
How-to: Change HSA
Log in to Oracle here: Oracle login

On the ‘Me’ screen, select the “Benefits” tile.

Then select “Report a Life Event.”
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From the drop-down menu under “Select a Life Event,” choose “Change HSA.”

In response to the question, “When did this event occur?” enter today’s date. Then click the
“Continue” button at the top-right-hand corner of your screen.

A pop-up, “Confirmation,” will appear. Click the “OK” button. Then click the “Continue” button at
the top-right-hand corner of your screen.

You will automatically be brought to the “Add Family & Dependents” screen. Simply click the
“Continue” button on the top-right-hand corner of your screen.

Note: Although this information is not necessary for changing your HSA, if you wish, at this time
you can review and revise the information on this screen. You can add family and dependents
under “People to Cover” and trusts or other beneficiary organizations under “Beneficiary
Organizations.”
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The next screen, “Authorization,” will ask you to authorize the election that you are about to
make. Please read the authorization, and then click the “Accept” button.

You will be automatically directed to a new screen, the “St. Olaf College Benefits Program,”
where you can change the amount of your HSA contribution amount using the “Pencil” icon.
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Beneath the “Coverage” field, you can find the annual amount limit for your specific HSA
coverage. You may enter any amount so long as the amount does not exceed this value. Where
it says “Employee Rate,” that expresses how much you’ll contribute per pay period. To continue,
click on the “OK” button on the right-hand side of your screen. Then, click on the “Continue”
button on the top-right-hand corner of your screen.

For Mid-Year Election Changes: When updating your HSA amount mid-year, remember to
include all contributions made since the beginning of the year. Your new annual sum
should reflect both your year-to-date contributions and the updated amount for the
remaining months. If you are updating an existing amount mid-year, please know that
the employee rate will not be updated correctly until you have submitted your elections
and have been redirected to a confirmation screen.

Note: only employees participating in the HDHP can select HSA coverage. If you need more
information about the college’s HSA, click on “See More Info.”
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Then click on the “Submit” button.

You will then receive a “Confirmation” that you have successfully changed the amount of your
HSA contribution. If you are updating an existing HSA contribution amount, this screen will have
accurately updated the employee rate per pay period.

Note: Changes to benefits become effective on the first of the month concurrent with, or
following, the date of change.
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