












































 

 
Online Account Access 

 
 

Benefit Advantage offers access to your account via the Internet to obtain your account 

balance, claim information and/or payment status: 

 

SET-UP AN ACCOUNT: 
 

1) Visit our website at: www.benefitadvantage.com      

2) Select Log In from the home page. 

3) Select your destination:  Account Access - Employee 

4) User Name - your user name is your Social Security Number (with dashes). 

5) Password – also your full Social Security Number (with dashes). 
 

6) Once you have followed these steps, the system will prompt you to answer two 

security questions for verification if you forget your password and need to request it. 

7) Go to the Security Options under the Profile Tab and enter your email address as 

your User Name. You will need to update your password, which must be 

between six and 20 characters in length. It must contain an upper case letter, a 

number and a special character. 

 

Need help with your account? Call customer service 1-800-686-6829 during business hours:  

• Monday – Thursday 8:00 am - 4:30 pm CST 

• Friday 8:00 am – 4:00 pm CST  

 



 

Updating Personal Information 
 
 
Here you can view and edit personal data, add dependents to your plan, and modify your 
personal security options. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can view, add or edit your personal information as needed. Required fields are 
marked with an asterisk (*). Click Save when you are finished. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can view, add or edit your dependents’ information. 



 

 

 



 

 Submitting Claims via the Website 
 
 

Benefit Advantage offers you the opportunity to submit claims against your account 
through our website. Once you’ve logged on to the website, follow these steps: 
 
1) Select “Submit a Claim” below the “Claims” icon. Review the disclaimer at the top 

to ensure that you are complying with Internal Revenue Service regulations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) Select the plan/year that you wish to submit a claim against. 
3) Select from the drop down, or type in the name of the provider. 
4) Indicate the Claimant Name. If a participant is submitting a claim for a spouse, 

child, or other eligible dependent, that person must be in the system before a claim 
can be made. If they are not in the system, go to the Profile Tab>Dependents to 
add him/her. 

5) Provide a Description (of the service provided), such as “office visit” or co-pay. 
6) Select a Service Type, such as “dental”. 
7) Select or enter the Service From Date and Service To Date. 
8) Enter the Requested Amount that you wish to claim. 
9) Click on the Upload Receipt link to point to the receipt that supports your claim, 

select Open. (Uploading a receipt is optional for dependent care, transit and 
parking. Receipts are required for the medical accounts.) 

10) Click Submit. You will receive a confirmation message if the claim has been 
successfully uploaded. 

 
 

 



 

Viewing Balances and Claims History 
 
 

You will see your plan balance information in several locations throughout the website. 
First is on the home page. 

 
Second, you’ll find your balance under the Claims Tab. This is also where you will find 
your Claims History. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If claims are tracked by specific family members, you will need to select the family 
member and plan year for the claims that you would like to see. Click on View. To get 
more details on a specific claim, you may click on the Claim Number link. 
 
 



 

 

 
You will also find your balance under the Status Tab under Benefit Status. This will 
display information about your plan such as your annual election, Total Rollover (if 
applicable, claims paid, denied, deposits, etc. 



 

You will also see the Plan Start Date, Plan End Date, the Last Date to Incur Claims and 
the Last Date to Submit Claims.  

 
 



 

Direct Deposit Information 
 
 

Benefit Advantage can send reimbursement of your claims to you by direct deposit. You can 
add/change/delete your bank information through the website. Go to Profile > View/Edit Profile. 
Change the Bank Routing #, Bank Account # and/or Account Type as needed. Click Save. 
 

You can use the “Find My Bank” link to search for your bank routing number. Type the name of 
your bank in the field and click Search. When you’ve located your bank, click on it and then 
click on Ok. Complete the Bank Account # and Account Type. Click Save. 

 
IMPORTANT:  Make sure that your bank information is filled in correctly. If you provide 
incorrect information or fail to notify Benefit Advantage of any bank account changes, a service 
fee of $10.00 will be charged for each returned direct deposit item. Returned items will be 
reissued as paper reimbursement less the $10.00 service fee. Benefit Advantage will not be held 
liable for any bank fees, overdrafts, etc. associated with these reimbursements. 

 




