
GUIDE TO FUNDING 
AND REPORTING



CLAIMS BASED FUNDING — FSA, COMMUTER ACCOUNTS & HRA
This funding method is a Claims Based Funding arrangement where funds are debited from the employer’s general 
asset account as needed to pay eligible claims. Funds are withdrawn as claims and debit card transactions are 
processed (if applicable). The employer retains participant contributions in its general asset account until funds 
are needed to reimburse participants. Aptia does not hold any advanced funding.   
 
Manual/Online Claims: An ACH withdrawal will be initiated from your company’s bank account when claims are 
processed, which could be daily. The withdrawal will be in one lump sum by check or direct deposit and will equal 
the amount we need to issue reimbursements to your participants. Aptia will issue the individual reimbursements 
to your participants from our custodial account.  

Prior to funds settling with the employer’s bank, Aptia will send an email notification directly to the employer to log 
in to the employer portal to review the Employer Funding Report. This report will provide details on claim activity, 
including dollar amounts. The automated email notifications are sent daily (regardless of activity).  

Please note: For commuter accounts, parking claims can be filed manually or online, but mass transit expenses 
must be purchased with the benefits debit card.

The table below summarizes the transactions included in the Employer Funding Report that we will directly debit/
credit from the applicable bank account.  

Debit Card Settlement Schedule
Transaction Settlement Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Employer Funding Report Sent Wednesday Thursday Friday Saturday Sunday Monday Tuesday

Funds are Debited from Employer Account Wednesday Thursday Friday Monday Tuesday Tuesday Tuesday
Please note: This example represents a separate lump sum ACH. Bank holidays may cause a variation to this 

schedule. Bank processing may also cause a variation to this schedule.

Debit Card Transactions: An ACH withdrawal (separate from the Manual/Online Claims ACH withdrawal) will be 
initiated from the employer’s bank account when a debit card transaction is settled, which could be daily. The 
withdrawal will be in one lump sum and will equal the amount needed to settle debit card transactions for the 
participants. 
 
Prior to funds settling with the employer’s bank, Aptia will send an email notification directly to the employer to log 
in to the employer portal to review the Employer Funding Report. The Employer Funding Report will provide details 
on claim activity, including dollar amounts. The automated email notification is sent daily (regardless of activity). 
Friday and weekend settlements will be posted the following Monday as separate ACH transactions. 
 	  
ACH Rejections: If an ACH is rejected for any reason, this will cause Aptia to stop processing claims and the debit 
card provider to suspend debit card availability, which may negatively affect participants. Upon resolution of an 
ACH issue, it may take three to four business days for claim processing and debit card functionality to be restored. 

Example ACH Rejections Include: 
•	 ACH ID/Filters were not provided by the employer to the financial institution authorizing us and our 
debit card provider to initiate an ACH from the account.   

•	 An ACH dollar limit was set on the employer’s bank account, causing an ACH return (we do not 
recommend setting an ACH dollar limit). 
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Sample Timeline for Restoring Claim Reimbursement (and Debit Card Usage, if Applicable)
•	 January 14 — Employer’s bank account rejects ACH attempt. We notify the employer. 
•	 January 14 — Employer confirms with us they have contacted their bank and the correction has been 
made to their bank account. 

•	 January 15 — We initiate a second ACH attempt. Federal Reserve requirements do not allow two ACH 
attempts on the same day. 

•	 January 16-17 — ACH attempt settles with the employer’s bank account (settlement and/or rejection 
notifications can take up to two business days to process). 

•	 January 17-18 — We receive notification that the ACH attempt was accepted or rejected again. Once 
ACH is successful, claims processing is restored. 

*It can take up to 24 hours for the ACH attempt to be initiated after receiving confirmation of correction from the 
employer. 
 
The Reports tab on the portal shows a complete list of summaries related to the employer’s benefit plan(s). The 
homepage will also reflect the most recently created reports. Below is a list of the most common reports. If you 
have specific reporting needs, contact Aptia to determine which reports are right for you.

FSA REPORTS

REPORTS DATES 
AVAILABLE DESCRIPTION WHY USE THIS REPORT HOW TO OBTAIN

Account 
Balance Detail 
Report

1st of month or 
on demand

Provides each participant’s election, 
claims paid, deposits and available 
balance.

This report provides a snapshot 
of your FSA plans and an 
overview of a specific date. Don’t 
use for reconciliation.

Reports tab on the 
employer portal.

Employer 
Funding 
Report

Daily, regardless 
of activity.

Summarizes debits and credits to 
an employer’s bank account for 
participant claim reimbursements and 
debit card transactions. This report 
lists out the transactions by type 
as well as by plan. A monthly report 
can be added in addition to the daily 
reports.

This report reconciles an 
employer’s bank transactions that 
have taken place in response to 
any claim activity.

Reports tab on the 
employer portal.

Enrollment 
Report 

1st of month or 
on demand

Includes data regarding participants’ 
annual elections, employer 
contributions (if applicable) and 
payroll contribution amounts.

This report reviews which 
participants’ enrollments 
were received as well as their 
employment status.

Reports tab on the 
employer portal.

Exception 
Report

Each time a 
contribution file 
is imported

Shows any errors or warnings that 
occur on a contribution file.

This report provides details 
regarding any records that erred 
on the contribution file. These 
errors will need to be corrected 
and re-imported to process 
the funds into a participant’s 
account.

Imports tab on the 
employer portal.

Payment 
History 
Report

On demand only

Summarizes the amount issued in 
checks, direct deposits and debit 
card transactions (if applicable) for a 
specified timeframe.

This report can be used to view 
all payments and reimbursements 
during a specific time period.

Select “Run New Report” 
under the Reports tab on 
the employer portal.

Pending 
Repayment 
Report

By request only Provides a list of unsubstantiated 
claims.

This report can be used to 
view participants who need to 
substantiate claims before they 
become taxable items.

Contact your Account 
Executive for details 
regarding this report.

Plan Closing 
Report

After the plan 
year has closed.

Provides final summary of all 
Deposits, Reimbursements and 
Repayments. It also provides 
Participant Forfeiture and any Taxable 
Items.

This report provides the overall 
details for the plan year to 
reconcile your plan and take any 
necessary action on participants’ 
taxable items.

Contact your Account 
Executive for details 
regarding this report.

Monthly 
Commuter 
Voucher 
Report

1st of the month
Provides each participant’s 
SmartCommute™ order for the prior 
month.

This report reconciles monthly 
SmartCommute™ orders from 
the prior month with what was 
deducted from payroll.

Reports tab on the 
employer portal.
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FSA, COMMUTER ACCOUNT & HRA REPORTS
Aptia understands the importance of providing reporting and ACH notifications (if applicable) in a timely manner. 
There are a number of reports available through the employer portal to assist with items such as reconciliation 
and overall awareness of account activity. The employer has the opportunity to view reports on demand and 
reports that are automatically generated on a regular basis. Access to the employer portal is designated by the 
employer.

On Demand Reporting — FSA, Commuter Accounts & HRA
The employer has the ability to run updated Account Balance Detail, Claims History, Debit Card Status, Debit Card 
Transaction, Enrollment, Payment History, Reimbursement Detail and Repayments Reports on demand through the 
employer portal. The Account Balance Detail Report and Enrollment Report are also provided at the beginning of 
each month. Please see our Guide to On Demand Reporting for more information on running reports on demand.

Reports — FSA, Commuter Accounts & HRA
The Reports tab on the portal shows a complete list of summaries related to the employer’s benefit plan(s). The 
homepage will also reflect the most recently created reports. Below is a list of the most common reports. If you 
have specific reporting needs, contact Aptia to determine which reports are right for you.

Account Balance Detail Report — Available on the 1st of Each Month and On Demand
This report is designed to be an overall snapshot of your employee accounts for a specified plan year, including 
employee’s election, claims paid, deposits and available balance.

Summary

Detail (Colum A-K)
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Detail (Column L-T)

Employer Funding Report
An email will be sent to the employer to notify them that the report has been generated and is available on the 
employer portal. For Contribution Based Funding, this report provides details on all claim activity that took place 
throughout the month.

Contribution Based Funding Sheet 1 
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Contribution Based Funding Sheet 2

Enrollment Report — Available on the 1st of Each Month and On Demand
Provides data regarding employees’ annual elections, employer contributions (if applicable) and payroll deduction 
amounts for a specified plan year.

Payment History Report — Available On Demand
Provides data regarding participant payments and reimbursements made during a specified period of time.

Summary
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Detail
Checks: The individual dollar amount of checks issued to participants for the reporting period.

Electronic Funds Transfer: The individual dollar amount of direct deposits issued to participants for the reporting 
period.

Debit Card: The individual dollar amount of debit card transactions for the reporting period. 
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Repayment: The individual dollar amount received from the participants for plan repayments.

Monthly Commuter Voucher Report — Available on the 1st of Each Month
This report provides data for participant SmartCommute™ orders for the prior month.

HSA CONTRIBUTION FUNDING
Our HSA funding method is a contribution based arrangement where participant and employer (if applicable) 
contribution amounts are imported via the Contribution File and then debited via ACH from the employer’s 
checking or savings account. Funds are withdrawn and applied to the consumer’s balance within two business 
days of the contribution date indicated on file or file import date — the latter of the two.

Day 0
Employer imports Contribution 
File via employer portal.

Business Day 1*
File processed, ACH 
transaction initiated and 
contributions listed as 
“Pending” in consumer 

account.

Business Day 2
ACH transaction processed 

through employer bank account 
and contributions available to 

consumer.

Once the Contribution File is imported, you will receive an email notification confirming the file reception. Included 
in the email notification will be indications of any failed fields during the import. You will have the ability to view 
the errors and make any necessary corrections through the employer portal.

Please Note:
A correction file listing new amounts for a contribution date can be sent if the contribution date listed on the 
original file is in the future. When the file is successfully corrected, this will result in separate ACH withdrawals for 
each date. If another file containing the same contribution date and same participants is imported the same day or 
once the contribution date has occurred, the file will error.
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File Import Illustrations
•	 The contribution date listed on file is Friday, 06/01, and the file is imported on Friday, 06/01. HSA 
contributions will be pending on the consumer portal on 06/04 and will post to participants’ accounts on 
Tuesday, 06/05, by 2 P.M. CT.

•	 The contribution date listed on file is Friday, 06/01, and the file is imported on Wednesday, 05/30. HSA 
contributions will be pending on the consumer portal on 06/01 and will post to participants’ accounts on 
Monday, 06/04, by 2 P.M. CT.

•	 The contribution date listed on file is Wednesday, 05/30, and the file is imported on Wednesday, 05/30. 
HSA contributions will be pending on consumer portal on 05/31 and will post to participants’ accounts on 
06/01, by 2 P.M. CT.

The designated ACH contact(s) will receive an email notification 24 hours before funds are settled with their bank. 
The notification will direct them to review a report on the employer portal that indicates the dollar amount that 
will be directly debited from the employer’s bank account to cover the HSA contributions. If the employer and 
participant contributions are on different dates, the employer will receive a separate notification for each.

Pending Accounts
All HSA participant accounts must have their demographic information validated before participants can use 
the account (USA PATRIOT ACT). Through this process, Aptia will verify the participant’s information against 
a government database. If we are unable to confirm the demographic information against the government 
database, their account will go into a hold state. While in a hold state, the participant will not have access to their 
contributions.

If, for any reason, the account goes into a hold state, our Participant Services team will reach out to the 
participant. They will help gather documentation to verify the information causing the account to be pending. If no 
resolution is found after two attempts to contact the participant, you will be contacted for a resolution.

Once we have received and processed the needed information, the individual’s HSA will become active and they 
will have access to their contributions. If resolution for the pending account is not made within 60 to 90 days from 
the enrollment date, we will begin the process of closing the account. If an HSA becomes closed, it will be the 
employer’s responsibility to reimburse the participant any payroll deductions that have been withheld.

The employer will receive an ACH for posted contributions to an HSA that has been closed due to a hold state.

HSA REPORTS

REPORTS DATES 
AVAILABLE DESCRIPTION WHY USE THIS REPORT HOW TO OBTAIN

HSA Account 
Detail Report 
(Detail 
Version)

1st of month or 
on demand

Provides HSA contribution detail and 
shows any adjustment distributions 
returning funds to the employer for one 
of the following reasons: 
1.	 HSA Mistaken Contribution Form 
2.	 HSA closure due to no response 

in regard to the Patriot Act 
verification process

This report can be used to review 
all contribution amount(s) and 
date(s) that have posted to a 
participants’ account.

Reports Tab on the 
Employer Portal.

HSA Account 
Detail Report 
(Summary 
Version)

1st of month or 
on demand

Provides aggregate contributions 
for prior and current tax year. If a 
participant’s account is blocked, the 
account status will show as pending 
and an “N” will be listed in the IDV 
column.

This report can be used to 
reconcile the year to date payroll 
deductions and/or employer 
contributions that have posted to 
a participants’ account with what 
was deducted through payroll.

Reports Tab on the 
Employer Portal.

HSA Closed 
Report 1st of the month

Provides a list of individuals whose 
HSA closed within the previous month. 
This report does not specify between 
an account closed by the participant 
or due to non-responsive requests to 
verify a blocked account.

This report can be used to find 
a participant whose HSA was 
closed the prior month.

Reports Tab on the 
Employer Portal.

HSA Employer 
Summary 
Report

1st of the month
Provides aggregate monthly 
HSA statistics and balances. It 
includes average account balances, 
distributions and contributions.

This report can be used to review 
the average account balances, 
distributions and contributions 
for your HSA participants.

Reports Tab on the 
Employer Portal.
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HSA REPORTS

HSA Funding 
Collection 
Notification

Daily (if there 
are funds 
on hold) or 
whenever a 
contribution 
file is imported 
with HSA 
contributions.

This is an activity based report that 
includes the amount the employer 
will fund for payroll and employer 
contributions based on the imported 
contribution file.

This report can be used to 
confirm the HSA funding date 
and funding amounts that will be 
debited from your bank account 
as well as a breakdown for each 
participant.

Reports Tab on the 
Employer Portal.

HSA Reopen 
Report 1st of the month

Provides a list of individuals whose 
HSA was reopened within the previous 
month. This report doesn’t specify 
between an account closed by the 
participant or due to non-responsive 
requests to verify a blocked account.

This report can be used to find a 
participant who re-opened their 
HSA the prior month.

Reports Tab on the 
Employer Portal.

HSA REPORTS
Aptia understands the importance of providing reporting and ACH notifications (if applicable) in a timely manner. 
There are a number of reports available through the employer portal to assist with items like reconciliation and 
overall awareness of account activity. Access to the employer portal is designated by the employer.

The Reports tab on the portal shows a complete list of summaries related to your program. The homepage will 
also reflect the most recently created reports. Below is a list of the most common reports.

HSA Account Detail Report (Detail Version) — Available on the 1st of Each Month
This report provides the contribution detail and reports consumers that have had a contribution for the given 
report range or year to date. 

HSA Account Detail Report (Summary Version) — Available on the 1st of Each Month
This report provides aggregate contributions for prior and current tax year and reports all consumers for the 
report range or year to date. Participants that are pending Patriot Act verification will have an ‘N’ listed in the IDV 
column. Please note: A full tax year must elapse before data will report in the “Prior Tax Year” columns. 

Columns A-K
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Columns L-W

HSA Closed Report — Available on the 1st of Each Month
This report provides a list of individuals whose HSAs have been closed in the previous month and includes EEID, 
name, HSA closure request date, participant status and the status effective date.

HSA Employer Summary Report — Available on the 1st of Each Month
Provides aggregate monthly HSA statistics and balances and includes average account balance, distributions and 
contributions.
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HSA Funding Collection Notification — Available Each Time the Contribution File is Imported
This is an activity-based report that includes the amount the employer will fund for payroll and employer (if 
applicable) contributions. It includes the transaction effective date and the last four digits of the bank account 
receiving the debit. Individual participant contribution details are also listed.

  

HSA Reopen Report — Available on the 1st of Each Month
Provides a list of individuals whose HSAs were previously closed but have been re-opened in the prior month and 
includes EEID, name, HSA closed and the re-opened date.

Open Ended HSA Imported Contribution Report — Available Each Time the Contribution File is 
Imported
This report is available through the employer portal once a Contribution File has been imported and processed 
and can be found under the Completed/Cancelled link in the Imports tab. It displays a count of all the HSA 
contributions in a file, number of contributions processed and any errors or warnings that occurred. It also shows 
total contribution records in a file minus any unrecognized records. If there are any unrecognizable records on the 
file, this report will include those records as well.
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