
ESS – Changing HSA Contributions

1. Select Me to display your 
employee functions.

2. Click the Benefits icon.

Note: In order to contribute to an 
HSA, you must first be enrolled in an 
HDHP medical plan. If you are not 
enrolled in an HDHP medical plan, 
Connect will error when you submit 
an HSA contribution change.
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3. To initiate your benefit selections 
for an HSA contribution change, 
click the Report a Life Event tile.
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4. Select Change HSA Contribution
and enter today’s date as the 
occurrence date.

5. Click the Continue button.

Note: A notification appears 
indicating the Change HSA 
Contribution life event was created.

6. Click OK.
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Note: You shouldn’t make any 
dependent or beneficiary changes 
before changing your HSA 
contributions so this step can be 
skipped.

7. Click the Continue button.
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8. Read the Authorization statement
and click Accept to continue.
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Note: In this example, the employee 
initially waived coverage but will 
now enter a contribution amount.

9. To edit your contribution amount, 
click the Edit button.
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Note: You can contribute up to $2600 
annually as a single employee or up 
to $5200 annually if married or have a 
family.

10. Click Single, Double/Family, or 
Waive Coverage accordingly.

11. If you are not waiving coverage, 
enter your Annual Contribution 
Amount.

Note: The employee annual 
contribution limit ($5200 in this 
example) is displayed directly under 
the Amount field.

Note: The Employee Rate displays 
your total cost per pay period from 
the enrollment date to the end of the 
year.

12. Click the OK button.
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13. Review your contribution details. 

14. When finished, click the Continue
button. 

15. Click the Submit button.
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16. Review the Confirmation details 
and Pending Actions. 

Note: An HSA Form is required to be 
completed and uploaded into 
Connect. The form will be reviewed 
and approved by Payroll and Benefits 
before your HSA changes can be 
finalized.
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17. Click the arrow to navigate back.

18. Click the Pending Actions tile.
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19. Click the HSA Form link.
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20. Click to download the HSA 
Election form.

21. Click to open the HSA Election 
form.
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22. Complete Page 1 of the HSA form.
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23. Complete Page 2 of the HSA form.
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24. When finished, click the 
download button to save a 
completed copy of the HSA form 
to your computer.
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25. Enter your last name in front of 
the document title in the Save As 
field.

26. Select the location on your 
computer to save the completed 
HSA Form. 

Note: In this example, the form is 
being saved to the Desktop.

27. Click the Save button.

28. When finished, click the X to close 
the browser tab for the HSA 
Form. 
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29. Enter a Name for your completed 
document. 

30. Click the Drag files here or click 
to add attachment link.

31. Select Add File.
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32. Select your document.

33. Click to complete the upload into 
Connect.
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34. Note the uploaded HSA form is 
displayed in Connect.

Note: In addition to uploading the 
HSA Election Form, you must also 
upload a voided check or a letter 
from your bank with the bank 
routing and account numbers. Click 
the “Drag Files Here or Click to Add 
Attachment” link to upload this 
supporting documentation.

35. When finished, click the Submit
button.
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36. Your HSA Change is Pending 
Approval with the Benefits Team. 

End of Procedure


