E-mail: benefits@portlandoregon.gov
Phone: 503-823-6031
Fax: 503-823-3270
Text “city benefits” to 31996 to join our
text club!

City of Portland
Guide to Healthcare and Dependent Care

Flexible Spending
Accounts

Flexible Spending Accounts

A way to save on Taxes
A Flexible Spending Account (FSA) reduces your tax
burden by setting money aside pre-tax for health
care (Healthcare FSA) and/or daycare or eldercare
expenses for your dependents (Dependent Care
FSA). The City of Portland offers a Healthcare FSA
and a Dependent Care FSA. Both of these plans are
optional.
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Guide to Flexible Spending Accounts

Overview

The Before-Tax Advantage
Why have your contributions taken out before tax?
Simple-you may save money on taxes. The amount you wish to set aside is deducted from your pay before any
taxes are withheld. The following example shows your potential tax savings by making contributions with beforetax dollars. The chart is for illustrative purposes only.

Budget Item

With Before-tax Dollars

Without Before-tax Dollars

Yearly salary

$40,000

$40,000

Plan-year contribution to the Healthcare FSA

- $2,650

$0

Plan-year contribution to the Dependent Care
FSA

- $5,000

$0

Taxable salary

$32,350

$40,000

Taxes (assumes 15% tax)

- $4,860.00

- $6,000

Annual income

$27,540.00

$34,000

$0

- $8,500

Take-home pay

$27,540.00

$25,500

Your annual savings in taxes:

$2,040.00

$0

After-tax costs for health care and dependent
care expenses

That’s over $2,000 a year, simply because you take advantage of the Flexible Spending
Accounts and used before-tax dollars to pay for health and dependent care expenses.

Your FSA
Administrator
HealthEquity Wageworks administers the City’s FSA plans and can assist you with various account needs.

Submit Claims for Reimbursement
You can pay for services or purchases on the same day you receive them by
using your Wageworks healthcare card. Be sure to save your receipts. Claims
can be filed by fax or email, or through the Wageworks mobile app.

Download the EZ Receipts Mobile App
Use your smartphone to file claims and take care of your account paperwork on the go.
Learn more at www.wageworks.com. Simply upload a picture of your receipt/invoice, via the
app for quick and easy processing of claims.

Get Assistance
The Wageworks Quickstart Guide provides answers and guidance on all the essentials:
registering online, managing your accounts, filing a claim, and contact information should
you need additional help with your account:
https://www.portlandoregon.gov/bhr/article/683748.
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When Can I Sign Up?
ANNUAL ENROLLMENT

NEW HIRES
Sign Up Within 35 days of hire

Enroll or re-enroll each year

If you are a new hire, be sure to sign
up for FSA plan(s) at the same time
you sign up for your medical, dental,
vision, and other benefits. You have
35 days from your hire date to sign
up. Go to www.portlandoregon.gov/
benefits to check your enrollments.

You must make an active election
each Annual Enrollment period to
take advantage of either plan . Your
spending account elections for one
plan year will not roll over into the
next plan year except for the rollover
for Healthcare FSA.

MID-YEAR CHANGES
Certain mid-year events allow for changes
You may be able to change or enroll in FSA plans during the plan year due to
certain qualifying events (some examples are having a baby, getting married,
and certain job changes). For more information, contact the benefits office
at benefits@portlandoregon.gov. We can help you determine whether your
event qualifies you to make a change to your plan mid-year.

Flexible Spending FAQ’S
What is the difference between a Healthcare FSA and a Dependent Care FSA?
Health FSA: This is a plan where funds can be used to pay for eligible out-of-pocket medical, dental, and vision expenses
that aren’t covered through your health insurance plan. It’s available for you and your eligible dependents.
Dependent Care FSA: This is a plan where funds can be used to pay for eligible daycare or elder care expenses for your
eligible dependents.

When does the plan year start?
The plan year begins July 1st and ends June 30th of the
following year. If you enroll mid-year, coverage begins
the first of the month following your event date, and will
continue through the end of the plan year (June 30th).

Can I make changes to my plans?
Not usually. According to IRS rules, once you enroll in an
FSA account, your election must remain in effect for the rest
of the plan year. There are some qualified reasons that you
can make a change mid-year, such as having a baby, getting
married, certain job related changes, changes in dependent
care needs, and more. Contact the benefits office for more
information.
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How do I enroll?
Enrollment in the FSA plans is done online through your
benefits portal at www.portlandoregon.gov/benefits.

Do I need to re-enroll every year?
Yes. If you want to have an enrollment each year, you must
re-enroll each year. Your enrollment will not automatically
continue every plan year (with the exception of eligible
rollover funds for Healthcare FSA plans). Any eligible
rollover funds must be used during the following plan year.
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Health FSA

Health Flexible Spending Account: What is It?
A Healthcare FSA is one type of Flexible Spending Account. It is a pre-tax account that can be used to pay for eligible
medical, dental, and vision care expenses that aren’t covered by your insurance plan or elsewhere. It can be used for your
expenses, and/or your eligible dependent’s expenses.

Pre-loaded Debit Card
Health FSA participants get a preloaded “debit card” (called a Flexcard).
You have access to your entire goal
that you have elected on day one of
your account. It’s all there on your
Flexcard ready to use for eligible
expenses. This makes it easier and
more convenient to budget and pay for
healthcare related expenses as they
arise.

Rollover up to $500
If you have between $50 and $500
remaining in your Healthcare FSA
account at the end of your plan year
(June 30th), whatever amount you have
will be automatically rolled over into
your account for the new plan year. You
don’t have to enroll in the next plan year
for this to happen (unless you want
more funds than your rollover amount).
These rollover funds will be available for
you to use on eligible expenses in the
new plan year.

Payment and Reimbursement
In addition to the Flexcard, an
online portal can be used to pay
bills online as well as submit claim
reimbursements. There is also an
app called WageWorks EZ Receipts.
With the app, you can file your claims
and get reimbursed quickly, view
transactions and account balances,
snap photos of receipts to submit for
payment, and get confirmation when
those claims are received, processed,
and paid.

How Does it Work?
1
2
3
4

SIGN UP
Estimate your out-of-pocket health care expenses. Then, choose your annual goal amount. Your annual goal is
taken out of equal paychecks throughout the plan year. You must use your goal during the plan year (but you can
roll over up to $500 for the next plan year).

CREATE YOUR ONLINE ACCOUNT
Once you have signed up for your FSA account, WageWorks will send you a welcome packet, which includes detailed
instructions on how to best manage your account. To create your online account, go to www.wageworks.com. You will
need the information in your welcome packet to set up your online account.

PAY FOR SERVICES OR SUBMIT CLAIMS FOR REIMBURSEMENT
Pay for services or purchases on the same day you receive them by using your healthcare Flexcard. Be sure to save your
receipts. You can also download the EZ Receipts Mobile App to file a claim and upload a picture of your receipt/invoice
using your smartphone.

KEEP TRACK OF YOUR ACCOUNT
This is the best way to avoid unnecessary frustration. You can set up text message alerts to keep you on track with your
account. Be sure to save your receipts and other documentation that describes exactly what you paid for. Make sure the
amount and service date (not the payment date) are included.
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Health FSA

Eligible Healthcare Expenses
Find the complete list at www.wageworks.com.
First aid kits and more

Prescriptions

Over-the-counter
medicines; menstrual
care products

Orthodontia

Alternative care
(naturopath,
chiropractic,
and more)

Hearing aids;
vision services

Dental care

Glasses and contacts

Health Care Costs Estimation Worksheet
Use the following worksheet to help estimate your health care expenses for the upcoming plan year.
This worksheet will help you calculate how much you may want to deposit in the Healthcare FSA.

Cost For:

For You:

For Your
Spouse:

For Your Children:

Medical/Dental plan deductibles

$

$

$

Medical/Dental plan co-payments/coinsurance

$

$

$

Doctor or clinic visits, urgent care visits

$

$

$

Prescription medication co-payments

$

$

$

Out-of-pocket physical therapy services

$

$

$

Chiropractor visits

$

$

$

Dental care/orthodontia

$

$

$

Vision care, expenses for glasses and
contacts

$

$

$

$

$

$

Other eligible expenses

$

$

$

Total Annual Health Care Expenses:

$

$

$

Hearing care, including hearing aids

Your Annual Election

= $ __________

Contribution Per Pay Period

= $ __________
(Divide annual contribution by 24)
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The purpose of this worksheet is to assist you, not to provide tax advice. Consult your tax advisor if you have questions about the tax consequences of using FSAs.
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Healthcare FSA Rules/Provisions
Eligible Family Members
You, your spouse (as defined by the IRS), and persons who qualify as your dependent(s) under federal income tax rules
may incur expenses. IRS guidelines generally do not permit expenses of domestic partners, partners in civil unions or their
child dependents to be reimbursed from your Healthcare FSA account. Expenses of domestic partners who qualify as
dependents under IRS rules might be eligible for Healthcare FSA reimbursement. Consult your tax advisor to determine if
your domestic partner qualifies.

Use it or Roll Over up to $500
If you participate in the Healthcare FSA, but don’t use all the funds you’ve set aside for the year, you can keep up to $500 and
use it in subsequent years. To account for the costs of administrative fees to maintain these carryover balances, the City has
set a minimum carryover amount of $50. This means that if at the end of the plan year you have at least $50 of unused funds
in your Healthcare FSA account, you may carryover that amount, up to a maximum of $500. Terminated Employees are not
eligible for the $500 Healthcare FSA rollover option.
You should still plan your Healthcare FSA contributions carefully; you can only carry over from $50 to $500. Any amount less
than $50 or over $500 in your Healthcare FSA account at the end of the plan year (June 30) will be forfeited. Employees called
to active military duty may be permitted to take a taxable distribution of all or part of their unused Healthcare FSA balance in
certain circumstance.

Contribution Limits
Contribution limits are determined by the IRS on a yearly basis. Visit https://www.portlandoregon.gov/bhr/76511 to view
the current year’s election limits.

Separation of Accounts
Health FSA and the Dependent Care FSA are separate accounts. If you are participating in both accounts, your contributions
will be specifically earmarked for each account. Funds designated for Healthcare FSA cannot be shared with Dependent Care
FSA; and funds designated for Dependent Care FSA cannot be shared with Healthcare FSA.

Leave of Absences
You may continue your Healthcare FSA participation during a leave of absence that qualifies under the Family Medical
Leave Act (FMLA). To continue your participation, you must pay your contribution amount while you are on a FMLA leave of
absence. However, pretax payroll contributions will end on the date your regular pay ends. You can make after-tax payments
if you stop receiving a paycheck. If you decide not to continue your Healthcare FSA coverage during your FMLA leave of
absence, you will not be entitled to reimbursement for expenses incurred during your leave. If you take a non-FMLA leave
of absence which causes your payroll deduction to end, or continue on leave after your FMLA period has expired, your
Healthcare FSA participation will end. You will receive an offer to continue participation through COBRA. Upon your return to
work, you must complete a new enrollment form to resume your Healthcare FSA participation. There are specific guidelines
which regulate your annual goal upon re-enrollment. You will not be able to submit expenses incurred during your leave unless
you enroll in Healthcare FSA COBRA and make contributions during your leave period. Please contact the Employee Benefits
Office for more information.

Social Security Taxes
Neither you nor the City pays Social Security Taxes (FICA) on Healthcare FSA contributions. While this does increase your
take-home pay, it may lower your Social Security benefits in the future.

Discrimination Testing Requirement
The Internal Revenue Service requires that all Healthcare FSA programs run nondiscrimination tests to assure that the plan
does not favor highly compensated employees (HCEs). The definition of HCEs is determined by the IRS, may change annually,
and the City must abide by their definition. In the event the plan is found to be discriminatory in favor of HCEs, all HCEs
participating in the plan will lose the tax advantages associated with the plan. The City will run these nondiscrimination tests
at various times throughout the plan year. If you are a highly compensated employee and impacted by the results of these
tests, you will be notified. The City may reduce or stop contributions for the HCEs at any time, if deemed necessary to pass
the nondiscrimination testing.

Termination of Employment
If you terminate employment, you may be eligible to continue participation in the Healthcare FSA through continuation
coverage (COBRA). Upon employment termination, a notice of your continuation rights will be mailed to you. Terminated
employees are not eligible for the $500 rollover.
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Dependent Care Flexible Spending Account: What is It?
A Dependent Care FSA is a pre-tax account that can be used to pay for eligible daycare and eldercare
expenses that are incurred by your eligible dependents.

Use It or Lose It
Dependent Care FSA’s do not have a
rollover. This means that you must
have eligible expenses to claim for
reimbursement during the current plan
year, or you will lose any remaining
funds in your account at the end of the
plan year. There are more reasons that
you can change your election mid-year
though, such as changes in daycare
needs or costs.

Getting Reimbursed

Eligible Expenses

Once you have paid for and incurred
most of the month’s worth of
expenses for dependent care, you can
submit your receipts to Wageworks
for reimbursement. You can only get
reimbursed up to the amount you have
contributed into the plan at any given
time.

Some common eligible expenses
for this plan include child day care
(before/after school care) for children
under age 13, pre-k classes before
or after school, and adult care for
a disabled spouse or other IRS
tax dependent. It does not include
overnight camps, but day camps could
be eligible.

How Does It Work?
Decide on your annual goal. This is the amount that is taken out of equal paychecks throughout the plan year to pay for your
eligible daycare or elder care expenses.

1
2
3
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SIGN UP
Determine your annual goal amount based on your eligible daycare or eldercare expenses. This is taken out of equal
paychecks throughout the plan year.

CREATE YOUR ONLINE ACCOUNT
Once you have signed up for your FSA account, WageWorks will send you a Welcome Packet, which includes
detailed instructions on how to best manage your account. To create your online account, go to www.wageworks.
com. You will need the information in your Welcome Packet to set up your online account.

SUBMIT YOUR CLAIMS FOR REIMBURSEMENT
Pay for daycare service up front, and keep your receipts. Once you have paid for and incurred most of the months’
worth of services for dependent, care, you can submit your receipts for reimbursement. You can only get reimbursed
up to the amount you have contribute into the plan at any given time.
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Dependent Care FSA

Dependent Care FSA Rules/Provisions
Eligible Family Members
Eligible expenses related to care for your child under age 13, a disabled spouse, elderly parent, or other dependent who is
physically or mentally incapable of self-care so that you (or your spouse) can work, look for work, or attend full-time school.

Contribution Limits
Contribution limits are determined by the IRS on a yearly basis. Visit https://www.portlandoregon.gov/bhr/76511 to
view the current year’s election limits.

Use it or Lose It
If you participate in the Dependent Care FSA, but you don’t use all the money you’ve set aside for the year, you will lose any
remaining funds in your account. You should plan your Dependent Care FSA contributions carefully. There are reasons that
you can change your election goal each year, so be sure to make a change if your dependent care needs change.

Social Security Taxes
Neither you nor the City pays Social Security Taxes (FICA) on Dependent Care FSA contributions. While this does increase
your take-home pay, it may lower your Social Security benefits in the future.

Separation of Accounts
Health FSA and the Dependent Care FSA are separate accounts. If you are participating in both accounts, your contributions
will be specifically earmarked for each account. Funds designated for Healthcare FSA cannot be shared with Dependent
Care FSA; and funds designated for Dependent Care FSA cannot be shared with Healthcare FSA.

Leave of Absences
If you are on an unpaid leave of absence, pretax payroll contributions to Dependent Care FSA will end on the date your
regular pay ends. You will not be entitled to reimbursement for expenses incurred during your leave. If you take a non-FMLA
leave of absence which causes your payroll deduction to end, or continue on leave after your FMLA period has expired, your
Dependent Care FSA participation will also end. Upon your return to work, you can complete a new enrollment to resume
your Dependent FSA participation. There are specific guidelines which regulate your annual goal upon re-enrollment. Please
contact the Benefits Office for more information if needed.

Discrimination Testing Requirement
The Internal Revenue Service requires that all Dependent Care FSA programs run nondiscrimination tests to assure that the
plan does not favor highly compensated employees (HCEs). The definition of HCEs is determined by the IRS, may change
annually, and the City must abide by their definition. In the event the plan is found to be discriminatory in favor of HCEs, all
HCEs participating in the plan will lose the tax advantages associated with the plan. The City will run these nondiscrimination
tests at various times throughout the plan year. If you are a highly compensated employee and impacted by the results of
these tests, you will be notified. The City may reduce or stop contributions for the HCEs at any time, if deemed necessary to
pass the nondiscrimination testing.

Termination of Employment
If you terminate employment, your enrollment in the Dependent Care FSA plan will end. You will still have access to your
Wageworks account so that you can file claims for any expenses you have incurred while still eligible for the plan.

Was this guide helpful? Let us know!

E-mail: benefits@portlandoregon.gov
Phone: 503-823-6031
Fax: 503-823-3270
Text “city benefits” to 31996 to join our text club!
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