
How to Register as a Web Contributions Coordinator 
 
 

A web contributions coordinator is the person in a PEIA-participating agency who 
handles premium billing and reconciliation for the agency’s employees.  With the 
evolution of our Web Contributions system, all transactions are completed online.  To 
become a Web Contributions Coordinator, 

 
1. Register on the website as a web contributions coordinator, and submit the 

completed Web Contributions Coordinator Designation Form to PEIA. 
a. If you’re already registered as a policyholder, you can add the role of 

Web Contributions Coordinator from the Role Management screen to get 
registered.  

i. To get to the Role Management screen, log in as a policyholder, 
then go to the upper left corner of your screen and click on “Logged 
In As: Policyholder” 

b. If you’re not registered as a policyholder 
i i .  go to www.wvpeia.com,  
iii. click on the green Manage My Benefits button at the top right of 

the page, and 
i v .  use the Need to Register link above the log-in boxes.   

 
This will allow you to register and give you the option of adding the role Web 
Contributions Coordinator. 
 
Once you have completed the registration process, print out the Designation Form, sign 
it, and get the signature of the agency head.  Mail the form to PEIA, 601 57th Street, 
Charleston, WV  25304-2345 or fax it to 1-877-233-4295. 
 
When we receive the designation form, we will verify it, and then activate you as a 
Web Contributions Coordinator.   

http://www.wvpeia.com/

