
Forgot Your 
Username or 
Password?   

Click Here and  
Enter Your Info! 

 Using MyFlexOnline.com  
To Manage Your FSA 

LIVE LINK TO RETRIEVE FORGOTTEN PASSWORD 

Always check the 

YELLOWYELLOWYELLOW box for 

messages FIRST. 

Click “Settings” to: 
 

 update email address 
 add text/email alert settings 
 edit options for direct deposit 
 change username and password 

This option may also be used to reset your 

account if “User Name Retrieval” doesn’t 

work.  The information is sensitive to how 

your name exists in the software (i.e. “Jr.”, 

“Sr.”, etc.) 



U S I N G  A  D E B I T  C A R D ?  

Click  
“Verify Card Use” 

HINT:  When verifying debit card use, this is 

the ONLY link to use and this link is ONLY 

visible when a card transaction requires  

verification.  Do not use “Submit a Claim” 

for card verification. 

When repayment of account 
is required, choose “you 

owe”. 
 

Always click this link regarding 
Flex Card transactions.   

 
You have the option to repay 
your account OR you may still 

have the ability to create a 
claim form and submit                  

documentation. 



Enter claim  
information and 

click “ADD” 

When filing for               
reimbursement, Click  

“Submit a Claim” 

Click “NEXT” when 
you’ve reviewed the 

claim information 

Scroll Down to see 
ADDITIONAL  

OPTIONS  
(FAX/MAIL) 

for submitting your 
claim receipt 

If you choose “UPLOAD”, 
no further verification is 

required (unless  
BeneFlex contacts you).  
Do not fax or email an 

uploaded claim. 

Choose only ONE option…  

upload, fax or mail. 

N E E D  TO  F I L E  A  C L A I M  ( D E B I T  C A R D  N OT  U S E D ) ?  


