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Purpose: Enroll in or Change HSA / One-Time HSA Contribution 
Audience: All Teammates  

Created Date: 08/04/2021 
Latest Revision Date: 10/13/2021 

 
This job aid provides instructions for enrolling in or making payroll contribution 
changes to your HSA. See the Create a One-Time HSA Contribution instructions at the 
end of this job aid to make a one-time contribution. 
 
Note: This job aid is for Greater Charlotte Region only. 

 
 

1. Enroll in or Change HSA 

NAVIGATION ME → BENEFITS → REPORT A LIFE EVENT 

Step 1: 
Click on Me tab. 

 

Step 2: 
Click on 

Benefits tile. 
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Step 3: 
Click on Report 

a Qualifying 
Life Event. 

 

Step 4: 
Scroll down and 
click on To add, 

update or 
change your 
HSA amount. 
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Step 5: 
Use the current 

date as the 
effective date. 

 

Step 6: 
Click Continue 

in top right 
corner. 

 

Step 7: 
You will receive 
a Confirmation. 

Click OK. 
 

See Tips: Step 
7a for 

instructions on 
proceeding if 
you receive a 

message other 
than this 

confirmation. 
 

Note: Steps 8-9 
are only for 

teammates who 
need to edit or 

add 
dependents/ 
beneficiaries. 

Click Continue 
to bypass these 

steps and go 
directly to Step 

10. 

 

Step 8a: 
To edit an 

existing 
dependent/ 
beneficiary, 
click on the 

person’s name. 
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Step 8b: 
Click on the 
pencil edit 

icon(s).  

 

Step 8c: 
Edit each 

category as 
needed.  

 
Note: Enter 
date when 
name or 

relationship 
change 

occurred in 
appropriate 
categories.  

 

Step 8d: 
Click Submit.  
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Step 9a: 
To add a 

dependent/ 
beneficiary, 
click Add. 

 

Step 9b: 
Add dependent 
information on 

the Basic 
Information 

screen. 

 

Step 9c: 
Click Submit in 
top right corner. 

 

Step 9d: 
Click Continue.  
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Step 10: 
Click Accept. 

 

Step 11: 
Click pencil 
edit icon to 

make any final 
edits. 

 

  



 

 

7 
 

Purpose: Enroll in or Change HSA / One-Time HSA Contribution 
Audience: All Teammates  

Created Date: 08/04/2021 
Latest Revision Date: 10/13/2021 

Step 13: 
Select 

Teammate 
Only or Family 
checkbox. You 

may also 
choose to waive 

coverage. 
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Step 14: 
The Coverage 
checkbox will 
appear. Enter 
your per pay 

period 
contribution 
amount and 

click OK. 

 

Step 15: 
Click Continue. 

 

Step 16: 
Click Submit to 

finalize your 
elections. 

 

Step 17: 
You will receive 
a Confirmation.  

 
Note: if you 

receive a 
confirmation 
that differs 

from this one, 
call 704-631-

1500, Option 1 
for assistance. 
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Tips 
 
Step 7a: 

• If you receive the following Confirmation message, call 704-631-1500, Option 1.  
  

  

Notes 
 

If you require assistance, please call 704-631-1500, Option 1. 

 
 

2. Complete a One-Time HSA Contribution  

NAVIGATION ME → BENEFITS → MAKE CHANGES 

Step 1: 
Click on Me 

tab. 

 

Step 2: 
Click on 

Benefits tile. 
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Step 3: 
Click on Make 

Changes. 

 

Step 4: 
Add or update 

beneficiary/ 
dependent 

information if 
applicable. 

Click Continue 
in top right 

corner. 

 

Step 5: 
Click on 

Atrium Health 
One 

Time/Incentive 
Contribution 

Program. 
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Step 6: 
Read the 

attestation, 
then click 
Accept. 

 

Step 7: 
Click pencil 
edit icon to 

make changes 
to your Health 
Savings and 

Flexible 
Spending 
Accounts.  

 
Note: Click 

Submit if you 
have no 

changes. You 
will go directly 

to Step 11. 
 

See Tips: Step 
7a and Step 7b 
for additional 
instructions. 
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Step 8: 
Click on pencil 
edit icon in One 
Time/Incentive 
Contribution - 
HSA field near 

the bottom of the 
page and select 

Coverage – 
HSA 

Contribution 
box. 

 

 

  
 

Step 9: 
Enter the one-

time 
contribution 
amount in the 
Coverage box 
that appears, 
then click OK. 

 

Step 10: 
Click Continue, 

then click 
Submit. 
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Step 11: 
You will receive 
a confirmation 

that your benefit 
elections were 

submitted.  
 

Tips 
 

Step 7a: 
You may see the term, “waived” in this field, as this is the default for a one-time 
contribution. This does not mean that your HSA plan is waived. 
Step 7b:  
Certain incentives, such as PPI/MAIP, will have special election options. 
Teammates will be notified and receive instructions when these events occur. 

 


