
Member
Financial 
Onboarding
Form
Guide



Step 1
Visit the link provided by your HR or Benefit Admin Team to 
complete your Member Financial Onboarding Form. And fill out 
the required fields. 

When you are done completing these sections click ‘Next’. 



Step 2
Click the ‘Sign the agreement’ button. You will then be 
redirected to Dropbox Sign where you will digitally sign your 
financial onboarding form.
Read through the document and then click on ‘Click to sign’.



Step 3

Step 4

John Sampleton

Sign your name 
on the line and 
click the ‘Insert 
everywhere’ button.

Once you have 
read through the 
document and 
signed where 
needed click the 
‘Continue’ button.



Step 5
Click the ‘I agree’ button if you agree 
with the terms of service. When you are 
done signing, be sure to click ‘Close’ to 
continue the onboarding process to add 
your payment account information. 

You will receive a confirmation email 
that you have signed the agreement at 
this time, please know that you are not 
done signing yet. 



Step 6
Enter your preffered payment method and amount. You 
can change these preferences at any time, so do not worry 
about this being a permanent choice. Then click ‘I Agree’.

I Agree

Next

  AUTO-PAY MINIMUM DUE   

WITH ACCOUNT ON FILE

  AUTO-PAY FULL BALANCE   

WITH ACCOUNT ON FILE

  PAY ON YOUR OWN SCHEDULE    

WITH YOUR PREFERRED METHOD



After you select ‘I Agree’, you will receive a confirmation 
email. This will confirm that you have fully completed the 
onboarding process. 

If you do not receive a confirmation email please reach out 
to your Health Valet at
HealthValet@simplepayhealth.com or 1-800-606-3564
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