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The Basics
The ABCs…
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Resources:
dbm.maryland.gov/benefits

ABC Corner
Guide to Health Benefits

https://bas.dbm.state.md.us
https://mymdbenefits.com

ABC Knowledge: get with the Program
Eligible Employees:

Full Time: 30 hours or more
per week
Part Time: at the discretion        
of each agency

Eligible Dependents:

Spouse
Children 
Legal Wards

Qualifying Events:
New Hire
Marriage
Birth/Adoption
Loss/Gain of Coverage
Divorce
Etc.

https://bas.dbm.states.md.us/
https://mymdbenefits.com/
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Ensure employee’s understanding of:
 Coverage effective date – first of the month coinciding with or following the date of a 

qualifying event.  
 Coverage end date – last day of the month in which the termination of employment or 

qualifying event takes place. 
 The 60 day window- the amount of time given to employees to elect benefits and/or 

make changes to benefits once a qualifying event occurs.  The 60 day window starts on 
the event date (day 1) and runs for 60 calendar days

-Retroactive premiums-billed on subsequent monthly Satellite invoices
-Retroactive credits-applied on subsequent monthly Satellite invoices

Assist employees:
 Completing forms 
 Understanding documentation requirements
 Answering plan option questions (e.g.-networks, co-pays, co-insurance, etc)
 Communicating benefits information/updates/deadlines
 Printing and distributing Summary Statements

Consider all qualifying events to help the employee decide which event is the most beneficial.  

ABC Knowledge: here’s the plan 
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ABC Knowledge: sign me up…Resources!
The BAS system houses 
your employees’ health 
benefit elections along 
with covered dependent 
information including 
contact information.

Use the Application and 
Authorization for OPSB 
System Access whenever 
you need to:
1. Give a new ABC BAS 

access  OR
2. Remove an ABC’s 

BAS access

Complete the sections 
circled in blue and email 
completed forms to:
Shared.Services@maryland.gov

mailto:Shared.Services@maryland.gov
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ABC Knowledge: ready,set…
Once your BAS access is 
approved you will receive 
an email notification with 
your Login ID and 
temporary password.
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ABC Knowledge: GO…
Log into BAS with your 
LogIn ID (Username) and 
your temporary password

Change your password 
following your initial log-in, 
see instructions included 
with your email notification. 



ABC Responsibilities: Search for an Employee

Search for an employee’s benefit 
information by SSN, Last Name, OR 
First Name



ABC Responsibilities: Search for an Employee

In this example, the search was based on last name yielding two results.  Click on the 
SSN beside the name of the employee you want to review.



ABC Responsibilities: Search for an Employee

This screen displays Personal Information



ABC Responsibilities: Search for an Employee

This screen displays Dependent Information



ABC Responsibilities: Search for an Employee

This screen displays Benefits Information including Benefit Type, 
Coverage Level, Plan, Premium Amounts.  All screens allow you 
to Print Summaries with masked/unmasked SSNs. 



ABC Responsibilities: Printing Summary Statements

On the top of the toolbar, click on 
the Doc List link



ABC Responsibilities: Printing Summary Statements cont.
Enter the processing date and click on
the “Submit” button.

Click on the “Download All” button to download all of
your agency’s summary statements processed on the 
selected date or click on a specific employee’s SSN to 
download an individual summary statement.



ABC Responsibilities: Printing Summary Statements cont.
After clicking on the “Download All” 
button, you can either open the file to 
view and/or print the summary
statements listed. You can also save a
copy for future reference.

Summary Statements are 
produced/available following any changes 
made to the employee’s record.  Changes 
could include: new hire, addition of 
dependent, change in name, change in 
address, Open Enrollment changes, etc. 

As the ABC, you are responsible for 
distributing Summary Statements.
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ABC Responsibilities: the enrollment form
Confirm personal information 

is complete

Confirm ALL Agency 
Credentials are completed

Status and Enrollment Change: TYPES

 New Employee
 Open Enrollment
 Employee Ineligible
 Cancel all Coverage in all Plans/Reason
 Change in Family Status
 Remove dependent
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ABC Responsibilities: 
Dependent Information

Status 
options:
A: Add
D: Delete
C: Change

Include all dependent information: (Last name, First name, 
gender, DOB, Relationship with primary, and SSN 

*Please confirm ALL dependent documents received with request, 
if not already on file for primary. 

Confirm benefit 
elections for 
dependent match 
benefit elections 
page
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ABC Responsibilities: 
Benefit Elections…

Complete all required fields for Medical:
• Enrollment type
• Coverage Level
• Plan Type
*Medicare Information as needed

Complete all required fields:
• Prescription
• Dental 
• Accidental Death & Dismemberment 
• FSA(dep/health)-see enrollment form for 

details
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ABC Responsibilities: 

Confirm signature is 
completed by requestor

Confirm Agency Information 
is completed

Check and confirm life insurance selections and 
amounts. 

Did you know? 
In order for dependents to enroll in life insurance, 
primary must also enroll as well
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Your signature on a form indicates: 
 You have reviewed the form as fully complete and accurate
 You have confirmed all supporting documentation is complete and accurate

Timeliness:
 Ensure all forms are sent timely, know the time frames for the following:
 Enrollment forms, Notice of Termination forms*& Personal Information Change forms

*due to the impact on Satellite invoicing and access to benefits-prompt 
notification should be given.  Delays may cause denial of credits on subsequent 
invoices.

Method of Delivery:
 Ensure forms are sent using the appropriate email address, fax number, or mailing address
 Email delivery method is preferrable for response and tracking purposes
 satellite.ebd@maryland.gov ;  fax: 410-333-5191;  mailing address: 301 W. Preston Street, 

Room 510, Baltimore, MD 21201

ABC Responsibilities: finally…

mailto:satellite.ebd@maryland.gov
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ABC Responsibilities
Terminations and Invoicing:

Submit your Notices timely/Review Invoice:

 Review the invoice monthly with special 
attention given to terminated employees

 Termination requests received more than 60 
days following the date of termination are not 
eligible for retroactive credits

 Monthly Invoices must be paid in 
full…adjustments to the invoicing will be made 
on subsequent invoices by EBD once notified 
of the discrepancies, errors and/or omissions

 All invoices are password protected:  redsky
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ABC Responsibilities: and the bill…

Monthly Invoicing:

Invoices Generate:  22nd

Invoices Emailed: 23rd OR NBD

Review invoice for discrepancies, 
omissions OR errors

Reply to the invoice email no 
later than 14 business days from 
receipt noting any errors.



ABC Responsibilities: and the bill… 
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The ACA report is crucial for a:

● Submit the ACA Report on time, schedule was provided, there are no 
excuses for being tardy

● Address, SSN, Agency Code are always required, it should never be left 
blank

● If an employee is terminated, put the termination date in Column N
● Errors may be sent to agencies, and those errors need to be addressed 

quickly
● The August- December files are important for IRS regulations, Open 

Enrollment and 2023 benefits eligibility.

ABC Responsibilities-P.S…ACA
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Open Enrollment



• Important Dates:

• October 11: Open Enrollment begins 

• November 4: Open Enrollment closes at 
5 pm 

• November 10: Open Enrollment forms 
must be sent to EBD (email, fax, regular 
mail)

• Do not hold your forms, send them 
as they are submitted to you.

• Dependent Verification Review (DVR) 
…ongoing

• 100% Virtual Campaign
• On-Demand Open Enrollment Materials 

& Videos at mymdbenefits.com 
• All materials available online as of 

October 8th

• Current Benefit Summaries and 2023 
Satellite Enrollment forms mailed to 
members.

Open Enrollment
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October 11 - November 4, 2022



Dependent Verification Review (DVR) 
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• If an employee adds a qualified dependent during Open Enrollment, 
they MUST include the required documentation when submitting
the Open Enrollment Form.  This is part of your review process 
before signing and submitting.

• If the required dependent(s) documentation is not submitted to you 
by 11/4/22 at 5:00pm the newly added dependent(s) listed will not 
be processed. 

○ They will not have coverage effective January 1, 2023

• Please reference page 39 of your 2023 Benefit Guide to determine 
what official documentation is required for each dependent



Open Enrollment-Special Notes:
• The BAS Open Enrollment will default to the current employee 

elections including dependents.  Exception: FSAs, must be 
re-enrolled each year.

• Open Enrollment allows employees to change plans, add or 
remove eligible dependents and/or waive coverage.

• FSA elections are mandatory re-enrollment each year, no 
rollover.    (eligible organizations only-see Satellite enrollment form)

• Health Care FSA maximum is updated to $2,850

• Review the Open Enrollment Forms for accuracy, supporting
documentation, signature, date, etc.

• Ensure forms are legible; to avoid entry errors-Use the fillable 
form online at dbm.Maryland.gov/benefits!

• No correction period, No exceptions!! No crying!



Agency Readiness Checklist:

• Develop a communication plan for staying in touch with employees

• Remind employees that supporting documentation must be provided WITH the enrollment form –
we suggest distributing our Documentation flier in advance

• Forward Open Enrollment Forms and supporting documentation as received. DO NOT hold all forms 
until the final day.

• Submit Open Enrollment Forms and supporting documents via email: Satellite.ebd@maryland.gov
• Format Subject Line: Agency code, OE, first initial.last name  (950002 OE J.Hancock)  1 per email

IMPORTANT: scan and email form w/ documentation as one packet – please do not send each page 
as a separate document/attachment.

Do not combine calendar years; i.e., 2022 new hires with 2023 open enrollment forms

Forms may also be faxed or sent via regular mail. Those sent via fax must follow the same naming 
protocol for ease of identification. 

mailto:Satellite.ebd@maryland.gov
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Benefit Highlights



Highlights 2023:
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No more Waiting Periods effective January 1, 2023
1. All organizations will be required to mirror the State waiting period:

a. First of the month coincident with or following the date of hire
b. Example: A date of hire of July 5, 2022, results in an August 1, 2022, effective 

date

2. All organizations will be required to offer the State’s full suite of benefits*

Given the breadth of services provided, it is necessary to increase the 
administration fee from 2% to 5% of monthly premium.

*Excluding Flexible Spending Accounts (Eligible organizations only)



Highlights 2023
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● Obtain an annual routine eye exam for an additional $5 
reduction on your specialist copay when you participate in the 
Wellness Program.

● Flu shots and COVID vaccines are available at your local retail 
pharmacy using your CVS Rx card - $0 Copay

● Benefits are unchanged-same plans, same carriers

● FSA Maximum Deferral is $2,850
○ Expanded eligibility for Over-the-counter (OTC)
○ View our website or mymdbenefits.com for details

● 2023 Rx Formulary updates (updates to follow)
○ Member notification
○ Physician notification
○ No changes to the Retiree EGWP Program
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Wellness



Wellness 2023
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● Activities do reset for 2023

● Wellness program managed by your medical carrier

● Activities for $0 PCP Copay

○ Select or Confirm PCP (Primary Care Physician) 

○ Complete HRA (Health Risk Assessment)

○ Kaiser members: Sign online HIPAA release

● Activities for a discount of $5 Specialist Copay (total $10)

○ Obtain an annual eye exam

○ Complete any age/gender preventative screenings 



Wellness 2023
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Wellness program managed by your medical carrier and includes 
motivating digital resources you can access anytime anywhere! 
Examples include:
● Health Surveys (annual and on demand) and Personalized Health 

timelines to include recommendations, content and services available to 
you 

● Health Profile for maintaining all your health data in one place
● Trackers: Connect your wearable devices or enter your own data to 

monitor sleep, step, nutrition and more
● Challenges providing extra motivation for achieving your goals
● Wellness Coaching at no cost – 1:1, can be telephonic or online
● Diabetes Prevention Programs for members who meet pre-diabetes 

criteria. Programs contain success kits (wireless scale, wearable fitness 
trackers, exercise equipment) and 1:1 coaching + weekly cohort 
meetings



Financial Wellness: Upwise

• Upwise from MetLife is a no-cost confidential financial wellness app 
available to all State of Maryland Employees 

• Participation does not depend on benefits eligibility and no election is 
required for participation

• Designed to help build financial progress through good money habits

Download the app: App Store or Google Play

Presenter Notes
Presentation Notes
Upwise offers 3 categories of challenges: Do it for me, do it with me, and teach me. Do it for me: Upwise takes actions on your behalf, like canceling a subscription or negotiating the cost. Do it with me: Upwise suggest actions you can take toward a financial goal. Teach me: Upwise provides financial education and tips to practice what is learned. This approach creates a personal experience that helps develop good money habits. And the more the app is used, the more tailored the recommendations and actions become. Upwise will celebrate small wins with you, which increases financial confidence and optimism about what can be accomplished financially.

https://control.kochava.com/v1/cpi/click?campaign_id=koupwise-ios-brihk970920a0f4ca7eca&network_id=12321&site_id=1&device_id=device_id
https://control.kochava.com/v1/cpi/click?campaign_id=koupwise-android-00qm8b52c2fe5849f&network_id=12321&site_id=1&device_id=device_id
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EBD
Reminders



Reminders
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● Benefit Guide
○ Available online for everyone at DBM.Maryland.gov/benefits

○ Read the Benefit Guide! 

● Contacting EBD
○ Use satellite.ebd@maryland.gov (forms, monthly invoicing)

○ Use ebd.mail@maryland.gov for general questions

○ Please refrain from emailing or calling EBD staff directly

● Open Enrollment closes to employees at 5pm on November 4th. 
Delivery of forms from the agencies accepted no later than 
November 10th (post mark, fax confirmation, email)

Visit our microsite at: Mymdbenefits.com

mailto:enrollment.ebd@maryland.gov
mailto:ebd.mail@maryland.gov
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Questions?



Thank You!
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