University of California 

HCRA SPENDING ACCOUNT CARD 
CHEAT SHEET  

Beginning January 1, 2007, UC will be introducing the SHPS Spending Account Card. Employees enrolled in HCRA will receive a spending account card by mail by January 1 that can be used to pay for eligible health care expenses at authorized health care providers and merchants. 
HOW DOES THE SPENDING ACCOUNT CARD WORK?

· The employee pays for eligible expenses using the spending account card, with the funds automatically deducted from their HCRA account. 
· There is no out-of-pocket payment, no waiting for paper claims to be filed and processed, and no waiting for reimbursement. 

· Using the card eliminates the need to pay up front and then submit a claim for reimbursement. 
HOW TO ACTIVATE THE CARD

· SHPS will send one card in the employee’s name upon initial activation, along with a welcome kit that provides information about the spending account card. 
· When the employee receives the card, they may activate the card or discard it.  Use of the spending account card is optional; paper form reimbursement is still an option.  
· To activate the card, the employee will need to call a toll-free number. Once activated, the card gives employees and their dependents direct access to the funds in the HCRA account.  
· If needed, additional cards showing a dependent’s name can be ordered by calling the SHPS Customer Service Center.
HOW TO USE THE CARD    

· Employees and their eligible dependents can use the card for eligible health care expenses, such as health plan copays, coinsurance, and over-the-counter medications.  
· When one uses the card, money is electronically transferred from the HCRA account, like a credit or debit card--but without the inconvenience of having to remember a PIN number. 
· Only eligible health care expenses may be purchased with the spending account card. Purchases using the card will be limited to the balance of the employee’s account.
· Employees must maintain receipts for all spending account card purchases. SHPS may ask for a copy of the receipt if needed to substantiate the transaction as an eligible health care expense.
SUBSTANTIATION PROCESS  

After the card transaction is processed, SHPS will begin the process of validating each spending account purchase as an eligible health care expense.  The IRS allows SHPS and UC to share health plan data to automatically substantiate some claims -- this process eliminates the need for the employee to submit claim receipts.  For example, if the dollar amount of the transaction matches the amount of a copay within the employee’s medical, dental, or vision plan, SHPS will “auto-substantiate” the claim and not require any further documentation.  However, if they are unable to “auto-substantiate” the claim, the employee will be asked to submit a receipt.
Auto-substantiation 

· Auto-substantiation is the process whereby SHPS matches the amount of the spending account card swipe with the eligible HCRA expense. 
· The process eliminates the need to submit claim forms and receipts. If the dollar amount of the transaction matches the amount of a copay or coinsurance within the employee’s medical, dental, or vision plan, SHPS will not require any further documentation.
· Many, but not all, spending account card payments in 2007 will be auto-substantiated. Auto-substantiation will be provided for exact matches of UC-sponsored:   
· Medical plan copayments (for office visits and other services)
· Prescription drug copayments 
· Dental plan payments (copayment, coinsurance)
· Vision plan payments (copayments, coinsurance), and  
· Qualified over-the-counter medications and medical supplies purchased from Walgreens, Drugstore.com, and Vision Direct
Non-substantiated Transactions

· The spending account card can be used for any eligible health care expense, whether or not it can be auto-substantiated. 

· If the card is used for an expense that cannot be auto-substantiated (such as medical plan coinsurance amounts and over-the-counter medications), SHPS will notify the employee electronically on a monthly basis (if they have an email address on file) or bi-monthly via regular mail and request that proper documentation (receipts) be provided.

· If the documentation is not provided after 60 days, the claim will be denied as ineligible and employees will be asked to reimburse SHPS for the amount overpaid. They may also submit additional receipts for eligible expenses to substantiate the card purchase. 
· Employees should save all their receipts and Explanation of Benefits (EOBs). The IRS requires that SHPS verify that every expense is eligible.
WHERE TO USE THE SPENDING ACCOUNT CARD
· The card can be used at locations where health services and goods are typically received. Eligible purchases include copayments, office visits, over-the counter-medications and other out-of-pocket expenses not paid by insurance, provided the health care provider or merchant accepts VISA. Examples of health care providers and merchants include:
· Physicians’ offices
· Hospitals
· Vision centers 

· Dentists

· Stand-alone pharmacies like Walgreens, Longs, Rite-Aid, etc.

· Note: Grocery Stores (e.g., Safeway and Albertson’s) and Discount Stores (e.g., Costco, Target), are not IRS-approved health care merchants and cannot accept the spending account card. The card cannot be used at pharmacy counters inside these stores or for over-the-counter purchases. 

· In cases where employees cannot use the card because debit/credit cards are not accepted they can still pay out of pocket and file a claim form with SHPS for reimbursement.

SAFEGUARDING THE SPENDING ACCOUNT CARD

· Employees should protect the card as they would cash, checks, or credit cards.

· To report a lost or stolen card, employees should call the SHPS Customer Service immediately.

TIPS FOR USING THE CARD 
· Pay for non-eligible expenses separately, because they will not be substantiated.
· Select “credit” if/when prompted (a PIN number is not required)

· Save all receipts and EOBs!
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