
What is a Dependent Care Flexible Spending Account? 
A Dependent Care FSA (DCFSA) is a program that saves you money by allowing you 

to pay for qualified dependent care expenses using pre-tax dollars. That means the 

money you set aside for your DCFSA is not subject to federal income tax, Social 

Security, Medicare and, in most cases, state and local taxes. Using a DCFSA can save 

you approximately 20-30% in taxes on your expenses!

How does it work?
During your employer’s open enrollment period, you calculate your annual dependent 

care expenses and determine an election amount that you are comfortable with. 

Consider the times when your dependent is not receiving care such as vacation time. 

Your employer will take pre-tax deductions from your paychecks in equal amounts 

throughout the entire plan year. Ex: You elect $2,600 and you are paid 26 times per 

year. Your employer will deduct $100 pre-tax from each paycheck over the course of 

the plan year.

The plan year is the timeframe in which services need to be rendered to qualify for 

reimbursement. Check your enrollment materials for the plan year your employer  

has chosen.

When you have an eligible expense to be reimbursed, you simply file a claim with 

DBS. Services must be incurred within the plan year to be eligible for reimbursement.

How much can I contribute?
The maximum amount that can be contributed during the tax year is $5,000 ($2,500 

if you are married and filing a separate return). The amount payable also may not be 

greater than the amount of your earned income or the earned income of your spouse.  

Special rules may apply in the case of a spouse who is a student or incapable of 

caring for himself/herself.

Who qualifies as a dependent?

•  A tax dependent under the age of 13 whom you have custody of 
more than half the year.

 • A tax dependent (spouse, parent or child) that is physically or 
mentally incapable of self-care regardless of age and who resides 
with you more than half the year.

Dependent Care Flexible 
Spending Account (DCFSA)

Need more information? Contact DBS at (800) 234-1229 to speak with a representative. You 

can review plan balance, claims and reimbursement information online at DBSbenefits.com

What expenses qualify 
for Dependent Care FSA 
reimbursement?

• Dependent care/child 
care

• Baby-sitting (work-
related, in your home or 
someone else’s home)

• Pre-school

• Summer day camp

• Before and after school 
programs

• Elder care

• Adult day care center

• Nursery school

• Nanny for children

• Au Pair



How am I reimbursed for expenses?
Filing a claim is easy! Once you have incurred an eligible expense, file a claim with 

DBS online at DBSbenefits.com, using your mobile phone or via mail or fax. You are 

reimbursed up to your account balance for service dates that have occurred (future 

service dates cannot be reimbursed). If the expense exceeds your current account 

balance, the remaining amount is reimbursed when there are more funds available in 

your account.

What happens if I don’t use my entire election amount  
by the end of the plan year?
It is uncommon for participants to have money remaining in their account at the end 

of the plan year. If you do have remaining funds, the unused money may be forfeited 

and become the property of your employer, depending on the provisions of the plan. 

This is known as the use-or-lose provision.

Can I use funds set aside for my Dependent Care FSA  
to pay for medical expenses?
No, funds from the DCFSA can only be used for qualified dependent care expenses.

Additional Dependent Care FSA Information

• To qualify, dependent care  

 expenses must be incurred  

 during the hours you and, if  

 married, your spouse both work,  

 seek employment or attend school  

 full-time. 

•  If you take a leave of absence 

from your employer, contributions 

will stop as the account is 

intended to pay for expenses  

to allow you to work.

• Overnight camps, kindergarten  

 or higher grade tuition, fees for  

 lessons, lunch/food fees and  

 field trips are ineligible for  

 reimbursement.

•  You must file Federal Tax Form 

2441 with your income taxes if 

you participate in the plan.

•  We recommend you consult  

your tax advisor to determine 

whether you are receiving a 

greater tax benefit utilizing 

the DCFSA versus the federal 

dependent care tax credit.

•  Participation in a DCFSA may 

slightly affect your Social Security 

retirement benefit because you 

are lowering your annual gross 

income. For most people, the 

effect is minimal.

•  If you are a highly compensated 

employee, an owner of the 

company or a family member 

of an owner, federal law may 

impose limits on your eligibility to 

participate in the plan.

DBSbenefits.com

Diversified Benefit Services, Inc.
P.O. Box 260
Hartland, WI 53029
(800) 234-1229

Can I change my 
Dependent Care FSA 
election during the  
plan year?

In certain situations, you 
may modify your election 
amount upon a “change in 
status” such as those listed 
below. There are several 
conditions and/or limitations 
that apply. Contact your 
employer if you believe 
that you may qualify for an 
election change.

•  Change in marital status 
(marriage, divorce, 
death of spouse)

•  Change in number 
of dependents (birth, 
adoption, death of 
dependent)

•   Change in employment 
status

•  Change that causes  
your dependent to no 
longer meet dependent 
eligibility

•  Court judgment, decree 
or order

•   You take leave under 
FMLA



File on the go—use our Mobile Phone App 

Filing using your smartphone or tablet is simple.

1. Login using your A.S.A.P.® name and password, click “File a Claim”

2. Take a picture or use an existing photo, click “Attach Image”

3. Select the Benefit Plan Type 

4. Enter dollar amount, answer questions, click “Submit”

File via mail or fax
More traditional filing is available, too.

1. Download a claim form at DBSbenefits.com

2. Select the “Participant Resources Tab > Forms”

3. Complete the form and attach copies of your documentation

4. Mail to Diversified Benefit Services, P.O. Box 260, Hartland, WI 53029

5. Or fax to 262-367-5938

For assistance, please call DBS at (800) 234-1229  

or visit DBSbenefits.com

File Online—it’s fast, convenient and secure

Using your laptop or PC, you can submit your claims online 24/7. DBS’s 

exclusive A.S.A.P.® (Advanced Strategic Administration Program) is a safe and 

quick way to see claim information and get reimbursed from your Health Care 

FSA (HCFSA), Dependent Care FSA (DCFSA), Limited Purpose FSA (LPFSA), 

or Health Reimbursement Arrangement (HRA).

1. Login to your online account at DBSbenefits.com

2. Select the Benefit Plan Type (FSA, HRA)

3. Select “Claims > Claims View/Submit > Submit”

4. Complete the required information

5. Attach an image with supporting documentation (.pdf or .jpg)

6. Submit

Claims Filing 
Options that meet your needs.

DBSbenefits.com

Diversified Benefit Services, Inc.
P.O. Box 260
Hartland, WI 53029
(800) 234-1229

Why file online?

 • Fast 
There’s no quicker way  
to get reimbursed for  
your FSA or HRA claims.

 • Convenient 
Day or night, on your 
favorite device, go 
online and get account 
information.

 • Safe 
You have encrypted 
Internet access to the  
site, which is protected 
and Verisign secured.

 • Comprehensive 
View account balance  
and activity.

Visit your favorite app store to download.



 

WiNC GME Consortium 
Flexible Spending Account  

Employee Online Account Viewing Setup 
(Provided by Diversified Benefit Services, Inc. (DBS)) 

 
As a Plan Participant, you have access to your account information through the DBS online 

account viewing system known as A.S.A.P. ® - Advanced Strategic Administration Program. 

This system allows you to view your claim and reimbursement information related to your 

Plan(s).    

 
To begin viewing your information you will need to create your personal online account.  (All 
information provided is securely encrypted and protected.) 
 
 
CREATING YOUR ONLINE ACCOUNT 
 

1. Go to the DBS website at DBSbenefits.com 
 
2. Click ‘User Login’ located on the top right of your screen. 

 
3. On the Login screen, click on “Create New Account”  

 
4. Enter your employer PIN: WiNC GME (then click the red arrow) 

 
5. Enter the New Account Information requested. 

a. Your Email address is required.  
b. You may choose any combination of characters (minimum of 8 characters) 

when entering your Login Name 
c. You may choose any combination of characters, 1 upper case, 1 lower case 

and 1 numeric when entering your Password. 
  

6. When you are finished click “submit”.  A message will indicate that your account has 
been successfully created.  You will also receive an email confirmation.  
 

7. You may now logon with your Login Name and Password and view your current 
account information. 

 
 
 
 
 


