
December 6, 2011 Webinar  

for Non-State Agencies 

Benefit Coordinator Workshop 



Benefit Coordinator Resources 

• Online information, forms, and instructions at wvpeia.com 

• Shopper’s Guides and Summary Plan Descriptions  

• Minnesota Life Benefits Booklet, Rate Sheets, and Forms 

• Mountaineer Flex Benefits Booklet and Forms 

• PEIA Benefit Coordinator Liaison – MickiAnne Henkels 

• PEIA Customer Service 

























How to Use Manage My Benefits 
(Policyholders) 

• Detailed instructions for new employees are found on Pages 7 through 
14 of the How To Manage My Benefits section of the online BCRM 
 

• Allows employees and retirees to complete all eligibility transactions 
(except retirement and termination of all benefits)  
 

• Only paper submitted will be documentation required with the 
Documentation Memo 

 





X 



How to Use Manage My Benefits 
(Benefit Coordinators) 

• Register as a Benefit Coordinator using the Need to Register 
function in Manage My Benefits 

• Must register separately as a Benefit Coordinator, Web 
Contributions Coordinator, and policyholder 









Online Transfer Procedure 
 All you need is the transferring employee’s name and social security number to begin the transfer: 

 1.  Select Transfer Policyholder from the menu, then enter the employee’s SSN. When the name pops up, click 
on it. 

 2.  Pick the first letter of the RECEIVING agency’s name off the alphabetical list, and click on that agency in the 
list. 

 3.  The benefit coordinator RECEIVING the employee always sets the new index code for the employee (or 
choose “No IDX Needed” if you’re a non-state agency) and the effective date of the transfer. 

 4.  The benefit coordinator who is SENDING or losing the employee sets or agrees with the transfer effective 
date. 

 The system notifies the ‘other’ (non-originating) benefit coordinator via e-mail when a transfer is pending, 
asking them to log in and review the transfer.  Once the ‘other’ benefit coordinator has approved the transfer, 
the system notifies the policyholder of the transfer via e-mail (if there is an e-mail address on record for the 
policyholder). When the transfer is complete, the employee will be moved from the SENDING agency’s account 
to the RECEIVING agency’s account.   

 The agency losing the employee MUST NOT go into the Web Contributions System and terminate coverage for 
the employee.  If you terminate coverage, the transfer cannot happen.  No action in the Web 
Contributions System is necessary.  

 











Submission of Documentation 

Qualifying Events: 
 Submit Documentation with a Change-In-Status form for qualifying events.                          

The Change-In-Status form can be found on Page 6 in the Forms & Instructions section           
of the Benefit Coordinator Reference Manual. 

  
 If the documentation is not available at the time the Change-In-Status is submitted,        

mail it to PEIA with the Documentation Checklist found on Page 9 in the Forms & 
Instructions section of the Benefit Coordinator Reference Manual. 

 
Open Enrollment: 
 If Open Enrollment changes were made online at Manage My Benefits, the required 

documentation should be submitted using the Documentation Checklist found on Page 9 in 
the Forms & Instructions section of the Benefit Coordinator Reference Manual. 

 Submit Documentation with an Open Enrollment Transfer form to add dependents, change 
health coverage, or update your tobacco status. The Open Enrollment Transfer form will be 
generated and sent to the policyholder when they contact PEIA Customer Service. 

 





Improve Your Score Discount 

• $10 per month discount off the standard health premium  

• Active employees in PEIA PPB Plans A, B or C  

• Not available to retired policyholders or HMO policyholders 

• Based upon participation and not the color-coded outcome 
 

• Results received year-round; discount will begin in month 
following receipt and processing of scores 











Improve Your Score Discount 
(continued) 

For the plan year 2013, ANY of the following: 

• “green” score 

• seeing their physician 

• participating in PEIA’s Face to Face Diabetes Program 

• participating in the PEIA Weight Management Program  

• participating in the Dr. Ornish Program for Reversing Heart Disease  

• participating in the Ornish Spectrum education program 



Living Will Discount 

• $4 per month off the standard health insurance premium for active and retired 
health policyholders  

 

• PEIA PPB Plans, Special Medicare Plan or the Humana Medicare Advantage 
plan  

 

• Completed one of these forms: 
• WV Living Will Form (or form for your state of residence) 

• WV Medical Power of Attorney form 

• WV Combined Living Will and Medical Power of Attorney form 

• Five Wishes form (Aging with Dignity for $5 per copy call 1-888-594-7437) 

• Appropriate form for out-of-state residents 
 

• DO NOT mail the actual form to PEIA 



Non-State Agency Agreement 

Your non-state agency’s Agreement with PEIA to provide the major medical 
health plan requires that all PEIA plans be made available to your employees: 

• PPB Plans A, B, and C (high deductible plan) 

• Health Plan HMOs A & B 

It is up to your agency to decide which plans they will subsidize and for what 
amount, but the policyholder retains the right to choose from any of the plans 
offered.  

Life Insurance through Minnesota Life is also included in the package. 

Depending upon your agency,  employees may also be offered Mountaineer 
Flexible Benefits through FBMC 



Non-State Agency Agreement (cont.) 

Non-state agency Agreements with PEIA also requires: 

• Agency remains in the PEIA Plan for a minimum of 3 years 

• PEIA will be the exclusive provider of major medical health coverage 
during term of agreement 

• Agency is required to pay to the PEIA for its retirees who participate in 
the PEIA Plan whether or not the Agency elects to remain with the 
PEIA for its active employees 



Q & A 
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