
New Hire Benefits Enrollment Checklist
Please complete the following items:

Watch the New Hire Benefits Prerecorded Presentation (Available in Box)

Check for Two Emails from PEBA (noreply@peba.sc.gov):
• Insurance Enrollment: Use link to enroll within 31 days
• Retirement Enrollment: Use link to enroll within 30 days

Look for Welcome Email from University Benefits (benefits@musc.edu)

After First Paycheck:
• Log into OurDay
• Go to “My Payslips” to verify accuracy of  insurance deductions Report 

discrepancies to: benefits@musc.edu
Notes:

• Retirement will be temporarily listed as "undecided" on your payslip. Withholding 
may occur until the system updates your selected plan

• Insurance enrollment is time-sensitive. Complete the task within 2 weeks to avoid 
delays.

• Transfers must take action to enroll in insurance and retirement; it is not automatic.
• Please complete OurDay onboarding tasks as soon as possible. Benefits Office 

cannot add insurance and retirement plans until these tasks are complete.
• New hires who begin employment on the first calendar day of the month will have 

their insurance benefits effective that same day; if employment starts on any other 
day, benefits become effective on the first day of the following month. 
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Now let’s walk through your New Hire Benefits Enrollment Checklist to make sure you’re set up for success.

Step 1: Watch the Prerecorded Presentation
Start by watching the New Hire Benefits prerecorded presentation, available in Box. This video will walk you through your benefits options and next steps.

Step 2: Check for Two Emails from PEBA
Within a few days of your hire, you’ll receive two important emails from PEBA — the sender will be noreply@peba.sc.gov.
One email will contain a link for Insurance Enrollment – you’ll have 31 days to complete this.
The other will include a link for Retirement Enrollment – this must be completed within 30 days.
These timelines are strict, so be sure to check your inbox and spam folder.

Step 3: Look for Your Welcome Email
You’ll also get a Welcome Email from our University Benefits team at benefits@musc.edu. Be sure to review this for additional guidance.

Step 4: After Your First Paycheck
Once you receive your first paycheck:
Log into OurDay
Go to “My Payslips” and verify that your insurance deductions are correct.�If you notice any discrepancies, email us right away at benefits@musc.edu.

A Few Important Notes:
Retirement may initially appear as “undecided” on your payslip. This is temporary and will update once your selected plan processes.
Insurance enrollment is time-sensitive. Complete it within two weeks to avoid delays in coverage.
If you’re a transfer employee, please note that retirement and insurance do not carry over. You must take action to enroll again.
Complete all OurDay onboarding tasks as soon as possible. We cannot add your insurance or retirement plans until those tasks are complete.
Finally, new hires who begin employment on the first calendar day of the month will have their insurance benefits effective that same day; if employment starts on any other day, benefits become effective on the first day of the following month. 

If you need help at any point, don’t hesitate to reach out to us at benefits@musc.edu. We’re here to help!


https://musc.app.box.com/folder/291201249512?s=zm2rh4a8f6z6iw8u5fga2jhdke4xse04
mailto:noreply@peba.sc.gov

