Using the BPC Website

Where to Start

Phone: (800) 355-2350
Fax: (800) 295-2990
Email: info@bpcinc.com

BPC recommends that you always access your plan information with us from your employer-specific webpage. The

webpage has PDF versions of your forms available for
immediate download without logging into the site.

You will also find links to useful tools for utilizing your
accounts, as well as the login box which will allow you to
sign-on to the BPC site for checking balances and
submitting claims online.

If you do not know your employer-specific webpage’s

location (URL) please contact your human resources

representative or BPC at (800) 355-2350 and it will be ===

provided to you.

We recommend you bookmark this page for easy access.
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:
> ‘Welcome, David Dover [Logout]
N
- ' . ' ..Back to Secure Site’
74 )Y
!

Welcome, Sample Company, Inc. Employees!

v Participant Portals
BPC Participant/Employer

Latest BPC News &

Electronic Statements
BPC Benefits Card Management -7

x Sample
Company, Inc

Tools
h

>
Eligible Heal

Flex / DC.

ligibility audit. You will need to verify that all of yo
he health plan. Read on for a FAQ and a I

h Care Reform Today!

Quick Links

=
Benefits Card Merchant Listings
H
@

t him know that you support the FSA inflation index

ow-to Check Your Benefits
ard

BPC Contacts

Plan Specialist Phone Ext. Plan

Wyatt Scheiding

Ext. 185  Dep. Audit

"
21
Sui
P.0. Box 7500

Champaign, IL 61826

. 10 Clearlake Blvd.
Press0 HRA ite 200

or Press 0 125, HRA, 125

Ext. 148 125, COBRA, HSA, ONL, 401, 401

Documents and Forms

v Acronyms and Terms

FSA: Flexible Spending Account

DCAP: Dependent Care
Assistance Program

In order to check balances and submit online claims you must create credentials, typically your email address and a

password, to login to BPC's website.
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The second section titled, Credentials, is where you will create your username

and password to access the system.

Lastly, you will need to select three security questions from the drop down menu
and enter the answers in the appropriate boxes. Make sure that the answers are |,
easy to remember as you will need to answer them in the event that you forget

your password.

If you are uncomfortable with any of the default security questions, please use
the drop down arrows on the question box and select Write My Own. This
option allows you to create your own customized security question.
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On the registration page under the
User Details heading you will be asked to enter details about who you are.

Access your employer-specific webpage and click the Register link
in the top right corner of the screen.

| User Details

SSN: l—

Birth Date: lm =

Last Name: li

Zip Code: l—
Work Email:* l—
Home Emats [

We require at least
one email address for
contact purposes.

| Credentials

Username:
Passwors d: Password must be = 4 characters.
Repeat Password: Passwords must match

Weak

Medium Strong

Weak: Contains
Medium: Contai
Strong: Contain

y letters or only numbers
tters and numbers
pital letters, lower-case letters, and numbers

i Challenge Questions

Question 1: [What iz your mothers maiden name? v

Answer 1;

H

Question 2: [What town were you born in?

Answer 2;

Question 3: [What is your favorite color?

Answer 3:
Clear Form | Register

|
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Checking Balances

Once your account is created you may login to the site by entering your email address and password in the top
right corner of your employer-specific webpage and clicking the Login button.
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Once you have successfully logged in you will have access to your account balances, transactions, e-
statements, and information about your plan contacts.
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Submitting a Claim Online

1.

4.

Once logged into your employer specific website,

click the link, Reimbursement Request, located
under the Participant section or select the
Submit Expenses Now link in the middle of the
main page.

Choose the Add New Expense link.

Select the account for which you are submitting
the claim and the dates of service.

Now Available! Under the Expense Details
section there is a new tool that allows you to
save frequently used expenses. For example, if
you regularly refill a prescription at the same
pharmacy you can create a ‘Saved Expense’ so
that each time you need to submit that claim in
the future it will automatically populate the
claim information into the appropriate fields.

If you already have a Saved Expense you can
select it from the drop down box, otherwise
please enter the Service Provider, the Recipient
information followed by the dollar amount of
the claim.

If you would like to Save this expense for Reuse,
select the Yes button. If you do not wish to save
the expense, please select No.

(Note: Select the View all Saved Expenses link to
list and delete currently saved expenses for your
account.)

Click the Add Expense to Request button when
you are ready to submit your claim.

You should now be able to see the new Claim
listed on the Online Request for Reimbursement

page.

You may add as many expenses to your claim as
you wish.
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Your submission is not complete until you click the big "Submit these Expenses for Reimbursement” button below. You wil receive a
confirmation email from info@bpcinc.com (be sure it's allowed) and confirmation séreen when you submit successfully.

Online Request for Reimbursement

Click the plus icons to 2dd information for submission.

Feel free to leave and come back to this screen at a later time if you need. We'll hold ento your pending information for 3 days.

4 Add New Expense

- _Z You da not have any expenses that have nat yet been submitted, Click the plus to add a new expense.

Add Expense [ X
All fields are required.

Reimbursement Account:

© FSA -(01/01/2011 - 12/31/2011) Sample Company, Inc. 125 Plan
© DCA -(01/01/2011 - 12/31/2011) Sample Company, Inc. 125 Plan

Date(s) of Service:

From: 05/23/2011 | &) To: 05/23/2011 | @&

Expense Details:

Load Saved: $20.00 - Christie Clinic (Jezebel) [+]
Service Provider: Christie Clinic
Recipient of Service: Jezebel Dover IE‘

¢ $20 ]

Save Expense for Reuse? L) @ ves © No [View All Saved Expenses]

[ Add Expense to Request | [ Cancel |

Online Request for Reimbursement

} Need Help? (click to expand)

Your submission is nat eo mplete until you click the mq “Submit these Expenses Fnr Ralmhurs:mem button below. You will receive a
onfirmation email from info@bpcinc.com (be sure its allowed) and confirmation ccreen when you submit successfully.

Click the plus icons to add information for submission.

Feel free to leave and come back to this screen at a later time if you need. We'll hold onto your pending information for 3 days.

& Add New Expense
js Account Date(s) of Service Provider Claimant __ Amount

= f’ Fsa 05/23/2011 Christie Clinic Jezebel Dover _ $20.00 [ 3

Total Requested:  $20.00

& Upload Documentation (optional

You do not have any documents uploaded. You can upload them now by clicking here, or you can send them to BPC via fax/mail
ata later date.

] 1 agree to and certify that these expenses comply with the Certification of Expense Eligibility.

‘Submit these Expenses for Reimbursement
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Submitting a Claim Online (continued)

4. Optionally, upload documents by selecting the
Upload Documents link.

Please use the Advanced tab to upload
documentation when possible as it displays a
progress bar and allows you to select multiple
files. However, if you do not have Flash installed
on your computer, select the Basic tab to upload
your documentation.

5. Select the Browse button to choose the files to
upload. (Note: Press the Shift key to select more
than one file at a time.) Click Upload to transfer
the files.

6. You should now be able to see your
documentation under the Upload
Documentation window.

7. Place a checkmark in the ‘l agree and certify that
these expenses comply with the Certification of
Expense Eligibility’ box after you have read and
agree to the terms.

8. Click the Submit these Expenses for
Reimbursement button to complete the claims
process. You have now completed the claims
submission process and you will receive an email
confirmation.

A

Online Request for Reimbursement

» Need Help? (click to expand)

Your submission is mot complete unt you gick the big “Submit these Expenses for Reimbursement- butan below. You will recsive 8
onfirmation email from info@bpcinc.com (be sure it's allowed) and confirmation scréen when you submit successfully.

Click the plus icons to add information for submission.

Feel free to leave and come back to this screen at a later time if you need. We'll hold onto your pending information for 3 days.

4 Add New Expense
s Account Date(s) of Service Provider  Claimant _ Amaount
= g rsa osm2320n Christie Clinic Jezebel Dover _$20.00 [ %
w4 Total Requested:  $20.00

& Upload Documentation (optional

ﬂwdenothuvea y documents uploaded. You can upload them now by clicking here, or you can send them to BPC via fax/mail
at 2 later date.

[ 1 agree to and certify that these expenses comply with the Certification of Expense Eligibility.

‘Submit these Expenses for Reimbursement

Upload Documentation =3

[ avanced | [EERTCREEN
| E5 Browse... “ £ Upload | ‘}_ & Clear
@ claimDocumentation docx 9K 3¢
@ ClaimDocumentation2.docx IKD 3

Count of files: 2 (19 Kb)

This uploader is preferred. It gives you a nice progress bar and lets you
select multiple files at one time. If you experience any trouble or don't
have flash installed, please don't hesitate to switch over to the basic
version.

Cancel

‘Online Request for Reimbursement

b Need Help? (click to expand)

Your submission is not complete until you click the big “Submit these Expenses for Reim| button below. You will receive 2

Click the plus icons to add information for submission.

email from (be sure it's allowed) and confirmaticn screen when you submit successfully.

Feel free to leave and come back to this sereen at a later ime if you need. We'll hold onto your pending information for 3 days.

% Add New Expense

— 3 Youdonot have any expenses that have not yet been submitted. Click the plus to add a new expense.

1. ClsimDocumentation.docx ¥
2. ClaimDocumentation2.docx %

[Delete AN

[ 1 agree to and certify that these expenses comply with the Certification of Expense Eligibility.

Submit these Expenses for Reimbursement
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Forgotten Passwords

If you forget your password you may reset it online at any time. Start from your employer-specific webpage

and click the Forgot Password link in the top right corner of the screen. Resetting your password is a three-
step process:

Password Reset

Resetting your password is a multi-step process: Password Reset

Resetting your password is a multi-step process:
Password Reset 1. Tell us who you are

2. Check your email and click the link in the email message 1. Tell us who you are

2. Check your email and dlick the link in the email message
3. Set a new password

Resstting your password is a muli-step process:

lick the link in the email message

=

3. Seta new password

Your new password must be between 4 and 20 characters and may contain any combinatio

) _ New Password:  Password must be > 4 characters.
An email has been sent to your address. It may take a few minutes to be d —_—

R t New P: rd:
password. tepeat New Passwor Passwords must match

Password Strength
Weak j Medium j Strong

DAVID DOVER,

Weak: Contains only letters or only numbers
Medium: Contains letters and numbers
Strong: Contains capital letters, lower-case letters, and numbers

Set New Password

We have received a request to reset vour password with Benefit Plannin
To reset vour password now click the following link:

CLICK HERE TO RESET PASSWORD DAVID DOVER,

. . . . Your password for www bpcine com was successfully reset from IP A
This password reset link will expire on 01/18/2011 at 03:38 PM CST

If you did not initiate this password reset please contact BPC at (800)

Getting Help

Your BPC account specialists are ready and able to help you from 8:00 AM to 5:00 PM central standard time,

Monday through Friday. Please feel free to give us a call if you have any questions about your account or using
our website.

Additionally, BPC has an email contact form which you may utilize from the website at any time. It is the 2nd
from the bottom tool when you are logged into the website (above “Logout”) and is also on your employer-
specific webpage. BPC attempts to respond to all emails within one business day.

Contact Us .
Mail:
Complete as much of this form as you are comfortable. We will do our best to respond to
g‘n:Lg:_lftmwlcr»‘r‘\rsnS;ﬂfgﬁrs:zﬂifxggr:;fusmm day. You must supply an email address at 2 1 10 CI ea |"|a ke B |Vd i
\‘/fntcrmr:;\i.an employee of one of our clients and include your employer name it will spead Su ite 200
for your securicr please do not indude sensitive personal information such 2s: social P.O. Box 7500
Hame: — Champaign, IL 61826-7500
Reply Method: & email** O Phone
e Phone:
Regarding: [
peonvan (877) 272-8880

;[ sactront [~ |[see[~] B 2 U = x
(s ¥ a@ 9 o e

} (800) 355-2350
(217) 531-9000

Fax:
(800) 295-2990
(217) 355-5100

* 1 Required Field
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The Paperless Initiative

BPC will provide your EOBs (direct deposit notifications) and account summary Statements online that you
previously received at your home address. You will receive email notification when the documents are
available for you to view on our website. You will login to the website, following the directions outlined
below, in order to view, print, or download your statements. These statements will be available for you to
download for a period of 3 years after the date they are issued.

Additional details about the paperless initiative are available at bpcinc.com/paperless.

In order to view your statements online, please follow the steps outlined below:

1. Login into your employer-specific website or www.bpcinc.com.
2. Click the E-Statements link.
3. Select the Download button.

* 4. Choose the Save button. (Note: BPC
— recommends that you download and save
S the document to your desktop so it is easy

Account Statements

At the end of the year you will receive a paper statement. Otherwise all statements will be delivered electronically. You will be notified by email to /oca te )
ew statement is available. *

past: |3 Months ~| Submit
| End pate Employer File Description

20131, 2000 Sample Company, Inc. 2003-2010 Notional HRA Statement Do you want to open or save this file?

Your acceunt statements are presented in PDF format. You will need Acrobat Reader 6.0 or greater to open them.

@ Mame: 2009201 0MationalHRASEatement. pdF
Type: Adobe Acrobat 7.0 Document, 648KE

From: sy, bpcinc, com

HSA Savings Calculator
Eligible Health Care Expenses

Change Password

Need tg nge your email address? De it on our account update screen.
’ File Download X|

| AccountScttings
I — Open Save i LCancel

harm vour computer. |f you do not trust the source, do not open or
zave thiz file. What's the risk?

@ Wihile files from the Internet can be uzeful, zome filez can potentially
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