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|. Document Information

A. Definitions/Abbreviations/Acronyms

Abbreviation/ —
Definition
Acronym

CPB Central Payroll Bureau — The State’s main payroll system operated by the Maryland State Comptroller's
Office

DBM Department of Budget and Management

EBD Employee Benefits Division

LAW Leave of Absence Without Pay

MDOT Maryland Department of Transportation

MIA Maryland Insurance Administration

0Jl On The Job Injury

OPEB A retiree liability surcharge associated with Satellite invoicing

ORP Optional Retirement Program — A retirement program available to employees and retirees of Maryland
State institutions of higher education.

Pass-Through Agency | State benefits eligible agencies that send critical HR data for benefits administration and payroll
processing via CPB to the SPS system.

Retiree A former State or Satellite Agency employee

Satellite Agency

An employer that purchases its employee benefits from the State

Special Retiree

A retiree that pays for a portion of their health benefits by direct payment as opposed to retirement
check deduction

SPS Statewide Personnel System
Subsidy State’s portion of the total benefits premium
TPA Third Party Administrator
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l. Organizational Overview

In this section, we discuss the current business and technical environments surrounding and
supporting the State’s personnel and benefits systems.

Business Environment

DBM's Office of Personnel Services and Benefits (OPSB) along with the State agencies are
responsible for personnel administration, including policy development, guidance, and
interpretation. The Executive Director, OPSB, leads a support staff of approximately one hundred
and seventy-five people. The OPSB operations currently include oversight of Recruitment and
Examination, Classification and Salary Administration, Employee Benefits, Employee Relations,
Employee Grievances, Disciplinary Actions, EAP, EEO and the Leave Bank.

DBM's current personnel and benefits systems support 700 users, who manage the personnel and
benefits activities of over roughly 120,000 State employees and retirees, Satellite Agency
employees and retirees, and their eligible dependents. Through the existing HR system (MS310)
and manual forms (MS311, MS106), and Benefits Administration Systems (BAS), the State
processes over 250,000 transactions annually. The Sigma Applicant Management System (AMS)
which the State uses to support its recruitment and evaluation function will be replaced by JobAps
with targeted implementation date of August 2012.

The Central Payroll Bureau (CPB) is responsible for statewide payroll processing and will continue
to manage payroll information on a separate system while receiving inputs from the HRIS.
Similarly, the Maryland State Retirement and Pension Systems (MSRPS) organization will continue
to handle retirement information on a separate system.

It is expected that the new HRIS will replace many of the current Personnel/Benefits applications.
However, the systems used by the Central Payroll Bureau; Maryland State Retirement and
Pension Systems; and other existing HR database used by other agencies (i.e.; University
Systems, MDOT and Satellite Agencies) will not be replaced by the new HRIS. These systems will
require interfaces to and from the new HRIS. For brief descriptions of the current systems used to
manage and maintain personnel transactions and data, please refer to appendix D.
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lIl. Proposed Future State Process
A. Future State Process Narrative
Benefits Administration includes all activities related to the setup, enrollment, management, and
auditing of employee benefits. The State provides benefits administration to State, University System

and Satellite employees.

What is the University System?

The University System is comprised of the state colleges and universities and includes University of
MD, Morgan State University, Towson University, Salisbury State University, Frostburg State
University, University of Baltimore, Bowie State University, and Coppin State College. The University
System participates in the State benefit programs for both its employees and its retirees, which are
referred to as ORP Retirees. Throughout the State, there are six PeopleSoft HCM installations that
support the Personnel activities for the University employees. The University System employees are
paid by the State’s Central Payroll Bureau (CPB).

Each University System employee is linked to either 19 or 21 pay checks per year and are currently
required to cover all over-the- summer health benefit deductions in their last June pay check; this
practice often results in 5 health benefit deductions required from one paycheck.

The future state design proposes to eliminate the multi-deductions for University System employees
and instead to spread their total annual deduction amount evenly across their total pay periods each
year.

What is a Satellite Agency?

Satellite agencies are employers that purchase employee benefits from the State. Generally, these
agencies are small towns or non-profit associations within Maryland. In some cases, they are quasi-
governmental or were State agencies/departments. In all cases, satellite agency employees and
retirees are neither on the State’s payroll nor are they paid by the State’s Central Payroll Bureau
(CPB).

In purchasing the benefits, typically health, dental, prescription and flexible spending, the satellite
agencies pay the State’s COBRA premium for each of their covered employee’s plus an administrative
fee. Each Satellite agency determines the cost it will charge the employee. The State does not track
the employee cost for any Satellite agency. The State does not collect money (premiums) from or send
bills for premiums to satellite agency employees. This function is left up to each satellite agency. The
State benefit administration process does include billing the agency each month for their employee
coverage.
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Who is in scope for benefits administration?

For each of the groups identified, the State provides benefits administration to different types of
individuals within each group. The individuals included are:
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State Active Employees

State Employees on Leave of Absence
State Retirees

State Contractual Workers

State Part-Time Employees

University System Active Employees
University System Employees on Leave of Absence
University System ORP Retirees
University System Contractual Workers
University System Part-Time Employees
Satellite Agency Employees

Satellite Agency Retirees

MDOT Active Employees

MDOT Employees on Leave of Absence
MDOT Retirees

MDOT Contractual Workers

MDOT Part-Time Employees
Pass-Through Active Employees

Pass Through Retirees

COBRA - Former State Employees
COBRA - Other Dependents

COBRA - Children Over Age 25
COBRA - Divorced Spouses
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MDOT employees and retirees have been identified separately on this list because like the University
System and Satellite employees, MDOT processes personnel transactions in their own personnel
system, but participates in the State benefit administration. MDOT payroll processing does occur in the
State’s Central Payroll Bureau (CPB).

Pass Through agencies employees and retirees have been identified separately on this list as well.
Generally, these agencies send critical HR data required for benefits administration and payroll
processing via CPB. These data elements are included on the integrated Payroll interface to CPB
from the SPS system (i.e.; Baltimore Community College; Register of Wills; Judiciary).

Each of these groups has their own benefit administration nuances, including:

5

A

The group may be eligible for only a portion of the full benefit offerings

The group may pay for their benefits via a payroll deduction on CPB

The group may be billed and pay for their benefits via personal check sent to a Lockbox

The group may pay for their benefits via a full deduction on their retirement check

The group may pay for their benefits via a partial deduction on their retirement check and pay the
remainder via a personal check sent to a Lockbox

The group may use the system for full personnel management in addition to benefits administration
The group may only have employee demographic and job data in the system for the sole purpose of
benefits administration
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«+ The group may only have employee demographic and job data in the system for the sole purpose of
benefits administration and payroll processing via CPB.

The following matrix shows a summary of the groups identified above differ in respect to benefits
administration.

Group Group Attributes

Matrix Key:
v’ = Applies to Group

V = Varies by Satellite Agency
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v"* Employees required to make direct payment for benefits coverage are: 1) Employees on non-FMLA leave 2) Employees on FMLA not receiving a
paycheck, 3) Employees on Military Leave with AD&D or Life Insurance are required to make direct payments for the AD&D and Life coverage.

v** Employees on FMLA and LAW-0JI receive the State benefit subsidy and employees on Military Leave receive full State payment for their benefits.

v The subsidy that retirees/ORP retirees receive depends on their creditable months of service.
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Currently, the DBM Employee Benefits Division (EBD) benefits administration process involves
numerous paper forms, a custom benefits administration application (BAS), an antiquated IVR system,
tracking of events and/or data in Excel or Access, a requirement for employee health benefit re-
enrollment when going on leave or returning from leave, an environment that is not engineered to
easily handle retro processing or multiple benefit deductions, and an environment that is reliant on
someone in another agency or department to complete a form in order for EBD to know that an
employee or retiree status has changed.

The future state process design incorporates features that add efficiency, functionality, flexibility and
data integrity. Some of the changes include:

Web-based Open and Event Maintenance Enrollment with built-in edits to facilitate data
validation at the point of entry as opposed to after-the-fact.

Elimination of the University System multi-deductions in June by spreading the employees
total annual health deduction amount evenly across their defined number of pay periods
each benefit year.

Elimination of employees paying by personal check for retroactive benefit charges.
Instead, retroactive charges will be spread across multiple deduction periods but are
required to be fully collected by the benefit year end.

Automatic determination of benefits eligibility based on the entry of Personnel Transactions
by the Agency HR Coordinator.

Cancellation of health benefits coverage based on lack of payment.

Automatic notification of Leaves of Absence based on the entry of Personnel Transactions
by the Agency HR Coordinator.

Automatic termination of health benefit coverage based on the entry of Personnel
Transactions (i.e.; LAW, Termination) by the Agency HR Coordinator.

The system shall validate duplicate SSN across Benefit Participants and Dependents.

The system shall provide the capability to set up unique premiums based on the different
Benefit Types.

The system shall provide the capability to track and capture ineligible Benefit Participants
due to Fraud.
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B. Process Diagrams

The functional requirements definition included the preparation of Visio process flow diagrams. The
diagrams are intended to identify “future state” business process and show transaction stakeholders,
process initiators and approvers, integrations, automation touch-points and required system
functionality.

Appendix A contains the following process flow diagrams:

Benefits Administration
BA0101 - Benefits Administration for Open Enrollment
Access to Employee Self-Service
BA0201 - Benefit Participant Account
BA0202 - Benefit Participant Profile
BA0203 - Benefit Participant Portal
BA0806 — Terminate Portal Accounts
Employee Self-Service
BA0204 — Model Benefit Costs
BA0205 - Modify Dependent
Benefit Enroliment
BA0301 - Open Enrollment - Web
BA0302 - Open Enrollment - Paper
BA0303 - Event Maintenance Enrollment - Web
BA0304 - Event Maintenance Enrollment - Paper
Employee Benefit Management
BA0401 — Review Dependent Add/Change/Remove Request
BA0402 - Review Marital Status Change Request
BA0403 — Dependent Turns 26
BA0404 — Leave of Absence
BA0405 — LAW - AD&D & Life
BA0406 — LAW - FMLA
BA0407 - Return from Leave of Absence
BA0408 — Determine ORP Benefit Eligibility
Non-SPS Employee Maintenance
BA0501 — Non-SPS Employee Maintenance
Invoicing & Lockbox Receivables
BA0601 - Satellite Invoicing & Lockbox Receivables
BA0602 — Monthly Surcharge Entry
BA0603 - Direct Pay Invoicing & Lockbox Receivables
BA0604 — Special Retiree Invoicing & Lockbox Receivables
Customer Service
BA0701 — Customer Service Call Center
Back-Office Processing
BA0801 — Benefits Cancellation
BA0802 — Benefits Termination
BA0803 — Deduction Reconciliation
BA0804 - Claims Eligibility Audit
BA0805 — Benefit Provider Payments
BA0807 — Retro Payment Processing
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C. Process Diagram Narrative

This section will provide a narrative for each process flow diagram. The narrative will identify both
business process and system functionality requirements including, required fields, field valid values,
field defaults, field/page edits, calculations, and references to State documentation that identifies State
specific policies the system should accommodate.

The process flow diagrams reflect required workflow with the symbol. The text in the symbol
will either indicate “Worklist” or “Notification”. “Worklist” means the workflow requirement is to place an
item in the associated role/users online worklist since these individuals will be frequent if not full-time
system users. “Notification” means the workflow requirement is to send an email notification to the
associated role/user since these individuals will be infrequent system users.

There are numerous factors that will influence the workflow routing of transactions. The two biggest
factors are Agency definition and roles/responsibilities within each Agency. All agencies have at least

one Benefit Coordinator and some agencies have multiple. Each unique Agency definition could
influence workflow routing in relation to benefit transactions.

D. Workflow Requirements
The State requires the ability to define workflow routing for transactions.

> The system shall have the ability to route transactions to the appropriate party/parties via
workflow based on organizational roles and organizational location as defined in the

application.

> The system shall have the ability to create work lists based on the workflow routing of
transactions.

> The system shall have the ability to send an email notification based on the workflow routing of
transactions.

» The system shall have the ability to specify a workflow preference (work list vs. email
notification) based on organizational role or user profile preference.
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Benefits Administration

Associated Process Flow:  BA0101 - Benefits Administration for Open Enrollment

The State of Maryland conducts Open Enrollment for State, University System and Satellite that
coincides with the State fiscal year (July thru June). Most years there are minor adjustments made to
the benefit program, plan and coverage level offerings, but occasionally the State will institute larger
benefit program, plan and coverage level changes. And, as defined earlier, the offered coverage can
vary by employee source (State, MDOT, University System, Satellite, and Pass-Through) in addition to
employee benefit type (Active, Retiree, Special Retiree, Leave of Absence, COBRA, Contractual, Part-
Time).

The State currently uses an IVR system to administer open enrollment with paper forms for Direct Pay,
Satellite, and Retirees. The State requires the new system offer web-based self-service functionality
that provides benefits participants the ability to initiate benefits administration requests, including, Open
Enrollment and On-Going Enroliment (Event Maintenance (EM)) for qualified status changes. The
State will retain paper forms as the contingency for benefit participants that either do not have web
access or do not feel comfortable with web functionality.

In addition, the State would like to move away from mailing hard-copy enrollment information and
materials to all benefit eligible employees. They are trying to offer materials online, but continue to mail
materials to the employees or retirees that request hard-copy materials.

The Benefits Administration for Open Enroliment business process identifies the high-level timeframes
and tasks associated with establishing Open Enrollment for the upcoming benefit period.

Benefit Administration for Open Enrollment Events/Steps:

September: Benefit Planning for Upcoming Year: (Step 1): The DBM Employee Benefits Division
Director will initiate the planning process for the upcoming benefit year.

November: Review/Modify Benefit Program/Rate Changes: (Steps 2 and 4): The DBM Employee
Benefits Division Director and DBM Executive Management will review the proposed benefit program
and rates changes for the upcoming benefit year.

December/January: Finalize Proposed Benefit Program/Rate Changes: (Step 3): The DBM
Employee Benefits Division Director will finalize the benefit program and rate changes that will be
presented to the Board of Public Works for approval.

February: Review/Approve Proposed Benefit Program/Rate Changes: (Step 5): The Board of
Public Works needs to review and approve contract changes and new contracts.

January/February: Finalize Open Enrollment Materials: (Step 6): The DBM managers will finalize
Open Enroliment materials to reflect the upcoming Open Enrollment cycle and benefit programs/rates.
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February/March: Configure Program/Rate Changes in SPS: (Step 7): Once the Open Enroliment
benefit programs and rates are finalized, the DBM Super User will perform any required system
configuration indicating the Effective Date of the new programs and rates is 7/1/YYYY.

» The system shall allow for Coverage Levels to change each Open Enroliment period and be
defined based on an Effective Date.

> The system shall allow for Benefit Plan options to change each Open Enroliment period and be
defined based on an Effective Date.

» The system shall offer Coverage Levels during Open and Event Maintenance Enrollment
based on Employee Source and the Employee Benefit Type.

» The system shall offer Benefit Plan options during Open and Event Maintenance Enrollment
based on Employee Source and the Employee Benefit Type.

Early March: Modify Web Enroll Page to Reflect Changes: (Step 8): The DBM Super User will work
with IT support to ensure the Open Enrollment and Event Maintenance enroliment web pages
accurately reflect the upcoming benefit cycle offerings.

1st Week of March: Mail Open Enrollment Announcement Postcard: (Step 9): DBM will mail a
postcard to all benefit eligible employees announcing the upcoming Open Enrollment cycle.

Early March: Coordinator Training: (Step 10): DBM conducts Agency Benefits Coordinator training.
Mid-March/End of April: Health Fairs: (Step 11): DBM and the Agencies hold employee health fairs.

Mid-April/Mid-May: Open Enrollment Live: (Step 12): Open Enrollment is conducted. New hire
enrollment and qualified status changes occur concurrently with Open Enrollment.
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Access to Employee Self-Service

Associated Process Flows: BA0201 - Benefit Participant Account
BA0202 — Benefit Participant Profile
BA0203 - Benefit Participant Portal

The State wants as much of the benefits administration process as feasible to be employee/retiree
initiated via web self-service, including Open Enroliment and Event Maintenance Enrollment due to a
qualified status change. In addition, the employee or retiree shall have the ability to model benefit
COsts.

The requirements presented utilize the concept of a benefits portal that would assist the
employee/retiree with their options and the steps required to enroll or modify their benefits in addition to
answers to common benefit questions and the ability to enter a customer service question.

Benefit Participant Account

Associated Process Flow:  BA0201 - Benefit Participant Account

Just like any website that provides customer specific access, the benefits portal would be accessed via a user-
specific account. This account would restrict access to the benefits portal to the employees, retirees and
COBRA eligible dependents. In order to restrict this access, account requests will need to be validated against
the employee demographic system data to only grant accounts to an individual that is eligible for State benefits.
The account could be established by a State employee/retiree, a University System employeel/retiree, a Satellite
Agency employee/retiree, a Pass-Through Agency employee/retiree or by a COBRA eligible spouse or
dependent of an employee/retiree.

Since spouses and dependents may be eligible benefit participants, the account validation will need to include
provisions to validate an account for non-employee benefit participants.

Benefit Participant Account Events/Steps:

Benefit Participant Accesses “Benefits Portal”: (Step 1): The Benefit Participant will access a URL
address for the benefits portal. The participant will have access to the benefits portal from both inside
and outside the State firewall.

New Participant?: (Step 2): At this point, the Benefit Participant is either new to the portal and needs
to establish an account or has previously accessed the portal and has an established account.

Enter Login/Password?: (Step 3): If the Benefit Participant already has an established account they
would enter their login and password to access the benefits portal.

Login/Password Valid?: (Step 4): The system needs to validate the entered login and password to
determine if the account is a valid combination.
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Go To BA0202 Benefit Participant Portal: (Step 5): If the login and password passed validation, the
participant should be brought into the benefits portal.

Message: Account Credentials Not Valid: (Step 6): If the login and password did not pass validation,
the participant should receive a message indicating the login/password combination entered is not a
valid account.

Forget Password?: (Step 7): If the login and password did not pass validation, the participant should
have the option to reset their password.

Reset Login Information/ Go To BA0202 Benefit Participant Portal: (Steps 5 and 8): If the participant
chooses to reset their password, the system should allow them to do so with appropriate validation the

individual resetting the password ‘owns’ the account. After the account reset, the participant should be
brought into the benefits portal.

Participant Enters Email Address: (Step 14): When the Benefit Participant is new to the benefits
portal; they should have the option to setup a new account that is based upon their email address.

Validate if Email Address is New/Unique/Email Address Unique?: (Steps 10 and 11): The system
should establish the email address entered for the new account is not associated with any existing
benefits portal account.

Participant Receives Message Indicating Account Exists: (Step 12): If the email address entered to
establish the new account is not unique, the participant should receive a message and not be allowed
to continue with establishing a new account. Instead, they should either attempt to login with a
password or reset their password.

Want to Continue?: (Step 13): After receiving a message that the email address the participant was
using to establish a new account already exists, the participant will make a decision to continue or to
end the login attempt process. If they choose to continue, they return to the login page and either login
(Step 3) or reset their password. (Step 8)

Participant Completes Profile: (Step 14): If the email address the participant entered was unique, the
participant should be prompted to enter benefit participant profile information. This information will be
used to establish their profile and to validate the participant is either:

» The primary benefit member or
> An individual associated with a benefit member, such as a divorced spouse or a child over the
age of 26, who is entitled to benefits.
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The online entry page must capture/display at a minimum the following fields to establish a benefit
profile:

Field Access Mode Business
Requirements

Email Address Default

Employee Id or SSN of Benefit Member Display See Rules Below

Last Name of Primary Benefit Member Default

Do You Want to Receive Hard-Copy Benefit Enroliment Required Entry See Rules Below

Materials?

Do You Want This Email Address to be the Primary Required Entry See Rules Below

Means of Benefit Communication?

Special Field/Page Rules:

Field Business Requirements

Employee Id or SSN of Benefit In order to limit the usage of SSN, the system should request

Member Employee ID to validate eligible benefit participation. The
system should request SSN if the participant does not know the
Employee ID.

Do You Want to Receive Hard-Copy | This field should default to “No”
Benefit Enrollment Materials?
Do You Want This Email Address to | This field should default to “Yes”
be the Primary Means of Benefit
Communication?

Validate Profile Info Against List of Eligible Participants/Eligible for Profile?: (Steps 15 and 16): The
system needs to validate the entered profile information against system information to establish if the
individual is eligible for a benefit portal account.

The individuals eligible include:

Participant Affiliation | Participant Status

State (including MDOT) | Active — FT or PT

State (including MDOT) Leave of Absence

State (including MDOT) Retiree

State (including MDOT) Contractual

University System Active - FT or PT

University System Leave of Absence

University System ORP Retiree

University System Contractual

Satellite Active

Satellite Retiree

Pass-Through Active - FT or PT

Pass-Through Retiree

COBRA Former State Employee

COBRA Eligible Dependent of State Employee or Retiree

COBRA Eligible Spouse or Dependent of Former State Employee
or Legislator

COBRA Eligible Former Legislator
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> If the participant is eligible for a benefits profile, the participant should be brought into the
benefits portal (Step 5).

» If the participant is not eligible for a benefits profile, the participant should receive a message
(Step 17) indicating the profile information is not valid and instructed to contact their Agency
Benefits Coordinator if they are an employee or DBM EBD if they are a retiree.
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Benefit Participant Profile

Associated Process Flow: BA0202 - Benefit Participant Profile

The benefit participant should have the option to modify the benefit participant profile they selected
when they established their benefit portal account.

Benefit Participant Profile Events/Steps:

View Participant Profile: (Step 1): The benefit participant should be able to view their current profile
selections.

The online page must capture/display at a minimum the following fields:

Field Access Mode
Email Address Default
Employee Id of Primary Benefit Member Display
SSN of Primary Benefit Member Display
SSN of Benefit Participant Display
Primary Benefit Member Name (Last Name, First Name, Middle Name, Display
Surname)

Benefit Participant Name (Last Name, First Name, Middle Name) Display
Benefit Member Type (State, Retiree, University System, Satellite Agency, Display
Contractual)

Employee Agency Display

Do You Want to Receive Hard-Copy Benefit Enrollment Materials? Required Entry
Do You Want This Email Address to be the Primary Means of Benefit Required Entry
Communication?

Want to Change Profile?: (Step 2): The benefit participant has the option to modify their profile
settings.

Modify Participant Profile?: (Step 3): If the benefit participant chooses to modify their profile settings,
the online page must capture/display at a minimum the following fields:

Field Access Mode Business
Requirements

Email Address Default

Employee Id of Primary Benefit Member Display

SSN of Primary Benefit Member Display

Primary Benefit Member Name (Last Name, First Name, Display

Middle Name, Surname)

Benefit Participant Name (Last Name, First Name, Middle Display

Name)

Benefit Member Type (State, Retiree, University System, Display

Satellite Agency, Pass Through, Contractual)

Employee Agency Display

Do You Want to Receive Hard-Copy Benefit Enroliment Required Entry See Rules Below

Materials?
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Field Access Mode Business

Requirements
Do You Want This Email Address to be the Primary Required Entry See Rules Below
Means of Benefit Communication?

Special Field/Page Rules:

Field Business Requirements

Do You Want to Receive Hard-Copy | This field should default to the previously selected value but
Benefit Enrollment Materials? allow the benefit participant to modify the value.

Do You Want This Email Address to | This field should default to the previously selected value but
be the Primary Means of Benefit allow the benefit participant to modify the value.
Communication?

After entering and saving their profile changes, the benefit participant should be returned to the page
displayed in step 1 and has the option to make additional changes. When their changes are completed,
they should be returned to the benefits portal (Step 3).

View/Print/Update Benefit Information? (Step 4): The system shall allow the benefit participant to
navigate to other options s/he is eligible to view/print/update benefit information within the benefit
portal.
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Benefit Participant Portal

Associated Process Flow: BA0203 - Benefit Participant Portal

The State envisions a benefits portal where the benefit participant has access to all benefit related
employee self-service options. The benefits portal would be accessible to participants who had
established and passed the validation of a benefits account.

The benefits portal would provide access to:
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View and/or Print Benefit Materials including Enrollment Forms, Important
Information and Regulatory Notices (pdf)

Maintenance of Benefit Profile Account

Model Benefit Costs

Open Enroliment

Event Maintenance Enrollment

Add SSN for Infant

Mark Dependent as Disabled

Common Benefit Questions

Post Customer Service Question

An Indicator of the Total Outstanding Retro Amount Owed by the Employee

Benefit Participant Portal Events/Steps:

Is Participant Eligible for Benefits?: (Step 1): Even though an individual may have a login/password
to the benefits portal, something about the individual’s status may have changed since the
establishment of the account that would deem access to the portal impermissible. Before granting
access to the portal, the system needs to re-validate access.

The individuals eligible for benefits portal access include:

Participant Affiliation | Participant Status

State (including MDOT) | Active — FT or PT

State (including MDOT

Leave of Absence

)
State (including MDOT) Retiree
)

State (including MDOT Contractual
University System Active - FT or PT
University System Leave of Absence
University System ORP Retiree
University System Contractual

Pass-Through Agencies | Active-FT or PT

Pass-Through Agencies | Retiree

Satellite Active

Satellite Retiree

COBRA Former State Employee

COBRA Eligible Dependent of State Employee or Retiree
COBRA Eligible Spouse or Dependent of Former State Employee
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Participant Affiliation | Participant Status
or Legislator
COBRA Eligible Former Legislator

Message: Not Eligible for Benefits Access & All Links Inactive: (Step 2): If the validation
determines the individual should no longer have access to the benefits portal, they should receive a
message indicating that they are “not eligible for benefit portal access” and all of the portal links should
be inactive.

Benefit Participant Decides What They Want to Do: (Step 3): If the validation determines the
individual should have access to the benefits portal, all of the portal links should be active.

Benefit Materials?/View/Print Benefit Materials: (Steps 4 and 5): There should be a portal link option
to view and/or print benefit materials including benefit forms, open enroliment materials, important
information and regulatory notices, etc.

Acct Profile Change?/Go To BA0202 - Benefit Participant Profile: (Steps 6 and 7): There should be a
portal link option to modify account profile options, such as primary email, default for receipt of hard-
copy benefit materials, etc. When this link is selected, the participant would execute the process
described in the BA0201 — Benefit Participant Account.

Model Benefit Costs?/Go To BA0204 — Model Benefit Costs: (Steps 8 and 9): There should be a
portal link option to model benefit costs. When this link is selected, the participant would execute the
process described in the BA0204 — Model Benefit Costs process.

Open Enrollment?/Go To BA0301 — Open Enrollment-Web: (Steps 10 and 11): There should be a
portal link option to participate in Open Enrollment. This link should only be active during the Open
Enrollment window. When this link is selected, the participant would execute the process described in
the BA0301 — Open Enroliment process.

Event Maintenance Enrollment?/Go To BA0303 - Event Maintenance Enrollment: (Steps 12 and 13):
There should be a portal link option to participate in Event Maintenance Enrollment. When this link is
selected, the participant would execute the process described in the BA0303 - Event Maintenance
Enrollment process.

Modify Dependent(s) Demographic Information/ Go To BA0205: (Steps 13 and 14): There should be
a portal link option to allow for a change in Infant SSN, marital status and/or other dependent
demographic information. When this link is selected, the participant would execute the process
described in the BA0205 — Modify Dependent Demographic Information,

Mark Dep Disabled?/Go To BA0205 — Modify Dependent(s): (Steps 14 and 15): There should be a
portal link option to allow for the addition or modification of a dependent. When this link is selected, the
participant would execute the process described in the BA0205 — Dependent Change.

Benefits FAQ?/View Benefits FAQ: (Steps 17 and 18): There should be a portal link option to access
common benefits questions that may be able to answer a benefit participants questions and eliminate
the need for them to open a customer service question.
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Question/Problem?/Go To BA0701 — Customer Service Call Center: (Steps 19 and 20): There should
be a portal link option to open a customer service ticket that will route to the Customer Service Call
Center.
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Terminate Portal Accounts

Associated Process Flow: BA0806 — Terminate Portal Accounts

In order to ensure that the only individuals accessing the benefits portal are current employees,
retirees, or COBRA participants, this process will inactivate benefit portal accounts when they should
no longer be active.

This process will terminate benefit portal accounts for the following participants:

» The employee terminates and is not eligible for COBRA coverage

» The employee terminates and does not elect COBRA coverage

» The employee elects COBRA coverage and terminates the coverage
> The employee elects COBRA coverage and exhausts the coverage
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Employee Self Service

Associated Process Flows: BA0204 — Model Benefit Costs
BA0205 — Modify Dependent

Model Benefit Costs

Associated Process Flow: BA0204 — Model Benefit Costs

The benefit participant should be able to model benefit costs at any point throughout the year based on
an entered Effective Date, which will allow modeling based on current benefit program/rate offerings
and allow modeling based on upcoming Open Enrollment benefit program/rate offerings. The modeling
should take into consideration any applicable cost subsidy and allow current and potential retirees to
model costs based on an entered Years of Service value and calculate subsidy accordingly which
would override any value stored in the system.

Since the main goal of the Model Benefit Costs feature is to provide an accurate estimate of a
participant’s benefit costs, we need to track and maintain accurate rates for the individuals utilizing this
feature. Currently, the State does not track and maintain the employee cost of benefit programs for the
Satellite Agencies, nor does it wish to do so which means the Model Benefit Costs feature will provide
no value to Satellite participants.

Model Benefit Costs Events/Steps:

Display Current Employee Demographic & Benefit Data: (Step 1): When the benefit participant
enters the benefit cost modeling page they should see their current employee/retiree demographic and
benefit enrollment information.

The page must capture/display at a minimum the following fields:

Field Access Mode Business
Requirements
Employee ID Display
Employee Name (Last Name, First Name, Middle Name) Display
Employee Type (State, Contractual, Satellite, Retiree, Display
University, System)
Benefit Type (State, Direct Pay, COBRA...) Display
SSN Display
Years of Service Display
Current Benefit Program Enroliment Display
- Medical
- Prescription
- Dental
- FSA
- Life Insurance (Employee, Spouse, Child(ren)
- Accidental Death & Dismemberment (ADD)-
Individual and Family
Effective Date of Benefit Cost Modeling Required Entry See Rules Below
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Special Field/Page Rules:

Field Business Requirements
Effective Date of Benefit Cost The system should offer the benefit programs/rates in effect
Modeling based on the date entered.

Want to Model Different Years of Service?: (Step2): The participant should be allowed to override
the Years of Service value. If the participant does choose to override the Years of Service the system
should model costs based on the override value.

A participant may choose to override the Years of Service value for a couple of reasons: 1) they may
be a current ‘active’ employee that is exploring retirement or 2) they may be a retiree whose Years of
Service value is not accurate based on their employment history.

Enter Years of Service to Model Online: (Step 3): If the participant chooses to model benefit costs
based on a different Years of Service value, the system shall provide the ability to enter it into the
model cost page.

Select Medical: (Step 4): The system should display the medical benefit programs available to them
based on their status (Active, Retiree, ORP Retiree, Contractual, Part-Time, Leave of Absence,
COBRA, etc.) and their Participant Affiliation (State, University System, Satellite) along with the rates
associated with the different coverage levels.

The participant should be required to select one of the medical programs/coverage levels offered or
select that they “do not want medical coverage.”

Select Prescription: (Step5): The system should display the prescription benefit programs/rates
available to them based on their status (Active, Retiree, ORP Retiree, Contractual, Part-Time, Leave of
Absence, COBRA, etc.) and their Participant Affiliation (State, University System, and Satellite).

The participant should be required to select one of the prescription programs/coverage levels offered or
select that they “do not want prescription coverage.”

Select Dental: (Step 6): The system should display the dental benefit programs/rates available to them
based on their status (Active, Retiree, ORP Retiree, Contractual, Part-Time, Leave of Absence,
COBRA, etc.) and their Participant Affiliation (State, University System, and Satellite).

The participant should be required to select one of the dental programs/coverage levels offered or
select that they “do not want dental coverage.”

Select AD&D: (Step 7): The system should display the Individual and Family Accidental Death &
Dismemberment (AD&D) benefit programs/rates available to them based on their status (Active,
Retiree, Contractual, Part-Time, Leave of Absence, COBRA, etc.) and their Participant Affiliation
(State, University System, and Satellite). If the participant is a Retiree and did not have AD&D
coverage as an Active employee, the system shall restrict the Retiree from selecting at this point.
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The participant should be required to select one of the AD&D programs/coverage levels offered or
select that they “do not want AD&D coverage.”

Select FSA: (step 8): The system should display the Flexible Spending Account (FSA) benefit
programs available to them based on their status (Active, Part-Time, Leave of Absence, COBRA, etc.)
and their Participant Affiliation (State, University System, Satellite).

The participant should be required to select Health Care and/or Daycare FSA along with a respective
annual deduction amount for the selected coverage or select that they “do not want FSA coverage.”

Select Life: (Step 9): The system should display the Employee, Spouse and Child(ren) Life Insurance
benefit programs available to them based on their status (Active, Retiree, Contractual, Part-Time,
Leave of Absence, COBRA, etc.) and their Participant Affiliation (State, University System, Satellite).

The participant should be required to select the Life coverage desired for Employee, Spouse and
Children along with a respective coverage amount for each or select that they “do not want Life
coverage.”

Calculate Cost: (Step 10): After the participant has completed their coverage selections, the system
should estimate the cost for the selections. The calculated cost should be based on participant
affiliation, Years of Service and any applicable subsidy. A sample rate table is provided in Appendix B
— Sample Forms/Data. The applicable subsidy for ORP Retirees will include a retiree subsidy and a
dependent subsidy.

View Model Cost Online: (Step 11): The participant should be able to view the estimated cost online.

Make Changes?: (Step 12): After viewing the estimated benefit costs online, the participant should be
able to choose if they want to modify some of their selections (Step 3) or if they are satisfied with the
estimate provided.

Want to Apply Model?: (Step 13): After viewing the estimated benefit costs online, the system shall
offer the participant the option to complete and submit benefit election selected in the model to Open
Enroliment or Event Maintenance Enrollment.

Open Enrollment?/Go To BA0301 — Open Enrollment-Web: (Step 15): There should be a link to
SUBMIT elected options in the Benefit Enroliment page. This link should only be active during the
Open Enroliment window. When this link is selected, the participant would execute the election
process described in the BA0301 — Open Enroliment process.
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Event Maintenance Enrollment?/Go To BA0303 — Event Maintenance-Web: (Step 16): There should
be a link to SUBMIT elected options in the Benefit Enroliment page. This link should only be active if
the benefit participant has an open event due to change in benefit eligibility triggered via personnel
action or a qualified life event change. When this link is selected, the participant would execute the
election process described in the BA0303 — Event Maintenance process

Optional Report: Benefit Modeling Costs: (Step 17): The participant should have the option to print
their model cost estimates.
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Modify Dependent

Associated Process Flow: BA0205 - Modify Dependent

The benefit participant should have the ability from the benefits portal to be able to add, change or
remove a dependent to-or-from their benefits coverage in addition to making some basic modifications
to the dependent profile.  Since most qualified status changes involving dependents also include an
enrollment change, the benefit participant will use the Event Maintenance Enrollment link on the
benefits portal to facilitate those changes.

The remaining dependent changes that will be initiated via self-service include:

> Adding the SSN for an infant where the SSN was not available at the point the dependent was
added to coverage.

> Initiating the process for a dependent to be marked as disabled

> Ability to update dependents demographics information (i.e.; name, address, gender, birth
date, relationship, phone, marital status, marital status date, student and smoker.

The system shall notify Benefit Participants and DBM EBD for duplicate SSN between Benefit
Participants and Dependents Enrollment when any of these data fields were updated via the web. At

the same time, shall allow the DBM EBD Enroliment to generate audit reports to capture these updates
as well.

Modify Dependent — Events/Steps:
Access Benefits Portal: (Step 1): The benefit participant will access and log into the benefits portal.

Select Dependent/Beneficiary Link: (Step 2): The benefit participant will select the link to
Dependent/Beneficiary Information.

Display Current Dependents: (Step 3): The benefit participant should be able to view all of their
current dependent information as defined in the system.

Select Edit: (Step 4): The benefit participant should be able to select and click EDIT for a specific
dependent. The available updates would be:

The page must capture/display at a minimum the following fields:

Field Access Mode Business
Requirements

Employee ID Display

Employee Date of Birth Display

Benefit Period Start Date Display

Employee Name (Last Name, First Name, Middle Name, Display

Surname)

Employee Classification (State, Contractual, Satellite, Display

Retiree, University, System)
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Field Access Mode Business
Requirements
Benefit Program (State, Direct Pay, Retiree, ...) Display
Employee Home Address (Street, City, State, Zip) Display
Dependent Information Default See Business Rules
- Last Name
- First Name
- Middle Initial
- SSN
- Mark as Disabled
- Expiration of Disability Status*
- Gender
- Date of Birth
- Relationship
- Social Security Number
- Medicare Number
Dependent Coverage (Health, Prescription, Dental, Life, Display See Business Rules
AD&D

Special Field/Page Rules:

Field Business Requirements
Dependent Information
- Last Name - The system shall trigger work list via email notification is
- First Name triggered to DBM EBD or Agency Benefits Coordinator when
- Middle Initial information is updated via employee self service.
- SSN
- Mark as Disabled* - The system shall only allow benefit participant to Add SSN
- Expiration of Disability for a dependent where the SSN does not currently contain an
Status SSN. S/he should not be able to modify the SSN for any
- Gender dependent that currently has an SSN.
- Date of Birth
- Relationship - *The system shall only allow the DBM EBD to update the

- Social Security Number
- Medicare Number

Expiration of Disability once requested update has been
approved by External Resources. The system must provide
the ability to indicate the Expiration is Unlimited, which would
indicate the disability does not have to be reviewed again in 2
years.

Dependent Coverage (Health,
Prescription, Dental, Life, AD&D

The system shall allow benefit participant to view plan
coverage for all dependents, if enrolled.

Receive Work List Notification: (Step 7): The DBM EBD Enrollment receives notification via email
and reviews the updated dependent information and determines if additional documentation is required.
The requested dependent update shall be in ‘Pending’ status until required documentation is submitted
and reviewed by DBM EBD Enrollment (Step 6).
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Additional Documentation Required?: (Step 8): After receiving the work list notification, the DBM EBD
Enrollment group will review requested dependent data updated by the benefit participant.

Dependent Information Updated in SPS: (Step 9): If no additional documentation is required, DBM
EBD will accept the requested update in the system. The system shall be updated with the data
elements entered for the dependent information with a new effective date.

Confirm Dependent Information Updated: (Steps 10): The EBM EBD Enrollment group will notify the
benefit participant and the Agency Benefit Coordinator of the approval.

Mail Additional Paperwork to Benefit Participant: (Step 11): After receiving the work list notification,
the DBM EBD Enroliment group will email or mail required additional paperwork and instructions to the
benefit participant.

Receive Additional Paperwork: (Step 12): The benefit participant will receive the information for
additional paperwork required and instructions via email or mail.

Complete/Return Additional Paperwork: (Step 13): The benefit participant will complete the
additional documentation required and return it to the DBM EBD Enrollment group.

SPS Dependent Information Updated: Once required documentation is received (Step 14) the
Benefits Administrator accepts the requested update in the system (Step 10).

Disability Update?: (Step 15): If the requested update indicates dependent is disabled, DBM EBD
submits completed paperwork for External Review.

Submit Paperwork for External Review: (Step 17): Th<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>