
Accurate & Timely Reporting



Accurate & Timely Reporting - Objectives
By the end of this training, you will be able to:

• Report Enrollment and Qualifying Events Accurately

and Timely

• Understand the Enrollment and Change Process

• Identify Different Types of Employees

• Understand Employer’s Responsibility

• Recognize Available Resources for Accurate and

Timely Reporting
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Timely Reporting

3

NMPSIA Rule 6.50.10.12 NMAC



Accurate and Timely Reporting

• Enroll within 31 days of Date of Hire (DOH) or
Qualifying Event (QE)

• 61 days to provide supportive documentation
from the effective date or QE date
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Employee is hired
and is eligible to 
enroll in NMPSIA 
benefits

April 22, 2021

Employer enrolls 
Basic Life 5/1/2021

April 26, 2021

Employee enrolls 
in 2-party medical, 
dental and vision 
effective 6/1/2021

April 30, 2021

31 days from 
DOH to submit
an Enrollment 
Application

May 23, 2021

Marriage certificate
received, 2-party 
coverage effective 
7/1/2021

June 4, 2021

61 days to submit 
supportive 
documentation to 
enroll dependents

July 31, 2021

Timeline to Report a New Hire Enrollment
For example:



Employer New Hire Timely Reporting Process
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Steps to follow
Step 1: Notified of a newly hired employee (EE)
Step 2: Collect the DOH, hours worked per week and base annual earnings
Step 3: Confirm the EE is benefits eligible

• New Hire (NH) works more than 15  hours per week
• Enroll eligible EE in Basic Life

• NH works more than 20 hours per week
• Advise the EE of the enrollment timeline - 31 days from DOH
• Meet with EE to offer NMPSIA benefits
• Decide on an effective date
• Request EMPLOYEE ENROLLMENT APPLICATION and any

required supportive documents



Employer New Hire Timely Reporting Process
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Steps to follow (continued)

Step 4: Receive EMPLOYEE ENROLLMENT APPLICATION 
• Date stamp all forms and documents with a “Received Date”
• Review the form is completed in its entirety, signed and dated by

the employee
• 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 DOH,

base annual salary, # of hours worked weekly, job title, sign and
date



Employer New Hire Timely Reporting Process
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Steps to follow (continued)
Step 5: Send to Erisa Benefits Representative through the NMPSIA Benefits 

Online System (Online) electronically or securely through the 
Feedback link

Step 6: Confirm Erisa honored the EE request
• Check Online Inquiry or Confirmation of Enrollment

• Confirm the effective dates were honored
• Check Online Premium tab in Inquiry record

• Validate premiums for payroll deductions
• Report any discrepancies to Erisa immediately



Single employee 
gets married

March 13, 2021

Employer provides
a Change Card to 
enroll the newly 
acquired spouse

April 1, 2021

Employee enrolls 
in 2-party medical 
and dental effective 
5/1/2021

April 5, 2021

31 days from the
Qualifying Event to 
submit a Change 
Card

April 13, 2021

Marriage certificate
received, 2-party 
coverage effective 
5/1/2021

April 26, 2021

61 days to submit 
supportive 
documentation to 
enroll dependents

May 13, 2021

Timeline to Report a Qualifying Event
For example:



Employer QE Timely Reporting Process
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Steps to follow
Step 1: EE notifies employer (ER) of a change in status
Step 2: Remind the EE of the enrollment timeline - 31 days from the QE

• Advise EE to complete an EMPLOYEE CHANGE CARD and
provide any required supportive documentation

Step 3: Receive EMPLOYEE CHANGE CARD 
• Date stamp all forms and documents with a “Received Date”
• Review the form is completed in its entirety, signed and dated by

the employee
• Review any supportive documents provided
• Complete the effective date of the change
• Provide District/Entity Name and number
• Complete section 6 EMPLOYER CERTIFICATION with a

signature and date



Employer QE Timely Reporting Process
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Steps to follow
Step 4: Send to Erisa Benefits Representative through the NMPSIA Benefits 

Online System (Online) electronically or securely through the 
Feedback link

Step 5: Confirm Erisa honored the EE request
• Check Online Inquiry or Confirmation of Enrollment

• Confirm the effective dates were honored
• Check Online Premium tab in Inquiry record

• Validate premiums for payroll deductions
• Report any discrepancies to Erisa immediately



NMPSIA Online Benefits System Employer Login

https://nmpsiaonline.nmpsia.com/

Reporting Enrollment or Changes to Erisa
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https://nmpsiaonline.nmpsia.com/


Reporting Enrollment or Changes to Erisa
NMPSIA Online Benefits System “Online”
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NMPSIA Employee Enrollment Application
https://nmpsia.com/pdfs/1.1.2021_Enrollment_Application_2020-09-10.pdf

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

Employer is responsible to 
complete the EMPLOYER 
CERTIFICATION section 
after verifying the form is 
completed in its entirety 

No retroactive 
effective dates allowed

Section 4 Dependent 
Information reflects 
selection of 
Section 2 Enrollment 
Status & 3 Enrollment

Date Stamp 
Upon receipt

District Name and 
District Number
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https://nmpsia.com/pdfs/1.1.2021_Enrollment_Application_2020-09-10.pdf


NMPSIA Employee Change Card
https://nmpsia.com/pdfs/1.1.2021_Change_Card_2020-09-13.pdf

Employer is responsible to 
complete the EMPLOYER 
CERTIFICATION section 
after verifying the form is 
completed in its entirety 

Removing ineligible dependents 
may also apply to any ancillary 
benefits your employer offers

Section 3 Dependent 
Information reflects 
selection of 
Section 2 Enrollment 
Status

Other coverage 
effective date

What Event took place?
What date did event take place?

District Name and 
District Number

Date stamp upon receipt
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https://nmpsia.com/pdfs/1.1.2021_Change_Card_2020-09-13.pdf


NMPSIA Employee Enrollment Application
Recognize errors

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

Employer is responsible to 
complete the EMPLOYER 
CERTIFICATION section 
after verifying the form is 
completed in its entirety 

Effective date within 60 
days from date of hire

Section 4 DEPENDENT 
INFORMATION reflects 
selection in section 2 
ENROLLMENT STATUS 
and section 3 
ENROLLMENT

Date stamp 
upon receipt

Employer Name and 
Employer Number
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Regular Employee or Variable Hour Employee
Benefits Eligible Employee
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The employer is responsible for identifying regular
employees and variable hour employees through 

the employer’s local policies



Legally contracted, full-time employee* (FTE) eligible to 
participate in the NMPSIA Employees Benefits Program. Based 
on the NMPSIA Rules and Regulations employees qualify if 
they meet the following: 

• Basic Life: Work a minimum of 15 hours per week –Employers are
required to enroll regular employees to Basic Life coverage if they
work a minimum of 15 hours per week or more

• All Other Lines of Coverage: Work a minimum of 20 hours per week

• Part-time resolution (PTR) approved by the NMPSIA Board allows
employer to offer full benefits to employees working less than 20
hours per week, but at least 15 hours per week. A part-time resolution
has nothing to do with Basic Life insurance enrollment.

Regular Employee
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*Meets actively at work requirement and works minimum number of hours per week
required for benefits enrollment



Variable Hour Employee
A variable hour employee is defined as an 
employee not on contract and one or more of the 
following apply:
• Job classification is substitute teacher or substitute

employee
• Non-contracted employee (a sub voucher or timesheet

is used)
• Hired to serve in a non-benefit eligible position
• No guaranteed set work hours or fluctuating hours
• No fixed working pattern
• Work is limited to a certain period of time
• Work is seasonal or temporary
• On call or as needed
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Variable Hour Employee (continued)
The employer determines which employees meet the 
variable hour definition and when the employee 
becomes eligible to be offered medical coverage only

The employer needs to identify these variable hour 
employees properly when using the NMPSIA Online 
Benefits System or when completing the Employer 
Certification section of the Employee Enrollment 
Application or Employee Change Card, this includes the 
“date eligible for benefits” section 
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Variable Hour Employee (continued)
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If the employer has determined a long-term 
substitute or permanent substitute job title 
meets the employer’s definition of a benefit's 
eligible employee, the job title reported on 
enrollment forms or claim forms should 
not include the job title as “substitute”



Recognize Accurate & Timely Reporting Resources

NMPSIA Accurate & Timely Reporting Toolbox

 Employer’s Local Policies
 NMPSIA Website and Program Guide
 Glossary of Acronyms
 Process Steps for Employer Timely Reporting
 How to Accurately and Timely Report Video
 Employee Enrollment Application and Change Card
 Frequently Asked Questions (FAQ)
 Erisa Staff Resources
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Recognize Accurate & Timely Reporting Resources
Employer’s Local Benefits Enrollment Policies
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Recognize Accurate & 
Timely Reporting 
Resources
NMPSIA Website and 
Program Guide (pages 7-13)

Visit https://nmpsia.com/programGuide.html 
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https://nmpsia.com/


Recognize Accurate & Timely Reporting Resources
Glossary of Acronyms
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Enrollment Process – Follow the steps

NH or QE is 
reported
Collect NH
or QE data facts

Confirm NH is 
benefits eligible 
QE change of 
status 
Determine 
enrollment 
deadlines

Request an 
Employee 
Enrollment 
Application
Employee 
Change Card 
Any required 
supportive 
documents

Receive & 
review forms 
and 
documents,  
Confirm 
completed 
correctly
Provide 
effective date, 
ER data and 
Employer 
Certification

Send to Erisa 
for processing

Confirm Erisa 
honored the 
request, check 
premiums and 
report any 
conflicts 
immediately

Recognize Accurate & Timely Reporting Resources
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Step 2

Step 1

Step 3

Step 4

Step 5



Recognize Accurate & Timely Reporting Resources
How to Accurately and Timely Report Video

https://nmpsia.com/movies/Timely_Reporting_Enrollments.mp4
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https://nmpsia.com/movies/Timely_Reporting_Enrollments.mp4
https://nmpsia.com/movies/Timely_Reporting_Enrollments.mp4


Recognize Accurate & Timely Reporting Resources
Employee Enrollment Application and Change Card
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Recognize Accurate & Timely Reporting Resources
Frequently Asked Questions (FAQ)
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Erisa Administrative Services

Kathy Payanes
Account Manager
kpayanes@easitpa.com

Angelina Ortega
Benefits Representative 
aortega@easitpa.com

Saraphina Scott 
Benefits Representative 
sscott@easitpa.com

Chere Garcia
Benefits Representative
cgarcia@easitpa.com

Erisa Administrative Services, Inc.
Santa Fe: (505) 988-4974 | Toll Free: (800) 233-3164, Option 1
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Amy Bonal
Accountant 
abonal@easitpa.com

Destiney Vigil
Benefits Representative 
dvigil@easitpa.comAngie Figueroa Perez 

Receptionist 
receptionist@easitpa.com

mailto:kpayanes@easitpa.com
mailto:kpayanes@easitpa.com
mailto:kpayanes@easitpa.com
mailto:kpayanes@easitpa.com


NMPSIA Staff Resources
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Cyndi Archuleta
Benefits/Wellness Manager 
cyndi.archuleta@psia.nm.gov 
1.800.548.3724, ext. 62940

Kaylei Jones
Benefits/Wellness Coordinator 
kaylei.jones@psia.nm.gov 
1.800.548.3724, ext. 62942

Leslie Martinez
Benefits Analyst

leslie.martinez@psia.nm.gov 
1.800.548.3724, ext. 62941

mailto:Katherine.Chavez@state.nm.us
mailto:Martha.Quintana@state.nm.us
mailto:JonA.Arellano@state.nm.us
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Find resources in the 
Accurate and Timely Reporting 

Toolbox at nmpsia.com
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