
 

 

 Website Access 
 

Our new MGM Flex system offers participants the ability to manage their own account information. 
On our new site, you can: 
 
 Create your own password 
 Access your account information by provider name, date and amount 
 File your claims online 
 Create your own direct deposit accounts 

 
Once your enrollment in the Section 125 has been processed, you will receive an enrollment 
confirmation, along with an attached document entitled “Next Steps”. Download this document from 
your email for instructions on setting up your participant portal and to access account options. 
 
 
Follow these steps to create your Participant Portal: 
 

1. Open your web browser (e.g. MS Explorer) and go to the following website: 
 

http://mgmflex.com 
 

2. Click on the participants Login. Both the username and password were sent to you via email  
   with your enrollment confirmation. 
 

3. The login for your username is: 
 The first initial of your first name 
 Your last name 
 The last 4 digits of your social security number 

 
  Example username:  jdoe9999 
  (Be sure and not use spaces or commas) 
 
4. The password is your last name and the last four digits of your social security number 
 Example password: doe9999 

 
You will be prompted to create your own password (6 to 20 upper and lower characters with at least 
one number). If you forget or lose your password, you will need to reset it through the system. Please 
be sure to record your password as MGM does not have access. If your password is lost or forgotten, 
you will need to re-set it on your participant portal. 

 

 

 
   
    

  

 

 

Participant Portalwebsite account 



 

 

Sign in to your participant portal with your user name and password that you created for 
your account. 
 

    

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

My Account: You can view up-to-date account information at any time.   
 

 Choose Account Balance to check the balances of any account.  You can also check the claims history of any 
account by clicking the Claims History link. 

 

 Select Profile to review your personal and dependent information that’s on file in the system.  
 

 Select Payment History to see a detail of the claims that have been paid.  You can click View Detail for more 
information about any claim. 

 
 

File Claims: You now have the option to file your claims online. 
 

Plans:  Your Pre-tax plan information is available at any time.  To view this information, log on and click on 
the Plans tab. 
 
Forms:  You can download Pre-tax forms at any time. Log on and click on the Forms tab, and select the 
form you would like to download. 

 

 

Participant PortalAccount View 

 

 



 

  

You Have Options! 
 

You may file your claims by one of the following methods: 
 

1. If your employer offers the MGM Flex Visa Card: you may use your Card at the point of 
purchase towards qualified expenses. Be sure to keep your receipts! You may be required to 
submit them as proof of plan eligibility! 
 

2. Online Claim Filing: File your claims online via our participant portal website. Instructions were 
attached to your enrollment confirmation on the “Next Steps” document. Be sure to submit 
receipts when filing claims online by fax or mail.  If you do not submit your claims and receipts 
after filing online, you will be sent a reminder to submit the information. Claims will be denied 
after a period of 14 consecutive days.  

 
3. Paper Claim Filing: You may also file claims using the paper form(s) available on the website 

under the “Forms” tab, and attach required receipts according to IRS rules. 
 
 

Reminders: 
 

Health Care Flexible Spending Claims: 
 
 Your account balance is available for use on the first day of the plan year 
 Funds remaining in your account that have not been spent, will be subject to the “use it or lose it rules” 
 Based on your Employer’s Plan rules, you will have a specified time period following the last day of your 

plan year to request reimbursement for expenses incurred, but not claimed, during the plan year 
 Some health care items may be eligible only if you are diagnosed by a medical professional for a 

specified medical condition. For these expenses, you will be asked to provide a copy of diagnosis and 
treatment from your physician. 
 
No matter which option that you may choose for claim reimbursement, always be sure to keep your 
receipts. 
 

Dependent Care Flexible Spending Claims: 
 
 The MGM Flex Card does not accept charges for dependent care related expenses 
 Claims may be filed by Paper or “Manual” claims or online through the Participant Portal website 
 Funds must be available in dependent care accounts prior to reimbursement. IRS regulations do not 

allow pre-funding of DCAP accounts. 

 

 
   
    

  

 

 

 

How to File Claims 



 

 

Logon to www.mgmflex.com 

 

       
 
 
 

1. Click the File Claims tab.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 

2. Click the File Claim button next to the plan you wish to file a claim for.  
  

 

 

 

 

 

 

 

 

 

 
 

 

 

Online Claim Filing 
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3. Enter your claim information and submit the claim. Make sure you have valid receipt(s) 
  for your expenses, as you will need to send these in. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. If you have more than one claim you’d like to file, you may choose to Add a New Claim  
 from your claim basket. 
 

 

 

 

 

 

 

 

 
 

5. Once all claims are entered, you must agree to the Terms & Conditions and submit 
  the claim. 

 

 

Online Claim Filingcontinued 

 

 



 

 

 

6.   Print the Confirmation Page. This is your verification that all claims have been successfully submitted!  

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

7. Attach the Confirmation Page with a copy of your receipt; fax or mail to MGM for processing. 

 

Fax Number:   (800) 973- 3702 
 
Mailing Address:   MGM Flex 
   2121 N. Glenville Drive 
   Richardson, TX 75082 
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