

About PayDirect Web Member Manual

PayDirect Web Member Manual saves time and effort by providing access to your benefits accounts. Through PayDirect Web Member Manual, you can view your accounts and more:

· Instantly add or change personal and direct-deposit information.

· Quickly create claims, or find out what claims have been paid and when.

· Conveniently add, edit, or remove dependents whenever you need to.

· Effortlessly track payments and account balances.

Login to www.hrbenefitsdirect.com/abcflex and enter your to username and password.

Contents
2Getting started


Error! Bookmark not defined.Set Up Your Login Credentials Via the Create a New Member Link


Log Into the Site
…..1
Receive a Forgotten Username and/or Password
1
2Viewing Your Account Information


2Working with Debit Card Transactions


2Activate a Card


Pending Debit Card Transactions
2
View Card Activity
2
3View Card Information


3Report a Missing Card


3Maintaining Your Personal Profile and Login Credentials


3Change Your Personal or Banking Information


4Changing your Username and Password


4Viewing Available Reports



Getting started 

(My Account>Reports)

Log Into the Site

Navigate to the Login page (www.hrbenefitsdirect.com/abcflex), type your Username and Password into the appropriate fields, and click Login.

Receive a Forgotten Username and/or Password  

If you forget your username and/or password, you may have them e-mailed to you if you have an e-mail address on file with Affiliated Benefits Consultants, Inc.
1. Navigate to the Login page (www.hrbenefitsdirect.com/abcflex), and click Forgot Your Password?. arrow, and then select Email, Member ID, or Username. 

2. Type the appropriate information into the textbox below.

3.  SHAPE  \* MERGEFORMAT Click Submit. Your forgotten username or password will be e-mailed to the address on file.
Viewing Your Account Information

There are several ways to view your benefits accounts. Through PayDirect Web Member Manual you can view your list of accounts, a summary of your accounts, a status of your accounts, and your account documents.

View your list of accounts—Navigate to the Home page; and your accounts are listed on the right in the Flex Enrollment sidebar.  SHAPE  \* MERGEFORMAT 
View a summary of your accounts—Navigate to the Accounts page (My Account>Accounts).

View a status of your accounts—Navigate to the Status page (My Account>Status).

 SHAPE  \* MERGEFORMAT Working with Debit Card Transactions
If you are enrolled in a debit card plan with the Evolution Benefits® Benny pre-paid debit card, you have access to your debit card transactions and real-time balance information on PayDirect Web Member Manual. This information can be accessed by clicking My Account on the main menu bar and selecting Debit Card.

 SHAPE  \* MERGEFORMAT In addition to accessing up-to-the minute information on your debit card accounts, you can activate your card, report a card lost or stolen, and submit documentation (receipts) or print refund letters for unsubstantiated debit card transactions. 

Activate a Card
You can activate your card by calling the3 number on the back of your Evolution Benefits Benny prepaid benefits card or by coming to PayDirect Web Member Manual. On the Card Information tab of the Debit Card screen, click the Activate Card button. SHAPE  \* MERGEFORMAT 
When you click the Activate Card button, after a short delay, a confirmation message is displayed:

Pending Debit Card Transactions

When you have one or more debit card transactions that require receipts and or additional documentation in order for the transaction to be approved; fax to (970)522-4822, email to dicksmith@abcflex.com or mail to PO Box 2529, Sterling, CO 80751 to Affiliated Benefits.  
View Card Activity

On the Card Activity tab of the Debit Card screen, you will see your PayDirect Card Transaction List, which shows all debit card transactions that you  have made with the card.  Eight transactions are shown per page in chronological order; to move to previous transaction, use the number links at the bottom of the table. SHAPE  \* MERGEFORMAT 
Click View for an individual transaction line item in the table and the Transaction Detail for that item is shown at the bottom of the Debit Card page:

View Card Information

On the Card Information tab of the Debit Card screen, you can see your card status and the demographic information that your administrator has entered in the system for you. 

In addition, on this screen is where you would report if your card was lost or stolen.

Report a Missing Card

To report a missing card (lost or stolen), go to the Card Information tab and click Report Missing Card. After a short delay, a confirmation message is displayed:

Once you receive a confirmation, Evolution Benefits has logged that the card is missing. The missing card will be deactivated and the card will be replaced with a new card.
Maintaining Your Personal Profile and Login Credentials
Maintaining your profile makes it faster and easier to process your claims and send you reimbursement. Your personal profile contains information about you and your dependents. 

Change Your Personal Information

Navigate to the Update Profile page (Profile>Update Profile), make the desired changes, and click Save. Once your changes are approved by an administrator, they will be added to your permanent record.

Navigate to the Member Family page (Profile>Dependents). From here, you can modify the individual profile of each family member or you can add a dependent.
To modify a dependent, click the Edit Profile button on the same row as the dependent’s name, type or select the appropriate information into all required fields, and click Save. 
Your changes must be approved by either your Company Benefits Administrator or by                Affiliated Benefits Consultants, Inc. before being saved to your permanent record.

To add a dependent, click the Add Dependent button below the Member Family table, type or select the appropriate information into all required fields, and click Save.

The added dependent must be approved by either your Company Benefits Administrator or by the Affiliated Benefits Consultants, Inc. before being saved to your permanent record.

Changing your Username and Password

Navigate to the Username and Password page (Profile>Username and Password) and use the available fields to change either your username or password. You can only change one of these at a time. 

Note the following requirements for usernames and passwords:

· Username— Your Username must be at least 8 characters. 

· Password—Your Password must be at least 8 characters. 

 SHAPE  \* MERGEFORMAT 
Viewing Reports

Navigate to the Reports page (My Account>Reports), select a report from the Report Name pull-down list, and click View Report.

www.hrbenefitsdirect.com/abcflex
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