
OPENING YOUR HSA
If you’re new to MyFlexOnline, use the screenshots and instructions included in this PowerPoint to register 
and request your HSA.

If you’ve used MyFlexOnline in the past for a Granicus/GovDelivery FSA, you can simply log into your existing 
account and skip to slide five of this PowerPoint.



GO TO HTTPS://WWW.MYFLEXONLINE.COM/
AND CLICK NEW USER REGISTRATION

https://www.myflexonline.com/


CONFIRM THAT YOU SEE GOVDELIVERY, INC. 
AS SHOWN BELOW AND CLICK NEXT.



CREATE YOUR USERNAME, ESTABLISH YOUR PASSWORD, ENTER AN E-
MAIL ADDRESS, AND CLICK NEXT.



ONCE YOU’VE REGISTERED, YOU’LL LOG BACK INTO 
HTTPS://WWW.MYFLEXONLINE.COM/ AND CLICK REQUEST AN HSA.

https://www.myflexonline.com/


VERIFY YOUR PERSONAL INFORMATION AND CONSIDER THE IMPORTANT NOTES BELOW:

1. IF DATA IS MISSING OR INCORRECT, CALL 1-800-447-1690 – COMPENSATION CONSULTANTS WILL CORRECT IN REALTIME 
TO AVOID DELAYS.

2. PER BANK RULE, YOUR HSA CANNOT BE OPENED WITH A PO BOX. ENSURE A PHYSICAL ADDRESS IS LISTED ON THIS 
SCREEN. YOU CAN CHANGE IT BACK TO A PO BOX AFTER YOUR HSA IS CREATED.



PROVIDE THE NECESSARY INFORMATION AS SHOWN BELOW. COMPLIANCE WITH THIS STEP IS REQUIRED 
BY THE IRS FROM ALL HSA ACCOUNT HOLDERS. HSA BANK CANNOT OPEN YOUR ACCOUNT WITHOUT IT.

YOU DO HAVE A QUALIFIED HDHP, SO FEEL CONFIDENT CHECKING THAT BOX (HIGHLIGHTED BELOW).



1. The account will be created by HSA Bank within about 24-48 hours.

2. At that point HSA Bank will send you a Welcome Packet which will include your 
account number.

3. Compensation Consultants will provide Granicus with your HSA bank account 
numbers via secure messaging system.

4. Granicus HR will add that account to your UltiPro profile as a direct deposit 
account. It’s important that you don’t edit the direct deposit account 
information for your HSA in your UltiPro profile. If you identify an issue with the 
account information shown in your profile, contact HR.

5. Each payday we will deposit the employer contribution into that account 
automatically, along with your elected contribution if applicable. 

6. Instructions for adjusting your employee HSA contribution are coming soon!


