
Click on the banner to “Reimburse Myself” to start a
claim.

Before going to the next step be sure all dependents 
are listed.

(This info can be view under Accounts > Profile
Summary )
You can also add dependents, if they are not listed.
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How to file a Claim via Consumer Portal
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Create 
Reimbursement

If you are enrolled into FSA and 
Dependent Care, you will have the 
option to choose which to "Pay 
From". 

All other plans  "Medical" is listed as 
Default
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Upload Receipt and/or EOB

Click on hyper ink to upload documentation. 

FSA requires receipts or detailed EOBs.

Dependent Care requires paid receipt or 
invoices. 
(Screenshots, banking statements are Not 
permissible)

HRA , only EOBs are permissible

Once uploaded , click next.
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** You will not be able to go pass this screen without uploading proper documentation**

CPI, Inc. cpisupport@mycpiteam.com 05/03/2023



Claim Details 

Dates of Service , should be within 90 days 
of incurred expense and within the current 
plan year.

Amount entered should be the total 
amount met towards the deductible 

** If you see (Ineligible) by a dependent , 
it means an SSN wasn’t entered for them, 
and they have not been added to your 
plan.

Once complete , Click Next
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Transaction Summary

Review summary to make sure all info is 
correct . 

Check box that you have read terms and 
conditions.  If you do not see "Agreed" the 
box has not been checked. If the submit 
button is not clicked, then the claim will 
not be processed.

You may also add another claim or save 
for later .

If a claim is submitted in error, you will 
have an option to remove and/or delete.
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