-12/31/1 6)Pl3n 
Otscriptlons 
Compreh1nstv1 Medical FSA (111/16-1 2131 /16) Plan Dttalls 
Comprehens tveMedic3IFSA(111/16-12/31 /16) Pl3n 
Documents 

How Do I? 

Chang, Payment Method 

RtponCardLostorStolen 
Upd3teNotitlcatlonPreterences 
Download Mobile App 

Quick Links 

Mtmberloginl\Jtori3I 
surencyAd113nt3g1Plus B,ntfitsCard 

surencyFrequentlyAsktdQuestJons 

Helpful links 

11AS3nd90% Mtrch3ntLOC310f 

surencyAdY3nt3g1PlusMobi11 
surencyRtsourcts 

I"'-

U. S. Dip! of HHS Hospit3I Compare Qual ity of C3re Tool 

Ru Its & Agr1tments 

No agreements are currentt,., available 

Contact Us 

surencyllfe&Health 
P0Box789773 
Wlchit3,KS67278 
Pllone (316)462-3316 

ShopForEligibltEJtptnsts 

Shop for FSA & HSA Eligible tttms Hirt 

FILING CLAIMS 

Once logged in to your Surency Member Account, follow these easy steps to file a claim: 

File a Claim Online 
1. From the Home tab, select File a New 

Claim. 

2. As determined by your plan design, you 
may be able to choose the account you 
wish to be reimbursed from by clicking the 
File Claim button next to that account. 

3. Fill out all required fields on the claim form 
and click Add Claim when finished. 

4. In your Claims Basket, you can update or 
remove claims. If you are finished editing 
your claims, you must click Submit to finish 
the claims filing process. 

Print a Claim Form 
1. Click on the Tool & Support tab at the 

top of the portal. 

2. Click on FSA/DC FSA/HRA Claim Form to 
download and print a claim form. 

3. Follow the directions on the form to fill 
it out completely and send it to us to be 
processed. 

Go to the next page to learn how to access the Surency Flex 
Mobile App, where you can submit claims right from your 
mobile device. 

Click here 
to go back. 

surency.com  | 866-818-8805 



F 
S 
A 

 
 

,,., 

,,., 
,,., 

,,., 
,,., 

~FSA store 
THE FLEXIBLE SPENDING ACCOUNT SITE 
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.... GETITON 

,...... Google Play 

SURENCY FLEX MOBILE APP 

ACCESS THE INFORMATION YOU NEED: 

TAKE ACTION: 

Check your Health Care Flexible Spending Account (FSA) 
balance. 
View account activity. 
Access FSAStore.com to purchase 
eligible items like contact lenses, first 
aid kits, sunscreen and more. Use your 
Surency Flex Benefits Card to pay. 

Submit claims for Health Care FSA expenses. 
Snap a photo of receipts within the app to submit with new or 
existing claims. 
Access account funds to pay yourself back or to pay your doctor. 

ACCESS YOUR ACCOUNT FROM ANYWHERE 

Report a Surency Flex Benefits Card as lost or stolen. 

LOGGING IN FOR THE FIRST TIME 

The username and password to log into the app is the same as for your Member Account online. If you are 
a new member and do not have a username and password, you must first log in online at Surency.com 
using the information below: 

• Username: first name (all lowercase) + last four digits of Social Security Number. 
• Password: last name (all lowercase) + last four digits of Social Security Number.* 

*If your last name is hyphenated, your password should be entered with no hyphen or space between the two names. 
If you experience any difficulty signing in, please call Customer Service at 866-818-8805. 

surency.com  | 866-818-8805 Click here 
to go back. 
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YOUR DEPENDENT CARE 
FLEXIBLE SPENDING ACCOUNT (DC FSA) 

WHAT’S NEXT? 
The amount you elected will be automatically taken out of your paychecks in equal increments 
throughout the Plan Year before you pay federal, state and FICA taxes on the designated amount. 

ACCESSING YOUR FUNDS 
Use the Surency Flex mobile app to file claims and take pictures of your receipts, or complete one 
form for the entire year if your dependent care expenses are for the same amount, from the same 
provider, and for the same length of time. 

CHOOSE YOUR REIMBURSEMENT METHOD 
1 – RECURRING DEPENDENT CARE REIMBURSEMENT 

With Surency you can submit one claim form for the entire year and receive recurring 
reimbursements. Choose this option if your dependent care expenses are for the same amount, from 
the same provider and for the same length of time. For example, if your child attends a day care five 
days a week and the costs are the same each week, you can choose this reimbursement method. 

2 – INDIVIDUAL CLAIMS REIMBURSEMENT 
You may request reimbursement after you’ve incurred the dependent care expense and the funds 
have been withdrawn from your paycheck. Choose this option if you prefer to submit claims through-
out the year or if your day care expenses vary throughout the year. For example, if your child attends 
a day care for part of the year and an after school program for part of the year. 

MANAGING YOUR BENEFITS 
You have 24/7 access to your account through the Surency Flex mobile app 
or on your Member Account at Surency.com. 

USE THESE LINKS TO LEARN MORE 

Member Account: 
Logging In 

Using Your Surency Flex 
Benefits Card 

Managing Your 
Member Account Filing Claims 

Editing Your Profile Information 
Using the Surency Flex 

Mobile App 

surency.com  | 866-818-8805 Click here 
to go back. 

https://surency.com
https://Surency.com
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Login 

Existing User? 

Login to your account 

Username I Forgot Username? 

Password Forgot Password? 

-

LOGGING IN TO YOUR 
MEMBER ACCOUNT 

1. Visit Surency.com and select the Surency Flex Member Account. 

2. You will need the preset username and password that has been generated for you by Surency*. 

Username: your first name + the last four digits of your Social Security Number 

Password: your last name + the last four digits of your Social Security Number 

If your last name is hyphenated, your password should be entered without a hyphen or space between 
the two names (see Example 2). 

Example 1: if your name is Jane Smith, and the last four digits of your Social Security Number are 1234, 
your username would be jane1234 and your password would be smith1234. 

Example 2: if your name is Jane Smith-Jones, and the last four digits of your Social Security Number are 
1234, your username would be jane1234 and your password would be smithjones1234. 

* You must be enrolled in our system either by yourself, your employer or a Surency representative before you 
will be able to access the Member Account using the information above. If you have already registered for the 
Member Account during online enrollment or you were participating in a prior plan year with Surency, please 
disregard the information above as your username and password have not changed. 

Note: If you experience any difficulty signing in to your Surency Member Account, please call 
Customer Service at 866-818-8805. 

surency.com  | 866-818-8805 Click here 
to go back. 
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Security Questions (Step 1 of 2) 

Please enter an answer to any 5 security questions to complete your user setup. To keep your information secure, you will be 
asked to answer 3 of these questions to complete sensitive actions within the portal such as resetting a forgotten password. 

Select a question .. . . 
Select a question .. . . 
Select a question .. . . 
Select a question ... . . 
Select a question .. . . 

•Required -
Change Username and Password (Step 2 of 2) 

Please change your login information. 

Username• 

Your username may contain alphanumeric characters and any of the following special characters: period (.), at 
sign (@), underscore U, and dash (-). 

New Password• 

The password must: · Have a minimum of 6 characters & 20 character max · Not be one of your last 3 
passwords · Contain at least one number 

Confirm Password• 

"Required 

■Ill 

LOGGING IN TO YOUR 
MEMBER ACCOUNT 
CONTINUED 

3. You will need to set your security questions and answers to complete your user setup. 

4. Set your login information. 

5. You are ready to begin managing your account! 

surency.com  | 866-818-8805 Click here 
to go back. 
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Balance Detail 

Total Available Balance 

Ci11hAccount 

Actual Balance 

Pending Withdrawals 

Available Balance 
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Too11 & St.itvment, & 
Support Notifiutions --- --- -

Accounts I Account Summary 
The information displayed on the Account Summary page wiU vary depending upon your specific healthcare 

""""'" 

ComprehensiveMe<lical 
FSA 

Comprehensive Medtcal 
FSA 

Comprehensive Medical 
FSA 

- - ----

Eligible Submitted 
Amount Claims 

$2,50000 $000 

Eligible Submitted 
Amount Cl11ims 

$2,49600 $000 

Eligible Submined 
Amount Cl11ims 

$1,84800 

Tool,& 
support 

$000 

Stiltements& 
Notifications 

Accounts I Account Activity 

Requested 
Date 

Description Method 

Esbmaled Per Pay Period Deduction: S1(M.17 • 

Pending 

$000 $000 

OeniOO Available 
Balance 

$000 $2.50000 

Est1m11tedPerP11yPeriodDeduction:S11M.OO • 

Pending 

$000 $000 

Available 
Bal11nce 

$000 $2.49600 

EsbmatedPerPa:,PeriodOeducbon:STT.00 • 

$000 

Pending 

$000 

Profile 

Available 
Balance 

$000 $184800 

I Wint to ... • 

11111 
Contribulion Distribution Available 

(Deposit) (Withdrawal) Cash Balance 

05/24/2017 Debit Card PreAuthoriZation Debit Card 

Transaction Request Date: Sl24/20171:S7:30PM 
Detilils 

Debit Card Card Number. XXXXXXXXXXX 
Detilils 

Processed Transactions 

Processed 
Date Description Method Contribution Distribution Actual Cash 

(Deposit) (Withdrawal) Balance 
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MANAGING YOUR 
MEMBER ACCOUNT 

Once logged in to your Surency Member Account, follow these easy steps to view and manage your account: 

View Your Account Balance 
1. From the Accounts tab, select Account 

Summary. 

2. You can view summaries of other 
accounts by scrolling down the page. 
Your Available Balance is the amount 
you have available to spend on 
dependent care expenses. 

View Your Account Activity 
1. From the Accounts tab, select Account 

Activity. 

2. From this page you can view all activity 
on your accounts. 

View Payment History 
1. From the Accounts tab, select 

Payments. 

2. From this page, you can view all 
distributions from your accounts and 
the status of each. Click a transaction 
for detailed information on a specific 
payment. 
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PilymentMethod 

Profile 

Bilnklng/C.uds 

Pilyment Method 
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Paym.ntM,thod 

Login Information 

PayrnantMlthod 

Login Information 

§ surency· 

Tools& 
Suppon 

FLEX 

sutements & Profile J 
Notific.i._110_, _• _ ___ __ I Want to .•• • 

Login Information 

Password 

Usemame 

Security Questions 

ChilngePnsword 

Change UHmam• 

Change Security Questions 

Tools & St;iitements & Profile J I w, 
Suppon Notifica_,1o_, _• _ ___ __ ntto ... • 

Login Information I Update Password 

Current PilHWOrd • 

New Password • 

Cancel 

Banking / Cards 

Bank Accounts 

View / Updillte 

Please enter a new password The password 
must - Have a minimum of 6 characters - Not 
be one of your last 3 passwords · Contain 
upper and lowercase letters Contain at least 
one number 

Tools& 
Support 

Stat,m.nts& 
Notifications Profile 

Debit Cards 

R1portLost/Stolen 
Ord1rR1plac1m.nt 

T Request New Personal lden~ffcation Number (PIN) Toll Free Number: (866) 898-9795 

Tool$ & Statemenu & 
Support Notlflutlons 

Cards / Report Card Lost/Stolen 

Card Information 

Current Status 

Update Card Status 

New Status 

Your Mailing Address 

-

l lwantto ... ..-

Update Your M11mng Address 

"A,_canl_,~,_ca<ll_wil....,.,,__.,be-~m-,IIOIJ,epnr,Wy~~IO~l,e ---5,7--<»,s 
·-----acw,y...,,,_-aoooun1•l1.-.DllpaoDfflffUlbe_lllll ____ lO~ 

Senootsl•-~--be--l0-<1a<rs-or...,...i~s)--n.10nnan 
bebnlonllepollll..-Toolll&-,. 

Cancel -

MANAGING YOUR 
MEMBER ACCOUNT 
CONTINUED 

Change Your Username or Password 

1. From the Profile tab, select Login 
Information. 

2. To change your password, click Change 
Password. To change your username, 
click Change Username. Fill out all fields 
and select Save. 

Report a Lost/Stolen Benefits (Debit) Card 

1. From the Profile tab, select Banking/ 
Cards. 

2. On the Banking/Cards page, locate the 
cardholder name and card number of 
the card you wish to replace. Under the 
Debit Cards column, select Report Lost/ 
Stolen. 

3. Verify the selected card is the card you 
wish to report as lost or stolen and 
verify the shipping address. When you 
are finished, click Submit. 

NOTE: If you need to report your card as 
lost or stolen or would like additional 
debit cards and the option is not available 
on the Debit Cards page, please contact 
Surency at 866-818-8805. If you would 
like to add a PIN to your Debit Card as an 
extra security measure, call 866-898-9795. 
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Paym11n1M■thod 

t.oglnlnlonnztion 

I PaymentMtthod 

Log in Information 
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Tools& 
Support 

Profile / Profile Summary 

Update Profile 

Participant Account ID 

TOOis& 
Support 

Profile I Add Dependent 

Dependent Information 

FLEX 

Statement1& J 
___ ,_••-file_ __ lWantto ... ... 

Dependents 

Nodepefldents 

Addllependent 

BirthO~• • ~ 

O Male O Female 

O Yes ®No 

Relationship ' 

Dependefts addedwl bee,voledinlhemedicalanddependenlcare plans inwhichyoo areervoled 
Pleasecortact)'O',l"adn'nstrillorloenroladependenl,nanHRAplan _,, 

Support __ J ,~•Uo .. • 
Banking / Add Bank Account 

RoutingNumb.r ' 

Account Type ' Checking 

Bank Institution Information 

. .c -

EDITING YOUR 
PROFILE INFORMATION 

Once logged in to your Surency Member Account, follow these easy steps to edit your profile information: 

View Profile Information 

1. From the Profile tab, you can view and update 
your profile summary including your profile 
information, dependents, and bank accounts. 

Add a Dependent or Spouse 
1. From the Profile Summary, locate 

the Dependents section and click Add 
Dependent. 

2. Enter your dependent’s information into 
all required fields (marked with a red 
asterisk). 

3. When you are finished, click Submit. 

Add or Update a Bank Account 

1. From the Profile tab, select Banking/Cards 
on the left, locate the Bank Accounts section 
and click Add Bank Account. Or, if you are 
updating information for a bank account that 
has already been set up, click View/Update 
next to the bank account for which you wish 
to update information. 

2. Enter your bank account information. 
Hovering your mouse over the more 
information mark will open a pop up box 
showing where to find your bank’s Routing 
Number. Your Account Nickname is the name 
you will use to identify the account. Next, 
enter your bank’s information. After verifying 
you have entered correct information in all 
fields, click Submit. 
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USING YOUR 
SURENCY FLEX BENEFITS CARD 

Your Surency Flex Benefits Card is a special-purpose Visa® Card that 
gives you an easy, automatic way to pay for eligible expenses. The 
Benefits Card lets you electronically access the pre-tax amounts set 
aside in your Surency Flex accounts. Use it when paying for eligible 
expenses at a provider or merchant that accepts Visa Cards and uses 
an inventory control system. These transactions may be automatically 
substantiated, meaning you don’t have to file a claim and may not have 
to submit a receipt. However, always keep all documentation for tax 
purposes or in case Surency requests further documentation. 

HOW TO USE YOUR BENEFITS CARD 

1. When it’s time to pay, swipe your Surency Flex Benefits Card. Select ‘credit’ and sign for your 
purchase. Optional: In addition to your signature, you can set up a PIN number to access your funds by 
calling 866-898-9795. If you have a PIN number, select ‘debit’ and enter your PIN. 

2. Eligible dependent care expenses will be paid for from your account. 
3. Keep your receipts in the event that further validation is needed. 

DID YOU PAY OUT-OF-POCKET FOR AN ELIGIBLE EXPENSE? 
Submit a claim to get paid back using money from your accout. There are three ways to submit a claim: 

1. SURENCY FLEX APP 2. MEMBER ACCOUNT AT 3. PAPER CLAIM FORM 
Download the Surency Flex SURENCY.COM Visit Surency.com to download 
mobile app and submit the claim Log into your Member Account a paper claim form. Complete 
by taking a photo of your receipt. at Surency.com to upload your and return to Surency. 

receipt. 

WANT TO GET PAID BACK AUTOMATICALLY? 

Sign up for Direct Deposit and after you submit a claim, Surency will automatically deposit those dollars 

back into your bank account. There are two ways to set up Direct Deposit: 

1. MEMBER ACCOUNT AT SURENCY.COM 2. PAPER DIRECT DEPOSIT FORM 
Log into your Member Account at Surency.com Visit Surency.com to download a Direct Deposit 
to input bank information. form. Complete and return to Surency. 
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Available Balance 

Comprehensi,,., Medic •.• 

Tools& Stat1rrwnts& 
suppon Notifie.11ions 

Welcome 

I MessageCenter O 

oownlo.id Mobllt App '-'ew More 

Quick View 

Eltction summ:uy 

Benefrts(1/1/16- 12131/16RO) 

FLEX 

I 

Contributions TO Oat, 
111!2016-12/31/2016 

--illlll, _____ _ 
Tools& 
Suppon 

St.lttll'Mlnts& 
Notifications -------

Available Balance Accounts / FIie A New Claim 
Comprehens ive Medical ... 

Plan FIiing Ruies 

Claim Details 

St:inDateofServlc. " 

End Date of Service 

Amount • 

Provider · 

C.tt~ory * .... 
Description 

Recipient · 

rm\lddlyyyy 

rT" r dclyyyy 

Select11cetagory 

Selecietype 

If the category rs 'Other' or 'Ovef.the-Counter 
Drugs', yoo must provide adescnptlOrl 

,. 
Add Dependent 

Did You Drive To Receive W Yes \!I No 
This Produet/Strvlc.?' 

Summary 

Pay From 

Pay lb 

Documentation Uploaded No 

Cancel Efr ·1¥ 

Tools& St:1t1m.nts& 
Suppon Notifications 

Tools & Support 

Documents & Forms 

Autom.:itlc Orthodontia R1qutst Fonn 
Capital Expense Fonn 

qzof¼fe1~~~&;:s1tttup Fom, 

HIA\A D♦s l gn.:ited Rep Authorit.:itlon Fonn 
LetterofMedic.:ilNecessity Fonn 
R1c1iptand Subst.:inti.:ition Fonn 
surencyNutSt1psGuid1 

Pl.:in summ.:irtes 

Comprehensive Mtdic.:il FSA {111/16-12131/16) Pl.:in Rules 
Compreh1nsiv1M1dic.:11FSA(1/1/16-12131/16)Pl.:in 
Dtscriptions 
Compreh1nstv1 Mtdic.:il FSA (1 /1/16-12131/16) Pl.:in Dlt.:ills 
Comprehenstv1Medic.:ilFSA(1 /1/16-12131/16)Pl.:in 
Documents 

How Do I? 

Chang1Pay1111ntM1thod 
R1portC.:1rdLostorStol1n 
Upd.:1t1Notlflca11onPreferences 
DownloadMobU1App 

Quick links 

All About Your Plan 

L1.:1mMortAbou1YourP1.:1n 
M1mberLogln1\Jtorial 
Surency Adv.:intag1Plus Btntfits Card 
surencyFrequ1nt1yAsk1dauestrons 

Helpful Links 

11ASand90% Merch.:intLocator 
surencyAdv.:1ntag1PlusMobi11 
Sur,ncyRnourcts 

I"'-

u. s. Dlpt of HHS Hospital Compare Quality of C.:ire Tool 

Rules&Agll!11111nts 

No agreements are currenlfy available 

Contact Us 

SurencyLift&HHlth 
POBox789773 
'MchlU.,KS67278 
Pllorte (316)462-3316 

Shop For Eligible Expenses 

Shop for FSA & HSA Elig ible tllms Here 

FILING CLAIMS 

Once logged in to your Surency Member Account, follow these easy steps to file a claim: 

File a Claim Online 
1. From the Home tab, select File a New 

Claim. 

2. As determined by your plan design, you 
may be able to choose the account you 
wish to be reimbursed from by clicking the 
File Claim button next to that account. 

3. Fill out all required fields on the claim form 
and click Add Claim when finished. 

4. In your Claims Basket, you can update or 
remove claims. If you are finished editing 
your claims, you must click Submit to finish 
the claims filing process. 

Print a Claim Form 
1. Click on the Tool & Support tab at the 

top of the portal. 

2. Click on FSA/DC FSA/HRA Claim Form to 
download and print a claim form. 

3. Follow the directions on the form to fill 
it out completely and send it to us to be 
processed. 

Go to the next page to learn how to access the Surency Flex 
Mobile App, where you can submit claims right from your 
mobile device. 
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~FSA store 
THE FLEXIBLE SPENDING ACCOUNT SITE 

§ surency· 
FLEX 

....... GET IT ON 

,..... Google Play 

SURENCY FLEX MOBILE APP 

ACCESS YOUR ACCOUNT FROM ANYWHERE 
ACCESS THE INFORMATION YOU NEED: 

Check your Dependent Care Flexible Spending Account 
(DC FSA) balance. 
View account activity. 
Access FSAStore.com to purchase eligible 
items like contact lenses, first aid kits, 
sunscreen and more. Use your Surency 
Flex Benefits Card to pay. 

TAKE ACTION: 
Submit claims for Dependent Care FSA expenses. 
Snap a photo of receipts within the app to submit with new or 
existing claims. 
Access account funds to pay yourself back. 
Report a Surency Flex Benefits Card as lost or stolen. 

LOGGING IN FOR THE FIRST TIME 

The username and password to log into the app is the same as for your Member Account online. If you are 
a new member and do not have a username and password, you must first log in online at Surency.com 
using the information below: 

• Username: first name (all lowercase) + last four digits of Social Security Number. 
• Password: last name (all lowercase) + last four digits of Social Security Number.* 

*If your last name is hyphenated, your password should be entered with no hyphen or space between the two names. 
If you experience any difficulty signing in, please call Customer Service at 866-818-8805. 
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YOUR HEALTH SAVINGS 
ACCOUNT (HSA) 

WHAT’S NEXT? 
The amount you elected will be automatically taken out of your paychecks in equal increments 
throughout the Plan Year before you pay federal, state and FICA taxes on the designated amount. 

ACCESSING YOUR FUNDS 
You may access your funds as they are deposited into your account. 

USE YOUR BENEFITS CARD TO PAY FOR ELIGIBLE EXPENSES 
1. Have the cashier ring up all of your items together. 
2. When it’s time to pay, swipe your Surency Flex Benefits Card first. Select 

‘credit’ and sign for your purchase. Optional: In addition to your signature, you 
can set up a PIN number to access your funds by calling 866-898-9795. If you have a PIN 
number, select ‘debit’ and enter your PIN. 

3. All eligible expenses will be paid for from your account and deducted from 
your total. 

4. If you are purchasing non-eligible items, you will need to have a second form of payment available for 
those items. 

5. Keep your receipts in the event that further validation is needed. 

MANAGING YOUR BENEFITS 
You have 24/7 access to your account through the Surency Flex mobile app or on 
your Member Account at Surency.com. 

Once you hit a certain threshold, you have the option of investing the money in your 
account. Click on the buttons below for more details. 

USE THESE LINKS TO LEARN MORE 

Member Account: Logging In Using Your Surency Flex 
Benefits Card 

Managing Your 
Member Account Requesting Reimbursement 

Editing Your Profile Information 
Using the Surency Flex 

Mobile App 

Investing Funds 

surency.com  | 866-818-8805 Click here 
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~ 

Login 

Existing User? 

Login to your account 

Username I Forgot Username? 

Password Forgot Password? 

-

LOGGING IN TO YOUR 
MEMBER ACCOUNT 

1. Visit Surency.com and select the Surency Flex member account. 

2. You will need the preset username and password that has been generated for you by Surency*. 

Username: your first name + the last four digits of your Social Security Number 

Password: your last name + the last four digits of your Social Security Number 

If your last name is hyphenated, your password should be entered without a hyphen or space between 
the two names (see Example 2). 

Example 1: if your name is Jane Smith, and the last four digits of your Social Security Number are 1234, 
your username would be jane1234 and your password would be smith1234. 

Example 2: if your name is Jane Smith-Jones, and the last four digits of your Social Security Number are 
1234, your username would be jane1234 and your password would be smithjones1234. 

* You must be enrolled in our system either by yourself, your employer or a Surency representative before you 
will be able to access the Member Account using the information above. If you have already registered for the 
Member Account during online enrollment or you were participating in a prior plan year with Surency, please 
disregard the information above as your username and password have not changed. 

Note: If you experience any difficulty signing in to your Surency Member Account, please call 
Customer Service at 866-818-8805. 
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Security Questions (Step 1 of 2) 

Please enter an answer to any 5 security questions to complete your user setup. To keep your information secure, you will be 
asked to answer 3 of these questions to complete sensitive actions within the portal such as resetting a forgotten password. 

Select a question .. . . 
Select a question .. . . 
Select a question .. . . 
Select a question ... . . 
Select a question .. . . 

•Required -
Change Username and Password (Step 2 of 2) 

Please change your login information. 

Username• 

Your username may contain alphanumeric characters and any of the following special characters: period (.), at 
sign (@), underscore U, and dash (-). 

New Password• 

The password must: · Have a minimum of 6 characters & 20 character max · Not be one of your last 3 
passwords · Contain at least one number 

Confirm Password• 

"Required 

■Ill 

LOGGING IN TO YOUR 
MEMBER ACCOUNT 
CONTINUED 

3. You will need to set your security questions and answers to complete your user setup. 

4. Set your login information. 

5. You are ready to begin managing your account! 
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Balance Detail 

Total Available Balance 

Ci11hAccount 

Actual Balance 

Pending Withdrawals 

Available Balance 
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FLEX 

Too11 & St.itvment, & 
Support Notifiutions --- --- -

Accounts I Account Summary 
The information displayed on the Account Summary page wiU vary depending upon your specific healthcare 

""""'" 

ComprehensiveMe<lical 
FSA 

Comprehensive Medtcal 
FSA 

Comprehensive Medical 
FSA 

- - ----

Eligible Submitted 
Amount Claims 

$2,50000 $000 

Eligible Submitted 
Amount Cl11ims 

$2,49600 $000 

Eligible Submined 
Amount Cl11ims 

$1,84800 

Tool,& 
support 

$000 

Stiltements& 
Notifications 

Accounts I Account Activity 

Requested 
Date 

Description Method 

Esbmaled Per Pay Period Deduction: S1(M.17 • 

Pending 

$000 $000 

OeniOO Available 
Balance 

$000 $2.50000 

Est1m11tedPerP11yPeriodDeduction:S11M.OO • 

Pending 

$000 $000 

Available 
Bal11nce 

$000 $2.49600 

EsbmatedPerPa:,PeriodOeducbon:STT.00 • 

$000 

Pending 

$000 

Profile 

Available 
Balance 

$000 $184800 

I Wint to ... • 

11111 
Contribulion Distribution Available 

(Deposit) (Withdrawal) Cash Balance 

05/24/2017 Debit Card PreAuthoriZation Debit Card 

Transaction Request Date: Sl24/20171:S7:30PM 
Detilils 

Debit Card Card Number. XXXXXXXXXXX 
Detilils 

Processed Transactions 

Processed 
Date Description Method Contribution Distribution Actual Cash 

(Deposit) (Withdrawal) Balance 

Hom• Tools & Statements & 
Support Notifications 

Your P•rsonal D.nhboard Accounts Profile 
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MANAGING YOUR 
MEMBER ACCOUNT 

Once logged in to your Surency Member Account, follow these easy steps to view and manage your account: 

View Your Account Balance 
1. From the Accounts tab, select Account 

Summary. 

2. You can view summaries of other 
accounts by scrolling down the page. 
Your Available Balance is the amount 
you have available to spend on qualified 
medical expenses. 

View Your Account Activity 
1. From the Accounts tab, select Account 

Activity. 

2. From this page you can view all activity 
on your accounts. 

View Payment History 
1. From the Accounts tab, select 

Payments. 

2. From this page, you can view all 
distributions from your accounts and 
the status of each. Click a transaction 
for detailed information on a specific 
payment. 
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Tools& 
Suppon 

FLEX 

sutements & Profile J 
Notific.i._110_, _• _ ___ __ I Want to .•• • 

Login Information 

Password 

Usemame 

Security Questions 

ChilngePnsword 

Change UHmam• 

Change Security Questions 

Tools & St;iitements & Profile J I w, 
Suppon Notifica_,1o_, _• _ ___ __ ntto ... • 

Login Information I Update Password 

Current PilHWOrd • 

New Password • 

Cancel 

Banking / Cards 

Bank Accounts 

View / Updillte 

Please enter a new password The password 
must - Have a minimum of 6 characters - Not 
be one of your last 3 passwords · Contain 
upper and lowercase letters Contain at least 
one number 

Tools& 
Support 

Stat,m.nts& 
Notifications Profile 

Debit Cards 

R1portLost/Stolen 
Ord1rR1plac1m.nt 

T Request New Personal lden~ffcation Number (PIN) Toll Free Number: (866) 898-9795 

Tool$ & Statemenu & 
Support Notlflutlons 

Cards / Report Card Lost/Stolen 

Card Information 

Current Status 

Update Card Status 

New Status 

Your Mailing Address 

-

l lwantto ... ..-

Update Your M11mng Address 

"A,_canl_,~,_ca<ll_wil....,.,,__.,be-~m-,IIOIJ,epnr,Wy~~IO~l,e ---5,7--<»,s 
·-----acw,y...,,,_-aoooun1•l1.-.DllpaoDfflffUlbe_lllll ____ lO~ 

Senootsl•-~--be--l0-<1a<rs-or...,...i~s)--n.10nnan 
bebnlonllepollll..-Toolll&-,. 

Cancel -

MANAGING YOUR 
MEMBER ACCOUNT 
CONTINUED 

Change Your Username or Password 

1. From the Profile tab, select Login 
Information. 

2. To change your password, click Change 
Password. To change your username, 
click Change Username. Fill out all fields 
and select Save. 

Report a Lost/Stolen Benefits (Debit) Card 

1. From the Profile tab, select Banking/ 
Cards. 

2. On the Banking/Cards page, locate the 
cardholder name and card number of 
the card you wish to replace. Under the 
Debit Cards column, select Report Lost/ 
Stolen. 

3. Verify the selected card is the card you 
wish to report as lost or stolen and 
verify the shipping address. When you 
are finished, click Submit. 

NOTE: If you need to report your card as 
lost or stolen or would like additional 
debit cards and the option is not available 
on the Debit Cards page, please contact 
Surency at 866-818-8805. If you would 
like to add a PIN to your Debit Card as an 
extra security measure, call 866-898-9795. 
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Update Profile 

Participant Account ID 

Profile I Add Dependent 

Dependent Information 

FLEX 

Stotement1& J 
___ ,_•• -fil e_ __ lWantto ... ... 

Dependents 

Nodepefldents 

Addllependent 

0 Male O Female 

0 Yes ®No 

Rel1tion1h1p · 

Depende,1:saddedwilbeeivoled,nlhemedicalanddependentcareplaos11whochyouareem>led 
Pleasecon!actyo,.M"adrrnstnl0f1oe,yoladependent,nan HRAplan .. ,, 

Support _____ _ J 1wantlo ... T 

Banking / Add Bank Account 

Routin11N11mber * 

Account Ty~ · Checlang 

Bank Institution lnfonnatlon 

-

EDITING YOUR 
PROFILE INFORMATION 

Once logged in to your Surency Member Account, follow these easy steps to edit your profile information: 

View Profile Information 

1. From the Profile tab, you can view and update 
your profile summary including your profile 
information, dependents, and bank accounts. 

Add a Dependent or Spouse 
1. From the Profile Summary, locate 

the Dependents section and click Add 
Dependent. 

2. Enter your dependent’s information into 
all required fields (marked with a red 
asterisk). 

3. When you are finished, click Submit. 

Add or Update a Bank Account 

1. From the Profile tab, select Banking/Cards 
on the left, locate the Bank Accounts section 
and click Add Bank Account. Or, if you are 
updating information for a bank account that 
has already been set up, click View/Update 
next to the bank account for which you wish 
to update information. 

2. Enter your bank account information. 
Hovering your mouse over the more 
information mark will open a pop up box 
showing where to find your bank’s Routing 
Number. Your Account Nickname is the name 
you will use to identify the account. Next, 
enter your bank’s information. After verifying 
you have entered correct information in all 
fields, click Submit. 
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USING YOUR 
SURENCY FLEX BENEFITS CARD 

Your Surency Flex Benefits Card is a special-purpose Visa® Card that 
gives you an easy, automatic way to pay for eligible expenses. The 
Benefits Card lets you electronically access the pre-tax amounts set 
aside in your Surency Flex accounts. Use it when paying for eligible 
expenses at a provider or merchant that accepts Visa Cards and uses 
an inventory control system. These transactions may be automatically 
substantiated, meaning you don’t have to file a claim and may not have 
to submit a receipt. However, always keep all documentation for tax 
purposes or in case Surency requests further documentation. 

HOW TO USE YOUR BENEFITS CARD 
1. Have the cashier ring up all of your items together. 
2. When it’s time to pay, swipe your Surency Flex Benefits Card first. Select ‘credit’ and sign for your 

purchase. Optional: In addition to your signature, you can set up a PIN number to access your funds by 
calling 866-898-9795. If you have a PIN number, select ‘debit’ and enter your PIN. 

3. All eligible expenses will be paid for from your account and deducted from your total. 
4. If you are purchasing non-eligible items, you will need to have a second form of payment available 

for those items. 
5. Keep your receipts in the event that further validation is needed. 

DID YOU PAY OUT-OF-POCKET FOR AN ELIGIBLE EXPENSE? 
Submit a claim to get paid back using money from your accout. There are three ways to submit a claim: 

1. SURENCY FLEX APP 2. MEMBER ACCOUNT AT 3. PAPER CLAIM FORM 
Download the Surency Flex SURENCY.COM Visit Surency.com to download 
mobile app and submit the claim Log into your Member Account a paper claim form. Complete 
by taking a photo of your receipt. at Surency.com to upload your and return to Surency. 

receipt. 

WANT TO GET PAID BACK AUTOMATICALLY? 

Sign up for Direct Deposit and after you submit a claim, Surency will automatically deposit those dollars 

back into your bank account. There are two ways to set up Direct Deposit: 

1. MEMBER ACCOUNT AT SURENCY.COM 2. PAPER DIRECT DEPOSIT FORM 
Log into your Member Account at Surency.com Visit Surency.com to download a Direct Deposit 
to input bank information. form. Complete and return to Surency. 

surency.com  | 866-818-8805 Click here 
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HSA T.lx Documents 
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How Do I? 
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Report Cud Lost or Stolen 

Upd.at• Notific.ation Pr•t•r•ncH 
Oownlo.ad Mobile App 
Vi•wlntere5tlnfonnation 
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Quick links 

Le.am More About Your Plan 

M•mbuLoginTutori.al 
SurencyAdv.antagePlusBenetitsCard 

Sur•ncyFr•qu•ntlyAsk•dQuHtions 

Helpful links 
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SurencyAdvant.agePlusMoblle 
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Open Ended HSA Plan Documents u. s. D•pt at HHS Hospit.al Comp.ar• Qu.ality at C.ar• Tool 
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Important lntonnation on P.atriot Act Requirements 
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Sur•ncylif•&HHlth 
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ShopForEligibleExpen515 

Shop tor FSA & HSA Ellglbl• lt•ms Hu• 

REQUESTING REIMBURSEMENT 

Once logged in to your Surency Member Account, follow these easy steps to request reimbursement: 

Request HSA Distributions Online 

1. From the Home tab, select Make HSA 
Transaction. 

2. In the Distribution Funds From option, 
select My HSA. Fill out all required fields 
and click Submit. 

If you wish to have your distribution check 
made out to your provider, you should 
select Someone Else on the Distribution 
Funds To option. Then enter your 
provider’s name in the Recipient Name 
box. 

Print a Distribution Form 
1. Click on the Tool & Support tab at the 

top of the portal. 

2. Click on HSA Distribution Request Form 
to download and print a claim form. 

3. Follow the instructions on the claim for to 
fill it out completely and submit it to us 
for processing. 

Click here 
to go back. 

surency.com  | 866-818-8805 

Go to the next page to learn how to access the Surency Flex 
Mobile App, where you can request reimbursements right 
from your mobile device. 
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~FSA.Store 
THE FLEXIBLE SPfENDING ACCOUNT SITE 

, Download on the 

■ AppStore 

lilh... GETITON 

,.... Google Play 

SURENCY FLEX MOBILE APP 

ACCESS THE INFORMATION YOU NEED: 

TAKE ACTION: 

Check your Health Savings Account (HSA) balance. 
View account activity. 
Access FSAStore.com to purchase 
eligible items like contact lenses, first 
aid kits, sunscreen and more. Use your 
Surency Flex Benefits Card to pay. 

Snap a photo of receipts within the app to submit with new or 
existing claims. 
Request HSA distributions and make HSA contributions. 
Access account funds to pay yourself back or to pay your doctor. 

ACCESS YOUR ACCOUNT FROM ANYWHERE 

Report a Surency Flex Benefits Card as lost or stolen. 

LOGGING IN FOR THE FIRST TIME 

The username and password to log into the app is the same as for your Member Account online. If you are 
a new member and do not have a username and password, you must first log in online at Surency.com 
using the information below: 

• Username: first name (all lowercase) + last four digits of Social Security Number. 
• Password: last name (all lowercase) + last four digits of Social Security Number.* 

*If your last name is hyphenated, your password should be entered with no hyphen or space between the two names. 
If you experience any difficulty signing in, please call Customer Service at 866-818-8805. 

surency.com  | 866-818-8805 Click here 
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INVESTING HSA FUNDS 

Once logged in to your Surency Member Account, follow these easy steps to start growing your funds 
by investing: 

INVEST FUNDS IN YOUR HSA 

Visit Surency.com and log in to your Member 
Account. 

Select Investments under the Accounts tab. 

Set up investment transfers by selecting Setup 
Investment Transfer. You will be able to 
set your cash account threshold. Please note 
that the cash account balance is the amount 
available on the Surency Flex Benefits Card at 
any given time. For most groups, at least $2,000 
must be kept in the cash account, but more 
may be elected. 

Manage your investments by selecting Manage 
Investments. 

~ surency· 
FLEX 

Tools& Statements& 
Support Notlfiealions J LWantto .. . • 

Accounts I Account Summary 

.--•-"-'"-"'-'°-"-"'----, ~::1:aor;:at!:i:::~=' :Or~e Accounl Slllllmary page will vary dependiog upoo your specif,c 

._I _.,,_,._..,._,_• ___ _.I Health Savings Account 

Clalms 

Payments 

AccountSumm,1ry 

AccountAetivity 

HSA Investment Account 

$1 ,989.48 $4,477.17 

Pre. Tax Benefits (111/12-12131/12) 

Pay"1eck-.:tions*lbesedOPJ<UlilldlOr>_lhl __ olKl-.iedpeyptnO<IS-lheplslfMl" TfUt-....::tiom 
.... be-byyour~ 

Moni,go Investments 

Tax-free savings for when you need it most. 

How do I takl ;adv;ant.ig• ofHSA lnvHtments? 

\.Setyourtarge!CashBalance 
Your target cash balance determines when your HSA dolars begri 1nvestng Use the 'Update 
Investment Sweeps' ijnk to begin the process 

2.SetyourlnvestmentEleclJOOS 
Investment Elections alow you to diversify your HSA Investment, allowng your dollars to grow over 
time Use the 'Manage lnvestmerts' button lo set your elections now 

3. Cootributeandwatchyoursavingsgrow 
Your dolJars wil automat1eally sweep cootribollons over your target cash balance into your designated 
investment elections Contribute to your HSA ttv-ough payrol deductions, employer contribuhons or 
fromyourpersonalbankaccoun1 

1-----------·--··--·--

Answer the security question and select 
Submit. 

Use this website to add or change information 
related to your HSA investment account. 

You should consult your own legal and tax 
advisors regarding your personal situation and 
whether investing is right for you. 
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YOUR HEALTH REIMBURSEMENT 
ARRANGEMENT (HRA) 

WHAT’S NEXT? 
Your employer makes contributions to your HRA. You won’t pay income tax on that amount, so it 
is free money for you to use on eligible expenses. 

ACCESSING YOUR FUNDS 
The amount that your employer will be contributing to your HRA will either be added to your 
account in increments or in one lump sum. 

USE YOUR BENEFITS CARD TO PAY FOR ELIGIBLE EXPENSES 
1. Have the cashier ring up all of your items together. 
2. When it’s time to pay, swipe your Surency Flex Benefits Card first. Select 

‘credit’ and sign for your purchase. Optional: In addition to your signature, you 
can set up a PIN number to access your funds by calling 866-898-9795. If you have a PIN 
number, select ‘debit’ and enter your PIN. 

3. All eligible expenses will be paid for from your account and deducted from 
your total. 

4. If you are purchasing non-eligible items, you will need to have a second form of payment available for 
those items. 

5. Keep your receipts in the event that further validation is needed. 

MANAGING YOUR BENEFITS 
You have 24/7 access to your account through the Surency Flex mobile app 
or on your Member Account at Surency.com. 

USE THESE LINKS TO LEARN MORE 

Member Account: 
Logging In 

Using Your Surency Flex 
Benefits Card 

Managing Your 
Member Account Filing Claims 

Editing Your Profile Information 
Using the Surency Flex 

Mobile App 

surency.com  | 866-818-8805 Click here 
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~ 

Login 

Existing User? 

Login to your account 

Username I Forgot Username? 

Password Forgot Password? 

-

LOGGING IN TO YOUR 
MEMBER ACCOUNT 

1. Visit Surency.com and select the Surency Flex member account. 

2. You will need the preset username and password that has been generated for you by Surency*. 

Username: your first name + the last four digits of your Social Security Number 

Password: your last name + the last four digits of your Social Security Number 

If your last name is hyphenated, your password should be entered without a hyphen or space between 
the two names (see Example 2). 

Example 1: if your name is Jane Smith, and the last four digits of your Social Security Number are 1234, 
your username would be jane1234 and your password would be smith1234. 

Example 2: if your name is Jane Smith-Jones, and the last four digits of your Social Security Number are 
1234, your username would be jane1234 and your password would be smithjones1234. 

* You must be enrolled in our system either by yourself, your employer or a Surency representative before you 
will be able to access the Member Account using the information above. If you have already registered for the 
Member Account during online enrollment or you were participating in a prior plan year with Surency, please 
disregard the information above as your username and password have not changed. 

Note: If you experience any difficulty signing in to your Surency Member Account, please call 
Customer Service at 866-818-8805. 

surency.com  | 866-818-8805 Click here 
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Security Questions (Step 1 of 2) 

Please enter an answer to any 5 security questions to complete your user setup. To keep your information secure, you will be 
asked to answer 3 of these questions to complete sensitive actions within the portal such as resetting a forgotten password. 

Select a question .. . . 
Select a question .. . . 
Select a question .. . . 
Select a question ... . . 
Select a question .. . . 

•Required -
Change Username and Password (Step 2 of 2) 

Please change your login information. 

Username• 

Your username may contain alphanumeric characters and any of the following special characters: period (.), at 
sign (@), underscore U, and dash (-). 

New Password• 

The password must: · Have a minimum of 6 characters & 20 character max · Not be one of your last 3 
passwords · Contain at least one number 

Confirm Password• 

"Required 

■Ill 

LOGGING IN TO YOUR 
MEMBER ACCOUNT 
CONTINUED 

3. You will need to set your security questions and answers to complete your user setup. 

4. Set your login information. 

5. You are ready to begin managing your account! 

surency.com  | 866-818-8805 Click here 
to go back. 
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Total Available Balance 

Ci11hAccount 

Actual Balance 

Pending Withdrawals 

Available Balance 
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Too11 & St.itvment, & 
Support Notifiutions --- --- -

Accounts I Account Summary 
The information displayed on the Account Summary page wiU vary depending upon your specific healthcare 

""""'" 

ComprehensiveMe<lical 
FSA 

Comprehensive Medtcal 
FSA 

Comprehensive Medical 
FSA 

- - ----

Eligible Submitted 
Amount Claims 

$2,50000 $000 

Eligible Submitted 
Amount Cl11ims 

$2,49600 $000 

Eligible Submined 
Amount Cl11ims 

$1,84800 

Tool,& 
support 

$000 

Stiltements& 
Notifications 

Accounts I Account Activity 

Requested 
Date 

Description Method 

Esbmaled Per Pay Period Deduction: S1(M.17 • 

Pending 

$000 $000 

OeniOO Available 
Balance 

$000 $2.50000 

Est1m11tedPerP11yPeriodDeduction:S11M.OO • 

Pending 

$000 $000 

Available 
Bal11nce 

$000 $2.49600 

EsbmatedPerPa:,PeriodOeducbon:STT.00 • 

$000 

Pending 

$000 

Profile 

Available 
Balance 

$000 $184800 

I Wint to ... • 

11111 
Contribulion Distribution Available 

(Deposit) (Withdrawal) Cash Balance 

05/24/2017 Debit Card PreAuthoriZation Debit Card 

Transaction Request Date: Sl24/20171:S7:30PM 
Detilils 

Debit Card Card Number. XXXXXXXXXXX 
Detilils 

Processed Transactions 

Processed 
Date Description Method Contribution Distribution Actual Cash 

(Deposit) (Withdrawal) Balance 

Hom• Tools & Statements & 
Support Notifications 

Your P•rsonal D.nhboard Accounts Profile 

------
~IZll"D lfflll - -... 

-
_._ 
, ,a 
'1'1'1'31 

Woll 

MANAGING YOUR 
MEMBER ACCOUNT 

Once logged in to your Surency Member Account, follow these easy steps to view and manage your account: 

View Your Account Balance 
1. From the Accounts tab, select Account 

Summary. 

2. You can view summaries of other 
accounts by scrolling down the page. 
Your Available Balance is the amount 
you have available to spend on eligible 
expenses. 

View Your Account Activity 
1. From the Accounts tab, select Account 

Activity. 

2. From this page you can view all activity 
on your accounts. 

View Payment History 
1. From the Accounts tab, select 

Payments. 

2. From this page, you can view all 
distributions from your accounts and 
the status of each. Click a transaction 
for detailed information on a specific 
payment. 
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Tools& 
Suppon 

FLEX 

sutements & Profile J 
Notific.i._110_, _• _ ___ __ I Want to .•• • 

Login Information 

Password 

Usemame 

Security Questions 

ChilngePnsword 

Change UHmam• 

Change Security Questions 

Tools & St;iitements & Profile J I w, 
Suppon Notifica_,1o_, _• _ ___ __ ntto ... • 

Login Information I Update Password 

Current PilHWOrd • 

New Password • 

Cancel 

Banking / Cards 

Bank Accounts 

View / Updillte 

Please enter a new password The password 
must - Have a minimum of 6 characters - Not 
be one of your last 3 passwords · Contain 
upper and lowercase letters Contain at least 
one number 

Tools& 
Support 

Stat,m.nts& 
Notifications Profile 

Debit Cards 

R1portLost/Stolen 
Ord1rR1plac1m.nt 

T Request New Personal lden~ffcation Number (PIN) Toll Free Number: (866) 898-9795 

Tool$ & Statemenu & 
Support Notlflutlons 

Cards / Report Card Lost/Stolen 

Card Information 

Current Status 

Update Card Status 

New Status 

Your Mailing Address 

-

l lwantto ... ..-

Update Your M11mng Address 

"A,_canl_,~,_ca<ll_wil....,.,,__.,be-~m-,IIOIJ,epnr,Wy~~IO~l,e ---5,7--<»,s 
·-----acw,y...,,,_-aoooun1•l1.-.DllpaoDfflffUlbe_lllll ____ lO~ 

Senootsl•-~--be--l0-<1a<rs-or...,...i~s)--n.10nnan 
bebnlonllepollll..-Toolll&-,. 

Cancel -

MANAGING YOUR 
MEMBER ACCOUNT 
CONTINUED 

Change Your Username or Password 

1. From the Profile tab, select Login 
Information. 

2. To change your password, click Change 
Password. To change your username, 
click Change Username. Fill out all fields 
and select Save. 

Report a Lost/Stolen Benefits (Debit) Card 

1. From the Profile tab, select Banking/ 
Cards. 

2. On the Banking/Cards page, locate the 
cardholder name and card number of 
the card you wish to replace. Under the 
Debit Cards column, select Report Lost/ 
Stolen. 

3. Verify the selected card is the card you 
wish to report as lost or stolen and 
verify the shipping address. When you 
are finished, click Submit. 

NOTE: If you need to report your card as 
lost or stolen or would like additional 
debit cards and the option is not available 
on the Debit Cards page, please contact 
Surency at 866-818-8805. If you would 
like to add a PIN to your Debit Card as an 
extra security measure, call 866-898-9795. 
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Update Profile 

Participant Account ID 
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Support 

Profile I Add Dependent 

Dependent Information 

FLEX 

Statement1& J 
___ ,_••-file_ __ lWantto ... ... 

Dependents 

Nodepefldents 

Addllependent 

BirthO~• • ~ 

O Male O Female 

O Yes ®No 

Relationship ' 

Dependefts addedwl bee,voledinlhemedicalanddependenlcare plans inwhichyoo areervoled 
Pleasecortact)'O',l"adn'nstrillorloenroladependenl,nanHRAplan _,, 

Support __ J ,~•Uo .. • 
Banking / Add Bank Account 

RoutingNumb.r ' 

Account Type ' Checking 

Bank Institution Information 

. .c -

EDITING YOUR 
PROFILE INFORMATION 

Once logged in to your Surency Member Account, follow these easy steps to edit your profile information: 

View Profile Information 

1. From the Profile tab, you can view and update 
your profile summary including your profile 
information, dependents, and bank accounts. 

Add a Dependent or Spouse 
1. From the Profile Summary, locate 

the Dependents section and click Add 
Dependent. 

2. Enter your dependent’s information into 
all required fields (marked with a red 
asterisk). 

3. When you are finished, click Submit. 

Add or Update a Bank Account 

1. From the Profile tab, select Banking/Cards 
on the left, locate the Bank Accounts section 
and click Add Bank Account. Or, if you are 
updating information for a bank account that 
has already been set up, click View/Update 
next to the bank account for which you wish 
to update information. 

2. Enter your bank account information. 
Hovering your mouse over the more 
information mark will open a pop up box 
showing where to find your bank’s Routing 
Number. Your Account Nickname is the name 
you will use to identify the account. Next, 
enter your bank’s information. After verifying 
you have entered correct information in all 
fields, click Submit. 
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USING YOUR 
SURENCY FLEX BENEFITS CARD 

Your Surency Flex Benefits Card is a special-purpose Visa® Card that 
gives you an easy, automatic way to pay for eligible expenses. The 
Benefits Card lets you electronically access the pre-tax amounts set 
aside in your Surency Flex accounts. Use it when paying for eligible 
expenses at a provider or merchant that accepts Visa Cards and uses 
an inventory control system. These transactions may be automatically 
substantiated, meaning you don’t have to file a claim and may not have 
to submit a receipt. However, always keep all documentation for tax 
purposes or in case Surency requests further documentation. 

HOW TO USE YOUR BENEFITS CARD 
1. Have the cashier ring up all of your items together. 
2. When it’s time to pay, swipe your Surency Flex Benefits Card first. Select ‘credit’ and sign for your 

purchase. Optional: In addition to your signature, you can set up a PIN number to access your funds by 
calling 866-898-9795. If you have a PIN number, select ‘debit’ and enter your PIN. 

3. All eligible expenses will be paid for from your account and deducted from your total. 
4. If you are purchasing non-eligible items, you will need to have a second form of payment available 

for those items. 
5. Keep your receipts in the event that further validation is needed. 

DID YOU PAY OUT-OF-POCKET FOR AN ELIGIBLE EXPENSE? 
Submit a claim to get paid back using money from your accout. There are three ways to submit a claim: 

1. SURENCY FLEX APP 2. MEMBER ACCOUNT AT 3. PAPER CLAIM FORM 
Download the Surency Flex SURENCY.COM Visit Surency.com to download 
mobile app and submit the claim Log into your Member Account a paper claim form. Complete 
by taking a photo of your receipt. at Surency.com to upload your and return to Surency. 

receipt. 

WANT TO GET PAID BACK AUTOMATICALLY? 

Sign up for Direct Deposit and after you submit a claim, Surency will automatically deposit those dollars 

back into your bank account. There are two ways to set up Direct Deposit: 

1. MEMBER ACCOUNT AT SURENCY.COM 2. PAPER DIRECT DEPOSIT FORM 
Log into your Member Account at Surency.com Visit Surency.com to download a Direct Deposit 
to input bank information. form. Complete and return to Surency. 

surency.com  | 866-818-8805 Click here 
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Claim Details 
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Amount • 

Provider · 

C.tt~ory * .... 
Description 

Recipient · 

rm\lddlyyyy 

rT" r dclyyyy 

Select11cetagory 

Selecietype 

If the category rs 'Other' or 'Ovef.the-Counter 
Drugs', yoo must provide adescnptlOrl 

,. 
Add Dependent 

Did You Drive To Receive W Yes \!I No 
This Produet/Strvlc.?' 

Summary 

Pay From 

Pay lb 

Documentation Uploaded No 

Cancel Efr ·1¥ 

Tools& St:1t1m.nts& 
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Tools & Support 

Documents & Forms 

Autom.:itlc Orthodontia R1qutst Fonn 
Capital Expense Fonn 

qzof¼fe1~~~&;:s1tttup Fom, 

HIA\A D♦s l gn.:ited Rep Authorit.:itlon Fonn 
LetterofMedic.:ilNecessity Fonn 
R1c1iptand Subst.:inti.:ition Fonn 
surencyNutSt1psGuid1 

Pl.:in summ.:irtes 

Comprehensive Mtdic.:il FSA {111/16-12131/16) Pl.:in Rules 
Compreh1nsiv1M1dic.:11FSA(1/1/16-12131/16)Pl.:in 
Dtscriptions 
Compreh1nstv1 Mtdic.:il FSA (1 /1/16-12131/16) Pl.:in Dlt.:ills 
Comprehenstv1Medic.:ilFSA(1 /1/16-12131/16)Pl.:in 
Documents 

How Do I? 

Chang1Pay1111ntM1thod 
R1portC.:1rdLostorStol1n 
Upd.:1t1Notlflca11onPreferences 
DownloadMobU1App 

Quick links 

All About Your Plan 

L1.:1mMortAbou1YourP1.:1n 
M1mberLogln1\Jtorial 
Surency Adv.:intag1Plus Btntfits Card 
surencyFrequ1nt1yAsk1dauestrons 

Helpful Links 

11ASand90% Merch.:intLocator 
surencyAdv.:1ntag1PlusMobi11 
Sur,ncyRnourcts 

I"'-

u. s. Dlpt of HHS Hospital Compare Quality of C.:ire Tool 

Rules&Agll!11111nts 

No agreements are currenlfy available 

Contact Us 

SurencyLift&HHlth 
POBox789773 
'MchlU.,KS67278 
Pllorte (316)462-3316 

Shop For Eligible Expenses 

Shop for FSA & HSA Elig ible tllms Here 

FILING CLAIMS 

Once logged in to your Surency Member Account, follow these easy steps to file a claim: 

File a Claim Online 
1. From the Home tab, select File a New 

Claim. 

2. As determined by your plan design, you 
may be able to choose the account you 
wish to be reimbursed from by clicking the 
File Claim button next to that account. 

3. Fill out all required fields on the claim form 
and click Add Claim when finished. 

4. In your Claims Basket, you can update or 
remove claims. If you are finished editing 
your claims, you must click Submit to finish 
the claims filing process. 

Print a Claim Form 
1. Click on the Tool & Support tab at the 

top of the portal. 

2. Click on FSA/DC FSA/HRA Claim Form to 
download and print a claim form. 

3. Follow the directions on the form to fill 
it out completely and send it to us to be 
processed. 

Go to the next page to learn how to access the Surency Flex 
Mobile App, where you can submit claims right from your 
mobile device. 
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~FSA.Store 
THE FLEXIBLE SPENDING ACCOUNT SITE 

...... GETITON 

,...... Google Play 

SURENCY FLEX MOBILE APP 

ACCESS THE INFORMATION YOU NEED: 

TAKE ACTION: 

Check your Health Reimbursement Arrangement (HRA) 
balance. 
View account activity. 
Access FSAStore.com to purchase 
eligible items like contact lenses, first 
aid kits, sunscreen and more. Use your 
Surency Flex Benefits Card to pay. 

Submit claims for HRA expenses. 
Snap a photo of receipts within the app to submit with new or 
existing claims. 
Access account funds to pay yourself back or to pay your doctor. 

ACCESS YOUR ACCOUNT FROM ANYWHERE 

Report a Surency Flex Benefits Card as lost or stolen. 

LOGGING IN FOR THE FIRST TIME 

The username and password to log into the app is the same as for your Member Account online. If you are 
a new member and do not have a username and password, you must first log in online at Surency.com 
using the information below: 

• Username: first name (all lowercase) + last four digits of Social Security Number. 
• Password: last name (all lowercase) + last four digits of Social Security Number.* 

*If your last name is hyphenated, your password should be entered with no hyphen or space between the two names. 
If you experience any difficulty signing in, please call Customer Service at 866-818-8805. 
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YOUR COMMUTER BENEFITS 

WHAT’S NEXT? 
You may enroll annually or monthly. Once you’ve enrolled, you may set your election amount. 
Maximum elections are subject to change and are set by the IRS. That amount will be 
automatically taken out of your paychecks in equal increments before you pay federal, state and 
FICA taxes on the designated amount. 

ACCESSING YOUR FUNDS 

When you are ready to use the money in your account for an eligible 
transit or parking expense, just swipe your Surency Flex Benefits Card. 
If you don’t have a Surency Flex Benefits Card, or you prefer to pay 
upfront then be reimbursed, you can file a claim electronically from your 
Member Account or mobile app and you will be reimbursed with money 
from your account, as long as you have funds available. 

MANAGING YOUR BENEFITS 
You have 24/7 access to your account through the Surency Flex mobile app 
or on your Member Account at Surency.com. 

USE THESE LINKS TO LEARN MORE 

Member Account: 
Logging In 

Using Your Surency Flex 
Benefits Card 

Managing Your 
Member Account Reguesting Reimbursement 

Editing Your Profile Information 
Using the Surency Flex 

Mobile App 
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FLEX 

~ 

Login 

Existing User? 

Login to your account 

Username I Forgot Username? 

Password Forgot Password? 

-

LOGGING IN TO YOUR 
MEMBER ACCOUNT 

1. Visit Surency.com and select the Surency Flex member account. 

2. You will need the preset username and password that has been generated for you by Surency*. 

Username: your first name + the last four digits of your Social Security Number 

Password: your last name + the last four digits of your Social Security Number 

If your last name is hyphenated, your password should be entered without a hyphen or space between 
the two names (see Example 2). 

Example 1: if your name is Jane Smith, and the last four digits of your Social Security Number are 1234, 
your username would be jane1234 and your password would be smith1234. 

Example 2: if your name is Jane Smith-Jones, and the last four digits of your Social Security Number are 
1234, your username would be jane1234 and your password would be smithjones1234. 

* You must be enrolled in our system either by yourself, your employer or a Surency representative before you 
will be able to access the Member Account using the information above. If you have already registered for the 
Member Account during online enrollment or you were participating in a prior plan year with Surency, please 
disregard the information above as your username and password have not changed. 

Note: If you experience any difficulty signing in to your Surency Member Account, please call 
Customer Service at 866-818-8805. 
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FLEX 

Security Questions (Step 1 of 2) 

Please enter an answer to any 5 security questions to complete your user setup. To keep your information secure, you will be 
asked to answer 3 of these questions to complete sensitive actions within the portal such as resetting a forgotten password. 

Select a question .. . . 
Select a question .. . . 
Select a question .. . . 
Select a question ... . . 
Select a question .. . . 

•Required -
Change Username and Password (Step 2 of 2) 

Please change your login information. 

Username• 

Your username may contain alphanumeric characters and any of the following special characters: period (.), at 
sign (@), underscore U, and dash (-). 

New Password• 

The password must: · Have a minimum of 6 characters & 20 character max · Not be one of your last 3 
passwords · Contain at least one number 

Confirm Password• 

"Required 

■Ill 

LOGGING IN TO YOUR 
MEMBER ACCOUNT 
CONTINUED 

3. You will need to set your security questions and answers to complete your user setup. 

4. Set your login information. 

5. You are ready to begin managing your account! 
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Account Activity 

Clelms 

Payments 

ChangePa)'rr'l8fllM&lhod 

~ surency· 

------
Tools & 
Support 

Statements& 
Notlflcatlons 

Accounts / Account Summary 

FLEX 

Profi le 1want10 ... • 

The information displayed on lhe Account Summary page will vary depending upon your specific 
healthcare benefits. View MOfe 

Pre-tax Mass Transit 
{1/1 /17-12/31/17) 

::!i': 
$3,185.07 

S..bmltt" 
Claims 

$824.65 

Pending 

$824.65 $0.00 $0.00 $115.92 

Ettlfflllled Pw P~ Pmod Deduction; $31,55 

II 

Home Your Personal Dashboerd Accounts Tools & Statements & 
Support Notifications 

Profile =-i ,wantto ... ,. 

r Account Summary 

' Claims 

Payments 

Available Balance 

Pre-UxMns Tnlnslt( ... 

$115.92 

Accounts I Account Activity 

Pre-taxMlilSs Tran$11{1 /1/17-12/31/1• 

ActlvityDetalts 

Date • DeSCflptlon 

07127/2017 Payroll Deduction 

07/20/2017 Payroll Dedoction 

07/17/2017 Q;;um Submission 

07/13/2017 Payroll Deduction 

07/12/2017 OaimSubmission 

07/09/2017 Cla1mSubmi$sion 

07!06f2017 Payroll Deduction 

06/29/2017 Payroll Deduction 

00/22/2017 Payroll Deduction 

-Amou"' :~~ NOIH 

$29.12 $115.92 

S29.13 586.80 

($41 .90) $57.67 

S29.12 S99.57 

($26.25) $70.45 

(S11.50) S96.70 

$29.13 $108.20 

S23.30 S79.07 

$23.30 $55.77 

Hom• Your P•rsonill Dnhboilrd Accounts Tools& Stiltements& Prof il• IW.;mtto ... .., 
Support Notificiltions 

~IZll"D lfflll - - - _._ - ......... ... , ,a 
'Jl':I'!':!':- L""''.P.' '1'1'1'31 

i#. .._ .... - Woll 

MANAGING YOUR 
MEMBER ACCOUNT 

Once logged in to your Surency Member Account, follow these easy steps to view and manage your account: 

View Your Account Balance 
1. From the Accounts tab, select Account 

Summary. 

2. You can view summaries of other 
accounts by scrolling down the page. 
Your Available Balance is the amount 
you have available to spend on qualified 
transit and/or parking expenses. 

View Your Account Activity 
1. From the Accounts tab, select Account 

Activity. 

2. From this page you can view all activity 
on your accounts. 

View Payment History 
1. From the Accounts tab, select 

Payments. 

2. From this page, you can view all 
distributions from your accounts and 
the status of each. Click a transaction 
for detailed information on a specific 
payment. 
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Bilnking/C.ards 

PilymentMethod 

Profile 

Bilnklng/C.uds 

Pilyment Method 

~ mfilo 

''liii+ifH 
Paym.ntM,thod 

Login Information 

PayrnantMlthod 

Login Information 

§ surency· 

Tools& 
Suppon 

FLEX 

sutements & Profile J 
Notific.i._110_, _• _ ___ __ I Want to .•• • 

Login Information 

Password 

Usemame 

Security Questions 

ChilngePnsword 

Change UHmam• 

Change Security Questions 

Tools & St;iitements & Profile J I w, 
Suppon Notifica_,1o_, _• _ ___ __ ntto ... • 

Login Information I Update Password 

Current PilHWOrd • 

New Password • 

Cancel 

Banking / Cards 

Bank Accounts 

View / Updillte 

Please enter a new password The password 
must - Have a minimum of 6 characters - Not 
be one of your last 3 passwords · Contain 
upper and lowercase letters Contain at least 
one number 

Tools& 
Support 

Stat,m.nts& 
Notifications Profile 

Debit Cards 

R1portLost/Stolen 
Ord1rR1plac1m.nt 

T Request New Personal lden~ffcation Number (PIN) Toll Free Number: (866) 898-9795 

Tool$ & Statemenu & 
Support Notlflutlons 

Cards / Report Card Lost/Stolen 

Card Information 

Current Status 

Update Card Status 

New Status 

Your Mailing Address 

-

l lwantto ... ..-

Update Your M11mng Address 

"A,_canl_,~,_ca<ll_wil....,.,,__.,be-~m-,IIOIJ,epnr,Wy~~IO~l,e ---5,7--<»,s 
·-----acw,y...,,,_-aoooun1•l1.-.DllpaoDfflffUlbe_lllll ____ lO~ 

Senootsl•-~--be--l0-<1a<rs-or...,...i~s)--n.10nnan 
bebnlonllepollll..-Toolll&-,. 

Cancel -

MANAGING YOUR 
MEMBER ACCOUNT 
CONTINUED 

Change Your Username or Password 

1. From the Profile tab, select Login 
Information. 

2. To change your password, click Change 
Password. To change your username, 
click Change Username. Fill out all fields 
and select Save. 

Report a Lost/Stolen Benefits (Debit) Card 

1. From the Profile tab, select Banking/ 
Cards. 

2. On the Banking/Cards page, locate the 
cardholder name and card number of 
the card you wish to replace. Under the 
Debit Cards column, select Report Lost/ 
Stolen. 

3. Verify the selected card is the card you 
wish to report as lost or stolen and 
verify the shipping address. When you 
are finished, click Submit. 

NOTE: If you need to report your card as 
lost or stolen or would like additional 
debit cards and the option is not available 
on the Debit Cards page, please contact 
Surency at 866-818-8805. If you would 
like to add a PIN to your Debit Card as an 
extra security measure, call 866-898-9795. 
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Paym11n1M■thod 

t.oglnlnlonnztion 

I PaymentMtthod 

Log in Information 

§ surency· 

Tools& 
Support 

Profile / Profile Summary 

Update Profile 

Participant Account ID 

TOOis& 
Support 

Profile I Add Dependent 

Dependent Information 

FLEX 

Statement1& J 
___ ,_••-file_ __ lWantto ... ... 

Dependents 

Nodepefldents 

Addllependent 

BirthO~• • ~ 

O Male O Female 

O Yes ®No 

Relationship ' 

Dependefts addedwl bee,voledinlhemedicalanddependenlcare plans inwhichyoo areervoled 
Pleasecortact)'O',l"adn'nstrillorloenroladependenl,nanHRAplan _,, 

Support __ J ,~•Uo .. • 
Banking / Add Bank Account 

RoutingNumb.r ' 

Account Type ' Checking 

Bank Institution Information 

. .c -

EDITING YOUR 
PROFILE INFORMATION 

Once logged in to your Surency Member Account, follow these easy steps to edit your profile information: 

View Profile Information 

1. From the Profile tab, you can view and update 
your profile summary including your profile 
information, dependents, and bank accounts. 

Add a Dependent or Spouse 
1. From the Profile Summary, locate 

the Dependents section and click Add 
Dependent. 

2. Enter your dependent’s information into 
all required fields (marked with a red 
asterisk). 

3. When you are finished, click Submit. 

Add or Update a Bank Account 

1. From the Profile tab, select Banking/Cards 
on the left, locate the Bank Accounts section 
and click Add Bank Account. Or, if you are 
updating information for a bank account that 
has already been set up, click View/Update 
next to the bank account for which you wish 
to update information. 

2. Enter your bank account information. 
Hovering your mouse over the more 
information mark will open a pop up box 
showing where to find your bank’s Routing 
Number. Your Account Nickname is the name 
you will use to identify the account. Next, 
enter your bank’s information. After verifying 
you have entered correct information in all 
fields, click Submit. 
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USING YOUR 
SURENCY FLEX BENEFITS CARD 

Your Surency Flex Benefits Card is a special-purpose Visa® Card that 
gives you an easy, automatic way to pay for eligible expenses. The 
Benefits Card lets you electronically access the pre-tax amounts set 
aside in your Surency Flex accounts. Use it when paying for eligible 
expenses at a provider or merchant that accepts Visa Cards and uses 
an inventory control system. These transactions may be automatically 
substantiated, meaning you don’t have to file a claim and may not have 
to submit a receipt. However, always keep all documentation for tax 
purposes or in case Surency requests further documentation. 

HOW TO USE YOUR BENEFITS CARD 
1. Have the parking and/or transit vendor ring up your expenses. 
2. When it’s time to pay, swipe your Surency Flex Benefits Card first. Select ‘credit’ and sign for your 

purchase. Optional: In addition to your signature, you can set up a PIN number to access your funds by 
calling 866-898-9795. If you have a PIN number, select ‘debit’ and enter your PIN. 

3. All eligible expenses will be paid for from your account and deducted from your total. 
4. Keep your receipts in the event that further validation is needed. 

DID YOU PAY OUT-OF-POCKET FOR AN ELIGIBLE EXPENSE? 
Submit a claim to get paid back using money from your accout. There are three ways to submit a claim: 

1. SURENCY FLEX APP 2. MEMBER ACCOUNT AT 3. PAPER CLAIM FORM 
Download the Surency Flex SURENCY.COM Visit Surency.com to download 
mobile app and submit the claim Log into your Member Account a paper claim form. Complete 
by taking a photo of your receipt. at Surency.com to upload your and return to Surency. 

receipt. 

WANT TO GET PAID BACK AUTOMATICALLY? 

Sign up for Direct Deposit and after you submit a claim, Surency will automatically deposit those dollars 

back into your bank account. There are two ways to set up Direct Deposit: 

1. MEMBER ACCOUNT AT SURENCY.COM 2. PAPER DIRECT DEPOSIT FORM 
Log into your Member Account at Surency.com Visit Surency.com to download a Direct Deposit 
to input bank information. form. Complete and return to Surency. 
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Available Balance 

Comprehensi,,., Medic •.• 

Tools& Stat1rrwnts& 
suppon Notific.11ions 

Welcome 

I MessageCenter O 

oownlo.id Mobllt App '-'ew More 

Quick View 

Eltction summ:uy 

Benefrts(1/1/16- 12131/16RO) 

FLEX 

I 

Contributions TO Oat, 
111!2016-12/31/2016 

--illlll, _____ _ 
Tools& 
Support 

St.lttll'Mlnts& 
Notifications --- --- -

Available Balance Accounts / FIie A New Claim 
Comprehens ive Medical ... 

Plan FIiing Ruies 

Claim Details 

St:inDateofServlc. " 

End Date of Service 

Amount • 

Provider · 

C.tt~ory * .... 
Description 

Recipient · 

rm\lddlyyyy 

rT"rdclyyyy 

Select11cetagory 

Selecietype 

If the category rs 'Other' or 'Ovef.the-Counter 
Drugs' , yoo must provide adescnptlOrl 

,. 
Add Dependent 

Did You Drive To Receive W Yes \!I No 
This Produet/Strvlc.?' 

Summary 

Pay From 

Pay lb 

Documentation Uploaded No 

Cancel 

Home Your Personal Dashboard Accounts 

Tools & Support 

Documents & Forms 

F=> 
Claims T&nns and Conditions 

FSA/DCFSAIHRA Direct Deposit Setup Form 
HIPAA Designated Rep Authorization Form 

SIICIOGY Nert S!ftRS G!Jldft I Transit Expense Reimbursement Request Form I 
Plan summaries 

Tools& 
s,ppo<1 

Pre-tax Mass Transit (111117-12/31117) Plan Rules 
~Wt Mass Transit (111117-12131117) Plan Descriptions 
Pt.tax Mass Transit (111117•12131117) Plan 0.t,ails 

Rules &Ag,...,,,.,,t.s 

No agreements are currently avai/abkl. 

Contact Us 

Efr ·1¥ 

Statements& 
Notifications 

How Doi? 

Profile 

Change Payment Method 
Report Card Lost or Stolen 
Update NotJflcatlon Preferences 
Download Mob/le App 

Quick Links 

All About Your Plan 

Learn More About Your Plan 
Member Login Tutorial 
Surency AdVanragePlus Benertt$ card 
Surency Frequently Asft:ed Questions 

Helpful Unft:s 

I/AS and 90% Merchant Locaror 
Surency AdVanragePlus Mob/le 
Sunmcy Resourcu 

I"'-

IW11ntto ••• • 

Surency Ufe & Health 
PO Box 789n3 

u. s. Dept or HHS Hospital compare auaJfty or care Tool 

Wichita, KS 67278 
Phone. (316) 462-3316 
Toll FrH. (866) 81UBOS 
Fax(316)462-3392 
Emai! 1dV11nt,agepJus@surency.com 

Shop For Eligible Expenses 

Shop for FSA & HSA E/Jglb/e /rems Here 
Shop for HSA Eligible ttems at HSA Store 
Whatlsallglble7 

REQUESTING REIMBURSEMENT 

Once logged in to your Surency Member Account, follow these easy steps to file a claim: 

Request Reimbursement Online 
1. From the Home tab, select File a New 

Claim. 

2. As determined by your plan design, you 
may be able to choose the account you 
wish to be reimbursed from by clicking the 
File Claim button next to that account. 

3. Upload your proof of purchase by clicking 
on Upload Valid Documentation. Click 
Next. 

4. Fill out all required fields on the claim form 
and click Add Claim when finished. 

5. In your Claims Basket, you can update or 
remove claims. If you are finished editing 
your claims, you must click Submit to finish 
the claims filing process. 

Print a Reimbursement Request Form 
1. Click on the Tool & Support tab at the 

top of the portal. 

2. Click on Parking Expense 
Reimbursement Request or Transit 
Expense Reimbursement Request to 
download and print a claim form. 

3. Follow the directions on the form to fill 
it out completely and send it to us to be 
processed. 

Click here 
to go back. 
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~FSA.Store 
THE FLEXIBLE SPENDING ACCOUNT SITE 

, Download on the 

• AppStore 

~ GETITON 

,.,... Google Play 

SURENCY FLEX MOBILE APP 

ACCESS YOUR ACCOUNT FROM ANYWHERE 
ACCESS THE INFORMATION YOU NEED: 

Check your Commuter Benefit balance. 
View account activity. 
Access FSAStore.com to purchase 
eligible items like contact lenses, first 
aid kits, sunscreen and more. Use your 
Surency Flex Benefits Card to pay. 

TAKE ACTION: 
Submit claims for Commuter Benefit expenses. 
Snap a photo of receipts within the app to submit with new or 
existing claims. 
Access account funds to pay yourself back. 
Report a Surency Flex Benefits Card as lost or stolen. 

LOGGING IN FOR THE FIRST TIME 

The username and password to log into the app is the same as for your Member Account online. If you are 
a new member and do not have a username and password, you must first log in online at Surency.com 
using the information below: 

• Username: first name (all lowercase) + last four digits of Social Security Number. 
• Password: last name (all lowercase) + last four digits of Social Security Number.* 

*If your last name is hyphenated, your password should be entered with no hyphen or space between the two names. 
If you experience any difficulty signing in, please call Customer Service at 866-818-8805. 
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CONTACT US 

Customer Service 
Toll Free – 866-818-8805 

Fax – 316-272-4841 

Email – flex@surency.com 

Mailing Address 

P.O. Box 789773 

Wichita, KS 67278-9773 

Visit Surency.com to submit a question to our Customer 
Service staff via the Online Contact Us form. 

surency.com  | 866-818-8805 
Surency Flex is administered by Surency Life & Health Insurance Company. 
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