
 

1) Login into Greenshield at https://www.greenshield.ca/ and sign in as a Greenshield+ 
member. 

2) Click on “Submit a claim” 
3) On the drop down menu, choose “HCSA Faculty Librarians” 
4) Click on “Continue” 

 

5) The next page will show hour HCSA balances for the prior two years. Choose 
“Health and Dental Plan Premiums”. 

6) Then click on Provider Search 

 

You should see an information screen like the above, showing HCSA balances for the 
current and past year. It is the amount that is listed in the earlier year that should be 
expended before the end of this academic year.  



 

7) At this point you will have to input the provider information as follows: 

 

 Provider name:  University of Toronto 
 Phone number: (866) 358-4436 
 Address:  215 Huron Street, 8th Floor, Toronto, ON M5S 1A2 

  



8) Click on Expense Details.   

Follow the directions below. 

 

 

9) Submit as many claims as needed to pay down your entire HCSA balance from the 
earlier of the two years which will expire on June 30 of the current year. Each claim 
should use the date from a diƯerent pay stub. 


