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

« Understand the importance of Timely Benefits Enroliment
and the impact on all parties when untimely

 Understand the Enrolilment Process
* Review the steps for Timely Benefits Enroliment
 Process and submit a new hire enrollment to Erisa

* Recognize Available Resources

Erisa Administrative Services, Inc.
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rubiicSchools TIMely Benefits Enroliment
Why is it Important?

NMPSIA Rule 6.50.10.12 NMAC

6.50.10.12 REPORTING REQUIREMENT: Authority insurance providers depend on timely reporting of
dismissals, resignations, change in status [reports of new employeesfand eligible dependents and those

dropping coverages. The only source of this information is from the participating entity. Participating

entities shall report this information on or before the 15th day following notification from the employee

of the event. In the event they fail to so timely report, the responsible participating entity shall be liable

for any losses an eligible employee or dependent may incur as a result of the failure to timely report.
6.50.10.12 NMAC - N, 09/01/2014]

EASI

S~—_—,———

Erisa Administrative Services, Inc.
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= rooicscoo: Timely Benefits Enroliment
Why is it Important?

Authority

What is the impact on ALL parties involved when
enrollment is not submitted timely?

 Employee

 Employer

« NMPSIA

* Erisa

EASI

Erisa Administrative Services, Inc.
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Timely Benefits Enroliment
Why is it Important?

What is the impact on the EMPLOYEE?

No coverage for employee or their dependents

Unable to enroll in benefits until the next open enrollment

Possible hardship with uninsured medical expenses

May not be eligible for Additional Life or Long Term Disability
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Erisa Administrative Services, Inc.

Timely Benefits Enroliment
Why is it Important?

What is the impact on the EMPLOYER?

« Employer may be responsible for claims if the employee
requires medical, dental or vision care, or passes away

 NMPSIA Rule 6.50.10.12 NMAC .."Participating entity shall be
liable for any losses on eligible employee may incur as a result
of the failure to timely report.”

 Affects the monthly premium billing

10
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rubiic Schools TIMely Benefits Enroliment
Why is it Important?

What is the impact on NMPSIA?

 NMPSIA may be involved if there are claims against the
employer

EASI

v

Erisa Administrative Services, Inc.
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rubiic Schools TIMely Benefits Enroliment
Why is it Important?

What is the impact on ERISA?

« Creates additional administrative work resulting in
unnecessary delays

EASI

v

Erisa Administrative Services, Inc.

12
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Erisa Administrative Services, Inc.

Timely Benefits Enroliment

16
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Erisa Administrative Services, Inc.

Timelines and Deadlines
New Hire Enroliment

« Enroll within 31 days of Date of Hire

* Provide supportive documentation within 61 days
from the Date of Hire

17



raiesaoos | 1IMelines and Deadlines
New Hire Enrollment - EXAMPLE

Authority
’ April 22, 2021 . April 30, 2021 ’ June 4, 2021

Employee is hired Employee enrolls Marriage certificate
and is eligible to In 2-party medical, received, 2-party
enroll in NMPSIA dental and vision coverage effective
benefits effective 6/1/2021 7/1/2021
o ° ® ® ° 4
31 days from 61 days from Date
Date of Hire to of Hire t.O submit
submit an supportive
Employer enrolls Enrollment documentation to
Basic Life 5/1/2021 Application enroll dependents
QEASI . April 26, 2021 May 23, 2021 ‘ July 31, 2021

Erisa Administrative Services, Inc.
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Erisa Administrative Services, Inc.



Insuran_ce
Authority

% Milies Steps to Timely Benefits Enrollment

Step 1.

A New Employee is hired

Erisa Administrative Services, Inc.
20
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Step 2:

Collect the information needed for Basic Life coverage
enrollment

Date of Hire
Hours worked per week
Base annual salary

EASI

S~—_—,———

Erisa Administrative Services, Inc.
21
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Step 3:

« Confirm the Employee is benefits eligible based on the
information collected in Step 2 and the Employer’s policies

Eligible for Benefits if:

 The Employer has deemed New Hire is eligible for benefits.

« Active at work on the day coverage is scheduled to start

« Work the minimum qualifying number of hours established by the
employer.

Erisa Administrative Services, Inc.

22
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NMPSIA requirements:
* 15 hours or more per week for basic life insurance
« 20 hours or more per week for all other lines of coverage

Note: If you work fewer than 20 hours per week, but at least 15 hours per week, you
may be eligible to participate if your employer has adopted an annual part-time
employee resolution and has been approved by the NMPSIA Board of Directors.

* You are a one-bus owner operator, designated as a bus employee. You are an
international employee on a work visa in the U.S.

* You are a variable hour or seasonal employee (or substitute), as determined by
the employer eligible for medical coverage only, under the Affordable Care Act
guidelines.

EASI » Ineligible Employee * An employee of an independent contractor or fleet bus
S— drivers

Erisa Administrative Services, Inc.
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public schools St@pPs to Timely Benefits Enroliment

Step 4:

Initiate a meeting with the New Employee

Erisa Administrative Services, Inc.

Discuss additional lines of coverage and eligibility
Decide on an effective date for other lines of coverage

Explain importance of returning completed paperwork and
documentation within the timeframe allowed

24
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Step 5:

New Employee returns signed Employee Enrollment
Application and additional documentation

Date stamp all documents

Review all documents for signatures and completion

Advise New Employee if additional documentation is required

Remind New Employee of submission deadlines

Erisa Administrative Services, Inc.

25
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Step 6:

Receive completed Employee Enrollment Application
and/or documentation

« Date stamp all forms and documents with a “Received Date”

 Make sure New Employee is enrolled in Basic Life

» Review the form is completed in its entirety, signed and dated
by the Employee

Erisa Administrative Services, Inc.

26
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public schools St@pPs to Timely Benefits Enroliment

Step 6 (Continued):

Erisa Administrative Services, Inc.

Review any supportive documents provided
Complete the Basic Life and other coverage effective date

Provide District/Entity name and number

Complete section 6 EMPLOYER CERTIFICATION with date of
hire, base annual salary, # of hours worked weekly, job title,
sign and date

27
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Step 7:

Submit to assigned Erisa Benefits Representative
through either of the following options:

Erisa Administrative Services, Inc.

NMPSIA Benefits Online System (Online) Employer login

NMPSIA Benefits Online System (Online) Employer login
Feedback link

Secure Email

28
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Step 8:

Confirmation

« Check submitted enrollment within 24 hours of uploading to
Benefits Online System

¢ Check Online Inquiry or Confirmation of Enrollment

 Confirm the effective dates were honored

NOTE:

During Peak enrollment seasons, Erisa has an allowable 4-Day
turnaround period for processing transactions. Transactions will be
E ASI viewable within 24-48 hours following this time.

Erisa Administrative Services, Inc.
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Step 9:

Monthly Premium Billing

« Check Online Premium tab in Inquiry record
o Validate premiums for payroll deductions

« Report any discrepancies to Erisa immediately

EASI

Erisa Administrative Services, Inc.
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Submitting Enroliment to Erisa
NMPSIA “Online” Employer Login

https://nmpsiaonline.nmpsia.com/

New Mexico

Public Schools Insurance Authority

Sign In...

Employee Logm Employer Logm Manager Login
You n Employ n Employ You are a Manager.

T

32
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New Mexico

fpsurance " Submitting Enrollment to Erisa
uthorit
” NMPSIA Benefits “Online” Employer Login (continued)

New Mexico

Public Schools Insurance Authority

Home ‘ Inquiry ‘ Review ‘ New Hire ‘ Employer Information ’ Cancel EE } Report LOA ‘ Training Material ‘ Feedback ‘ Logout ‘

Erisa Administrative Services, Inc.

33



New Mexico

ipsurance Reporting Enroliment to Erisa
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” NMPSIA Benefits “Online” Employer Login (continued)

New Mexico

Public Schools Insurance Authority

Home

Inquiry | Review | New Hire | Employer Information Cancel EE | Report LOA | Training Material | Feedback | Logout

Employer | ' ' ' | ER_SingleMewHire

Employer New Hire

SSN:[ | Effective Date: @

Erisa Administrative Services, Inc.
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New Mexico

rublic>choo: Reporting Enroliment to Erisa

Authority

NMPSIA Benefits “Online” Employer Login (continued)

- New Mexico
_ Public Schools Insurance Authority

Home ‘ Inquiry Review Mew Hire

Employer Information ‘ Cancel EE Report LOA ‘ Training Material
Emplo!_.rerl . I

Employer New Hire

Feedback Logout

ER_SingleMewHire

SSM:| | Effective Date:| | Search |
Sacial Security No. Last Name First Name Middle Name Suffix
011-11-1111 | 1l | I
Date Of Birth Marital Status Gender Home Phone Work Phone Cell Phone EMail Preferred Contact
| ||5ir1g|e V|| V|| || || || ||Ph~;5i-ca| Address v
Mailing address{Box#or Street Address) Zip City State County
e 1. | || |' ||
line 2 | | : :

Employer (District or Entity Name): | |

Erisa Administrative Services, Inc. Job Title Date of Hire Base Annual Salary Mo.of Hours Contracted Per Week Basic Life Effective Date

| I | | | 08/01/2021




New Mexico

fpsaranca Submitting Enrollment to Erisa
” NMPSIA Benefits “Online” Employer Login (continued)

< O (}ariahle hour employees are only eligible to enroll in medical benefits at this time.) @
D

Checking the variable hour employee check box will change "Date of Hire" to "Date Eligible for Benefits" (the date the employer offered
medical coverage to the variable hour employee) and allow zero values for annual salary and number of hours worked per week to be
entered.

Select ONLY if variable
hour employee applies

EASI

Erisa Administrative Services, Inc.

36
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bmitting Enroliment to Erisa

NMPSIA Benefits “Feedback” Employer Login

New Mexico
Public Schools Insurance Authority

Home ‘ Inquiry ‘ Review ‘ New Hire ‘ Empi@y&rlhfom'iéﬁbn ’ Cancel EE ‘ Report LOA ‘ Training VEEREN Feedback L%

EE Name

v

Description
or instruction _

Select
assigned
EASI Erisa rep

S~—_—,———

A 4

Use the form below to send a question or inguiry to your Benefits Department about your online
enrollment transaction.

Subject:

Message Content

A
0/1000

Attachment: | Choose File | Mo file chosen
<end t|:|:| Michelle Aragon (Ensa Administrative Services, Inc.) V| @

Erisa Administrative Services, Inc.

v CC To

Check Meszage

37
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NMPSIA Benefits “Feedback” Employer Login (continued)

Feedbacké

WAcssace List
Crwate Tirna

NE2021 T30 AM

|

Name of
Employee and
Attachment(s)

S~—_—_—,———

Erisa Administrative Services, Inc.

|

Name of Erisa
Rep Receiving
Feedback

|

Date/Time
Feedback
Sent

Status

|

Person
Who Sent
Message

38
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Erisa Administrative Services, Inc.

E:" prl';,r @”'Reply All 9 Forward

S P S

Submitting Enroliment to Erisa
NMPSIA Online System “Feedback Message”

" Mo 174 2“"-'1 84T AN

D A Data Admin
SECURE NMPSIA Dnllne System Feedback Megsage

Ce f f : f f f f :
: pdf : : : : : :
W | 472 KB : ; : : : : ;

Dist ID: 87 BELEN CONSOLIDATED SCHOOLS
You have received a feed back message from |

- Subject: - X R : : L
Content: f : f f f f )

39
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rublic schools New Hire Timely Benefits Enroliment Process
Authority .
id you Know??

DENTAL RITY  ACOITIONAL LIFE

Far Empioyper Use: MEDICAL. WisON DA o
e s 7 s S SE

* E:ﬂi:“s:ﬁgls New Mexico Public Schools Insurance A i

:‘a‘.::"_nf‘; EMPLOYEE ENROLLMENT APPLICATION . ~
Exgibiily Administrative Office (505) 986-4974 (800) 233-3164 FAX (505} 985-5343 RESET FORM
Social Security Number Mame [Last, First, Middia) Date of Birth (mmiddyyy)
——
Mailing Address City State Zip Code Home Phone Numiber
——
Marital Status | Gender | Proferrad E-Mail Addross &y fumatueg my s-mal ke on tria frm, | am conserng | Work Phone Number | Gell Phone Number
015 CIM |C1E 1M | essestos corseun e, o
As an Em P | oyer, you can
) ENROLLMENT STATUS [ Employes Only [ 2-Party (Employee + Spouse or Child) ] Family (Employee + 2 or more)
enroll a new hire in Basic At T Sari Pt 3 oy ot e i
[E] BASIC LIFE: The Stardard (Paid in full by employer. Complete Sehedule A Benefciary Form)
MEDICAL: [] Diecline Madical Reason for decning conerage:
H H H H [lBiue Cross Biue Shieid of MM [|Cigna CIPresbyterian
I e e n e I S WI O u e I r O High Optian Plan (Defull L] High Option Pian (Defaul} L] High Opsion Plan (Defaut)
E'E%g“mm%f’:_‘ Ll Low Opticn Pian [ Lew Option Pian Are you sigible for Medicaig? [ Yes [ No
. . DENTAL: [|Dekta Dental []United Cancardia D ecine Dentst
signature or beneficiar e e e
[ VISION: Davis Vision (2 year enrollment requined) [ Diecline Visica
. [] LONG TERM DISABILITY: The Standard [) Dieefitie Lerg Teem Disability
a S S I n l I I e n t [] ADDITIONAL LIFE: The Standard  Select  []1%  [J2x [J3X Base Annusl Saiary [] Diecline Emplayee Addilicnal Life
. (Compiels Stheduls A Beneficiary Farm) [ Spouse Lite ] Child Life [5] Decine Dependent Life

4 DEPENDENT INFORMATION  List all dependents you wish to enrcll. Indicate an A 2dd) or N/A (not applicable) for all names listed below.
Please provide requesied information for addiicnal dependents on separae sheet f recessary.

I I I I I I . Socal Seeurity ) Deperdent's Pract of Mariage,
E p I Oye r u St d ate wedt | ooat | wsn | %30 | Begendent's Mame (Last, Frat, Midsie) Number Date of Bith | oo |Relationshinbe | Bi, or Cout

e (REquiRem) | MR You Order Aiacned
H OFOmM Cves CIMo
stamp, sign an T G
OFCIm Cyes Mo
FOM

complete information oo v e

“ EMPLOYEE AUTHORIZATION STATEMENT

Rathoas writlan failce, isourit e B b aslsbeibon rcyoived i e e B plili] hrion i | haridry isphy b B Authwadty

H o ot crmbrip e eyl e dpareiorts s s | ichaatise] Bt sarvics vl b Pt [ 1t Mt (i Wnnerires Pobenes
| iharon amy s, phycte, o cohar R 4 pimicin ', i ety R4 o el i .o Pl et oy bparcartl. | e
. It Cat 0 cosraats u-..ammnm:ﬁw.ﬁmr e o patpy e Fa o e | e | s SsareT o bt ari
preterre \ et Tt e bk spuiag.

—— EMPLOYEE SIGNATURE DATE

RETURM THIS FORM TO YOUR EMPLOYEE BENEFITS OFFICE NO LATER THAN 31 DAYS FROM YOUR DATE OF HIRE

Rl vroover cermrcanon EeRn L R

1 istlasl thisl b The bend ol riry krowhedgs il B applcind & an efiolopes of sty . ) e works e suremon sumiber of hours par wesk regused lor KMPS1A berwiits.
Dane: of Hire Base Ann # of hours Jab fEe List date Variabie Hour Date Received In Your
Salary) warked \ 4 [l Check oaly i Emginyes became elgie Ofice /
' Variable Hour for madical only coverane ‘
Employes
\—/ s
d A0 a s _> BENEFITS SPECIALIST SIGNATURE DATE
Erisa Administrative Services, Inc. S

\de September 2020




New Mexico

Authority

rusiic school: NIVIPSIA Employee Enrollment Application

https://nmpsia.com/pdfs/1.1.2021 Enrollment Application 2020-09-10.pdf

District Name and

ADDIMCMAL LIFE

J——
e e = - : __
e e I s J e [ s ) e A i

DistricirErsty Nare Dttt gty &

)

New Mexico Ll

District Number

Section 4 Dependent
Information reflects
selection of

Section 2 Enrollment
Status

ER is responsible to
complete the EMPLOYER
CERTIFICATION section

EMPLOYEE ENROLLMENT APPLICATION

ince
Authority
Eligibiity Adminisiralive Office (505) 588-4974 (800) 233-3184 FAX (505) 988-8943

RESET FORN

Marme [Last, First, Middia) Date of Birth mmitdryyy)

Social Security Number

Mailing Address City State Zip Cade Hame Phane Number
Marital Status | Gender Preferred E-Mail Address &y a on s form, Work Phone Number | Cell Phone Humber
s CIM [CIF M | e WSS ty w-rrus

[ ‘Gheck fhis bax F you do nol wish 10 receive plan commnications iy e-mail

ENROLLMENT STATUS [ Employee Only [ 2-Party (Employee + Spouse or Child) [ Family (Employee + 2 or more)

ENROLLMENT Elect your coverage offered by your employer
[E] BASIC LIFE: The Standard (Paid in full by employer. Complete Schedule A Beneficiary Farm)

MEDICAL: [] Decline Metical Reasan for deckning coverage:
[IBiue Cross Blus Shisldof NM [ ICigna [IPrasbyterian

] High Opton Plan (Defeul) L1 High Opticn Pran (Defaut) L High Opfian Plan (Defeut)

E E‘S’é%,‘f‘;-’;‘,.p&?; L Lew Option Pian [ Low Cetinn Pran Are you eigible for Medicait? [ Yes [ No

DENTAL: [Deita Dantal [JUnited Concardia
IHigh Cption Pian (Defsul) [ Low Optiar Plar ] High Option Plan (Defsuly [ Low Opson Plan =) Decine Dental

[] VISION: Davis Vision (2 year enrollment requined) L] Decline Vision
[] LONG TERM DISABILITY: The Standard

[] ADDHTIONAL LIFE: The Standard  Select  []1%  [J2X []3X Base Annual Saiery
(Campiste Schedule A Beneficiary Farm) [ Spouse Life (7] Child Life

] Diesdine Long Tesm Disability

[] Decine Emplayee Addilional Life
L] Dedline Deperxlent Life

DEPENDENT INFORMATION  List all dependents you wish to enroll. Indicate an A (add) or NiA (not applicable) for all names listed below.

Phease provide requesied information for additonal dependents on separate sheet f necessary.
. it Sosal Securty | Lo Deperdent’s Praci of Marrage.
ed | Dndl | Visn Lfe Dependent's Name [Last, First, Middle] Murtiber mmidd Gander Relatianship to Birth, of Caurt
(REQUIRED} N o You Order Attached
OFOm O¥es Cno
OrmM C¥es [OMo
OFCIM C%es Mo
OFCOM C¥es Mo
I =710 vee AuTHoRIZATION STATEMENT
1 STy GarTIng Lk ameurh ol B rolled. | haratty apply o e Auttoety
e e covarige fased 1o stysal ard deperdents Shows dbove. | usdaniies il by tstns dancrbud n Bu Misder Geoup irsorines Pobous.

| nsthorio ey Senital phyascin, o1 cifver Swllh Cane (rovcker i farmia fwtwes Spoicebh | 1 it such i ot ryasat el ry Supenderts. | astherice e
Fruisrincs Ciriar i Coorinats bealit R e oSTMTOk Wit clber faEh M O asrince companis. Lndsr et of parkary and inssrince faed, | deciess Tl | R saamined B asskciion and
=Ty bl Ty aaw b coemect, ard comiate. Amad rewerss side i

EMPLOYEE SIGNATURE DATE
RETURN THIS FORM TO YOUR EMPLOYEE BENEFITS OFFICE NO LATER THAN 31 DAYS FROM YOUR DATE OF HIRE

after verifying the form is
completed in its entirety

S~—_—,———

Erisa Administrative Services, Inc.

ALL INFORMATION Ih THIS SEGTIIN |5 RECURED TO DETERMINE ELIGIBILITY, PLEASE COMPLETE THIS SECTION THORDUGHLY.
FORM MUST BE BIGNED BY ENPLOTER.

Basic Life is always
effective 1st of the month
following the EE’s date of
hire

No retroactive
effective dates allowed

Date Stamp
Upon receipt

1 st st 12 v = s vy v et wetha, e s -
Date of Hire Base Annual #of hours Job THe List date Varabde Hour Date Received in Your
Salary warked weskdy [ Checkonlyt  Empioyee became elgiie e
Variable Hour  for madical only muerage <
Empicyes <
]
BENEFITS SPECIALIST SIGNATURE DATE

Revised September 2020

41
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New Mexico
Public Schools
Insurance
Authority

Erisa Administrative Services, Inc. k.
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= hsorance - IMPORTANT REMINDERS

Authority

Submit Employee Enroliment Applications to Erisa upon receipt.

Do not hold on to them or
wait until you have a
“batch’!

Send immediately
WHETHER OR NOT ALL
DOCUMENTATION HAS

EASI BEEN RECEIVED.

Erisa Administrative Services, Inc.

43




% ritfeShoos |MMPORTANT REMINDERS

Authority

All documents submitted to Erisa must be LEGIBLE.

44
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IMPORTANT REMINDERS

Use the NEW Enrolilment Application that
offers both Delta Dental and Cigna.
(Revised September 2019).

Erisa Administrative Services, Inc.

Do not “recycle” or use old applications that have
signatures on them. Use ONLY the CURRENT
version available for download at:
https://nmpsia.com/EmployerEnroliment.html

45



% ritfeShoos |MMPORTANT REMINDERS

Authority

If a New Employee is enrolling their spouse or
dependents in Spouse or Dependent Life
coverage, Employee must have Additional Life
coverage themselves.

46
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* IMPORTANT REMINDERS

Fill out forms in
their entirety,
if a section does
not apply write
N/A.

Make sure
Beneficiary
Designations
equal 100%.

47
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% ritfeShoos |MMPORTANT REMINDERS

Write your District's Name and
Number in the upper right
hand corner of the Employee
Enrollment Application.

Make sure Employee provides a valid emaill
address.

Erisa Administrative Services, Inc.
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IMPORTANT REMINDERS

Check online “pending” transactions
regularly and approve or close them.

49
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E.‘;';',E;;i‘;““'s Recognize Timely Benefits Enroliment Resources
uthority
NMPSIA Timely Benefits Enroliment Toolbox

 Employer’s Local Policies

 NMPSIA Website and Program Guide
* Glossary of Terms and Acronyms

* Enrollment Process — Follow the Steps
 Employee Enroliment Application

« Frequently Asked Questions (FAQ)

 Erisa Staff Resources

Erisa Administrative Services, Inc.
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Rewew Time —

Erisa Administrative Services, Inc.
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Erisa Administrative Services, Inc.

Timely Benefits Enrollment Training Recap
A review of today’s session

v Why timely enroliment is important
v The enrollment process

v Employer/Employer responsibility
v Timelines

v Submitting to Erisa

63
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