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BEFORE YOU ENROLL:
• Familiarize yourself with the Benefits Guide, which you received at your new 

employee processing and can also be viewed on-line. The Benefits Guide contains 
healthcare and voluntary benefit details. 

• Have the following information available for yourself and your dependents 
(spouse and children):  

     Your user ID and password        Social security numbers        Dates of birth

• As explained during processing, any dependents added will require documents 
for verification purposes. A child under 26 will require a copy of a birth certificate. 
A spouse will require a copy of a marriage certificate and a secondary document 
to verify relationship/residency. This documentation must be scanned to the on-
line “File Cabinet” under “Tools” or sent to HR/Benefits within 31 days of date 
of hire. If sufficient documents are not received, unverified dependents will be 
retroactively removed. 

FINDING A PROVIDER: 

• If you are selecting CareFirst BlueChoice, Low Option, or Triple Option medical plans, 
or UCCI dental you will need to provide a primary care physician (PCP) code. 

• You may research the different provider networks by using the Find a Doctor tool 
on www.carefirst.com/aacps. Click ‘Search Now’ and Continue as Guest. When  
doctor is selected, view the doctor’s profile within the CareFirst site. Click ‘More 
About This Provider’ and View All Identifiers. The PCP code is the PID number.   

• The Find a Dentist tool on www.unitedconcordia.com works in a similar way. 
When searching for a dentist, input the dentist’s information (either search by last 
name and location, or location alone) and select DHMO Concordia Plus General 
Dentist as the network. Once this is completed, any provider listed participates in 
the AACPS plan. 

• Alternatively, you may contact HR/Benefits at 410-222-5221/5219.

IF YOU NEED HELP ENROLLING:

• Telephone: Benelogic’s Customer Service Line at 866-415-5556,  
8:30 am – 5:00 pm, Monday – Friday for all questions 

• Telephone/ HR/Benefits: 410-222-5219 or 410-222-5221 

• E-mail: benefits@aacps.org

• Telephone: AACPS Help Desk at 410-222-5135 for password or log-in questions 

• E-mail: Benelogic’s Customer Service Department at info@aacps.benelogic.com 

You must enroll for benefits on-line within 31 days of your date of hire. You can access the on-line enrollment site from home or work 
through the benefits enrollment site, Benelogic: www.aacps.benelogic.com. Employees not electing benefits must still log on, verify  
personal data, and select “waive.” You must obtain your AACPS user ID before you can enroll on-line—call the Help Desk at  
410-222-5135 to access.

TO ENROLL IN YOUR BENEFITS:

Go to: www.aacps.org/benefitsenrollment. 
Alternatively, go to www.aacps.benelogic.com. 

1  Enter your User ID.  
This is your AACPS email without @aacps.org. 
New hires receive this in the mail from the 
Help Desk. 

2  Enter your Password.  
Last four digits of your Social Security Number. 

3  Change your Password.  
The first time you log in, you will be prompted 
to update your password and answer security 
questions for future login help. Write this 
information down. 

4  Click on the green GO arrow. 

5  Check your Personal Information.  
Update if necessary. 

6  Complete Dependent Information.  
Add each dependent one at a time and 
complete the Spousal Surcharge, if applicable. 

7  Enroll in Healthcare.  
Follow all instructions to enroll in medical, 
dental, and/or vision coverages.  If not 
enrolling, select ‘waive.’ 

8  Enroll in Voluntary Benefits, if desired. 

9  Review and Save your Elections.  
You must submit your elections completely 
or they will not be saved. You will receive 
confirmation that you have successfully 
submitted your elections. 

10  Print Enrollment Summary and Log Off.  
The Enrollment Summary is a summary 
document of your elections to keep for your 
records. If you need to change your benefit 
elections within your 31-day window, contact 
HR/ Benefits to re-open your access. 


