
 
 

 

 

After a participant swipes their flex card, most charges will require follow up 
documentation. Participants may follow the below steps to successfully 
complete this process from their MyFlexOnline account.  
 

1. After you swiped your card, go to CPN’s website www.cpnflex.com  
 

2. Click  
 

3. This will direct you to… 
 

 

4. Enter your user name and password and then click  
 

5. From your main Benefits screen, place your curser over Claims & Payments 
and select View Claim Activity 

 

http://www.cpnflex.com/


 
 

DO NOT CLICK ON   

 
 
 
 

6. The next screen will display your claim activity. Here you will be able to 
view your ‘Pending/In-process’ flex charge(s) you made. The ‘Status’ 
column will read ‘Pending’; therefore you cannot create your online claim 
form, yet.  

 

 
*The Provider data shown above has been shielded to protect the participant’s identity. 
 
 
 
 

7. It may take up to five (5) business days for your charge(s) to settle the bank.  
 

  

 

 

 

 



 
 

If you are signed up to receive emails, once the charge(s) has settled the 
bank, and ready for you to send your documents, you will receive the below 
email: 
 
 
 
 
 
 
 
 
 
 
 
 
Note: You may also opt to receive notifications via text message. This option is 
available under Settings / Manage Email and Text Notifications.  
 
 

8. When your charge(s) are ready to be substantiated, you will see 

 on your MyFlexOnline account Benefits screen.   
 

 
 
 
 

 

You recently used your Flex Benefit Card for the following transaction(s). We were not able to 
automatically substantiate the following: 

Date of Service   Claim ID   Merchant   Amount 

4/28/2014 1535140 DR DAVID CROWDER MEMPHIS TN $175.00 

 
You must provide documentation from the provider or merchant that includes the date of service, 
the service provided or product purchased, the person for whom the services were provided 
and the amount charged.  
 
Please go to MyFlexOnline.com to review your transaction(s) and print/submit a verification form 
with receipts attached.  
 

Your merchant name will appear here 

http://myflexonline.com/


9. Click    
 
 

10. The next screen will appear as below. To upload your follow up 
documentation, you must place a checkmark beside the item(s) you are 
substantiating…  
 
 

11. Then click  
 

 
 
*The Provider data shown above has been shielded to protect the participant’s identity. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Your Provider name will appear here 

 



 
 

12.  The next screen will appear as the below.  
 

To upload your attachment, click  
 

 
*The Provider data shown above has been shielded to protect the participant’s identity. 

 

13. When you click on it will pull up your personal PC folders where 

you may select your saved document. Then you will click on  

 

 

 

 

 

 

 

 

 

Your Provider name will appear here 

 



 

 

14.  Once your file has been successfully uploaded, you will see the below 
message on your screen. YOU ARE NOT DONE. To finish the process of 
submitting your debit card substantiation to CPN, you must click on 

 
 

 

NOW, YOU ARE DONE  

 

 

 

Your attachment file name will appear here 

 

Verification number will appear here 

 


