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1 | Building your file

1. Click the Enable Content button on the Security Warning bar.

m R R HSA Bank Contribt
Home Insert Page Layout Formulas Data Review View Developer
Cut . v = =
A % Calibri “ill ~ A A SE==| =" Wrap Text
> 53 Copy . L :
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Clipboard % Font Alignment
’ !)' Security Warning  Some active content has been disabled, Click for more details. Enable Content |
[ cis v £

2. On the Template tab, complete the following: Cell B5: Enter Employer Email
Address. Cell Bé: Enter the date of the contribution file.
Cell B7: Use the dropdown list to select how the funds will be sent - ACH or

Wire
5 Employer Email Address test@hsabank.com
6 _File Date (must be within the last 7 days) 10/13/2017
_7_J Funds sentvia Please Select _ﬂ
8 Total Records e
— SRR 5 Wire

3. On the Template tab, complete employee contribution information beginning
inrow 12.

Column A: Enter the employee's social security e et [T i e

number. and drop feature of Excel to
Column B: Enter the employee's last name. complete the template is not
Column C: Enter the employee's first name. recommended.

Column D: Enter the contribution amount.
Column E: Use the drop down to advise the type
of funding: Employer or Pretax Payroll.

Column F: Enter a contribution description.

11 Employee SSN Employee Last N\ame Employee First Name Contribution Amount Contribution Type Contribution Description
12| 123456789 Smith John 50[Please Select | ~ 1132017 Payroll
13 Employer
Pretax Payrol
14 Prior Year Employer
15 Prior Year Pretax Payroll

© 2025 HSA Bank. HSA Bank is a division of Webster Bank, N.A., Member FDIC.
Plan Administrative Services and Benefit Services are administered by Webster Servicing LLC.
All Cigna Healthcare products and services are provided exclusively by or through operating subsidiaries of The Cigna Group.

Contribution_File_Builder_Guide_Cigna_101525



Contribution File Builder Guide

4. Save your working template by clicking Save As and renaming the template
to a preferred name, but keeping the file format as Excel Macro-Enabled

Workbook
(xIsm) Double check the data for
File name: HSA Bank Contribution File 10132017}xism any errors. Correct any
Save as type: [Excel Macro-Enabled Workbook (*xlsm) errors prior to step 5.
Authors: Unrein, Leila Tags: Add atag Title: Add a title

Save Thumbnail

de Folders

5. On the HSA Bank Contribution File tab:
a. Click the DELETE EMPTY ROWS button. This is a required step prior to

saving.
| G | H I ) K L
Reset Formulas Delete Empty Rows
00 ACH ~
10132017 Payroll by

b. Click File - Save As - alter the file name if you prefer - choose file type as
CSV (Comma Delimited)

File name: HSA Bank Contribution File 10132017.csv =
Save as type: | CSV (Comma delimited) (*csv) -]
Authors: Unrein, Leila Tags: Add atag Title: Add atitle Subject: Specify the subject
de Folders Tools Save

A warning will pop up stating ‘ ] ‘
“The Selected file type does i
WO rkb OOkS Th GT co nTO in The selected file type does not support workbooks that contain multiple sheets.

mUlTlple Sheefs '” ;L\ :13 zz: :{Iﬂ;{hgz:,(:::esgf:n?ir?cil?\:kﬁlly using a different file name for each, or choose a file type that supports multiple sheets.
Click OK

“Microsoft Excel =
An infOI‘mOﬁOhO| bOX W||| pOp = HSA Bank Contribution File 10132017.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to ke=p the workbook in this format?
up stating "file name.csv may B . et e s,k o, Thar s  cpy i ol ExesFrmat.
contain features that are not o ementees ek o= o G
compatible with CSV
(Comma delimited). Do you Note: If after clicking the DELETE EMPTY ROWS button additional contribution
want to keep the workbook in records need to be added to the file, click the RESET FORMULAS button to reinstate
this formate" Click Yes the formulas used to pull the data from the template info the file builder. This can

be done either before or after you add the record to on the template tab.
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Your newly saved CSV file is now ready to submit to HSA Bank.

2 | Submitting your file

The instructions below vary based on file transmission method selected during the
implementation of this contribution method, and not all fransmission methods may
be available to you.

Use the Employer Administration Site

1. Loginto the Employer Administration Site.

2. Go to Manage employees.

3. Click the Request tab.

4. Forrequest type, select Process a Contribution File.

5. For Conftribution Date, select the date you want the contribution to post.

Note: The file must be in good order, and funds received must match the file total.
When the funds and file are received by 11 a.m. CT, funds are guaranteed to post
the same day. Ifreceived after 11 a.m. CT, funds may not post until the next business
day.

Use Secure Connectivity

Instructions on how to log in and transmit files through a secure connection were provided
during the implementation of this contribution method. Please refer to those instructions.

3| Troubleshooting suggestions

If the Enable Editing option is not visible in Excel, you can try these trouble shooting
suggestions:

Check the Edit mode option
Go to File > Options > Advanced.
Under Editing options, check the Allow Editing directly in cells box.

Check the file format

If the file is not compatible with the version of Excel you're using, Excel may open it in
Compatibility Mode.

To fix this, go to File > Info and click Convert.

Check for a disabled add-in.

Go to File > Options and click Add-ins.
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Under Manage find Disabled Items from the drop down. If you see an item in the add-in
listed, click it and click Enable.

Check for Protected View
If you opened the file from an email or other location, it might be in Protected View.
To exit Protected View, you can press Fé, then press Tab, and then press the space bar.

4| Getting help

Contact your Cigna Healthcare Consumerism Account Specialist for assistance.
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