
Human Resource Services

Online Benefits Enrollment



Congratulations on your 
new position with Marshall 

University! 

Please make sure and review one of 
the following packets prior to 
enrolling in benefits :

• New Employee Benefits Packet (for 
Marshall Employees)

• New Dual Employees Benefits 
Packet (for those employed by Marshall University 
and Marshall Health) 

https://www.marshall.edu/human-resources/benefits/new-employee-benefits-packet/
https://www.marshall.edu/human-resources/benefits/new-employee-benefits-packet/
https://www.marshall.edu/human-resources/benefits/new-employee-benefits-packet/


Move Slider to Fast Forward or Rewind

Click to Pause Video
Click to Expand Video Screen

Click to Mute/Unmute Volume

The video will proceed automatically. At times, there will be instructional audio. You can also fast 
forward or pause the video for your needs. The image below shows how to control the session. 
  



In the first section of the presentation, we 
will complete the online enrollment for 
PEIA. 

Please make sure you have gathered personal information 
for yourself and your dependents. 



The documents mentioned in this 
presentation will be listed below the video 

on the Benefits Enrollment website. 

https://www.marshall.edu/human-resources/benefits/benefits-information-for-new-employees/benefits-enrollment-online/




Disclaimers
This online benefit presentation is a brief overview and for information purposes only, read all online materials from 
benefit providers as each provider maintains its own legal statement of benefits.

We strive to keep all information up to date but in certain circumstances it may not. Please read/review all online 
material from the benefit providers when choosing the best options that will suit your needs. If any information is 
different from presentation, the benefit provider’s information will prevail.

Human Resource Services cannot make recommendations to which provider or coverage an employee should select. 
Human Resource Services will provide sufficient, objective, and factual information to assist in making the best decision 
that meets your needs.
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If your dependents do not have 
social security numbers, you will 
be unable to enroll electronically 
in the PEIA system. 
Please reach out to 
benefits@marshall.edu and we 
will send you the paper forms to 
enroll in medical coverage. 

mailto:benefits@marshall.edu
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• Coverage will begin on the first day of the month following enrollment. For example, enrollment occurs on 
October 26, benefits will be in force as of November 1st.

• Premiums will be taken out each pay day. For example, your monthly premium is $151, each pay would 
deduct $75.50 for the medical insurance.

• Cards will be issued for your medical insurance. Please allow 2 -3 weeks processing time. 

UMR is the third-party administrator that handles 
medical claim processing, case management, 
utilization management, precertification, prior 
approval and customer service for the PEIA PPB Plans.
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Before attempting to log in to the PEIA system, please have the following 
handy:

1. Dependent(s) Information – including date(s) of birth and social security number(s)
2. Documentation 
• Marriage Certificate to add a spouse
• Birth Certificate(s) to add dependent children
If you do not have the documentation handy, these documents can be emailed to 
benefits@marshall.edu

Please note: Coverages cannot be approved until we receive the required 
documentation.

mailto:benefits@marshall.edu
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Eligible Dependents

The policyholder’s

• Legal Spouse

• Biological or adopted children, and stepchildren under the age of 26, and

• Other children for whom the policyholder is a court-appointed guardian to age 18.

*In order to add eligible dependents, proper documentation must be uploaded to PEIA. To add a 
spouse, a marriage certificate is the required documentation. To add children, a birth certificate is 
the required documentation.



WWW.WVPEIA.COM

In order to begin 
the online 
enrollment, please 
log on to PEIA.

https://peia.wv.gov/Pages/default.aspx
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If you are 
transferring from 
another agency that 
is covered by PEIA, 
you do not have to 
complete anything 
in Manage My 
Benefits. Your 
coverage will 
transfer to the 
university.



Marshall University HRS    Benefits Information Online 14



Marshall University HRS    Benefits Information Online 15

Type in your name, social 
security number, and 
birthdate. Start in the first box 
to the far left for your 
birthdate and SSN, and it will 
tab over automatically. 

Click on the I Agree and click on the box 
to confirm you are not a robot. The 
green check will appear and then you 
will click “continue”.
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Answer the security questions. You can click on the drop-down arrows to change the 
questions. 
Be sure to choose questions you know the answers to and will remember the answers. 
Click Continue.



At this point, you will log into your email address and click on the link to verify 
your identity. 



The system will then require you to log back into the Manage my Benefits 
system with the username and password you just created. 
You will need to check the box that certifies that you are the policyholder 
before you click Login.
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Life Insurances 
PEIA Basic Life Insurance is provided to employees at no cost and paid by the employer. This is a $10,000 life insurance 
policy with accidental death and dismemberment benefits. Employees may enroll for basic, optional and dependent life 
insurance, even if they choose not to take any health insurance through PEIA. Please note: After initial enrollment period 
a statement of health form is required. 

If you are electing any of the medical plans, you must sign up for Basic Life Insurance.
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You may opt to 
enroll in Basic Life 
Insurance even if 
you do not wish to 
enroll in Health 
Insurance. 



Life Insurance Beneficiaries

In order to add beneficiaries to your basic and optional life policies, 
please visit: mybenefits.metlife.com or you may complete a paper form 

and mail directly to MetLife.

https://peia.wv.gov/Forms-Downloads/Documents/enrollment_forms/GR-TR-BENE-MET1-WVPEIA.pdf
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Tobacco-free discounts:

• $25 off a policy premium for 
Employee Only Coverage 

• $50 for Employee and 
Children and Family 
Coverage
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If you do not wish to cover legal dependents at this time, click no dependent and continue with 
instructions.
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Please add the date which 
you began work with 
Marshall University using the 
MMDDYYYY format.



Health Insurance
There are seven health benefit plans that are available to employees offered by the West Virginia Public Employees Insurance Agency (PEIA). 

Health Plans A & B (HMOs)
Health Plan C (POS)
PPB Plans A-D: Plan C is the High Deductible Health Plan and Plan D is the West Virginia ONLY plan where all care must be provided in WV. 

The levels of coverage include Employee Only, Employee and Child(ren), Family, Family with Employee Spouse, and Family with Eligible 
Spouse. 

Monthly premiums are based on the employee’s annual salary and type of coverage elected.

All plans are eligible to receive a $25 tobacco free discount for employee policies and a $50 discount for employee and child(ren) and family 
policies.

Please note: Choosing your health insurance coverage is very important, you should review all online material in the PEIA Shopper’s Guide as 
this presentation cannot cover all information.  
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https://peia.wv.gov/Forms-Downloads/Documents/shopper%27s_guides/Shoppers_Guide_Plan_Year_2024.pdf


Health Plans A,B & Point of Sale (POS)
Health Plans A & B are Health Maintenance Organization plans (HMO). An HMO manages health care by coordinating the use of health care 
services through a Primary Care Physician (PCP). You must identify a Primary Care Physician. The point-of-sale plan is similar to an HMO. It 
requires the policyholder to choose an in-network Primary Care Physician (PCP) and obtain referrals from that doctor if they want the policy 
to cover a specialist's services. 

An employee must be living in one of the designated areas to be eligible for this plan and must use the providers that participate in the 
Health Plan.
The designated areas include all West Virginia counties and select counties in Maryland, Ohio and Pennsylvania.

Please note: If your address does not fall in the areas where the Health Plan is available, you will not see the option online.

More information can be found on The Health Plan website.
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https://www.healthplan.org/


PEIA Plan Information
PEIA PPB Plan C
This is a High Deductible Health Plan (HDHP) and can be paired with the Health Savings Account (HCA). The HDHP premium is not salary based. 

A HDHP is a plan that includes higher annual deductible than typical health plans. This plans also has higher out-of-pocket maximum that includes 
amounts paid toward the annual deductible and any coinsurance that you must pay for covered expenses. 

The deductible in this plan is combined medical services and prescription drug costs, and must be met before the plan will pay for medical services or 
prescription drugs. The deductible does not include premiums. 

PEIA PPB Plan D
This plan you must have all services and care in West Virginia. The only services/care allowed outside of West Virginia is emergency care to stabilize 
patients for transport back to a West Virginia facility.

This is a Preferred Provider Benefit (PPB) plan and is based on yearly base salary.

The benefits are identical to PPB Plans A and the premiums are lower than Plan A and include hospital services, medical services, surgery, durable 
medical equipment and supplies, and prescription drugs. The difference in these plans are the WV only services/care, deductibles and out-of-pocket 
maximums.
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Monthly Premiums – Employee Only
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Monthly Premiums – Employee & Children
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Monthly Premiums – Family

Note: If you are covering a spouse
PEIA is required to charge a
monthly spousal surcharge if your 
spouse is eligible for employer-
sponsored coverage through
his/her employer, but has chosen PEIA 
coverage instead. If your spouse is 
eligible for coverage as an employee of a 
PEIA-participating agency, does not 
work, has Medicare, Medicaid or
TRICARE/Champus OR is retired, the 
spousal coverage surcharge is not 
applicable. 
Please refer to the premiums on the 
next page for family with eligible spouse 
premium rates.
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Monthly Premiums – Family with Employee Spouse
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Monthly Premiums – Family with Eligible Spouse

PEIA is required to charge a
monthly spousal surcharge if 
your spouse is eligible for 
employer-sponsored coverage 
through his/her employer, but 
has chosen PEIA coverage 
instead. 
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PEIA Comprehensive Care Partnership (CCP) Program
This program allows you to receive specified primary care services while paying less and is designed to 
promote quality of care, preventive services and use of health services to identify problems early and 
maintain control of chronic conditions. This option is available to PEIA PPB Plan A, B and D insureds.

Members who enroll will have reduced or no copayments, deductibles or coinsurance for specified 
covered services from their CCP provider. 

The form will need to be sent to PEIA for processing. New insurance cards will be mailed reflecting the 
change.
The Comprehensive Care Partnership Enrollment form can be found HERE.

mailto:https://peia.wv.gov/active-members/Pages/Comprehensive-Care-Partnership-(CCP)-Program.aspx
https://peia.wv.gov/Forms-Downloads/Documents/comprehensive_care_partnership_program/CCP%20ENROLLMENT%20FORM%202%2026%202015-jlp.pdf
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Life Insurances 
Optional Life Insurance can be purchased up to $500,000. Premiums are paid by the employee. You may opt up to 
$100,000 guaranteed coverage as a new employee. If you opt in to these plans after the initial hire period, you will be 
subject to completion of a statement of health prior to approval.

Dependent Life Insurance can be purchased with five different plans. The plans range from $5,000 to $40,000 for a 
spouse and $2,000 to $15,000 for each eligible child. As a new employee, you may opt up to $20,000 for spouse and 
$10,000 child(ren) guaranteed coverage. If you opt in to these plans after the initial hire period, you will be subject to 
completion of a statement of health prior to approval.

You should review all online material in the PEIA Shopper’s Guide as this presentation cannot cover all information.  

https://peia.wv.gov/Forms-Downloads/Documents/shopper%27s_guides/Shoppers_Guide_Plan_Year_2024.pdf
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Optional life rates can be found in 
your Shoppers’ Guide beginning on 
page 46. 
As a new employee, you may opt 
up to $100,000 worth of coverage 
without a statement of health. 
If you choose to add coverage after 
your initial hire period, a statement 
of health must be completed and 
approved by MetLife.
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Premiums for optional 
and dependent life will be 
taken out like your health 
insurance.





Optional Life Insurance 
Beneficiaries

In order to add beneficiaries to your basic and optional life policies, 
please visit: mybenefits.metlife.com or you may complete a paper form 

and mail directly to Metlife.

https://peia.wv.gov/Forms-Downloads/Documents/enrollment_forms/GR-TR-BENE-MET1-WVPEIA.pdf




PEIA: Reminders
• Have you uploaded required documents to the system (birth 

certificates and/or marriage certificates)?
• Did you add social security numbers for your dependents?
• Did you check coverages elected before attempting to log-off from 

the system?
• If you have additional information to be uploaded in the system, you 

may email it to benefits@marshall.edu . Please add the policy 
holder’s name with all submitted information.
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mailto:benefits@marshall.edu
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After the initial enrollment, when can I make changes to my benefits?

The Plan Year is based on the fiscal year, July 1 through June 30. 

You can make changes to your benefits during open enrollment which is traditionally held during the month of April. 
Open enrollment affords employees the opportunity to change health insurance, add/drop optional or dependent life 
insurance, enroll in Mountaineer Flexible Benefits, etc. Changes during open enrollment begin with the effective date of 
July 1. 

You cannot make changes to your benefits outside of open enrollment unless you have a qualifying event. 
Documentation must be provided to support your qualifying event. Please see the next slide for the eligible qualifying 
events and the documentation that is required.

You should review all online material in the PEIA Shopper’s Guide as this presentation cannot cover all information.  

https://peia.wv.gov/Forms-Downloads/Documents/shopper%27s_guides/Shoppers_Guide_Plan_Year_2024.pdf
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Qualifying/Status Change Event Documentation Required

Death of spouse of dependent Copy of the death certificate.

Beginning of spouse’s or dependent’s 
employment.

Letter from the employer stating the hire date, effective 
date of insurance, what coverage was added, and what 
dependents are covered.

End of spouse’s or dependent’s 
employment.

Letter from the employer stating the termination or 
retirement date, what coverage was lost and dependents 
that were covered. 

Significant change in health coverage 
due to spouse’s or dependent’s 
employment. 

Letter from the insurance carrier indicated the change in 
insurance coverage, the effective date of that change, and 
dependents covered.

Unpaid leave of absence by 
employee, spouse or dependent.

Letter from your, your spouse’s or dependent’s personnel 
office stating the date the covered person went on unpaid 
leave or returned from unpaid leave.

Change from full-time to part-time 
employment or vice versa for 
policyholder, spouse or dependent.

Letter from the employer stating the previous hours 
worked, the new hours worked, and the effective date of 
the change. 

Qualifying/Status Change Event Documentation Required

Divorce Copy of the divorce decree showing the date the divorce is 
final. Needs to be completed in the month the event is 
finalized.

Marriage Copy of valid marriage license or certificate.

Birth of Child Copy of child’s birth certificate.

Adoption Copy of adoption papers.

Adding coverage for a dependent 
child.

Copy of child’s birth certificate.

Adding coverage for any other child 
who resides with policyholder.

Copy of court-ordered guardianship papers.

Open enrollment under spouse’s or 
dependent’s employer’s benefit plan.

Copy of printed material showing Open Enrollment dates 
and the employer’s name. 

Qualifying Life Events

Documentation must be provided to support your qualifying event.
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Qualifying/Status Change Event Documentation Required

Death of spouse of dependent Copy of the death certificate.

Beginning of spouse’s or dependent’s 
employment.

Letter from the employer stating the hire date, effective 
date of insurance, what coverage was added, and what 
dependents are covered.

End of spouse’s or dependent’s 
employment.

Letter from the employer stating the termination or 
retirement date, what coverage was lost and dependents 
that were covered. 

Significant change in health coverage 
due to spouse’s or dependent’s 
employment. 

Letter from the insurance carrier indicated the change in 
insurance coverage, the effective date of that change, and 
dependents covered.

Unpaid leave of absence by 
employee, spouse or dependent.

Letter from your, your spouse’s or dependent’s personnel 
office stating the date the covered person went on unpaid 
leave or returned from unpaid leave.

Change from full-time to part-time 
employment or vice versa for 
policyholder, spouse or dependent.

Letter from the employer stating the previous hours 
worked, the new hours worked, and the effective date of 
the change. 

Qualifying/Status Change Event Documentation Required

Divorce Copy of the divorce decree showing the date the divorce is 
final. Needs to be completed in the month the event is 
finalized.

Marriage Copy of valid marriage license or certificate.

Birth of Child Copy of child’s birth certificate.

Adoption Copy of adoption papers.

Adding coverage for a dependent 
child.

Copy of child’s birth certificate.

Adding coverage for any other child 
who resides with policyholder.

Copy of court-ordered guardianship papers.

Open enrollment under spouse’s or 
dependent’s employer’s benefit plan.

Copy of printed material showing Open Enrollment dates 
and the employer’s name. 

Qualifying Life Events

Documentation must be provided to support your qualifying event.
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This completes the PEIA portion of benefits 
enrollment. Please proceed to the next section
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