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Benefits Enrollment Instructions
Please refer to your onboarding communications for your specific deadline to enroll.

1. Log in to any MetroHealth computer using your network username and password.  
2. Access the MIV by typing MIV  into the address bar, then hit enter.  
3. Once on the MIV page, click on the My HR  icon.  

 

 
 
 

4. Click Continue to Sign In on the next screen. DO NOT change the default information.  
5. Click on Life Events  in the middle of the page. 
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6. Under Continue Current Events click on New Hire Enrollment.   
7. To add dependents, click Dependents and Beneficiaries  then click Create.   
 
 

8. A new screen will appear. Provide the required information (indicated by the *).  
a. Note: Identification Number = Dependent Social Security Number 

9. Repeat steps for each dependent.  

To Select Enrollment Options 

1. Click on Benefits Enrollment.  then click on each benefit plan 
(Medical, Dental & Vision, etc.) to make the appropriate elections.  
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2. To make your elections, check the box to the left of the plan.  
a. If you elect a tier that includes dependents (i.e. Employee + Spouse), ensure the dependent(s)  names appear below 

the plan. 

3.  Once you have completed your benefit elections, be sure to review and submit. 
4.  A new screen will pop up. Type your name and add  date. Then click OK  
5. Ensure a confirmation appears on the screen after submitting. If you do not receive a confirmation statement, it is possible the 

enrollment did not process. Please be sure to review the confirmation statement and notify HR is there are any discrepancies. 
6. Monitor your paystub once your benefits are set to begin to ensure you are being deducted for the benefits you have enrolled 

in. 



10 

Documentation To Be Completed with Benefits Enrollment 
In addition to online enrollment, the following forms/documentation are also required and must be received accompanying enrollment: 

 
Click on the linked name of the form below to access and complete the form: 

1. Beneficiary Designation Form *  
2. Deferred Compensation Forms *  
3. Dependent Verification Form *   

of the form for details on which documentation is required for each type of dependent (such as 
spouse, children) 

 


