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Setting up HSA Contributions 

It’s easy to load your HSA contributions and payroll deductions. The steps below will guide you 
through the process, and we are happy to help with any questions along the way. 
 

- Go to your ProBenefits Employer Portal at https://hr.probenefits.com and log in. 
- Select “Set up Contributions” on the left navigation sidebar and click the “+ New 

Schedule” button. 
- Choose whether you would like a One-time or Recurring contribution schedule. 
- In the “Plan year” dropdown menu, choose HSA., then click the Next button. 
- Choose whether you want to import contributions manually, or import a file. 

o If entering manually: 
§ Enter the Effective date (for One-time contributions) or date and 

frequency info (for Recurring contributions) and click the Next button. 
§ A list of your enrolled employees will appear. Complete the “Payroll 

deduction” and “Employer contribution” fields as applicable, and click 
the Submit button. 

§ You will be notified if there are enrolled employees for whom you did 
not enter amounts. Otherwise, your process is complete. 

o If importing a file: 
§ Enter the Effective date (for One-time contributions) or date and 

frequency info (for Recurring contributions) and click the Next button. 
§ Check the box to “Pre-populate template” and click the link to 

“Download pre-populated template.”  
§ The Employee Identifier in the first column is the employee’s Social 

Security Number. As you click on each column, it will give you more 
information about what is needed. 

§ If you need to import both payroll deductions and employer 
contributions, enter a second line for the employee, and put the payroll 
deduction on one line and the employer contribution on the other. 

§ Complete your template and save it, click the Next button, then click 
Browse on the web page to find your saved file and upload it. 

§ Click the Import button to finish. You will be notified of any errors. 
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A note about Recurring Contribution Frequency 

- For recurring semi-monthly contributions, set up two schedules: 
o One Monthly, for the first or last day of every 1 month 
o One Daily, for the 15th (or appropriate day) of every 1 month 

Maintaining Scheduled Contributions 
If you set up a recurring contribution schedule, you will need to maintain it when there are 
changes to employment status and deduction amounts. Fortunately, that’s very easy to do! 

- Select “Set up Contributions” on the left navigation sidebar. 
- You will see your schedules with the next posting date listed. Click the one you want to 

update, then click the Edit button. 
- To easily change individual contributions and deductions, make sure “Enter manually” 

is checked, and click the Next button.  
- Make any schedule changes if needed, and click the Next button. 
- The Payroll Deductions and Employer Contributions you had set up will be pre-

populated for each employee. You will just need to make any changes necessary and 
click the Submit button. 

Adding a New Employee 

You can quickly add a new employee so you can set up contributions for them right away. 

- Select Employees from the left navigation sidebar, and then click the “+ New employee” 
button. 

- Complete all the required information and click the “Add employee” button. Remember 
that this information will be used to open an HSA account for the employee, and 
therefore must pass the Patriot Act financial institution identity requirements for the 
account to be opened. Be sure you have the following: 

o Verified Social Security Number 
o Correct name and birth date 
o Home address – must be address of actual residence; no PO boxes 
o Mailing address, if different from home address, for mailing debit cards 

- Once you have added the employee, go to their Enrollments tab and then click the “+ 
New enrollment” button to give them coverage in the HSA. Be sure to choose the 
correct health insurance coverage level of Individual or Family, as this determines the 
cap on their HSA contributions. Click the Submit button when finished. 

- Once you have added the employee and given them coverage, they will be available for 
you to add payroll deductions and employer contributions.  


