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The one-stop portal gives you the tools you need to better support your employees in the management of their 
pre-tax benefit plans such as Health Savings Accounts (HSAs). You have the ability to set up contributions by 
following these steps:  
 
Access the Employer Online Portal, Home page, Set up Contributions. Then select the “+New Schedule”. 

 
  

 
 
 
 

 
Select “One-time” if you are trying to catch up with the 
deduction that did not post to the participant’s HSA. 
Select “Recurring” if you want to set up the schedule for 
recurring deductions.  
 
 
 
 
 
One-Time Contribution: 
Select the Plan Year in the drop down and select “Next”. 
 
 
 
 

 
 
 
 
 
 
 

 
 
Select “Enter Manually” and click “Next”. 
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Select the date and click “Next”. 
 
You will see all the participants that are enrolled 
in the HSA and can add their deduction amounts 
and employer contributions. Here is where you 
also need to update any deductions for the 
participants here.  
 
Once the deductions have been entered, scroll to 
the bottom of the page and select “Submit”. 
 
Note: If you want to process the one-time schedule 
for the same day, once you submit the schedule, 
there will be small period of availability to correct 
any mistakes as it will process very quickly. Once 
the process complete, you would need to contact 
isolved to have any banking corrections that are 
required. 
 

 
 
 
 
 
 
 
 
 

Recurring Contributions: 
Select the Plan Year in the drop down and select 
“Next”. 
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Select “Enter Manually” and “Next”. 
 
You will then Enter in the Contribution Details – including 
Start date and the Frequency, day of the month and monthly 
frequency for the recurring contributions. Once completed, 
select “Next”. We do not recommend entering in an “end 
date” as that would require you to access the schedule at the 
beginning of the plan year and add schedules and deductions 
again. 
 

 
You will see all the participants that are enrolled 
in the HSA and can add their deduction amounts 
and employer contributions. Here is where you 
also need to update any deductions for the 
participants here.  
 
Once the deductions have been entered, scroll 
to the bottom of the page and select “Submit”. 
 
 

 
 
 
 
 
 
 

 
 
Once you have set up a recurring 
schedule, you will see that under 
the Main page under Set Up 
Contributions>Active Schedules. 
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Click on the schedule and select “Edit” to make changes or “Delete” to remove it completely. 
 

 
 
Reports> HSA Funding Collection Notification  
This report details the funds that have pulled for HSA funding. This report is made available once it's been 
generated via the Home page where Recently Created Reports are listed, as well as via the Reports tab. 

 
 
OR the report can be found under “Reports” from the left menu & 
then HSA Funding Collection Notification. 

 
 
 
 
The HSA Account Detail Report is similar to the Account Balance Detail Report and includes HSA Balance 
information. 
 

 
 
  


