
HOW TO DISPUTE A FRAUDULENT CHARGE ON YOUR HRA AND/OR VACATION DEBIT CARD 

1. A er logging into the portal (via either Par cipant Edge or Zenith Flex), access the transac on you want to dispute. 
You can do this by clicking on the transac on in the My Recent Transac ons sec on of the Home page or by clicking the 
Menu icon in the upper-le  corner and then clicking My Transac ons. 

2. If the transac on is within 60 calendar days of the original transac on date, you will see a DISPUTE CHARGE bu on in 
the right corner of the transac on. Transac ons older than 60 calendar days will not display the DISPUTE CHARGE bu on 
as they are ineligible to dispute. 

 

 

3. A er clicking on the DISPUTE CHARGE bu on, the DocuSign Card Dispute Form will open in a new browser tab. Click 
CONTINUE. 

 

 

 

 

 

 

NOTE: It is YOUR responsibility to monitor the transac ons on your account – you have 60 days to dispute a charge. 



 

 

4. A er reading the first page of the form you will see your informa on auto-populated on the second page. Fill out the 
required blank fields, a ach any suppor ng documenta on (ex: police report), and sign the form. 

 

 

 

5. A er comple ng the form, click FINISH in either the upper right corner or bo om of the screen. A copy of the 
completed form will be emailed to you. 
 
6. If all informa on is provided and the dispute is approved, you will receive a credit within 10 business days. If any 
addi onal informa on is needed to support your dispute, you will be contacted. 


