
Welcome!!!

2024 Regional 
Trainings!

Our session will 
begin shortly…..



Becoming a “Go-to” Resource 
For Your Staff



Introductions
Becoming well-versed in NMPSIA 
offerings
Program Guide: Basic Rules of 
Enrollment
Tour of nmpsia.com

Table of Contents



Employee Benefits
& Well-Being Programs



Prevention and early detection of chronic 
diseases

Promotes Safety- Reduces overall costs of 
Worker’s Compensation claims

Creates high-performing employees > increased 
productivity

Increased Personal Responsibility > improves 
unhealthy behaviors

Stabilizes insurance costs!

WHY WELLNESS?
Top 5 Reasons Why Wellness is a Priority:



Rules of Enrollment: Back to Basics



Rules of Enrollment: 
Back to Basics



Timely reporting and the importance of date stamping…

Rules of Enrollment: Timely Reporting



Rules of Enrollment: Supportive Docs
ELIGIBLE DEPENDENT SUPPORTIVE DOCUMENTATION REQUIRED

Legal Spouse Original, official state publicly-filed marriage certificate

Domestic Partner
(Only if offered by the Employer)

Notarized affidavit of domestic partnership

Child
(UNDER the age of 26)

Original, official state publicly-filed birth certificate (hospital birth 
registration form is also acceptable). For children of international 
employees, also provide a copy of a passport or U.S. visa.

Legally adopted child Evidence of placement by a state licensed agency, governmental 
agency, or a court order/decree (notarized statement and power of 
attorney are not acceptable).

Child for whom you have obtained legal 
guardianship

Legal Guardianship Document if evidenced in a court order or 
decree (notarized statement and power of attorney documents, 
kinship or conservatorship documents are not acceptable).

Impaired Child (26+) Evidence of impairment and dependency in the form of a physician 
statement indicating diagnosis and prognosis along with your 
request to continue this child’s coverage must be provided to your 
employer 31 days before the child reaches age 26 or within 31 days 
from the date the child becomes impaired while covered under the 
NMPSIA Group Plan.



Rules of Enrollment: Loss of Coverage

31-day reporting period

MUST contain:
1. Who lost coverage
2. What type of coverage 

was lost (medical, 
dental, vision)

3. When coverage ended
4. Where coverage was 

held
5. Why the coverage was

lost



nmpsia.com

This Photo by Unknown Author is licensed under CC BY-SA

“Never memorize 
something you can look up.”
-Albert Einstein

https://nmpsia.com/index.html
https://creativecommons.org/licenses/by-sa/3.0/


Home page

Need to reach us? Use the 
“CONTACT” button!

Need to check your enrollment, change 
contact information or beneficiary 
information? Use the “USER LOGIN” 
button.
Want to stay up to date with regular 
happenings? Use the “HAPPENING 
NOW” button!

Want to have access the online system 
via your mobile device? Click “GET 
THE NMPSIA MOBILE APP”.



Employer Trainings



Wellness Page



Carrier Information



Regional Trainings 2024
Employer Tutorials



In this session you will learn how to 
process these transactions

• New Hire Basic Life Only (Single Entry)
• Send Feedback for an Employee

• Leave Of Abesence (LOA) Reporting
• Cancel Employee



Employer Online Tutorial

NEW HIRE 
BASIC LIFE ONLY

(Single Entry)



IMPORTANT!
To ensure a successful experience on this tutorial, 

please read the following in it’s entirety before proceeding.

• A “New Hire” can be done at any time of the year.
• Effective date is always first of the following month from the employee’s 

date of hire.
• New Hire must have a hire date for the current month or future months,

you cannot add New Hires with a retroactive hire date, contact your 
Erisa Representative for assistance.

• Only one transaction may be performed at a time.
• Enter all data in the required format i.e., DOB: MMDDYYYY.



Employer Login Process 
Go to NMPSIA.com

Select User Login and Employer Login…Step 
1

https://nmpsiaonline.nmpsia.com/


Sign In…

Enter your credentials

Step 
2

Step 
3



On the Home Page 
Click on “New Hire" tab

Select "Single New Hire” from the drop-down list

Step 
4



Enter the employee’s Social Security Number and Basic Life 
effective date (effective date must be first of the following month from date of hire) 

Click Search

Step 
5

555-55-5555



Enter the employee’s basic information.
Click Submit

Step 
6

The transaction 
will go to your 

Erisa 
Representative 
for approval and 
a confirmation of 
enrollment will 

be created.

555-55-5555

555-55-5555



Employer Online System Tutorial

Send Feedback on an Employee



IMPORTANT!
To ensure a successful experience on this tutorial, please 

read the following in it’s entirety before proceeding.

• A “Send Feedback” can be done at any time of the year.
• Safer and secure system for sending confidential information.
•  Ensures Erisa has received documents or information even if 

your Erisa Rep is out.
• Tracks all transactions that have been sent.
• No limit on the number of transactions you can send.



Go to https://nmpsiaonline.nmpsia.com/
Select User Login Select Employer Login…

Step 
1

https://nmpsiaonline.nmpsia.com/


Sign in by using your credentials
Step 

2



On the Home Page 
Click on Inquiry

Step 
3



Click on drop-down option to select how you would 
like to search by “SSN, Name, HIPPA ID, etc.”

Enter the information and click “Search”
Step 

4



The employee’s information will auto populate on the screen 
Click on Detail

Step 
5



Employee’s information will show on the 
screen, click on “Send Message”

Step 
6



Type message here.

Step 
7

Enter the subject, type a message and attach any 
documents you need to send. Select who you want 

to send a message to and click submit.



To review messages you have sent, 

on the Home Page click on Feedback 

and select “Check Message”

Step 
8



To review your previous messages and responses from your 
Erisa Representative you can review them under “Status”.

Click on the drop down to choose Open & Unread or Close to review past messages.
You can search messages by employee name, date or time.



Employer 
Online System Tutorial

Reporting A Leave of Absence



Employer Login Process 
Go to NMPSIA.com

Select User Login and Employer Login…

Step 
1

https://nmpsiaonline.nmpsia.com/


IMPORTANT!
To ensure a successful experience on this tutorial, please 

read the following in it’s entirety before proceeding.

• A “Leave of Absence” (LOA) can be done at any time of the year.
• Any employee that is on an Employer approved LOA should be 

reported immediately.
• If the initial LOA reported has a change to start or end date or the 

employee has returned to work, report these events immediately.
• Enter all data in the required format i.e., DOB: MMDDYYYY.



Sign In…

Enter your credentials

Step 
2

Step 
3



From your home page
Select “Report LOA"

After selecting Report LOA 
there will be 3 options,

1.Report LOA
2.Change LOA Date
3.Report LOA Return

Step 
4

Step 
5



Step 
6

6

To report an LOA, enter the employee’s 
information and “Click Submit

Duck, Daisy

Fan, Viking

Mouse, Mickey111111111

555555555

666666666



Step 
7

If an employee has already been entered as an LOA and you need to 
change the Start Date or Return Date.

Go to your Home Screen, Report LOA and select Change LOA 
Date from the drop-down menu.



Employee's information will auto populate after 
entering the Social Security Number (SSN). 

“Click on Change Date”

Change the date, add a comment and “Click Submit”

Step 
8

Duck, Daisy

555-55-5555

555-55-5555 Duck Daisy

555-55-5555



Step 
9

When an employee returns from LOA, you need to 
report their Return Date. Go to your Home Screen, 

Report LOA and select “Report LOA Return” from the 
drop-down menu.



Step 
10

The employee’s information will auto populate, enter 
the Return Date and “Click Submit”.

( Please make sure to indicate the type of employment they are returning to.)

555-55-5555 Duck, Daisy 4/30/2024

45

555555555 Duck, Daisy



Employer Online System Tutorial

CANCELING AN EMPLOYEE
(multiple or single entry)



IMPORTANT!
To ensure a successful experience on this tutorial, 

please read the following before proceeding.

“Canceling an Employee” can be done at any time of the year
and can be done with future termination dates.



Employer Login Process 
Go to NMPSIA.com

Select Employer Login…Step 
1

https://nmpsiaonline.nmpsia.com/


Sign In

Enter your credentials

Step 
2



On the Home Page 
Select“Cancel EE”

Step 
3



Enter the employees social security number (SSN)
(the employee’s name will auto populate).

Enter the Last Date of Coverage, the Received Date and select the Note Type.
(Last Date of coverage must be the last day of current month or a future date, you cannot cancel an employee retroactively)

Step 
4

5

222-22-2222 Donald Duck



Select the appropriate reason for the 
cancellation and click “Submit”.

Step 
5

222222222

6

ABC124H Duck, Donald



Once submitted, the screen will show Successful.
Print the transaction for your records.

A Cancellation of Enrollment notice will be created and sent to the employee.

222-22-2222 Donald Duck

7



Thank you for utilizing this valuable tool.
We hope you found it helpful and user friendly.

If you need assistance or have any questions, please 
contact your Erisa Administrative Representative

at 1-800-233-3164.



Premium Billing 
and Bill Reconciliation



By the end of today’s session, you should be 
able to:

• Read the PDF version of the bill

• Identify transactions that create the bill

• Reconcile the bill, track changes and identify errors

• Comprehend deadlines to avoid penalties

• Use available resources

Today’s Objectives

56
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Monthly Premium Bill
Transactions That Create the Bill

• Enrollment for the current month
• Adjustments from prior months

• Transactions that were received by the employer 
timely that were submitted after the bill was create

• Examples:
Adding or dropping employees
• New Hire
• Resignation, Term, and Retirement
• Reduction in Hours
• Death

Adding or dropping Dependents
• Loss of Coverage
• Newborns and Adoption
• Marriage/Domestic Partnership (if offered by employer)
• Divorce
• Child turning 26
• Death



Premium Billing & Bill Reconciliation Resources
Key Field Descriptions on the Monthly PDF Bill

58



Monthly Premium Bill
How to Read PDF Version of the Bill

Recognize Key Field Descriptions 
on the Monthly PDF Bill:
• Carrier Selected
• Coverage Tier
• Employee Additional Life Benefit 

Level Selected
• Election of Spouse Life
• Election of Child Life

• Benefit Waiting Period for LTD
• Basic Life Benefit Amount
• Employee Date of Birth
• Employee Salary on January 1st

59



Monthly Premium Bill
How to Read PDF Version of the Bill

Recognize Adjustments on the 
Monthly PDF Bill:
• No Social Security Number
• No Employee Name
• “For Month” is a Date Other Than 

the Current Billing Month
• One Line has a Credit Amount
• One Line has a Charge Amount
• An Asterisk “*” Denotes Life 

and/or LTD Waiver of Premium

60



Monthly Premium Bill
How to Read PDF Version of the Bill (continued)

The summary pages of the bill 
show total enrollment by carrier, by 

plan and by enrollment tier for 
MEDICAL, DENTAL, VISION, 
ADDITIONAL LIFE, LTD and 

BASIC LIFE.

61



Monthly Premium Bill
How to Read PDF Version of the Bill (continued)

The summary pages of the bill show 
total enrollment by carrier, by plan 

and by enrollment tier for MEDICAL, 
DENTAL, VISION, ADDITIONAL 

LIFE, LTD and BASIC LIFE.

62



How to Read PDF Version of the Bill (continued)
Last page of the PDF 
provides:
• Total Billing for the Current Month
• Accounts Receivable Balance from 

the Prior Month (if any)
• Late Payment Penalty (if any)
• Pay As Billed Penalty (if any)
• Grand Total Due
• NMPSIA Benefits Bank Account 

Information
• Late and Paid as Billed NMPSIA 

Penalty Policy

Monthly Premium Bill

63



Premium Bill Reconciliation
Example: How to Use the Excel Version of the Bill

Excel Version of the Bill:
• Enrollment for the Current Month
• Does Not List Adjustments for 

Prior Months
• Includes Separate Spouse and 

Child Life Premium
• Lists Employee and Spouse Date 

of Birth
• Can be used for Statistical 

Reporting

64



Premium Bill Reconciliation
Example: How to Use Employer Deduction Register

Sample Employer Benefits 
Deduction Register with 
Employee and Employer Portion 
Created in Excel:

• Payroll System Software May 
Provide for this Format

65



Premium Bill Reconciliation
How to Recognize a Variance – Deduction vs Bill

Sample Employer Benefits 
Deduction Register with 
Employee and Employer Portion 
Created in Excel:
• When utilizing a deduction 

register in Excel, you can simply 
paste the NMPSIA bill totals into 
the deduction register and create 
a variance column to find only 
those records that don’t match

66



Premium Bill Reconciliation
How to Track Transactions for the Next Month’s Bill

 Check
Confirmation 
notices daily

67



Premium Bill Reconciliation
How to Track Transactions for the Next Month’s Bill

Review Premium screen 
from the Online Inquiry view

68



Premium Bill Reconciliation

69

Identify Errors
Common errors

• Payroll deductions are processed before Erisa has 
received the transaction to process and apply 
NMPSIA Rules of enrollment
• Erisa may not honor the request

• Employee enrollment requests are not sent timely 
to Erisa and/or are incomplete
• Erisa is unable to process the transaction for the 

next month’s bill



Premium Bill Reconciliation

70

Identify Errors (continued)
How to avoid future errors

• Submit employee requests timely
• Submit “complete” employee requests
• Respond to Erisa employee enrollment inquiries
• Review Confirmation notices daily
• Review the employee electronic enrollment record 

under the Online Inquiry view



Erisa Transaction Processing Deadline

Erisa must process 
all “complete” 
transactions received 
by 5:00 p.m. on the 
last business day of 
the month

Premium Bill Deadlines

71



Bill is available to download 
and view on the

1st business day of the month

Premium Bill Deadlines
Bill Availability

72



Payment Due 
by the “10th” of 

the Month

73

Premium Bill Deadlines
Premium Payment Due Date

6.50.8.9 PREMIUM PAYMENT FOR EMPLOYEE BENEFITS COVERAGES



If payment is “not Paid as 
Billed”, a penalty of 1.5% or a 
minimum $500 (whichever is 
greater), will be assessed on 
the Grand Total Due along 
with a not Paid as Billed 
Penalty.

Premium Bill Deadlines
“Late Penalty” and Not “Paid as Billed” Penalty

If payment is not Paid by the 10th, a 1.5% Late Penalty will be 
assessed on the Grand Total Due along with a Pay as Billed Penalty

74



One Waiver in a Rolling 
12-month Period

Premium Bill Deadlines
Waiver of Payment Penalties

The NMPSIA Board approved policy allows NMPSIA staff 
to consider a review and approval of a penalty waiver

75



Premium Billing & Bill Reconciliation Resources
Premium Billing and Bill Reconciliation Toolbox

76

 Glossary of Acronyms and Term Definitions
 Tips for Staying Organized
 Key Field Descriptions on the Monthly PDF Bill
 Payment Deadline Flowchart
 Frequently Asked Questions (FAQ)
 Erisa Email Reminders
 Erisa Staff Resources



Premium Billing & Bill Reconciliation Resources
Glossary of Acronyms and Term Definitions
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Premium Billing & Bill Reconciliation Resources
Tips for Staying Organized

78



Premium Billing & Bill Reconciliation Resources
Key Field Descriptions on the Monthly PDF Bill
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Bill Available on the 
1st Business Day of 

the Month
“Pay As Billed” by the 

10th of the Month

If Past Due, a 1.5% Late 
Payment Penalty Assessed. If 
not “Paid as Billed”, 1.5% or a 

Minimum Penalty of $500

Payment Deadline Flowchart

80

Premium Billing & Bill Reconciliation Resources

“Pay As Corrected” by the 10th of the 
month, is when the school can prove 
transactions were provided timely to 
show up on the next month’s bill and 

match payroll deductions.



Premium Billing & Bill Reconciliation Resources
Frequently Asked Questions (FAQ)

81



Erisa Email Reminders to Employers
Premium Billing & Bill Reconciliation Resources
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Covered in today’s session

 How to read the PDF version of the bill
 Reviewed transactions that create the bill
 An example of bill reconciliation with the Excel version of 

the bill and the employer’s payroll deduction register
 How to track transactions for the next month’s bill
 How to identify common errors
 Premium bill deadlines, penalties and penalty waiver
 Resources related to the premium bill and bill 

reconciliation

83

Recap Premium Billing and Bill Reconciliation
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10/1 Premium Rates 
Benefit Changes 
Closing Remarks

Open Forum



https://surgeryplus.com/

86

https://surgeryplus.com/


https://surgeryplus.com/

87

https://surgeryplus.com/


Erisa Staff Resources
Kathy Payanes
Account Supervisor
kpayanes@easitpa.com

Angie Figueroa
Benefits Representative
afigueroa@easitpa.com

Erisa Administrative Services, Inc.
Santa Fe: (505) 988-4974 | Toll Free: (800) 233-3164, Option 1

Sarah Malagon
Benefits Representative
smalagon@easitpa.com

Chere Garcia
Benefits Manager
cgarcia@easitpa.comAngelina Ortega 

Benefits Representative 
aortega@easitpa.com

mailto:kpayanes@easitpa.com
mailto:afigueroa@easitpa.com
mailto:grascon@easitpa.com
mailto:kpayanes@easitpa.com
mailto:aortega@easitpa.com


Leslie Martinez
Benefits Analyst
Leslie.Martinez@PSIA.nm.gov

Martha Quintana
Deputy Director
Martha.Quintana@PSIA.nm.gov

Kaylynn Roybal 
Benefits/Wellness Coordinator 
Kaylynn.Roybal@PSIA.nm.gov

New Mexico Public Schools Insurance Authority
Santa Fe: (505) 988-2736 | Toll Free: (800) 548-3724 Option 2

NMPSIA Resources

Kaylei Jones
Benefits/Wellness Operations Manager
Kaylei.Jones@PSIA.nm.gov

mailto:Leslie.Martinez@PSIA.nm.gov
mailto:Martha.Quintana@PSIA.nm.gov
mailto:Kaylynn.Roybal@PSIA.nm.gov
mailto:Kaylei.Jones@PSIA.nm.gov
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