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HSA Self-Service 

 

If you want to enroll or make changes to your HSA contribu�on amounts through self-service, please follow the 
steps listed below. By following the instruc�ons below, you will be able to start, increase, decrease or waive your 
contribu�on amount. If you want to make a one-�me lump sum contribu�on you will need to email the Benefits 
Administra�on at benefits.ques�ons@phoenix.gov. 

 
1. Log in to eChris by going to www.echris.phoenix.gov. If you need assistance with password reset, contact the Help 

Desk at 602-534-4357 

.  

2. Click the BENEFITS �le. 

 

mailto:benefits.questions@phoenix.gov
http://www.echris.phoenix.gov/
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3. Once on the Benefits page your Benefits. Click on the HSA w BCBS Savers Choice �le. 

 

4. Review what you have elected in the Latest Deduc�ons under the Employee Contribu�on column. If you are 
sa�sfied with your current contribu�on, you can click on the X in the upper right por�on of the exit eChris. If you 
want to newly enroll or change your current contribu�on amount, click on the Update HSA Contribu�on
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5. Under the �tle City of Phoenix Mid-Year HSA Changes, please take a moment to read the important message 
under Benefits of HSA: then click on the next buton at the top right-hand side of the screen                             
***You have 1 day to submit contribution change request***

 

6. To move forward with your HSA contribu�on change click Start My Enrollment. 

 

7. In the table labeled Benefits Plan locate the colum label Ac�ons, under that column click on the Review buton. 
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8. If you had not enrolled in your HSA, you would see this below. Click on the Select buton next to Health Equity 
Hlth Sav Acct to begin enrollment process. 

 

9. If you enrolled in your HSA (or once you’ve completed steps 8.) and want to either increase, decrease or waive 
your contribu�on amount you will first review the HSA Acknowledgement and then click the box next to By 
elec�ng an HSA account you are ates�ng that: if you are eligible, and then type your first and last name into the 
electronic signature field, then click Save. 

 

10. Enter the amount you want to elect for your annual contribu�on in the Employee Annual Contribu�on field. 

 

Click Done if you are sa�sfied with your amount. 



Rev 03/2025 

 

11. If you want to contribute a specific amount per paycheck, click on the Health Savings Account Worksheet. 

 

12. Click on the drop down next to “Es�mate Contribu�on From” then select “Per Pay Period” selec�on. You will 
then enter the amount you want to contribute per paycheck. Click Done. 

 

13. A�er clicking on Done you will be routed back to the Make your Mid-Year HSA Change page. In the Benefits 
Plans table take a moment to review the New column for the updated annual amount and confirm the Pay 
Period Cost amount if they are correct and you see that the Status is marked Changed click Submit table in the 
Enrollment Summary sec�on under Preview Statement buton. 
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14. Once you have submited your elec�on a pop-up window will appear if you would like to review your enrollment 
change, click on View to review the change you have made to your HSA contribu�on amount. 

 

15. If you want to print the updated statement you will click on Print View, if you only want to review and confirm 
the changes you will click on Elec�on Summary. Under Coverage Base you will see the updated annual 
contribu�on amount and under Your Cost Per Pay Period you will see the updated per paycheck amount. When 
sa�sfied with your changes click on the X at the top right-hand side of the window. Then click the Next buton.

 

16. Click on the Complete buton on the upper righthand side of the page to finalize your changes. You will then be 
redirected back to the Benefits Summary page.  


