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Welcome to the Calvert County Public Schools (CCPS) 7/1/2024 FSA and DCA Online Enrollment through the CareFlex 
Participant Portal. 
 
If you are enrolling in the FSA and/or DCA plan for the first time, following is a checklist of the information you should 
have on-hand before you begin the online enrollment process: 

▪ Home Address 
▪ Date of Birth for you and your eligible dependents 
▪ Social Security Number for you and your eligible dependents 
▪ Home Phone and/or Cell Phone Number(s) 
▪ Email Address 

 
 
To begin online enrollment, go to the CareFlex Participant Portal and follow these instructions: 
 
Open Enrollment: 

To begin, scroll all the way to the bottom of the portal home page (past the white/blank space) and in the Online 
Enrollment box enter Employer ID: CBSCCPS and click [ SUBMIT]. 
 
 
 
 
 
 
 
 
 
 
 

On the next Online Enrollment screen, enter the following information: 

▪ Employer ID: CBSCCPS 

▪ Employee ID/Participant ID (You must enter your CareFlex Employee ID, which is the first initial of your first and 
last name (capital letters) and the last 4-digits of your social security number; example: Chris Cardholder’s SSN is 
xxx-xx-1234, his Employee ID is: CC1234.) 

▪ Last Name 

▪ Click the I’m not a robot box (if applicable, select the appropriate images) 

▪ Click [ SUBMIT] 
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FSA0724 Online Enrollment – Step 1: 

The Online Enrollment section contains the available benefit plans. You must complete your online enrollment within 
the Enrollment Dates listed. Click on the blue [ENROLL] link to enroll in a plan; or click on the [WAIVE] link to waive 
enrollment in a plan. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
General Info 

If you have never enrolled in a benefit plan, the General Info and Address fields will be empty and you will need to fill in 
the required information. If you are currently enrolled in a plan, your information will be pre-filled for you. Please 
complete all required fields or review all pre-filled information for accuracy and make any necessary corrections. 
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Address 

Enter the information requested or review the pre-filled information and make any necessary corrections. Important 
communications about your account will be mailed to this address so it is important to review information for accuracy. 
Please include an apartment or unit number, if applicable. 
 
 Important Notes: 

▪ Fields with an * are required. 
▪ Punctuation and special characters should not be used in any fields. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Dependent Demographics 

Dependents currently attached to your account are listed. Please review and update as necessary. If you would like to 
add a dependent to your account, in the Dependent Demographics section select [Add Dependent]. Complete the fields 
with the dependent information and select [ SAVE]. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once all applicable dependents have been entered and/or verified, select [ NEXT] to continue. 
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FSA0724 Online Enrollment – Step 2: 

The Account Details section is where you will enter your election for the plan year. You can enter either a per pay 
contribution amount or an annual election amount; you do not have to enter both. 
 
Read the information about the plan that is provided. Once you have read and understood the plan information, select 
the ✓ check box to verify you agree and understand the terms of the plan. 
 
Select [✓ NEXT] at the bottom of the page to continue. 
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FSA0724 Online Enrollment – Step 3: 

Review the information entered. If changes are required, click the EDIT PARTICIPANT DEMOGRAPHICS or ADD 
DEPENDENT links.  
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Disclosures Section: 
 
 
 
 
 
 
 
 
 
 
 
 
Click on each disclosure to review the information and select the [I HAVE READ THIS TEXT] option.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once all Disclosures have been reviewed, select the “I acknowledge and accept these disclosures“ box to 
acknowledge your acceptance of the documents before moving on to the next step. 
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Agreements Section: 
 
Read agreements and select each box to continue enrollment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once completed, click [✓ SUBMIT]. 
 
 
Thank you! Your application has been submitted. 

Select [✓ DONE] and you will be returned to the Online Enrollment home page. 
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You will be returned to the Online Enrollment home page. For plans elected, the Election amount with show with 
Completed noted under the Plan name and an [EDIT] button will be included. The [EDIT] option allows you to change or 
waive your election before the end of the online enrollment period. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
We recommend printing the election screen for your records. 
 
 
Follow the same instructions to Enroll or Waive for each plan. If you would like to cancel your enrollment prior to the 
end of the open enrollment dates, select [EDIT] to make the change. 
 
Please note: If you waive enrollment in the FSA or DCA plan and do not change the waiver before the end of the online 
enrollment period, you will be ineligible to enroll during the plan year without a qualifying event. A qualifying event is 
generally defined as a birth or death of a dependent, marriage or divorce, or if you (or your spouse) experience a change 
in employment. 
 
You can return to the online enrollment process at any time during the online enrollment period (4/2/2024 thru 
4/30/2024) to make changes to your selections. After the last day of the online enrollment period, enrollment will be 
closed and no changes will be allowed. 
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