
To get the most value from your account, manage it anywhere, anytime with the member website and our free mobile app.

Access your account online
Log in at 

First-time users must register before they can log in. 
Click Register and follow the simple instructions.

Link an email to your account

Start receiving real-time alerts and notifications as soon 
as new information is available.

Confirm or enter your email on the member website. 
At the top of the home screen, click Your Account > 
Account Settings > Contact Information.

Once you have confirmed your email address, click 
Contact Preferences and then select Yes, email me 
under Go Paperless.

Complete your online  
account setup
Click the Claims & Spending tab then the blue  
Access button. 

From your Personal Dashboard, you can manage  
your account:

• View your account balance and transactions

• Sign up for direct deposit

Within the main navigation, you can:

• Review and edit your account settings at any time

• Manage your debit card(s)

Email and mobile communication settings

Manage your account on the go with convenient 
account alerts throughout the year, such as low 
balance, transaction approved/denied, reimbursement 
processed, and more! Select the gear icon within 
the main navigation to customize the messages you 
receive and how you receive them.

• For each alert type, choose mobile, email, both  
or neither

• Register your mobile phone to receive text alerts

Download the mobile app
Our mobile app makes it easy for you 
to manage your account on-the-go. 

As a first-time user, you will need to 
download the app from the Apple 
App Store or Google Play. 

• 

• Select the app and complete the download process. 

• Once downloaded, reference the information below 
to help you complete the registration process: 

Employee ID: This ID is located on the front of your 
Member ID card or under Member Information 
on your member website.  Enter only the number 
portion of your member ID (12 digits), and then add 
a zero “0” to the end. Your Employee ID for mobile 
app registration will be 13 total digits. 

Registration ID: 

Learn more about the value of your account 
with our videos, tutorials, and more:
On your member website:
• Go to the Claims & Spending tab and then click 

the blue Access button
• Select the Resources dropdown and click 

Member Tools

QuickStart Guide to Navigate 
Your Account
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highmarkblueshield.com.

In the search field, enter Highmark Blue Shield
$pending Account.

Enter your Employer ID:
SPA071999.



Manage your claims online
Go to the Claims & Spending tab and click the blue 
Access button. From the Claims drop-down, you can:

• View the status of a claim: Simply select Claim 
Activity to view and manage your claims.

• Pay Your Expenses: To pay a provider for a health plan
liability, such as a deductible, click on Claims and
Claims Activity. Click Request Reimbursement next 
to the desired claim and follow the on-screen prompts
to direct payment to the provider or yourself.

• Submit a claim: To pay other types of eligible expenses,
you can request reimbursement to pay yourself or a
provider. From the Claims drop-down, select Add
Claim for Immediate Reimbursement. For payment
to yourself, you can choose between a paper check or 
direct desposit. To set up direct deposit, look for the 
Get Reimbursed Faster message at the bottom of 
your Personal Dashboard. 
 
If a claim is adjusted and results in a balance due, any 
future claims will automatically offset the balance due 
until it reaches $0. From your Personal Dashboard, 
click on your account to display the balance due.

• Upload a receipt: Attach a receipt to a claim at any 
time. Locate the claim within your Claim Activity, 
click the Add Receipt button and follow the 
on-screen instructions to upload your receipt. 

• You and your spouse, if applicable, will receive a debit 
card in the mail, and you can request additional debit 
cards for your eligible medical dependents.

• You cannot use it to withdraw cash from your account 
through an ATM.

To manage your debit cards:

• Go to the Claims & Spending tab and click the blue 
Access button.

• Click the debit card icon within the main navigation.

You may be asked to submit a receipt for your debit 
card transaction

Some providers are not set up to automatically verify 
expenses at the point of sale (POS); therefore, your debit 
card swipe at the POS may be approved while a receipt 
is still required to validate the eligibility of an item or 
service purchased according to IRS guidelines.

What you can expect after you submit a receipt
• If your receipt is valid, your expense is approved. 
• If action is needed, you will receive a communication 

that provides next steps to have your reimbursement 
approved.

After 90 days, if you did not have a receipt to validate the 
expense or you submitted an invalid receipt that could 
not be verified, the expense will be found ineligible and 
there will be a balance due on your account. 

Use your debit card to pay for qualified expenses
What you can expect when you have a  
balance due on your account
Any time an expense is found to be ineligible  
and is reversed, it will result in a balance due.

•  Any future claims will automatically offset the 
balance due until it reaches $0. 

•  If the balance due is not resolved within 90 days, 
your debit card will likely be suspended until 
you have verified or paid back the expense. In 
addition, your transaction will be reported to the 
IRS as taxable income.

To make a payment, send a check, money order, or 
certified check to:

Cashier
P.O. Box 890150
Camp Hill, PA 17011-9774
Attn: Accounting Services – CTR. ST. 2B L1 SAP

In the memo line of your check, write Spending 
Account Refund and include your member 
identification number that is located on your 
member ID card.

Highmark Blue Shield is an independent licensee of the Blue Cross and Blue Shield Association.

The Claims Administrator/Insurer complies with applicable Federal civil rights laws and does not discriminate on the basis of race, color, national origin, age,
disability, or sex.
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Submit a claim on the go with 
our free mobile app!
Once logged in, click Submit Claim 
on the home screen.


