
NMPSIA Monthly Billing 
Reconciliation

Administration Training for
Benefits Specialists, HR & Payroll Staff



Why are we here today?

By the end of this training, you will:

 Understand how NMPSIA bills are created

 Identify common causes of billing discrepancies

 Read and interpret PDF and Excel bills

 Reconcile payroll deductions against billing

 Recognize and resolve variances

 Prevent future billing errors



What Happens Behind the Scenes?
The Monthly Bill Reflects:

New Hires Submitted and Approved

Terminations Submitted and Approved

Dependent Additions and Removals

Benefit Changes Due to a Qualifying Event (QE)

Salary Updates

Open Enrollment Elections (October for a January effective date)

Approved Retroactive Adjustments

Complete Transactions Processed by Month-End (before 5:00p.m. last day of 
the month)

Process of Transactions

Employee Action
↓

Employer Submission
↓

EASI Review
↓

Approval
↓

Monthly Bill

How Your Monthly Bill Is Created



 Employer is responsible to reconcile billing and premiums collected, each month. 

 Due diligence is required for timely reporting and verification of:

1. “Complete” enrollment/change requests

2. Providing supportive documentation

3. Respond to EASI Edu email requests

4. Check Confirmation notices

5. Approve valid and complete Online transactions

6. Confirm accurate premium collection and payment (Reminder: Do not to     
collect benefit premiums from the employee until confirming what EASI Edu     
has approved)

 Consequences of not reconciling monthly:

1. No refund of premiums for late reporting of terminated employees or ineligible 
dependents 

 Remember employers pay the majority of the premiums

2. NMPSIA pays claims for ineligible members which may require collection measures 
from the employee or employer for claim overpayments 

 These claim overpayments contribute to premium increases the following year

What are your responsibilities?



The “Perfect” Bill Formula

A Perfect Bill Requires:

 Complete Enrollment Requests

 Timely Submission

 Required Documentation

 Prompt Responses to EASI

 Approved Transactions

 Accurate Salary Reporting

 Confirmation Notice Review

 Review of EE account on 
MyBenefits Portal

 Monthly Reconciliation

 Correct Payroll Deductions



What Creates an Imperfect Bill?

Common Causes:

 Missing Documentation

 Incomplete Enrollment Requests

 Late New Hire Submissions

 Unreported Terminations

 Pending Transactions

 Unapproved Life/LTD Elections

 Salary Reporting Errors

 Payroll Deductions Started

Too Early

 Failure to Review
Confirmation Notices



 Data processing through 5 p.m. on the last 
business day of the month for all “complete” 
transaction.

 Bills are created and made available on the 
MyBenefits Portal on the 1st day of each 
month.

Monthly Premium Billing



Key Field Descriptions on the Monthly PDF Bill
Bill Reconciliation Resources



Verify all categories on the 
Monthly PDF Bill match your 
payroll system:

 Correct Plan

 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

Reviewing Employee Information
How to Read PDF Version of the 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

Recognizing Adjustments On Your Bill



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.
  

Understanding the Bill Summary Pages



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.
  

Understanding the Bill Summary Pages



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

Reviewing the Final Page of the Bill



Excel Version of the Bill:

 Enrollment for the Current Month

 Includes Separate Spouse and 
Child Life Premium

 Lists Employee and Spouse Date of 
Birth

 Can be used for Statistical 
Reporting

Important Difference
The Excel Bill does not show prior 
month adjustments.

How to Use the Excel Version of the Bill



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

 Your Payroll System Software 
could likely produce reporting in 
this format. ASK HOW!

How to Use Employer Deduction Register



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.

How to Recognize a Variance – 
Deduction vs Bill



Common Issues:

 Payroll deductions are processed before EASI 
Edu has received the transaction to process and 
apply NMPSIA Rules of enrollment

 EASI Edu may not honor the request

 Employee enrollment requests are not sent 
timely to EASI Edu and/or are incomplete 

 EASI Edu is unable to process the transaction 
for the next month’s bill 

What creates errors on your bill?



Best Practices:

 Submit employee requests timely

 Submit “complete” employee 
requests 

 Respond to enrollment inquiries

 Check Confirmation Notices daily

 Review EE account information on 
MyBenefits Portal daily

18

Preventing Future Errors



*Do not prorate base annual salary for employees starting late during the year. Report base annual
salary for the primary position: no stipends or increments. For employees that work less than

full-time or < 1 FTE, report a base annual salary for the position based on the FTE level.
ONLY decreases are reported immediately during the year. 

October Sample Bill
(Opportunity to reconcile October Bill)

Available September 1st reflecting:

 New hire enrollment

 New premium rates

 All “complete” enrollment processed by 5 p.m. 
August 31st 

January Sample Bill
(Advise employees what to expect on 

December paychecks)

Available November 16th 
reflecting:

 Open and Switch Enrollment

 Premium changes for salary updates 
impacting LTD and ADL enrollment

 Premium changes for age that affect ADL 
enrollment

 All “complete” enrollment processed by 5 
p.m. October 31st.

Sample Bills



 Monthly Reconciliation Success Checklist

Before Paying the Bill:

Remember
The bill is only as accurate as the information submitted.

Most billing issues are preventable.

Reconciliation protects your employees, your organization, and NMPSIA.

Questions?

☐ Review PDF Bill

☐ Review Excel Bill

☐ Compare Payroll Deductions

☐ Review Confirmation Notices

☐ Verify New Hires

☐ Verify Terminations

☐ Investigate Variances

☐ Confirm Total Due



Thank You!
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