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How To Update a Health Savings Account (HSA) Mid-Year in Mercer 365+ 

 

NOTE: HSA Changes are effective the first of the month following the date you enter the change. 
Depending on when the first of the month falls in the payroll calendar, it may take until the second 

payroll of that month for the change to be seen on your paycheck. 

 

Step 1 

Go to “Menu”, then “Life Events” 

 

 

Step 2 

Scroll down to “Changes That Impact Your Coverage” and select the “Get Started” link next to HSA 
Change. 
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Step 3 

Under start life event please use the current date. For example: If you are processing this change on 
1/13/2020, please add this date to the “Event Date” box and then click the “Get Started” button. 

 

Step 4 

On the next page click “Next” 
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Step 5 

The next page is Who’s Covered. Click “Continue”.  

Next is “My Information”. Click “Continue”. 

Next is “Help Me Find a Plan”. Scroll to the bottom of the page and click “Skip”. 

Step 6 

On the “Your Benefits Summary” page, the only change that can be made is the Health Savings Account. 
Click the pencil button. 

 

Step 7 

Add the amount you would like for the year and select “Calculate” which will then show your Pay Period 
amount and how much will have been contributed into your Health Savings Account including both 
yours and the employer contribution. Once you are satisfied with your election, select “Add To Cart” 
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Step 8 

Now scroll back up to the top of the screen and click “Your Cart” 

 

 

Step 9 

Scroll to the bottom of the screen, accept the “Terms and Conditions” and click “Check Out” 
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Step 10 

Once you get the message below the change has been saved and you can print out your confirmation by 
clicking “Print”. 

 

 


