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Managing your Flexible 
Spending Account online   

Welcome to HealthSCOPE Benefits! 
We are proud to be your FSA administrator; providing friendly, quality service to you and your family is 
our top priority. This document outlines our user-friendly tools for filing FSA Healthcare and 
Dependent Care claims along with managing your CDH Account online. If you would rather file your 
claims via US mail, fax, or email, use the following: 

By US Mail 
HealthSCOPE Benefits 
P.O. Box 350 
Little Rock, AR 72203 

By Fax 
1-877-240-0135 

By Email 
CDHAdmin@healthscopebenefits.com 

If you have questions, please feel free to contact us via email or by calling 1-877-385-8775. 

Contents of this document 
Here you will find instructions for the following: 

 Accessing your Flexible Spending Account online 

 How to file a claim online 

 How to view your FSA account information 

 Viewing Plan Information, IRS rules, and important Documents & Forms 

Accessing your Flexible Spending Account online   

Step 1: Log on to 
www.healthscopebenefits.com. 
 
Step 2: Hover your mouse over the Login 
button to drop down the menu. Then 
click Members. 
 
Step 3: At the Welcome Members 
screen, in the Company Name field, enter 
the word FLEX and click Submit. 

FLEX 

http://www.healthscopebenefits.com/
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Your Welcome Page will display, 
similar to what is shown here. 
From this screen you can: 

 File an FSA claim 

 Check your account balances 

 Check claim history 

 Update your profile 

 Get plan descriptions and 
other documentation 

 Retrieve downloadable forms 

 Submit a customer service 
inquiry 

 
 

Step 4: You will see a screen like 
this. Click the hyperlink for 
Flexible Spending Account (FSA). 

 
 Step 5: At the Login screen, enter 
your Username and Password (as 
explained below) and click Login.  
 

Important note: Your group may 
have selected a username/password 
format that is specific to you. If so, 
you would be notified of this and 
would have received the login 
credentials. If not, follow the 
instructions below: 
 
Your Username: Your username is 
as follows:  

 the first four letters of your last 
name (capitalize the first letter) 

 the last 4 digits of your Social 
Security Number 

 an underscore and the letters soo 
(like this _soo)  

 
For example: John Smith with a SSN 
number of 789-45-1234 would be 
user Smit1234_soo. 
 
Your Password: The first time you 
login, your password is the same as 
your username. You will be 
prompted to change your password 
as well as set up a Security Question. 
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How to file a claim online 

Step 1: Once you have accessed your 
Flexible Spending Account from the 
HealthSCOPE Benefits website, click 
the Accounts tab.  

1-877-385-8775 
www.healthscopebenefits.com 

Step 2: Click the arrow on the I Want To button 
to drop down the menu. 
 
Step 3: Then click File A Claim.  

Step 4: When filing a claim, you will be 
creating a reimbursement. Select the 
account to “Pay From.”  

Step 5: Then select the account to 
“Pay To.”  

Step 6: Click the Next button.  
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Step 9: Complete the 
fields on the Claim 
Details screen and click 
Next.  

Step 7: If you have documentation, such as receipts, 
that you can attach to the claim, click Upload Valid 
Documentation. You will be prompted to browse to 
the location on your computer and upload the 
document(s).  Valid file types are JPG, GIF, PNG, or PDF 
and cannot exceed 2 Megabytes. 

Step 8: When finished with this 
screen, click Next. 
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A screen will display that summarizes the claim you are submitting.  
 
Step 10: Check the information to verify accuracy. If you need to remove the 
information or update it, there are buttons/links you can click to do so.  
 
Step 11: When you are ready to submit your claim, click Submit. 

A confirmation screen will indicate successful submission. If you are mailing or faxing 
your receipts instead of attaching them to this submission, click the link on this screen 
called Claim Confirmation Form. Print that form and send it along with your receipts.  
 
Step 12: When complete, use the tabs across the top of the screen to navigate to other 
areas of the web portal, or if you are finished using the system, click “Logout.” 

1-877-385-8775 
www.healthscopebenefits.com 



7 
 

 

  

How to view your Account Information 

Step 1: From the Home screen, click 
Accounts.  
 
The Account Summary screen will 
show details regarding balances on 
your FSA account. If any of the totals 
appear in blue, you can click that 
number for more detail. 
 
To see your entire claims history, click 
the Claims link. 

Note that the system also tracks 
Receipt Status. Remember that the IRS 
requires that you save your receipts 
for all claims and transactions for 
substantiation. 



8 
 

 

 

 

 

Viewing Plan Information, IRS Rules, and 
Important Documents & Forms 

From anywhere within the portal, click Tools & Support to view various documents and 
forms, like shown here.  

HealthSCOPE Benefits is excited to be your FSA administrator. If 
you have any questions, please do not hesitate to contact us.  

1-877-385-8775 
www.healthscopebenefits.com 




