
Employee MyBenefits Portal Tutorial
Open Enrollment 

Add Coverage/Add Dependent



You must be logged into the NMPSIA MyBenefits Portal before 
completing this tutorial.

If you are a new user, forgot your password, or experience login issues, please refer to 
the Employee Login Tutorial https://nmpsia.com/enrollment-tutorials.html for 

complete step-by-step instructions.

Important Reminders
• MFA codes expire after 5 minutes.

• Use the email associated with your NMPSIA benefits.
• Check your Spam or Junk folder if you do not receive your code.

Need help logging in?
Please refer to the Employee Login Tutorial before continuing.

The Employee Login Tutorial includes:
 First-Time Login

 Password Creation
 MFA Verification

 Common Login Errors

Go to NMPSIA.com
↓

Benefits Portal Login
↓

Select Employee
↓

Login with Email
↓

Complete MFA 
Verification

↓
Enter Password

↓
Access MyBenefits Portal

Before We Begin

After you have successfully logged into the Employee MyBenefits Portal, continue to the next slide.
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https://nmpsia.com/enrollment-tutorials.html
https://nmpsia.com/enrollment-tutorials.html
https://nmpsia.com/enrollment-tutorials.html
https://nmpsia.com/index.html
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Before starting your Open Enrollment request, please 
review the following information:

• Open/Switch Enrollment is available during the 
designated enrollment period (October 1-October 30).

• Your new election will become effective January 1st of the 
following year.

• Review your current coverage before making changes.
• Have dependent information and supporting documents 

ready, if you are adding a dependent.
• Review each selection carefully before continuing.

Helpful Tip
Complete the transaction 
in one session whenever 
possible to help avoid 
timeouts.

Before You Begin
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Before beginning, have the following information 
available:

• Login credentials to your MyBenefits Portal account
• Access to your email for MFA verification
• An understanding of the change you wish to make
• Dependent information, if adding a dependent
• Required supporting documents, if needed

Helpful Tip
Save supporting documents 
to your computer before you 
begin so they are ready to 
upload.

What You’ll Need
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This tutorial will show you how to:
 Initiate the Open/Switch Enrollment transaction
 Accept the disclosure
 Review your current coverage
 Select or change coverage
 Add a dependent, if needed
 Upload documents, if needed
 Review and electronically sign the request
 Submit and confirm your enrollment

Helpful Tip
Use Previous and Next to move 
through the transaction without 
skipping required steps.

Transaction Overview



Step 1 – Open the Enrollment Transaction Slide 6 of 18

From the Home page
• Navigate to the Enrollment and 

Plan Information tab
• Choose Open/Switch 

Enrollment

Helpful Tip
Review the Home page 
message for the current 
Open/Switch Enrollment 
period before starting.



1. Mark the type of request 
being made, adding 
coverage or dependents 
will require you to select 
Open Enrollment.

2. Review the disclosure 
information carefully. 

3. Check the box located at 
the bottom of the 
disclosure section to 
acknowledge the terms.

4. Select Next to continue..

Step 2 – Accept the Disclosure

Helpful Tip
You must accept the disclosure 
before the portal will allow you 
to continue.
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Step 3 – Review Current Coverage Slide 8 of 18

Review the coverage currently 
shown on the Change Enrollment 
screen. 

In this example, the employee is 
not enrolled in any other lines of 
coverage.

Helpful Tip
If you notice any of the information on 
this screen is incorrect, contact your 
Benefits Specialist right away.



Step 4 – Select Coverage Slide 9 of 18

Helpful Tip
Double-check both the carrier 
and plan option before selecting 
Next.

1. Use the drop-down menu 
to select the new carrier or 
plan option.

2. Review the new selections.
3. If you are adding a 

dependent, select Add 
Dependent and proceed to 
the next step of this 
tutorial.

4. If you are not adding a 
dependent click Next.
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Step 5 – Enter Dependent Information Slide 10 of 18

When the pop-up menu appears:

1. Enter the required information, including the 
relationship.

2. Enter the event date and reason.
Note: (The event date will be 01/01/2027. Use 
the dropdown menu under Reason to select 
“other”. Type “Open Enrollment” in the space 
for Reason Note).

3. Select Add Dependent.

Helpful Tip
Enter the dependent's information carefully 
and use the format shown on the screen. 
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Step 6 – Select Dependent Coverage Slide 11 of 18

You will see the newly added dependent 
now appears on the summary screen.

1. Verify your dependent information.
2. Use the check boxes to select the 

coverage you want to add your 
dependent to.

3. Select Next. 

Helpful Tip
Make sure the correct benefit box
is selected for each dependent
you want covered.
Repeat Steps 5 and 6 for each 
dependent you wish to add at
this time.
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Step 7 – Upload Supporting Documents Slide 12 of 18

If you are adding dependents to 
coverage or excluding certain 
dependents from a line of coverage, 
supportive documentation will be 
required. See steps 1 and 2 below.

If documents are not required for 
your transaction, select Next.

1. Select Upload Document
2. When the pop-up menu appears, 

select Choose File.

1

2



Step 7 – Upload Supporting Documents Slide 13 of 18

Your device’s file folder
will open.

1. Locate the document 
on your computer 
and select it.

2. Click Open.
3. Confirm the file 

appears in the 
MyBenefits Portal.
Optional: add a 
comment if desired.

4. Select Upload.Helpful Tip
PDF file formats are preferred. Use a 
clear description such as “Marriage 
Certificate” so the document is easy 
to identify during review.
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Step 8 – Verify Supporting Documents Slide 14 of 18

Confirm the document name 
appears on the Upload Certificate 
screen. Make sure the correct file 
is attached, then select Next.

Repeat Step 7 and 8 if you need to 
upload more than one supportive 
document. 
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Review the Preview for Change 
Enrollment Request. 

1. Confirm the effective date and 
that the requested changes are 
reflected.

2. Confirm dependent information is 
correct. 

3. Enter the required electronic 
signature information

4. Select Finish.

Helpful Tip
Review your coverage, dependents, effective 
date, and certification information before 
selecting Finish.

2
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Step 9 – Review and Electronically Sign



Step 10 – Confirm Approval Slide 16 of 18

After your request is reviewed and 
approved by your employer it will be 
submitted to EASI Edu for processing.

EASI Edu will process within 4 days of 
your employer’s submission. 

Review your Confirmation of Enrollment 
to verify your Open Enrollment 
transaction was processed successfully.

Helpful Tip
Your confirmation is your record of the 
completed change. Review it carefully for 
accuracy.
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Open/Switch Enrollment option not available – Confirm you 
are within the designated enrollment period.
Coverage selection is incorrect – Review the carrier, plan, and 
covered family members before continuing.
Dependent information is incomplete – Complete all required 
dependent fields before selecting Add Dependent.
Supporting document is missing – Attach the correct readable 
file and confirm it appears on the upload screen.
Wrong file uploaded – Verify the file name and document 
description before selecting Next.
Required certification is incomplete – Complete all required 
certification fields before selecting Finish.
Session timed out – Sign back into the MyBenefits Portal and 
restart the transaction.
Confirmation does not show the intended change – Contact 
your Benefits Specialist for assistance immediately.

Helpful Tip
Most errors can be avoided 
by reviewing your selections, 
dependents, documents, 
and certification before 
submitting.
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Need Assistance? Contact Us:
EASI Edu 

Phone: 1-800-233-3164
Contact your assigned representative 

for portal assistance.
Or 

NMPSIA Benefits Team
Phone: 1-800-548-3724

Thank you for using the 
NMPSIA MyBenefits Portal!
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