
Filing Your Claims 
Online Is as Easy 
as 1, 2, 3.
Smart, simple and secure, Employee Benefits Corporation’s 
online claim-filing tool is the easiest way for you to file your 
BESTflexSM Plan or EBC HRASM claims.

This guide explains each of the three steps to filing claims using 
your online account portal, My Account Assistant.
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Log in:
Before you can file your claim, you need to activate and log into 
your account. If you already have a user name and password, 
you’ve already activated your account and can log in right away.

Activate your account
If you haven’t done so, activate your account.

1.	 Visit www.ebcflex.com

2.	 Click the “Participant Log-in” link and follow the 
instructions to activate your account

We’ll send you two email messages, one with you user name and 
one with your password, as confirmation. Use your user name 
and password and log into your account.

Log into your account
1.	 Visit www.ebcflex.com

2.	 Click the “Participant Log-in” link and enter your user 
name and password

Find the Filing 
tool:
Once you’re logged 
in, hover over the 
“Claims & Payments” 
link in the menu 
and click the “File a 
Claim” link.
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Complete the short claim form and, 
when you’re finished, click “Save.” 
You can add multiple expenses to 
your claim by clicking “Add another 
claim line” below the form.

EBC HRA Note: If your insurance 
carrier submits your claims 
automatically, the EBC HRA will not 
be listed under Plan Type.

Attaching supporting document(s) 
requires you to scan and upload 
an invoice, receipt or Explanation 
of Benefits (EOB) that shows 
your expense is eligible for 
reimbursement.

Click “Upload document(s) from 
computer” to bring up the file 
browser, then locate the scanned 
document(s) on your computer.

Once it’s uploaded, you’ll 
see a graphic showing the 
document is attached to 
your claim. Click the “X” to remove it 
or click the file name to view it.

Step 1:
Complete the claim form and attach 
documentation

What file formats will we accept for your 
scanned documents?
Your scanned documentation must be less than 4 
megabytes in size and in one of the following formats:

• .jpg
• .jpeg

• .gif
• .pdf
• .png

• .tiff
• .tif

When you’ve completed the claim form  
and attached your scanned documentation, 
click “Next.”

Note: Please do not file a claim for an expense you already paid 
with the BennyTM Benefits Card, if applicable.
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Step 2:
Review your claim, demographic and 
financial information

When you’ve finished reviewing and, if necessary, 
editing your information, click “Finish.”

Review your claim information. If you 
need to make a change, click “Edit” 
below the information.

Review your supporting document(s). 
You can click the file name to view it, 
or you can click the “X” to remove an 
image and upload a new one.

Review your demographic 
information. Click the “Edit” button 
below the information to make 
changes, if necessary.

Review your financial information. 
Click the “Edit” button below the 
information to make changes.
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Clicking “Finish” at the end of  
Step 2 brings up the Claim 
Submission Terms & Agreements. 
When you click “I Accept,” you’re 
effectively signing your claim form. 
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Step 3:
Review and print your claim 
confirmation

Once you receive your confirmation, you can go to 
any other section of My Account Assistant to view 
additional account information.

When you reach this page, your 
claim has been submitted. Click the 
link at the end of the confirmation 
statement or in the upper right-hand 
corner to view a printer-friendly 
version of your claim.
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We’ll help with 
your questions.
Our goal is to make all aspects of your plan – including 
filing claims – easy. If you would like further guidance and 
assistance, don’t hesitate to contact our Participant Services 
team. We’re happy to help you.

Call us at 800 346 2126.

Web Address:
www.ebcflex.com

U.S. Mail: 
Employee Benefits Corporation 
PO Box 44347 
Madison WI 53744-4347

Phone: 
Monday - Friday, 8:00 - 5:00  CST
608 831 8445 
800 346 2126

Fax: 
608 831 4790
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