Erisa Administrative Services, Inc.

EMPLOYER ONLINE TUTORIAL

NEW HIRE
BASIC LIFE ONLY

(Batch Entry)




New Mexico
Public Schools EASI
Insurance

Authority i i

Erisa Administrative Services, Inc.

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, please
8ontact your Erisa Representative for assistance with retroactive
ates.
 Enter all data in the required format i.e., DOB: MMDDYYYY.
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Go to NMPSIA.com
Select User Login and
Employer Login
%I a{%é;sgzk At Contct EVBSSTAESGIT TSMSPEeRGrRGISSMRE | esiasm s Goog Q

NMPSIA ~ EMPLOYERS ~ EMPLOYEES ~ A User Login isk Division Behavioral Health NMPSIA Procurements

Welcome to the New Mexico Public Schools
Insurance Authority

New Mexico
Public Schools Insurance Authority

Sign In...

Employee Login Employer Login Manager Login
You are an Employee. You are an Employer. You are a Manager.



https://nmpsiaonline.nmpsia.com/
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Sign In...

Sign In...

Erisa Administrative Services, Inc.

Employer Login
You are an Employver

Enter your credentials

Employer Sign in...
Please log in with your district id and password
District 10

|
Representative Name: |
|

8

Password:

Forgot Your Password
|lLog In| |Home)|
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On the Home Page, click on “New Hire" tab
Select “Batch New Hire” from the drop-down list

New Mexico

Public Schools Insurance Authority

Inquiry ‘ Revie'Emp!oyer Information

Empl . _
i Single New Hire r

Home

Cancel EE | Report LOA ‘ Feedback ‘ Logout ‘

Batch New Hire

EaTes Yes
Dental Yes
\Vision Yes
Basic Life Insurance Yes
IAdditional(Voluntary) Life Insurance Yes
Spouse Life Insurance Yes
Dependent Life Insurance Yes
Long Term Disability Yes
Domestic Partner Yes
Part Time Resolution Yes
125K Plan 07/01/2013-12/31/2999
Open/Switch Enrollment Date 01/01/2025

Do not use your browser's Back or Forward buttons to navigate the Online Benefit System. Use the Previous and Next options that appear
on the botton left and right of the screen.

Da'Ee Notice Type Numbel' of Notices Available
(Click to change date) (Click to download)
05/29/2024 Confirmation MNotices 1

COBRA Initial Notices 0

COBRA Qualifying Event Notices 0

COBRA Late Qualifying Event Notices 0
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Select Download Template. You will see the
file in the download section on your
computer screen. Click on the file.

ducational Retirem.. ENewMexicoPublicScho... | ERISA ﬁSHARESiqn-inTimesheet HSHARE :

L
1478 « 1 minute ago

@ Batch File Upload Templ@

147 KB + 2 minutes ago

Choose i Nofi

| Home |
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The template will open in Excel. S
Click on Enable Editing and delete the Sample
@ Information. Go to File >Save As> name the file “school

district/entity.newhires.monthyear.” Example:
NMPSIA.newhires.May2024

| | -,
ﬂ AutoSave "Q Q v BIFBatch i Upload Template ) - Poteced., » SavedtothishCy 0 Search Martez Lesfe PS4 y - 0 X
Home Insert Draw Page Layout Formules Data Review View Autowate Help -~ Acrobat @ Click here
@ PROTECTED VIEW Be carefulils from the Intemet can contain viruses, Unless you need {o edt it s safer to stay in Protected Vie) ‘ Enable Editing ‘ X
Moo f v
A B ( D E Fle il T I K L i i 0 f ! R 5
District BLF Effective Fist  Midde Dateol Mt
Delete this Seq SN LastName Suff Gender  Home Phone Waork Phone CellPhone  Email Adddress  Maling Address Ling 1 Niallng Address Line 2 Clty State
. . D Dae Name  Name Biih  Statls
information
% ?i 13 0000172013 073-10-0001 Mouse ~~ Mickey M. 01I01M983 Y M (305)066-4974  (306)986-4973 (303)750-6464 - mmouse@disney.com 1031 Enchanted Way Truth or Consequences NI
| 4 73 09012013 073-400002Bumy  Bugs B 04011182 N N (203)986-4974  (305)988-4973 (205)750-6484  bbunney@looney com - 4000 Wamer Boulevard Truth or ConsequencesNil
3| 73 10012013 073-10-00030uck ~ Doeld D. (10111984 Y N (2039864974 (03)988-4973 (a03)750-6484 dduck@mailcom  cloDaisy Duck 1313 Webfoot Walk  Truth or Consequences il
4 73 0012013 073-10-0004Fudd  Emer  Frankirl - O1/01M981Y M (305)066-4974  (305)988-4073ext123 (905)750-6484 wascalyehoocom  Apt 2B 946 Sunset Boulevard  Truth or Consequenceshi | 379
8 73 10012013 073-10-0005 Chaming - Prince 040111980 N N (303)9864974  (305)988-4073 (05)750-6484  prince 1980@mal.com 642 Magic Castle Drive Truth or ConsequencesNil
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You should have a blank screen. Enter your employee’s
information. You can list as many employees as you want.
Please make sure each field is complete. Save your file.

o W

File  Home Insert Draw Pagelayout Formulas Data Review View Automate Help Acrobat |GComments|

' i TR = v iti ingv & v v - .
Ijﬂj A vl V||H} JE N EEz%. » |‘General [ Conditional Formatting & Insert > %Y p HE E} Dg w
v ) . v O v M v

pase D B u.m.a A, = === @. bv % 3 [GifomatasTabler 3 Delee Sort& Find & Add-ins  CreatePDF  CreatePDFand  Webex

SRS § I - - - - = —|= <-08 _)08 @CellStylesv @Folmatv 6)\, Filter v Select ¥ and Share link Share via Outlook

Clipbeard [ Font Iy Alignment Iy Number Ny Styles Cells Editing Sensitivity  Add-ins Adobe Acrobat Cisco e
B v i fr v

A B C D E} F G H I J K L Jul N 0 P 1 R S 4
Detrict |BLF Efecive SSN Last Name First | Midde Suffix DaFe o Varta Gender  Home Phone Work Phone Cell Phone Email Adddress Mailing Address Line 1 Mailing Address Line 2 City State
D Date Name  MName Birth Status

1
2 1
8 2
4 3
B 4
b 5
7
8
9
10
11
12
13
14
15
16

[5)
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Go back to the Batch Insert page and

- click on Choose File. Your file screen will appear
then choose the file you saved and click Open.

ol Choose File

& oOpen X
& — L i > Downloads ~ ) Search Downloads o
Organize ~ MNew folder = N | e
~ @ Leslie - State of Name Date modified Type Size I

> T2 Attachments

B s

5/31/2024 11:21 AM Microsoft Excel W...
> @l Desktop e
5 % T 5/31/2024 11.’0@ Elcrosoft Excel W...
5 E Prctires 5/31/2024 11:.06 AM Microsoft Excel W...
@ Desktop »
4 Downloads
= FY24 Premiur &
File name: | NMPSIA newhires.May2024 ~| Al Files v
= s
cance
N

_w’f=
9

Authority ———
Erisa Administrative Services, Inc.
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Your file will show next to the

Choose File. Click on Upload.

Erisa Administrative Services, Inc.

| Choose File QNMPSIA ne...ay2024 xis»
| Home | (Upload >

10
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After you upload, this screen will appear.
@ Verify that the number of records is

correct and then click Next.

Choose File |

| Home |

Total Number of Rows:5
Total Number of Records:5
Loaded Data

SSN First Last Mid Sfx
73100001 MICKEY MOUSE M.
73100002 BUGS BUNNY B.
73100003 DONALD DUCK D.
73100004 ELMER FUDD FRANKLIN il
73100005 PRINCE CHARMING

Next

11
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y =sn Last Mane First Mams Middlz Hame Sufrhc Date of Birth Marital Status Gendar
aF3-10-0001 MEOESE MDOKEY H._ O1J1s,1383 " H
rsasyass-=a7s| (sosyasseova| (sosivso-sesd mmousEmposwercom| 1091 ewouasTED way| sermare|  wm || svsoa| sasnme e HamePnans
D Empioyar Job T Date of Hire Bacze Annual Salary NO.of Howrs Contracted Par Waeok Effoctive
SANTA FE PUBLIC SOHOOLSE PRIMNCDRAL O3/,10,2024 S55000.00 <=0.00 D431, 2024
Warlabde Hour EE
Verify that all -
y =5H Last Mame First Mame Middiz Name Sufrhe Date of Birth Marital Status Gender
[ ] L ] L ] aF3-10-0002 BALANNY BMES B. O1/31,1982 N ]
Inforl I Iatlon IS CorreCt = Work Phone| Cell Phons Emall Addrass Maillling Address ity | State| zZip | County Main
| ] Phomne ‘Contact
Employar Job Tk Date of Hire: Bacze Annual Salary MNO.of Howrs Contractaed Par Waeok Effacthve
If there is an error you s | e | e | e == e
Warlabde Hour EE
will see it in red, click on =
) =5H Last Mame First Mame Middiz Name Sufrhe Date of Birth Marital Status Gender
a73-10-0003 DL DDoLD D. o1J1s198a w ]
gsosysss-asra|| [sosysms-ssy3| (sosyTso-sssa| DouCogelaD . CoM us?vg-fﬁgﬁ:l_: SAMTA FE mm | =vsos| sesnEs Can Enone
n = Emplovar Job Tiie Dats of Hire | Base Annual Salary | MO.of Hours Contracted PerWeek | Effective
Warlabdz Hour EE
Processing* colum “
roceSSI ng CO u n - =sn Last Mame First Mams Middiz Hame Suffhc Date of Birth Marital Status Gendar
aF3-10-0004 FuDD ELMIER FROUMEOL DM pu g 0O1,31,1981 w ]
Haome Work Phone Cell Phone Emall Address Mallling Address city | State| zZp | County rain
Phorne Contact
BPT. 2-8
[Sosyang-sgre| (505 :'gsfu'qgjj ext | roncyroo-canel WASCALEYARGOD. OO 985 SUNSET sn_Fn;m e | =7sos) S““F':m Sman
BOULEVARD
Employar Job Tia Date of Hire: Bace Aannual Sglary NO.of Houwrs Contractad Par Waok Effactiva
I f d ’t h SANTA FE PUBLIC SCHOOLS LIBRARLAN 2 132024 32000.00 15.00 g3roLs2aze
you don’t have any —
O
L] L]
errors, click Submit.
5N Last Nama First Nama Middie MNane SuTTb Date of Birth Marital Status Gandaer
a73-10-000s CHARHING PRINCE a1/a1/198a N &
e Work Fhone| Cell Phone Emall Address Malng Address Tty State| Zwp | County | Mam Contact
[S505)y988-a974| [SOS)y9=9-2973| [S05)7S0-5458| PADNOE_1SS0gMADL OO e Hnbi'-.yr:v?snE SAF'E"T“ mme | =vsos) SAF'E"T“ .::’;‘:
Empiloyar Joily Ttk Date of Hire Baco Aannual Salary MNO.oT Howrs Contractaed Per Waok Effactiva
SANTA FE PUBLIC SOHOOLS TEACHER. 071572028 33000.00 =0.00 a5,/01,20248
Wartabilzs Hour EE
J— O
y - N
| Sutsmit | | [Hom=| | Revimw Eatcn |

12
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SEM Fiirst Nanse Date ol firth
G56-16-15235 JACKSON ERITHEY QLM ieEd ¥ F
Heme Phane | Work Phone Cell Mhohna Email Address Mailling Addres City Stabte| Fip | Counly | Masin Coslact
(5051988-4074| (S05/PEE-4973| (505)750-5484| MMOUSESDISHELCOM | 1031 ENCHANTED WAY | SAMTAFE| MM | B7505| SANTAFE| Homa Phong
Emgoyer Iob Titke Dake ol Hire Base Annual Salary HOLel Hours Costracied Per Woek Effective
PRINCIPAL 032/15/2024 5500000 40.00 03/01/2024
Failed t mplayes Dala
S5M Last Name First Namse Middle Hamse Suifix Date of Birth Marital Status Gender
567-17-0897 JOHNSOM MICHAEL 01/01/1582 N M
Home Phone | Work Phome Cedl Fhome Emeadl Addiness Hailling Address City | Stabe| Zip | Cownty | Malm Contact
{HI!IHI!IHH-' (50519884973 (305)730-0484] BAUNNEYSLOONELCOM| 4000 WARNER BOULEVARD | SANTA FE| MM | BF508 SH-I'I:I.Fq Wark Phone
Employer Job Title Date ol Hire Hase Amnual Salary HOLol Homrs Contracted Per Wesk EMective
VICE-PRINCIPLL [ak T Ty e A 5000,00 40,040 001 2004
Falled Employes Data
S5N Last Nam Tirs! Nanse Mkl Kanie SuilFix Dali of Birth Marital Status Gandar
BF5-17-2515 GOET SELERA 1LAOT1%00 ¥ F
Hesimie Phesne Work Phons Cll Prhios Tmail Addreus Mailling Address City Stabe| Fip Cously | Bain Conlact
(S051088-4074 | (SO5)1082-4073 | (S05)750-6454 | SELGOMBHONELCOM | 123 LOVELY DRIVE | SANTAFE] MM | B7501) SANTAFE( Coll Phena
Empoyer Jeh Tithe Date of Hirs Bawe Annual Salary Kol Hours Conbracted Per Wenk Elfective
EDUCATIONAL ASISTANT D4/15/2024 35000.00 40.00 05/01/2024

13
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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.
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