
HealthFlex Job Aid
PAYROLL REPORT

What:  
Identify changes that may impact billing in the period between invoices. Includes new 
hires, birth/adoption, participant/dependent gaining or losing coverage, termination, and 
changes in health account contributions. Gives plan sponsors notice of changes that will 
appear on the next HealthFlex invoice and allows for communication to local churches 
and/or sub-adopters if necessary to adjust withholding from participants’ pay.

Plan Sponsor can choose frequency of report (weekly, semi-monthly). Default is semi-
monthly. Report runs automatically with e-mail notification.
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To Access Reports:

1.	� Log into Wespath Portal and then 
click Benefitsolver. 

2.	� Click “Administration” and  
“Document Center”

3.	 Select “Custom Payroll Reports” folder 4.	� Click on most 
recent Custom 
Payroll Report and 
choose to “Open”  
the file.



HEALTHFLEX JOB AID—PAYROLL REPORT

2 of 2

Samples:

5446/100319

The report lists the new elections, terminated elections, and the pricing associated with each change. Each individual 
may have multiple lines in the report, depending on the changes. Transaction Reasons that are listed as Import/Imported 
data are done automatically based on system and plan rules.


