
How to Change Your Health Savings Account Contribution (HSA)


Follow these steps to change your HSA in Paylocity:
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1. Log into your Paylocity account at https://access.paylocity.com
2. Click on HR & Payroll Tab on the top left of the page, then select Enterprise Web Benefits: 
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1. 

2. Under Life Events, choose HSA: change employee contribution amount
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3. Enter today’s date 
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4. Check the box I agree and click on Save and Start Life Event Enrollment
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5. Complete the Life Event Enrollment 
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[bookmark: _GoBack]No documentation is required for changes to your HSA.
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Be sure to add any eligible dependents in the Family Information section prior to beginning your enroliment. Note ~ your lfe event
request will remain pending with HR until you have submitted the appropriate documentation to HR that supports your life event.

+ For birth, documentation is birth certificate or hospital confirmation

+ For enrolling in our plan due to loss of previous coverage, documentation must be on the letterhead of the employer or previous
insurance company stating that specifically medical and/or dental coverage was lost, listing your name as a covered person and
the exact termination date of coverage. It must also list all names of those you plan to cover on our plan.

+ For dropping our plan due to eligibility elsewhere, documentation must be on the letterhead of the employer or new insurance
company listing all covered dependents and showing enrollment date and that it's a medical and/or dental plan.

Documentation can be emailed to bsmith@archindy.org. Keep in mind that alllife events must be processed within 30 days of the
effective date of the change in your status. HSA changes do not require documentation.

VERY IMPORTANT: If you are enrolling in health insurance and you're under 65 years of age, do NOT click waive as
this will cause you to forfeit the employer contributions! Click "view plan options” and enter $0 or more.
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