
Employee Online System 

New Hire Adding Coverage



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

read the following in it’s entirety before proceeding.

• A “ New Hire Enrollment”  can be done during your New Hire 
enrollment period which is anytime within 31 days from your 
date of hire (first day scheduled to be at work).

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



Employee Login Process 
Go to NMPSIA.com and Select Employee Login.Step 

1



Read and select “Accept” to continue.Step 
2



You have the option to sign in using your 
HIPAA ID, User Defined Login Option, or your 

Social Security Number (SSN).
In this example, we will use a SSN.

Step 
3



Scroll 
down to 
find your 
employer.

Step 
4

Find your Employer Name by clicking the caret
on the dropdown box.



Enter your SSN (do not use dashes or spaces)
Enter your Date of Birth (MMDDYYYY)

and click Log In.

Step 
5



Please verify your email is correct.
(This should be your personal email, NOT your work email.)

If your email is incorrect click EDIT. 
If your email is correct click YES and click SUBMIT.

Step 
6



You have the option to personalize your 
username and password. You can do this 
now or select Maybe Later to proceed.

Step 
7

Fill in this section to 
personalize 
otherwise, leave it 
blank and select 
Maybe Later 
(circled to the left).



After submitting your personal settings, you will 
see your Home Page (example shown below).

Step 
8



Select Enrollment and Plan Information,
then select New Hire.

Step 
9



Enter your effective date for other benefits
(medical, dental, vision, long-term disability,

additional life insurance.) 
Please make sure you have coordinated your effective date with your payroll department.

Step 
10

Your basic 
information 
will auto-
populate. 
Review and 
make sure it 
is correct. 



Step 
11

After you read the information, click the
acknowledgment box, agreeing that you have

read and understand NMPSIA’s Rules and Guidelines.

Then select Next.



Step 
12

To add dependents, Click Add Dependent.
Another box will appear, enter the dependent

information and click Add. 
If you are not adding dependents or 

are done entering your dependents click Next.



Review the dependent information, and make sure 
all is correct. You can edit or delete any mistakes. 

If everything is correct, click Next.

Step 
13



Medical Coverage screen will appear.
Step 
14

Note:
“Example only, rates will 
vary for each employee 
based on the selections 

made”



Choosing a Carrier for Medical

9

Step 
15

Use the drop-down 
menu to select
the Carrier or
Decline coverage.

Note: the carrier
of choice will be 
automatically
applied to all family 
members. When finished, 

click NEXT
Note:

“Example only, rates will 
vary for each employee 
based on the selections 

made”



Choosing a PlanStep 
16

Select the
Plan option

(EPO is only 
available if
BCBS is the 
selected carrier).

Select the 
dependents to 
be added to 
Medical 
Coverage. 
Proof of other 
coverage is 
required if you 
are excluding 
a dependent 
from coverage.

Click Next 
to proceed.

Note:
“Example only, rates will 
vary for each employee 
based on the selections 

made”



Dental Coverage screen will appear.Step 
17

Note:
“Example only, rates will 
vary for each employee 
based on the selections 

made”



Choosing a Carrier for Dental

9

Use the drop-down 
menu to select
the Carrier or
Decline coverage.

Note: the carrier
of choice will be 
automatically
applied to all family 
members. When finished, 

click NEXT.

Step 
18

Note:
“Example only, rates will 
vary for each employee 
based on the selections 

made”



Choosing a PlanStep 
19

Select the
Plan option

Select the 
dependents to 
be added to 
Dental 
Coverage. 
Proof of other 
coverage is 
required if you 
are excluding 
a dependent 
from coverage.

Click Next 
to proceed.

Note:
“Example only, rates will 
vary for each employee 
based on the selections 

made”



Vision Coverage Screen will appearStep 
20

Note:
“Example only, rates will 
vary for each employee 
based on the selections 

made”



Selecting a Vision CarrierStep 
21

Use the
drop-down
menu to
select the 
Carrier or 
Decline 
coverage. Select the dependents 

to be added to Vision 
Coverage. Proof of 
other coverage is 
required if you are 
excluding a dependent 
from coverage. 

Click NEXT to proceed.

Note:
“Example only, rates will 
vary for each employee 
based on the selections 

made”



Choosing Life Benefits
If your school/entity offers Long Term Disability and 

Additional Life Insurance this screen will appear 
and allow you to add coverage.

Step 
22

Note:
“Example only, rates will 
vary for each employee 
based on the selections 

made”



Basic Life will auto-populate.
Select Additional Life, Dependent Life or

Long-Term Disability. Click Next.
Step 
23

Note:
“Example only, rates will 
vary for each employee 
based on the selections 

made”



Benefit Review
Click on 125 Cafeteria Plan, 
read the notice and Click OK.

Review all your information and Click Next.

Verify all 
information,
if you need to 
make any
changes click 
“previous” or 
“Next” to continue 
enrollment.

Step 
24



Upload Dependent Supporting
Documents Screen

This screen will allow you to upload Marriage certificate, 
birth certificate’s, proof of other coverage etc.

Step 
25



Note:  
• A copy of a Marriage 
Certificate (not 
Marriage License) or 
Schedule C validated 
by your employer is 
required to add a 
spouse. 

• A copy of a Birth 
Certificate or 
Schedule B validated 
by your employer is 
required to add 
children. These 
documents must be 
scanned and saved 
for upload.  

• These documents are 
required before any of 
your dependents will 
be added to coverage.

Click “Upload Document”.  The Upload Document box 
will appear. Select “Choose File”.

Step 
26



A file folder box will open with your documents. 
Select your document and click “Open”. The “Upload 

Document” box will open. Next to “Choose File” the file 
name will appear to confirm you selected the correct file. 

Type the name of your document and click “Upload”.

Remember to 
repeat this step 
for all family 
members you are 
requesting to add 
to your benefit 
coverage.

Step 
27

Marriage Cert

Marriage cert

Marriage cert

Marriage Cert.pdf



Your document will show that it was uploaded under: 
“File”. Click “Next”.

Step 
28

Marriage 
Cert

Marriage 
Cert

Bena Honey



Beneficiary Assignment Screen
To add a beneficiary, click on Add.Step 

29



If you are adding your spouse as beneficiary the 
information will auto-populate.

Step 
30



Type your beneficiary information or if you want to 
leave it as what auto populated, you can.  Make 
sure you select Primary or Secondary click Add.

Verify beneficiary 
information and 
make sure the basic 
life and additional 
life add up to 100%.

Step 
31



Review that all information is
correct, then click Next.

Step 
32



Review all coverage, dependent, and beneficiary 
assignment information is correct.

Step 
33



Click on Accept, enter your social security number 
and the date, click Finish.

Step 
34



Your request has now been submitted 
to your employer for approval.



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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