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Here is how to get started in the Consumer Portal:

Now that you've enrolled in a TabenFlex plan, 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 Benny® Card. This document will help you get

started using the funds in your account, filing claims and navigating our online Member Login.

How To: The Consumer Portal pages2-6
How To: File Claims page 7
The TabenFlex Benefits Card page 8

How Does It Work?

Here is an overview of how your plan works. Participating in a TabenFlex plan is easy.

1. Once you've enrolled and set your annual election amount, that amount will be automatically taken out of your paychecks in
equal increments throughout the year before you pay federal, state and FICA taxes on the designated amount (FSAs and HSAs
only). If you are participating in an HSA, you may also contribute to your account by writing a check. If you are participating in
an HRA, your employer contributions will be allocated in a frequency determined by your employer.

2. When you are ready to use the money in your account for a qualified medical expense, just swipe your Benny”® Card. If you
don’t have a Benny® Card, or you prefer to pay upfront then be reimbursed, you can file a claim electronically from the
Consumer Portal and you will be reimbursed with money from your account, as long as you have funds available.

3. To avoid losing any money, check the details of your plan to see if unused funds are lost at the end of the year (does not apply
to HSAs). You should also make sure you only spend the money in your account on qualified medical expenses or you may be
required to repay the plan.

The TabenFlex Consumer Portal

The next few pages will walk you through how to access the online Member Login. Here are a few of the things that can be done from the
Member Login:

o File a claim online

e View your account balance

e Update your contact information

e Add adependent or beneficiary (if applicable)
The Taben website, www.Taben.com, has additional information to assist you in managing your plan. On our website you can find:

o Alist of qualified medical expenses

 Guidelines for submitting receipts and other documentation for reimbursement
e A glossary of terms

e An online customer service inquiry form

e and more!

855.826.8692 www.Taben.com
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Login

Existing User? Setting up a New Account?

Login to your account For New Enrelles Utilizing Online Enroliment Only.
Username | Forgot Username? It's easy to apply for a new account. Just enter your Code

and click 'Get Started' below to begin. If you do not have
your employer's code please contact your employer benefits
Password Forgot Password? personnel. If you have previously been enrolled in a plan
with the Taben Group or this is not your open enroliment
. window, you will utilize your Username and Password and
Login click 'Login.'

Here is how to get started in the Consumer Portal:

Here is how to get started in the Consumer Portal:

1. Visit www.Taben.com and select TabenFlex Consumer Portal from the participant menu. You will be taken to the
login screen shown above.

2. You will need a preset username and password that has been generated for you by
Taben'.
Username: the first name + the last four digits of your Social Security Number
Password: your last name + the last four digits of your Social Security Number

For example, if your name is Jane Smith, and the last four digits of your Social Security Number are 1234, your username would be
janel234 and your password would be smith1234.

* You must be enrolled in our system either by yourself, your employer or a Taben representative before you will be able to access the Consumer Portal using

the information above.
2
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3. Set your security questions and change your username and password

the the

Taben Taben

Security Questions (Step 1 of 2) Change Username and Password (Step 2 of 2)

Please enter an answer to any 5 security questions to complete your user setup. To keep your information secure, you will be Please change your login information.
asked to answer 3 of these questions to complete sensitive actions within the portal such as resetting a forgotten password.
S = Username test3344
Your usemame may contain alphanumeric characters and any of the following special characters: period (), at
B sign (@), underscore (), and dash (-).
Select a question. -
New Password™
Selecta question. 5 The password must: - Have a minimum of & characters, but not lnger than 20 characters - May contain these
special characters” I@#5%- - Not be one of your ast 3 passwords
SR R & Confirm Password-
Select a question. -

i

Contact Us - Call Customer Service at (855) 826-8692, Toll Free at )2 or Email us at
Contact Us - Call Customer Service at (855) 826-8692, Toll Free at (255 Email us at m
4, You are ready to begin managing your account!
. Statements & Tools &
Home Accounts Profile Notifications Support Dashboard
I Want To... |

Welcome!

Available Balance |

We're Making it Easy to Manage Your
Healthcare Expenses View More

Dependent Care F5...
$0.00
Comprehensive Med...

$408.00
Message Center (2 ]

Downlead Mobile App View More

To get your money faster  set up a bank account for direct deposit
| Quick View

Election Summary for Westar Energy Inc Pre- Contributions to Date
tax Benefits (1/1/14-12/31/14) 1M/2014 - 12/31/2014

Your Contributions

$0.00

855.826.8692 www.Taben.com
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Manage Your Account

View Your Account Balance

1. Visit www.taben.com and click on the
TabenFlex Consumer Portal.

2. From the Accounts tab, select Account
Summary.

3. You can view summaries of other accounts by
scrolling down the page. Your Eligible
Amount is the amount you elected to set aside
for the plan year. Your Available Balance is the
amount you have available to spend on qualified
medical expenses.

View Your Election Summary

1. Visit www.taben.com and click on the
TabenFlex Consumer Portal.

2. From the Accounts tab, select Election
Summary.

3. You can view your annual election for
cach account you contribute to as well as
your employer’s contributions (if applicable),
your contributions to date and the amount
that is deducted from each paycheck.

NOTE: if you participate in an HRA, you can view
your employer’s annual contribution amount and the
contributions made to your account to date under the
Company Contributions column.

View Payment History

1. Visit www.taben.com and click on the
TabenFlex Consumer Portal.

2. From the Accounts tab, select Payment
History.

3. From this page, you can view all distributions
from your accounts and the status of each. For
detailed information on a specific payment,
click View Detail.

855.826.8692
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STATEMENTS & | TOOLS &
NOTIFICATIONS | SUPPORT

FSA Test bicmuer ™
Last Login: 6/8/2014 - Online | Logout

HOME | ACCOUNTS | PROFILE DASHEQARD

Account Summary
The “Eligible Amount” shown in the sum of your Annual Election amount, plus certain credits that have been applied to your
account. The “Available Balance” reflects your available funds atthis time. If you have guestions regarding these balances or

credits applied, please contact Customer Service

- Pre-tax Benefits (1/1/14-12/31/14)

Plan
Eligible  Submitted Year Available
Account Amount Claims Paid Pending Denied Balance Balance
Comprehensive Medical FSA(1/1/14- < < < G
12/31/14) $408.00 $0.00 $0.00 30.00 50.00 3408.00 $408.00
Dependent Care FSA(1/1/14-12/31/14) $3.600.00 £0.00 $0.00 $0.00 $0.00 $3,6000.00 $0.00
- Pre-tax Benefits (1/1/13-12/31/13)

Questions?
a\ Contact Surency Life & Health at: (316) 462-3316 Or toll free at: (866) 81 8-8805 or moreinfo@surency.com

the

Taben
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STATEMENTS & | TOOLS &
HOME | ACCOUNTS | PROFILE NOTIFICATIONS | SUPPORT DASHBOARD

FSA Test Member -

Last Login: §/8/2014 - Online | Logout
|

Election Summary

If you provide us with your e-mail address, you may receive any applicable documentation, such as Account Statements or
Payment Notifications, via e-mail instead of paper.

Pre-tax Benefits (1/1/14-12/31/14)
Payment Method: Surency AdvantagePlus/Benny | Check Update

My Annual Company M “Payroll

ly
account Election Contribution  Contributions Deduction

Comprehensive Medical FSA

(1/1/14-12/31/14) 5408.00 50.00 of $0.00 50,00 $17.00
Effective: 1/1/2014

Dependent Care FSA{1/1/14

12/31/14) $3,600.00 50.00 of $0.00 50,00 £150.00
Effective: 1/1/2014

Total: $167.00

Enrollment History

the

Taben
Group__ s

STATEMENTS & | TOOLS &
HOME | ACCOUNTS | PROFILE NOTIFICATIONS | SUPPORT DASHBOARD

FSA Test Member =
Last Login: 6/8/2014 - Online | Logout

Payment History
Payment Date Payment Number Amount Payment Type Method Status View Detail
§/12j2010 0000001025 $30.99  Claim Reimbursement Check Paid View Detail

www.Taben.com
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Manage Your Account

Change Your Username or Password

1. Visit www.taben.com and click on the
TabenFlex Consumer Portal.

2. From the Profile tab, select Login Information.

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

Report a Lost/Stolen Benefits (Debit) Card

1. Visit www.taben.com and click on the
TabenFlex Consumer Portal.

2. From the Profile tab, select Banking/Cards.
3. On the Debit 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.

4, 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 cards and the option is not
available on the Debir Cards page, please contact Taben
ar 855.826.8692. If you would like to add a PIN ro
your debit card please dial 866.898.9795.

855.826.8692

LastLagin: 6/2/2014 - Online L FSA Test Member Logout

Statements & Tools &

Home Accounts Profile Notificatiore support Dashboard IWantto... ¥
Profile Login Information
Banking
Password Change Password
Login Information
Username Change Username

Security Questions Change Security Questions

Contact Us - Call Surency Life & Health at (316) 462-3316, Toll Free at (866) 818-8805 or Email us at moreinfo@surency.com

Taben

Flex Administration Rmpﬂmﬁu.-nmlh sm

Last Login: 6/8/2014 - Online L FSA Test Member Logout

Statements &
Netifications

Tools &

Accounts Support

Home Profile Dashboard IWantto.. v

Profile

Login Information / Update Password

Banking

Current Password ~
Login Information

New Password *

Please enter a new password. The password
must: - Have a minimum of & characters - Not
be one of your last 3 passwords - Contain

upper and lowercase letters - Contain at least

one number
Confirm New Password *
Cancel | suome BN

. Statements & Tools &
Home Accounts Profile Notfcation: Support Dashboard ‘ IWantto.. v
Profile Banking / Cards
BankingiCards

_ Bank Accounts Add Bank Account Debit Cards

Login Information Bank

ank

View / Update

Iiep’cn‘Lostfsmlen
Order Replacement

T Request New Personal Identification Number (PIN) Toll Free Number: (866) 898-9795

STATEMENTS & | TOOLS &

HOME | ACCOUNTS | FROFILE | oy micaTions | supPoRT:

I

Lost/Stolen Debit Cards

Card Information

DASHEOARD
Last Login: 6/11/2014 - Gnline | Logout

Selected Card Ryan Tacke x6705

Current Status: Active
Update Card Status
New Status: Lost/Stolen

A new card with a new card number will automarically be issued and mailed to the primary cardholder's address to replace the
Lost/Stolen card within 5-7 business days. Verify the primary cardholder's address before clicking the Submitbutten. If the
address is incorrect, Update th dress first and then return to report the card lost or stolen

Verify Shipping Address:

If you suspect fraudulent activity on your account a Transaction Dispute form must be filled out, mailed and/or faxed to
Cardholder Services. Transaction Dispute forms must be received within 90 calendar days from original ransaction(s) settlement
date. This form can be found on the portal under Forms Tah

Submit Cancel

www.Taben.com
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Edit Profile Information

the,

View Profile Information Taben
Group._..s
1. Visit www.taben.com and click on the i g
TabenFlex Consumer Porta_l‘ LastLogin: 6/8/2014 - Online. A FSA Test Member Logout
Mome  ccouns  prome  SSTEMSS oo o antto.. v
2. From the Profile tab, you can view and update your 0 Frofie | Profile Summary
profile summary including your profile information, e Profie PE— Dapandeets A Bependas
L. N L. i ogin Information FSA D Test Member No dependents
dependents, beneficiaries (if you participate in an e
G?lﬁder Mﬂ,"?“ Status No beneficiaries
HSA) and bank accounts. Sonsumer

Communication ID

Contact Us - Call Surency Life & Health at (316) 452-3316, Toll Free at(866) B16-8805 or Email s at moreinfo@surency.com

e

Add a Dependent or Spouse Taben
1. Visit www.taben.com and click on the ,,Mromupm, & surency
TabenFlex Consumer Portal.
LastLogin 6612014 -Oniine 2 FSA Test Member Logout
2‘ From the Pl'OﬁlC tab, SClCCt Dependents. Home Accounts Profile neiis & ;:;‘;eﬁ‘ Dashboard IWantto... v
_ Profile / Add Dependent
3. Enter your dependent’s information into all . Dependentinformation
—
required fields (marked with a red asterik). e
SSN — -
4. When you are finished, click Submit. S
irth Date
Gender ™ Male Female
Full Time Student * Yes ® No
Relationship * Select a relationship... ¥
Add or Update a Bank Account g i i oo s hpain e e o
Please contact your administrator to enroll a dependent in an HRA plan
1. From the Profile tab, select Banking on the left m— ... I
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, A

Taben

click View/Update next to the bank account for GFOUP
Pes ATt | coopeaonsit 8

which you wish to update information.

Last Login: 6872014 -Oniine 2 FSATest Member Logout
2. Enter your bank account information. Hovering e ——— o
your mouse over the more information mark will e Banking//Add BankAGEount
open a pop up box showing where to find your S Bank Acsount formaton
bank’s Routing Number. Your Account __Fouing umber "

Nickname is the name you will use to identify the

[ x
76013 Cobn Avenane

account. Next enter your bank’s information. After G -
verifying you have entered correct information in all
fields, click Submit.
Bank Address *
e =s

855.826.8692 www.Taben.com
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e a Claim Online

i i i Home Accounts Profile Statcments;d o058 Dashboard
le a Lialm uniine

Notifications Support

| Want To...

Welcome!
TabenFlex Consumer Portal.

1. Visit www.taben.com and click on the

We're Making it Easy to Manage Your

2. From the Home tab, select File a Claim. Avaiable Batance < | Heallhicare Expenses viewtiore
Dependent Care FS...
. : $0.00
3. As determined by your plan design, you may S
be able to choose the account you wish to be gl °
. . . . Message Center
reimbursed from by clicking the File Claim Dounload Mobis App Vi e

To get your money faster , set up a bank account for direct deposit

button next to that account.
| Quick View

Election Summary for Westar Energy Inc Pre-  Contributions to Date

4. Fill out all required fields on the claim form and b b e

click Add Claim when finished.

5. In your Claims Basket, you can update or =

remove claims. If you are finished editing Tabe;n

your claims, you must click Submit to finish rou
the Claims ﬁllng pI‘OCCSS. Flex Administration Hmpemrm-wm. 55“'"‘!!?‘:3(

HSAs only: If you participate in an HSA, you will HOME | ACCOUNTS | PROFILE | STATEMENTS & | TOOLS & | 5aspip0ngp M
- lyou p p > Y

NOTIFICATIONS SUPPORT Last Login: 6/8/2014 - Online | Logout
select the Make HSA Distribution button next to — : ' (rr—
the HSA. After completing the form, click Request e 5
Distribution to submit. e e e o e

# Do you have a valid receipt>  ® No @ What is a valid receipt?

Yes

Rsesies Upload Receipt

You may submit receipts electronically after you
Print a Claim Form successfully submit your claims
* Date of Service:

Format date as mm/dd/yyyy.

1. Visit www.taben.com and click on the
TabenFlex Consumer Portal.

#Claim Amount g

# Provider:
. * Categol Ch frem list... - (@ What expenses are eligible?
2. Click on the Tools & Support tab at the top of the o s )
| “Type: | Choose from list... =
Porta : Description:

3. Click on FSA/DCFSA/HRA Claim Form to lFihecai . “Other orOverthe Counter

Drugs”, you must provide a description

download and print a claim form.

* Recipient: FSA Test Member
Add Dependent

* Make Payment to. * Me @ What if funds are not
lable to pav the pavee
Someone Else in full?

When making payment to someone else, a check

HSAs on[}/: Click on HSA Distribution Request will be sen £ che address you specify below
Form to download the form.

Home Accounts Profile o :ﬂ:‘;ﬂ"r“ Dashboard | Want to... v
Tools & Support
Documents & Forms How Do I?
Forms Report Card Lost or Stolen
FSA/DCFSA/HRA Direct Deposit Setup Form Download Mobile App
HIPAA Designated Rep Authorization Form View Interest Information
HSA Additional Benefits Card Request Form View Fee Schedule
HSA Beneficiary Change / Spousal Consent Form
HSA Contribution Form Quick Links
HSA Gustodial Agreement
HSA Death Distribution Request Form 1IAS and 90% Merchant Locator
HSA Direct Deposit Enroliment Change Form Learn More About Your Plan
HSA Distribution Request Form Member Login Tutorial
HSA Fee Schedule Shop for FSA Eligible Items Here
HSA HIPAA Designation Rep Authorization Form surency AdvantagePlus Benefits Card
HSA Information Change Notification Surency AdvantagePlus Mobile
HSA Power of Attorney Surency Frequently Asked Questions
Next Steps Auto Generated Surency Resources
HSA Tax Documents U. 5. Dept of HHS Hospital Gompare Quality of Care Tool 7

855.826.8692 www.Taben.com
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Your Benny® Card will be accepted at any retailer with an inventory control system in place. These transactions may be automatically
substantiated. This means you don’t have to file a claim and may not have to submit a receipt for benefits card purchases. However, you
should always keep all documentation for tax purposes or in the event that Taben requests further documentation. For a nationwide list of
retailers where your Benny® Card can be used, visit www.Taben.com.

How to Use Your Card

1. Have the cashier ring up all of your items together.

®
2. When it is time to pay, swipe your Benny® Card first and select the B d,e!% n
“credit” option and sign for your purchase. TR
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 4000 1234 5678 9010
PIN. 12/15 DEBIT

BENNY CARDMAN V’SA

3. All eligible medical expenses will be paid for from your FSA, HRA or HSA

account and deducted from your total.

4. Ifyou are purchasing non-medical 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.

Additional Information

Using your Benny® Card for Over-the-Counter Purchases

Over-the-Counter (OTC) substantiation rules for Benny® Card purchases changed in 2011. Beginning January 1, 2011, most OTC
medications (not including insulin) now require a doctor’s prescription in order to be considered qualified medical expenses for purchase
with FSA, HRA or HSA funds. Taben also requires a doctor’s prescription to substantiate OTC purchases, even if paid for with your
Benny® Card. For your claim to be substantiated, you must submit the prescription (o7 2 copy of the prescription or other documentation
showing a prescription has been issued) for the OTC medicine or drug, and any other information from an independent third party (such
as a receipt). For example, a pharmacy-issued receipt that identifies the name of the purchaser (or the name of the person for whom the
prescription applies), the date, the amount of the purchase and an prescription number satisfies the OTC substantiation requirements. A
receipt without an Rx number that is accompanied by a copy of the related prescription also satisfies OTC substantiation requirements.

Using your Benefits Card to pay Medical Service Providers
Visa and Master Card have category codes identifying the type of business done by merchants accepting their cards. One of these
category codes is for Medical Service Providers, which includes pharmacies, hospitals, doctors offices and other health care facilities. If

you use your Benny® Card at a medical service provider, you will be required to submit documentation for substantiation. Exceptions
include: plan co-payment matches and reoccurring expenses from a previously approved transaction.

855.826.8692 www.Taben.com
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