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This guide is
designed to help
you get the most

out of your Sentinel
Account.
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Your Online Account

Managing your account is easy using Sentinel's online
consumer portal. To register your account go to
sentinelgroup.com. From the login dropdown menu,
select "FSA, HSA, HRA, and Commuter Accounts.” Once
you are on the Login web page, click “Get Started” in

the New User section. Enter the required information
and press “Next."

Your online account enables you to:

File a claim online

Upload receipts and track expenses

View up-to-the-minute account balances

View your account activity, claim history and payment
(reimbursement) history

Report a lost/stolen card and request a new one
Update your personal profile information

Change your login ID and/or password
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Download plan information, forms and notifications

For a step-by-step online account overview and video

tutorial visit help.sentinelgroup.com/help/navigating-
your-online-account.

Home
The Home page is easy to navigate:
* The I Want To... section contains the most
frequently used features, including filing a claim.
* FEasily view your account balance in the Accounts
section of the home page.
* The Quick View section graphically displays some of
your key account information.
* The Tasks section alerts you to action required on
your account.
* FEasily review Recent Transactions directly from the
home page.

Profile
From your Profile page, you can do the following:
» Update your personal information
* Add dependents
* Set up your reimbursement preference
* Manage your Sentinel Benefits Card
* Change your login information

To access your Profile menu, click the arrow next to
your name at the top of the page. For profile update
instructions visit help.sentinelgroup.com/help/update-

your-personal-information---fsahra.

Accounts

For an overview of your accounts, select Account
Summary from the Accounts menu at the top.To view
your full account activity, select Account Activity from the
Accounts menu at the top. Use the drop-down menu to
toggle back-and-forth between multiple accounts. Claims
and payment details may also be accessed through the
Accounts menu.

Tools & Support

Visit the Tools & Support page to:
* Access plan forms
* View detailed benefit plan information
* View helpful tips and quick links

Statements & Notifications
The Message Center displays alerts and relevant links
that enable you to stay in the know including:

* Receipt reminders

* Account statements

* Direct deposit confirmations

* Denial letters

Click the Update Notification Preferences link in the
Message Center to enable email and text alerts and stay
informed about account activity including:

 Claim activity

» Payments Issued

* Debit card status changes

For additional information visit help.sentinelgroup.com/

help/updating-your-notification-preferences-fsahsa.

Mobile App

Our mobile app provides account Eﬁ E
, , L 0
infomation at your fingertips.View ::- (o O

e T
account activity, check balances, file r. :-F
claims and more! Scan the QR code E ﬁ__ 3

to download the Sentinel (FSA, HSA,
DOWNLOAD APP

HRA) Mobile App.
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Sentinel Group Benefits Card

As participants, you can use your Sentinel Group Benefits
Card to easily pay for eligible expenses directly from
your account! When you use your card, the transaction
automatically reduces your account balance so you don’t
have to pay out of pocket or wait to be reimbursed.
Additionally, in most cases you will not need to submit
any documentation of your activity to Sentinel for your
expense to be approved.

How do | activate the card upon receipt?

The Sentinel Group Benefits Card can be activated by calling the
number located on the sticker on the front of the card when it
is first received. Even though you will receive two cards, you only
have to call once to activate both. They will be available for use

within 24 hours of activation.

Why did | receive two cards?

You are issued two cards so you can choose to make the second
card available for a spouse or dependent. Both cards come in
your name, but since the debit card is signature-based, your
spouse or dependent just needs to sign the back of the card and
it is their card to use.

Will | receive new cards every year?

No, your Sentinel Group Benefits Card is good for three years.
Elections for subsequent plan years will be added to your existing
card. New cards will automatically be issued and mailed to you
prior to the existing card's expiration date.

How do | request new or additional cards
and/or report a missing debit card?

From the Home page, hover over Accounts and select
Banking/Cards from the Profile section. Under the Debit Cards
column, click Report Lost/Stolen or Order Replacement and
follow the instructions.
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Your card can be used as either “Debit” or “Credit.” In order to
use the card as a “Debit,” you must establish your own PIN by
calling the number located on the card and walking through the
setup instructions.

Will | be required to substantiate a debit
card claim and how will | be notified?

Backup documentation may be needed to substantiate a claim
upon adjudication of a debit card swipe. If Sentinel has an email
address on file, we will send you an email and the password for
this secure document will be the last 4 digits of your debit card.
Otherwise, we will send you a letter via mail. You must provide
the receipt for the eligible expense or payment in lieu of receipt.
This is why it is important to always hold on to your receipts
when using your debit card. For more information visit help.

sentinelgroup.com/help/request-for-more- information.

Important Note:All debit card transactions will initially display
as “Receipt Needed” in your online account. No action is
required unless you receive a request for documentation via
email or regular mail.

Why did | receive a request for additional
documentation?

Sentinel is required to verify the eligibility of each claim, even
those processed using a debit card. If the card transaction details
provided at the time of purchase do not identify the purchase as
an eligible expense you must provide a receipt showing the claim

is eligible. For instructions visit help.sentinelgroup.com/help/
uploading- claim-documentation.

What needs to be included on the receipt?
In order to approve your claim, documentation must include the
following information:

\/ Date service was rendered

+/" Description of service or item

\/ Name of service provider

\/ Your out-of-pocket cost

What happens if | don’t provide a receipt?
If you do not provide a receipt confirming eligibility of the
debit card purchase in a timely manner, your debit card will be
suspended pending resolution. If a receipt cannot be provided
or the purchase is deemed an ineligible expense, you will be
required to repay the claim amount before your debit card
can be reactivated. For repayment instructions visit help.
sentinelgroup.com/help/online-claim-repayment.
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Submitting Claims

If you pay out-of-pocket for an eligible expense, submitting
a claim request online or via mobile app is the quickest and
easiest way to be reimbursed. Filing claims electronically
allows you to upload your required substantiation (receipts,
EOB, etc.) and eliminates the need for paper forms.

Online Claim Filing
I. On the Home page under the | Want To...
section, select Reimburse Myself to request
reimbursement to yourself or Pay a Provider to
pay a third party directly from your account.

2. The claim filing wizard will walk you through the
request, including entry of information, providing
payee details and uploading a receipt.

3. For submitting more than one claim, click Add
Another from the Transaction Summary page.

4. When all claims are entered in the Transaction
Summary, agree to the terms and conditions, then
click Submit to send the claims for processing.

5. The Claim Confirmation page will display.You
may print the Claim Confirmation Form as a
record of your submission.

For additional information and video tutorial visit
help.sentinelgroup.com/help/submitting-an-online-

claim.

Mobile Claim Filing

Our mobile app includes the ability to file new claims
and submit receipt images all from your mobile device.
You can submit a claim, take a photo of your supporting
documentation, and attach the image to the claim.
Download our mobile app using this QR code.
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Reimbursement Timeline

Any claim received in good order by 5 pm.ET on a
Wednesday will be paid out the following Friday (as long
as claim is approved). Times vary during holiday weeks.

Eligible Expenses
You can access a list of eligible expenses by visiting the
Help Center at help.sentinelgroup.com or through your

online account by logging in and choosing the Tools &
Support option at the top of the screen.

Documentation Requirements

In order to approve your claim, documentation must
include the following information:

Date service was rendered

Description of service or item

Name of service provider

Your out-of-pocket cost

Name of the person receiving the service

o

Tax ID # or SSN of service provider for Dependent
Care claims

For more information visit help.sentinelgroup.com/

help/what-information-is-required-for-claim-to-be-
approved.

Important Note Regarding Claim Approvals:

Providing a credit card receipt or bank statement is not an
acceptable form of documentation - all expenses must be
itemized.You should keep all receipts or other substantiation
in case of an audit of your personal tax return.

Direct Deposit

Get your money faster by signing up for direct deposit of
your reimbursements. Just look for the direct deposit sign-
up link in the Task section of your online account home
page. For instructions visit help.sentinelgroup.com/help/

adding-direct- deposit-information.

Know what's covered
and what’s not with our
complete Eligibility List!
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Expense Tracker

To view and manage all expense activity in one place, use
the Expense Tracker. On the Home page, choose Expense
Tracker from the Accounts menu.The Expense Tracker
provides you with an easy-to-use consolidated view of
expenses for ongoing management of expenses, claims,
and card transactions. Easily filter expenses by clicking on
the filter options on the navigation pane on the left side

of the screen or by clicking on the field headers within

the Expense TrackerYou can search for specific expenses
using the search field on the bottom left side of the screen.
Expenses can be exported into an Excel spreadsheet by
clicking on the Export Expenses button on the upper left
side of the page.

Why should | use the Expense Tracker?

The Expense Tracker allows you to import and store
expenses that can potentially be reimbursed through your
plan. It serves as a ‘virtual shoebox"' to store expense
information and receipts that can be referenced in the future,
either for your own tracking or for submission as a claim.

How do | add an expense to the Expense
Tracker?
I. From the Expense Tracker, click on the Add
Expense button on the upper left side of the page.
2. Complete the expense detall fields.You can even
upload a copy of the receipt and add notes for your
records.
3. Once the expense has been added to the Expense

Tracker, you can pay the expense, if desired.

Can | request payment for an expense from
the Expense Tracker?

You may process payments/reimbursements for unpaid
expenses directly from the Expense Tracker page.
Expenses will be categorized and payment can be initiated
for unpaid expenses by clicking on the button to the right
of the expense details.

[. Simply choose which expenses you would like
paid and you will be presented with the eligible
accounts from which you can initiate payment.

2. When you click Pay, the claim details from the
Expense Tracker will be pre-populated within the
claim form. Review and edit the claim details as
needed.

3. You will have the option to either request a
reimbursement to yourself or, pay the provider.

How do | edit an existing expense in the
Expense Tracker?

You can edit expense details for all claim statuses directly
from the Expense Tracker page.

I. Expand the claim details by clicking on the expense
line item from the Expense Tracker.

2. You will be presented with options to add expense
notes, update the expense details, mark the expense
as paid/unpaid, or remove the expense from the
Dashboard.

For additional information on the Expense Tracker visit
help.sentinelgroup.com/help/expense-tracker.
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Rules, Rights & Information

Is there a deadline for spending my money?
Yes, you must use the funds in your account for
reimbursement of qualified expenses by the end of the
plan year plus any available grace period (if applicable).
Expenses are only eligible if the service occurred within
the plan year and/or grace period. Claims must be filed by
the end of the runout period. Consult the Summary Plan
Description for specifics about your plan. For help locating
your plan deadlines online visit help.sentinelgroup.com/

help/how-long-do-i-have- to-submit-my-claims.

If | do not use up all of the money | elected for
the year, do the remaining funds carry over to
the next year?

[t depends. Some employers have elected the carryover
provision for the Health FSA benefit. If this is the case,
your Health FSA funds will roll over from one plan

year to the next (up to the IRS carryover limit). Please
note that Dependent Care FSA benefits do not roll

over. It is important during your election period to

make an educated estimate of what your expenses will
be throughout the year in order to provide the most
beneficial cost savings for you and your family.

In what situation can | change my election

during the plan year?

Upon electing coverage under a cafeteria plan, your

election is irrevocable until the end of the Plan Year unless:

v/ You experience a qualifying life event (explained
below)

+/ You experience a significant cost of coverage change

+/ There is a termination of employment

+/" There is an approved leave of absence

What is considered a “Qualifying Life
Event"?

There are certain life changes that will allow you to change
or cancel your coverage under a cafeteria plan. For a
change to an existing election to qualify, the change in
status must be due to one of the following reasons:

Last Updated: 9/25/2024

Change in legal marital status

Change in the number of tax dependents

Change in employment status (including spouse or
dependent)

R R

Change in work schedule which affects benefit
eligibility

For more information on election changes visit
help.sentinelgroup.com/help/changing-annual-

election-amounts

What happens if | terminate employment?
In general, only expenses incurred while actively employed
are eligible for reimbursement. Health FSA services that
occur after your termination date will not be eligible. If you
have not been reimbursed the full amount contributed

to your account at the time of termination, you will be
offered benefit continuation through COBRA for Health
FSA. Dependent Care expenses may continue to be
eligible after termination. Consult the Summary Plan
Description for specifics about your plan.

Where do | go to find out more information
about my plan?
Visit our website at sentinelgroup.com to learn

more about your benefits and get the latest news and
information.You can also find information specific to your
plan by logging in to your online account, selecting

Tools & Support at the top of the screen, and reviewing
the Summary Plan Description (SPD) in the
Documents & Forms section.

What if | have additional questions?

\/ Visit our Help Center at help.sentinelgroup.com.

+/ Contact us via chat or email by clicking the Contact
Us link at sentinelgroup.com.

/' Call our Service Center at (888) 762-6088, Monday
through Friday, 8 am.- 7 p.m. ET, excluding certain

holidays.
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