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Introduction

As your FlexComp Plan administrator, our goal is to 
provide you with the tools and resources to help you 

make your experience the best possible.  
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What is a Flexible Spending Account (FSA)?

▪ Electing a FSA is a tax free way of setting aside money 
to pay for medical and child care expenses.

▪ Your annual election reduces your taxable income.

▪ You contribute to your FSA through payroll deductions.

▪ A FSA can be used as a tax free, interest free loan to 
pay for medical expenses.
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Mr. Jones (with FSA)
• Gross Salary: $50,000
• Projected annual 

medical expenses: 
$2,500

• Taxable Income: 
$47,500

Mr. Smith (without a FSA)
• Gross Salary: $50,000

Projected annual 
medical expenses: 
$2,500

• Taxable Income: 
Still $50,000

Example of Tax Savings
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With Your ADP FlexComp Plan, You Have Options!

You decide how you want to be reimbursed from your FlexComp Plan for 
eligible expenses. 

Debit Card 
•Swipe your card at the point-of-sale to pay for eligible healthcare expenses.

•Keep your receipts! We may ask for them. IRS requirement; card purchases 
must be for eligible expenses.

•Not available for dependent care.

Paper Reimbursement

•Send in copies of receipts and/or EOBs with a completed claim form.
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Debit Card

Important to Remember!

The health FlexComp Plan debit card is a cash 

flow tool; it keeps you from paying out of your own 

pocket for eligible healthcare expenses.

• The use of the card does not guarantee that ADP 

can validate that the expense was for eligible 

healthcare item(s) without your help. Because the 

IRS requires that card swipes be validated, it is important that you only use 

the card for eligible items, and keep all receipts.

• Validation is not automatic upon use of the card. SAVE YOUR RECEIPTS!

• In most cases, we will know your card swipe was for an eligible expense; 

but there may be some that we don’t know and we’ll need your help.
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Tips on How to Use the Debit Card



Frequently Asked Debit Card Questions
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What if I don’t submit requested receipts?
•If you do not respond to our requests for receipts, your card may be suspended 

until you do.

What if I don’t have a receipt?
You have two options:

•Submit receipts for eligible purchases (that have not been previously submitted) 

made with some form of payment other than your debit card, or you may need to 

incur an eligible expense. For a list of eligible expenses, visit the website listed on 

the back of your card.

•Send  ADP a check for the item that cannot be validated. 

What if I have questions?
•If you have any questions or need account information, visit the website listed on 

the back of your card or call customer service Monday - Friday, 8 a.m. to 

8 p.m. (ET). The number is on your card materials.



How to File a Paper Reimbursement Claim
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• Pay for an eligible healthcare, day care 
or elder care expense out of your pocket.

• Download a claim form at 
myspendingaccount.adp.com and 
complete it. 

• Send the form with copies of your 
itemized receipts to the fax number or 
mailing address on the claim form.

• Receipts or Explanation of Benefits (EOBs) are required and they 
must clearly show date of service or purchase, type of service or 
name or product and the amount.

• Sign up for direct deposit online at myspendingaccount.adp.com to 
receive your reimbursement faster than by check.



Manage your FlexComp Plan with your Smartphone
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The ADP Smartphone App makes it easy to 
manage your account whenever, wherever it’s 
convenient for you! 

With the Smartphone App:

• You can view your account balance and

  activity

• Take pictures of receipts

• Upload and submit claims

To get started, log in to your account at 
myspendingaccount.adp.com and download 
the Mobile App User Guide.

App pic here



Online Claims Submission
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Did you know you can submit FlexComp Plan
claims online?

• Log in to your account online at

myspendingaccount.adp.com.

• Click on “Online Claims Submission” to 

get started.

• Simply enter your claim information 

and upload scanned images of your 

receipts.



Get Reimbursements Faster with Direct Deposit
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• Have reimbursements deposited into a 
checking or savings account – you 
choose.

• Payment will post to the designated 
account within two business days after 
the claim processing date. If a claim is 
only partially paid or denied, you will 
receive an Explanation of Benefit (EOB) statement. 

• An EOB will not be mailed if a claim is paid in full. However, if we 
have your e-mail address on file when enrolling for EFT, we'll send 
you an e-mail after each claim is processed and you can view your 
EOB online.



Easy Online Access to Direct Deposit Signup
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Direct Deposit (cont’d)
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Summary
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• If you use the debit card, please save your receipts; IRS 

requirement.

• Your card is good for three years; if you need an additional card call 

the number listed on the back of your card.

• Sign up for direct deposit and get your reimbursements faster.

• Download the mobile app to manage your account on the go.

• Submit claims online for faster processing.

• Web address: myspendingaccount.adp.com

• Phone: 1-800-228-5762



Questions
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