‘-3 PennState

Human Resources

Student Health Insurance Guide

Reappointed Graduate Assistants, Graduate Fellows, Graduate Trainees

WorkLion

This Student Health Insurance Plan (SHIP) guide is intended for graduate students who were
previously appointed as a Graduate Assistant, Graduate Fellow, and Graduate Trainee in the
Spring semester and are being reappointed in the Fall semester.

Your current benefit elections will carry over from the Spring semester to the Fall semester. If
you do not need to make any changes to your benefit elections from the Spring semester, no
further action is required. If you need to change your benefits, please follow the guide below.

Navigating to Workday

SHIP benefits are managed via Workday.

To access Workday:

1. Visit WorkLion (worklion.psu.edu) and log in.

2. Onthe WorkLion portal landing page, click the Workday link in the left navigation menu.

Make a Change to Your Benefits

Step 1: Initial Request to

Change Your Benefits

If you need to make a change to your benefits, you will need to request a change by following

the steps outlined below.

1. Click Menu in the top left corner of the Workday homepage and select the Benefits and

Pay app.

2. Inthe Tasks and Reports section, select Change Benefits.

Tasks and Reports

Payment Elections |Chanqe Benefitsl My Tax Documents
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3. On the Change Benefits page, select: Open Enrollment: Graduate Assistant, Fellow,
Trainee as the Change Reason and enter 8/1 of the current year in the date field. Click
Submit to send the request to the Student Health Insurance Office in University Health
Services.

Change Benefits

Instructions

You ace requesting 10 change your current benefits

Ploase choose the event from the Benefa Event Type deog down menu that matches the type of
change you with 10 complete

PLEASE NOTE: Outside of Graduate Assistant Open Envoliment, student or Sependent coverage
can cody be added If e student experiences an 'S qualifying e event. Changes that qualify
4 1RS ife events must be made with 31 days of the Me event date. The effective date of the
coverage wil be Based on the Sale of B IRS Me event. Exanple; bisth of 3 child w
on the date the child was Borm. After the 31 day period has passed. the student must malt ertd
the next Graduate Open Enrollment 10 ad¢ coverage for themaelves or dependents

Oraduate Assistant Open Encollment event must be effective dated 8/1 of the current year of 1/1
of the weoming year No ofher effective dates will be 3pproved

Removing yourself o dependents can cody be done as of the curment date or a future date. We
@0 ROt aliow retrosctive drops in coversge.

You may 3dd addtional comments ka the COMMENTS section Hf yos have questions o mece de-
talled information you would Se 1o provide about T event you are requesting

1 the benefit event you select requires approval you will receive a NOTACItoN in your Workday
nbex once that approval it processed The Workday inbox task wil aliow you 16 complete and
bt your request

Dont fooget 10 Nt SUBKIT when you have made your request or elections

B === ==

IMPORTANT! You still must complete the remaining steps to change your benefit elections. This
initial request is ONLY to notify the Student Health Insurance Office that you wish to make
changes to your benefit elections.

The Student Health Insurance Office will review the information you provided in your request
and make corrections, if necessary. Once they approve your request, you will be notified to
proceed with the benefit election update/change. At this point, you may log out of Workday and
wait for an email notification for next steps.

Revised: 05/22/23 Page 2



.00
PennState %

Y ®
Human Resources *ee®
uma esou WorkLion

Step 2: Elect Your Benefits

After the Student Health Insurance Office approves your request, you will receive a Workday
task to continue your benefit change. You will receive notification of this task in your Penn State
email.

1. Return to Workday.

2. Open the Elect Student Health Insurance: Your Name task. You may see this task in the
Awaiting Your Action card on the Workday homepage, or, if you have more than three
outstanding tasks, you may need to navigate to My Tasks in the top right corner of the
homepage.

Oo@a

Welcome (s Friday

Awalting Your Action

Dinability Self. idemtification

(5]

Complets Secten 1 of Electronic -9
= —

3. Click on the Let’s Get Started button in the task to start making changes to your benefit
elections.

4. The Graduate Assistant, Fellow, Trainee Open Enrollment screen will open. To waive your
coverage, continue to the How to Waive SHIP Coverage section. To enroll dependents,
skip to the How to Enroll Dependents section.
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How to Waive SHIP Coverage

If you wish to waive enroliment in the Student Health Insurance Plan, please follow the steps
below. Please be aware that there are certain health insurance requirements for international
students.

1. Each benefit card on the Graduate Assistant, Fellow, Trainee Open Enrollment page will
have a Manage, Enroll, or View option. Click on Manage or Enroll for any benefit that you
wish to modify.

Open Enrollment: Graduate Assistant, Fellow, Trainee

ted Total Cost Per Puyhesk

Health Care

— -
Q) Mt rvoeires | PY—— 00 ...

Coat jpar papchack . Cont par paychack M [

2. Towaive coverage, select Waive in the Selection column of the table. Click Confirm and
Continue.

Medical

Projected Total Cast Per Paycheck
&

Plans Available

3. You will return to the Graduate Assistant, Fellow, Trainee Open Enroliment screen.
Repeat this process for each benefit on the Open Enroliment screen you wish to waive
(ex. Dental or Vision).
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4. When you have made all your changes, click the Review and Sign button.

5. You will see a confirmation page with a summary of the benefit plans that you chose to
waive.

View Summary

hrogoeted Totl Codn Per Papcheck

Coverige Bage Cuts  Dedicteon Bagen Daee Covaige Depercanmy L

Save for Later Canced

6. Scroll to the bottom of the confirmation page. Click the | Agree checkbox and then
Submit. This serves as your electronic signature for your benefit elections.

7. The next screen indicates that you have completed your benefit selections. Click the
View 20XX Benefit Statement button for a summary of your benefit elections. The screen
text will read “You have successfully submitted your benefits enrollment.” This is the
default text. It will say this even if you waived coverage.

You can print this confirmation screen for your reference. You will not receive a
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confirmation email when you complete your benefit elections. Current benefit election
information is available in Workday in the Benefits and Pay app.

Submitted

Success, You're Enrolled

Woas €3 BING wOasr CONTRMAtion LLutement Below Subenit Elections Confinmation

Whem 2321 Berafits Sutement

Submit Elsenans Confermation 0505 Pl
DEI001
Pags 1241

Open Ersnimasns Grakas Assatrs. Folos, Transs
i Toid Dompiorpes Costousdt
3000 ey Crndt

Wens . i o confematon e balow:
Elered Coverages
Drut Pt Cowwrinm | Dttt
[T e ——rry—y
Wikl Coverages

Pl Typoe
s

Wby ssbmision of tis form will b
it | will By arvivind By B invia

shve mecical. dereal ; 30 Conews;
h ree an an Open Erecliment

How to Enroll Dependents

1. Each benefit card on the Graduate Assistant, Fellow, Trainee Open Enrollment screen will
have a Manage, Enroll, or View option. Click Manage on the benefit card you wish to add
dependents to. If you are not already enrolled in the benefit, you will need to enroll in
the benefit first.

Open Enrollment: Graduate Assistant, Fellow, Trainee

Preqecied Totsl Cost Per Fuytheck

Health Care
Y Madical W Dental X0y Visien
P—— " ot por papehack " [r—

[ra—— 2 s Oy Coverage i Coverage
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2. Inthe Selection column of the benefit table, ensure Select is activated. Click Confirm and
Continue. You must elect a benefit to add dependents to the coverage.

Medical

Plans Available

,-.r:k-‘

3. Click the Add New Dependent button.

Medical - United Healthcare PPO Student Health

Projected Tetal Cart Pee Paycheck
5545

Dependents

Coverage * Student Only

Plan cont per paycheck

Add Mew Depandent

4. When you Add New Dependent, you will see the Add My Dependent From Enrollment
window. An option to “use as a beneficiary” will appear at the top; this option is not
relevant for graduates. Please ignore this option.

This screen also provides guidance on providing a Social Security Number (SSN) or U.S.

Individual Taxpayer Identification Number (ITIN). If you do not have the dependent’s SSN or
ITIN, you may skip the National ID section at this time. However, the IRS requires dependents
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enrolled in healthcare coverage to provide SSN or ITIN for applicable tax documentation. You
may update this information in the future by editing your dependent information in Workday.

Click OK.

Add My Dependent Frem Enrollment

Use as Beneficiary

= M you are sdding & new dependent, you MUST provide the dependent S5H or LS Individual Taxpayer Identifics-
tian Mornber (TTIN), slorg with ather reguined Gelds indicated with & red asterisk

i tiree. Hosvwerwet, the
b fax decumentation

W by

+ H yous do not have the dependent 55M o ITIN, you may sidp the National 1D section &
RS requines dependents ennclied in bealth coversge 5 provide S5 oo ITIN for app
Wil ey uipdie this inforreation in the futune by editing your depsemdend inf ormnatiosn

1 yois ehect Hatkonal ID, and then do nol Bve the reguited inlormation, you will need 1o seleci Remome in order
fo procesd with adding your dependen without the S5N or ITIN

Salect UK below 1o continue o the sdding dependent screen. Onoe your dependent information has been entered, cick

Sav

Cance

5. You will be asked to provide information about your dependent. The red asterisk denotes
required information. When you are finished entering the information, scroll down.
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6. Approximately halfway down on the page, you will be asked to provide a National ID for
your dependent. If you are an international student or if you do not wish to enter an SSN
for your dependent at this time, do not click the Add button.

Note: If you click Add to begin the National ID process, but do not wish to provide the

number at this time, click the Remove button at the bottom of the National ID portion of
the screen.

[ —

Address Phone & Email

7. Complete the Address and Phone & Email sections. The red asterisk denotes required
information. When you are finished, click the Save button.

Medical - United Healthcare PPO Student Health

Dependents
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8. Once you have added your dependent, you will return to the benefit enrollment screen.
Your dependent will automatically be checked to be added to your benefit plan.

If you chose not to add a National ID in the previous step, click the radio button to the
left of Reason SSN is Not Available and enter a reason for not including an ID with your
dependent. Click Save.

9. Repeat this process to add your dependents to any other applicable benefits on the
Open Enrollment screen (ex. Dental or Vision). Dependents you previously added will be
listed in the Dependents table. You will just need to click the checkbox to add them to
the benefit.

10.To add dependents to the Vision and Dental plans, you must also select a Coverage. Click
the list icon and select an option from the dropdown list before clicking Save.

Vision - Highmark Blue Shield VSP Summer Rate Student

11. When you have made all the necessary changes, click Review and Sign.

12. A confirmation page will provide an overview of your benefits and dependents.
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13.Scroll to the bottom of the page. Click the | Accept checkbox and then click Submit.
This serves as your electronic signature for your benefit elections. You can ignore
the Attachments section, as you do not need to upload any documents or files.

Electronic Signature

14.The next screen indicates that you have completed your benefit selections. Click the
View 20XX Benefit Statement button for a summary of your benefit elections.

You can print this screen for your records. You will not receive a confirmation email when
you complete your benefit elections. Current benefit election information is available in
Workday in the Benefits and Pay app.

Submitted

Success, You're Enrolled

Wous Can prink wout confrmation statement below Subenit Elections Confirmation
i 229 Bt Satemmarnt [a—
Submit Electens Confirmation 505 Pl
DE AR 1
Page 1601
O Crsolman Gradusss Asarn, F o, Transs ki
2 Total [mgioyens CousCredi
$0 00 Moty Coodt
Wik G e yea CORMTRSECR REmbT
Elevted Coverages
Deorwlt Pl Loversgn I Lermda: o s
[T e —————T——ry—
Wakved Coverages
Plan Ty
[
it
»
Bleckonc Sgrofus
oy mabrminlon of this form will b used a0 an slecsonkc sigranre. This sigratues crrifles
that | will B <trvibineed By B rviars v | P it
I P chosen %o wikee madical, dental and wision cownrge, | will not be eligibln o 1
erend in cowerage untl such Sme ax an Opsen Enrcliment period o if| experience 2
Cxaaifying Life Evert
W | ebesct 30 wishver covrrage, | will bee legailly respansible for ol madical, dental, or vision
papenan | s in e wabed plans.
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Questions?

o If you have questions about the Student Health Insurance Plan or about how to
complete your benefit elections, please contact University Health Services - Student
Health Insurance at 814-865-7467 or uhs- insurance@psu.edu.

e Questions about the terms and conditions of your graduate assistantship,
graduate fellowship, or graduate traineeship appointment should be directed to

your graduate program staff.
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