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NMPSIA Online Benefit System website address:  https://nmpsiaonline.nmpsia.com 
 
 

 

Figure 1-1:  NMPSIA Online Benefit System website 
 
 

If using Internet Explorer as your web browser, you should activate Compatibility View settings for using 
this website (Tools > Compatibility View Settings). 
 
 

Login and Access 
 

Select the Employer Login option. 
 

When Employer Sign In screen is displayed, type in your District ID number.  Use TAB key to go to 
Representative Name field.  Use up and down arrow keys on your keyboard, or the Representative Name 
drop down list to select your name.  Use TAB key to go to Password field and enter your password.  
Select Login. 
 

 
 

Figure 1-2:  NMPSIA Online Benefit System sign in screen 
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Home screen will show organization name, district ID number, and a table showing benefits available to 
your organization.   
 

 
Figure 1-3:  NMPSIA Online Benefit System Home Screen 
 
 

 
 

Figure 1-4a:  Employer login menu options 
 
 

 

 

Figure 1-4b:  Employer login menu options (continued) 
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New Hire Basic Life (BLF) Processing 
 
 

New hire Basic Life enrollment can either be performed by manually entering information one employee 
at a time or uploading a data file with the required information.  Manual entry of Basic Life enrollment 
information begins with entering the social security number and BLF effective date for the new hire 
employee. 
 

 

Figure 2-1:  Single New Hire screen 
 
 
If there’s no conflict with existing database information, the system will let you continue with entering 
basic employee information. 
 
If an employee’s address information is longer than 25 characters, enter the secondary portion of the 
address like care of, unit, lot, suite, or apartment number in Address Line 1 field and enter primary 
portion of address (i.e.:  street and number) in Address Line 2 field. 
 

 

Figure 2-2:  New hire basic employee information 
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When you have completed entering the basic employee information, click Submit.  System will take a 
little bit of time to process the transaction and display “Submit successful” message when complete. 
 

 
Figure 2-3: System displays “Submit successful” message when Single New Hire transaction is 

complete. 
 
 
Once employee Basic Life enrollment information has been processed by the employer through the 
Online Benefit System, employee is provided access to the Online Benefit System. 
 
New Hire > Batch New Hire option can be used by organizations that want to have new employee Basic 
Life enrollment performed by data file upload.  Contact Erisa Administrative Services, Inc. at (505) 988-
4974 (Santa Fe) or (800) 233-3164 (toll free) for Batch New Hire file specifications. 
 

 
Figure 2-4:  New hire batch file upload screen 



 

NMPSIA Online Benefit System Introductory Guide Page 3-1 
Administrative Office:  Erisa Administrative Services, Inc. 

Once New Hire Basic Life Enrollment has been performed for an employee, the employee can 
access their information through the Online Benefit System. 
 
If an employee with an organization that has indicated they do not wish to allow employee access 
to Online transactions accesses the system, the employee will receive a message referring them 
to their Benefits Department. 
 

 
 

Figure 3-1:  Screen message displayed to employee of employer that has requested not to allow 
employee Online access. 

 
 
New Hire Enrollment for Other Benefits 
 
BLF enrollment must first be performed by the employer before an employee can be enrolled for any 
other benefits. 
 
Employers who wish to perform enrollment for other benefits on the employee’s behalf should select 
Review > New Hire > Perform Employee New Hire. 
 

 

Figure 3-2:  Employer performing new hire enrollment for other benefits on employee’s behalf. 
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Enter the employee’s SSN and click Search. 
 
 

 
Figure 3-3:  Employer search for new hire employee record. 
 
 
When desired employee record is displayed on screen, click New Hire to continue. 
 

 
Figure 3-4:  Available employee New Hire record 
 
 
Screen will display basic employee information entered through employer performed BLF enrollment 
process.  Select from available effective date options for effective date of other benefits and click Next. 
 

 
Figure 3-5:  Preliminary employee enrollment for other benefits screen 
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System will display Dependent Information screen.  Select Add Dependent option to enter dependent 
information and enter requested dependent information or click Next to continue if there are no 
dependents to enter. 
 

 
Figure 3-6:  Dependent information screen 
 
 
After Dependent Information screen, system will progress through a series of screens for each of the 
benefit options available through NMPSIA’s employee benefit plan.  Each of these benefit screens will 
include a section showing estimated employee and employer monthly premium responsibility and some 
helpful information about the benefit available for enrollment. 
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 — Medical 
 

 
 

Figure 3-7:  Medical enrollment screen (3 of 10) 
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 — Dental 
 

 
Figure 3-23:  Dental enrollment screen (4 of 10) 
 
 

 

Figure 3-24:  Message displayed if coverage is not being elected for all dependents (employee login) 
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Figure 3-25:  Sample screen showing information displayed if a benefit is not available from an employer. 
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 — Vision 
 
 

 
 

Figure 3-35:  Vision enrollment screen (5 of 10). 
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— Life Insurance and Disability 

Figure 3-40:  Life insurance and LTD enrollment screen (6 of 10). 



 

NMPSIA Online Benefit System Introductory Guide Page 3-33 
Administrative Office:  Erisa Administrative Services, Inc. 

 — Enrollment Review Screen 
 

 
Figure 3-58:  Initial enrollment review screen (7 of 10). 
 
 

 
Figure 3-59:  Request for employee to complete Section 125 Cafeteria Plan documents
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 — Dependent Supporting Documentation 
 

 
Figure 3-60:  Dependent supporting documentation upload screen (8 of 10). 
 
 

 

Figure 3-61:  Dependent supporting documentation upload screen (employee login). 
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 — Beneficiary Designation 
 

 
 

Figure 3-62:  Beneficiary designation screen (9 of 10). 
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 — Acknowledgement and Confirmation 

 
Figure 3-63 a:  Acknowledgement and confirmation screen (10 of10, ER performing EE new hire 
enrollment) 
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Need to provide copy of EE Acknowledgement and confirmation screen 
 

 
Figure 3-63 b (continued):  Acknowledgement and confirmation screen (10 of 10). 
 
 
When Finish is selected after employee SSN, name, and signing date is provided, you will be provided 
an option to download a PDF copy of the information displayed on the acknowledgement and 
confirmation screen.  When online enrollment transactions are being performed by the employer on 
behalf of the employee, the employer should always get a physical copy of this document so that it can 
be signed by the employer and the employee.  Keep a signed copy of this Acknowledgement and 
Confirmation notice with your files and provide a scanned copy to Erisa. 
 

 

Figure 3-64: Successful submission of new hire transaction and option to obtain PDF copy of online 
transaction. 
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Figure 3-65:  PDF copy of acknowledgement and confirmation notice.
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Change Enrollment 
 
This system will only allow employers to perform a single Change Enrollment transaction at a time.  If you 
require multiple transactions to be performed for an employee like adding dependents and adding benefit 
coverage, provide the information to Erisa Admnistrative Services, Inc. 
 
To perform a change enrollment transaction on behalf of an employee, select Review > Change 
Enrollment > Perform Employee Change Enrollment. 
 

 

Figure 4-1:  Change enrollment transaction performed by employer 
 
 
Enter the employee’s social security number and click Search. 
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Figure 4-2:  Search for employee record. 
 
 
System will display matching record found.  Select Change Enrollment and system will display available 
change enrollment transactions. 
 

 

Figure 4-3:  Request to perform change enrollment transaction for selected employee. 
 
 

 

Figure 4-4:  Available Change Enrollment transactions. 
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 — Add Dependents / Remove Dependents 

 
Procedures for adding and removing dependents are similar.  Choose the desired action from the list of 
available change enrollment transactions and click Next. 
 
If adding a dependent, click the Add Dependents button and fill in requested information in the Add 
Dependent pop-up window.  When adding a dependent, benefit coverages can only be selected for 
options that the employee is already enrolled for.  If you have an enrollment transaction for an employee 
that wants to perform two types of changes like adding a dependent and also adding a new line of 
coverage, this type of transaction should be submitted to Erisa Administrative Services, Inc. for 
processing.  Select Add Dependent when complete. 
 

 
Figure 4-5:  Add dependent pop-up window. 
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Select the appropriate effective date for the new dependent’s coverage and click Next. 
 

 

Figure 4-6:  Effective date of coverage for new dependent. 
 
 
The system will bring you to a supporting documentation upload screen.  Choose the I want to upload 
button if you have a scanned copy of the appropriate dependent supporting documentation to upload.  
Enter a description for the file you are uploading in the “Certificate Name” field and choose the 
appropriate file to upload from the Windows file upload window.  Select Upload to complete your action. 
 

 

Figure 4-7:  Add dependent supporting documentation upload screen. 
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Review the information shown on the transaction review screen for accuracy and provide employee social 
security number and date of transaction as appropriate.  Click Finish to complete. 
 

 

Figure 4-8:  Add dependent acknowledgement and confirmation screen. 
 
 
Print or save a copy of the acknowledgement and confirmation document for your records and provide a 
copy to Erisa. 
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To remove a dependent from coverage, choose the Drop Dependents button and select Drop for the 
dependent that should be removed from coverage.  Indicate the date that coverage should terminate and 
identify the reason that coverage is being terminated for the selected dependent.  Click Drop Dependent 
when done. 
 
Click Next to continue.  Upload any supporting documentation to support this change and continue to the 
next screen.  Print or save acknowledgement and confirmation notice for your records and provide a copy 
to Erisa. 

 

Figure 4-9:  Drop dependent change enrollment option. 
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 — Add a Benefit / Cancel a Benefit 
 
To add a benefit, select the appropriate effective date of coverage and the benefit(s) to be added.  
Continue to the next screen enter the effective date of  
 

 

Figure 4-10:  Adding benefit coverage. 
 
 
Select the appropriate carrier and plan option for the benefit being added and indicate which family 
members should be covered.  The employee is always assumed to be covered under the benefit being 
added. 
 
Continue to go through system screens for uploading supporting documentation (if appropriate), 
reviewing transaction, and keeping a copy of the acknowledgement and confirmation notice for your files 
and Erisa. 
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Figure 4-11:  Selection of carrier, plan, and family members to be covered for benefit being added. 
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To cancel a benefit, choose the benefit(s) to be cancelled and click Next.  Select Declined for the benefit 
being cancelled.  This will automatically uncheck the boxes under the benefit being cancelled.  An 
employee’s coverage in a particular benefit will always be cancelled under the Cancel a Benefit option. 
 

Choose the effective date for the line(s) of coverage being cancelled. 
 

Continue to go through system screens for uploading supporting documentation (if appropriate), 
reviewing transaction, and keeping a copy of the acknowledgement and confirmation notice for your files 
and Erisa. 
 

 

Figure 4-12:  Cancel a benefit. 

 

Figure 4-13: Identification of carrier, plan, and family members that benefit coverage should be cancelled 
for.
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Review — Basic Info 

 

 

Figure 5-1:  Review > Basic Information screen. 
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 — Change Beneficiary 

 
Review information.  Enter today’s date for Sign Date and click Submit to provide transaction information 
to Erisa. 

 
 

Figure 5-2:  Review > Change Beneficiary screen. 
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 — Cancel EE 

 
 

 
 

 

Employee cancellation transactions can be searched by EE SSN, phone number, first name, last name, or internal 
Erisa HIPAA ID 

Figure 5-3:  Review > Cancel EE screen 
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Inquiry 

 
 

 

Figure 6-1:  NMPSIA Online Benefits System inquiry search options. 
 
 

 

Figure 6-2:  Inquiry search results screen 
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Figure 6-3:  Inquiry summary screen. 
 
 
Send Message option will open new tab that will allow employer Benefits Representative to provide 
additional information, comments, or attachment in feedback message to Erisa Administrative Services, 
Inc. 
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Figure 6-4:  Inquiry feedback message capability. 
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Employer Information — Reports / Statistics 
 
 

 

Figure 7-1:  Employer Information > Reports / Statistics menu options 
 
 
Use Download to download all copies of a notice type for a given date. 
 

 
 

Figure 7-2:  Daily confirmation notices 
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Figure 7-3:  Leave of Absence 
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Figure 7-4:  Premium change events  



 

NMPSIA Online Benefit System Introductory Guide Page 7-4 
Administrative Office:  Erisa Administrative Services, Inc. 

 
 
 — Change Access Information 
 
 
Designated MAIN users at a participating organization can set up and administer access to Online 
Benefits System as changes in staffing are experienced or changes in responsibilities.  Individuals can be 
identified with the following roles: 
 
 Main 

 Benefits 

 Billing 

 LOA 

 Risk 

 

 
 
 

Figure 7-5:  Employer contacts 
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Use Create New District Contact option to add a new contact. 
 
 

 

Figure 7-6:  Change and add contact information 
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 — Download Monthly Billing 
 
 

 
 

Figure 7-7:  Download monthly billing files in csv, Excel, or PDF format. 

 
 
 — Download Sample Billing 
 
 
Sample bills are generally created at the conclusion of the Open Enrollment period and available to 
schools through this option on December 1.  Sample bill allows school to see what premium invoice will 
look like based on enrollment elections employees have made that are becoming effective on the first of 
the following year. 
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Figure 7-8:  Download January 1 sample billing file in csv, Excel, or PDF format. 
 
 

 
 
 — Supplemental Life Premium Calculator 
 
 

 
 

Figure 7-8:  Supplemental life premium calculator 
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 — Report Pay Day 
 
 
Used for reporting your organization’s pay dates between July and June of each year.  Use Search to 
review payroll calendars for prior periods and Add New for new calendar. 
 
 

 

 
 

Figure 7-9:  Employer July – June pay date calendar 
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 — Report Premium Split 
 
 
Most employers follow the employee/employer premium allocation schedule shown below: 
 

Salary Band 
Employee/Employer 

Premium Allocation 

Less than $15,000 25% / 75% 

$15,000 through $19,999 30% / 70% 

$20,000 through $24,999 35% / 65% 

$25,000 and Over 40% / 60% 
 
Employee/employer monthly premium allocation information will automatically be updated to the Online 
Benefit System for these employers as premium rates are approved and published by NMPSIA. 
 
Employers utilizing an alternate allocation schedule will first be requested to enter starting and ending 
salaries for each salary band used in their schedule, then individual employee and employer monthly 
premium contribution amounts for each tier of coverage and benefit type. 
 

 
 

Figure 7-10:  Employee/employer premium allocation salary bands 
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Figure 7-11:  Employee/employer premium contribution amounts by tier of coverage and benefit type 

 
 
 — System Transaction Reports 
 
 
Transaction Report option allows employers to review what transactions have been performed through 
the Online Benefit System.  Information can be reviewed according to transactions performed during a 
particular month or type of transaction.  The social security number search option allows this screen to 
display all Online transactions performed for a specific employee record.  
 

  
 

Figure 7-12:  Employer Information > Transaction Report screen 
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Figure 7-13:  Sample transaction log display 

 
 
 — Salary Survey 
 
 
Employers are requested to update employee salary information once a year.  Salary files prepared by 
Erisa Administrative Services, Inc. to facilitate this may be downloaded from this web page.  Completed 
salary files can be transmitted to Erisa through the file upload option. 
 

 
 

Figure 7-14:  Information for downloading annual employer salary survey file 
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 — Edit Password 
 
 
This screen is designed to let individual users of the Online Benefit System change their password. 
 
 

 
 

Figure 7-15:  Individual change password capability 
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Cancel EE 
 
 
Enter employee SSN, date benefit coverage is terminating, date transaction is being performed, and 
select Note Type from drop down list.  Click Submit when completed. 
 
This screen is only designed for entering prospective employee termination information.  Terminations 
involving a retroactive termination date, as in the case of the death of an employee, should be reported to 
your Benefits Representative at Erisa Administrative Services, Inc. 
 

 
Figure 8-1:  Screen for reporting prospective cancellation of employee benefit coverage 
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Report LOA  
 
 

 
 

Figure 9-1:  Report LOA screen 

 
 
 — Change LOA Date 
 
 

Enter SSN of employee record that you want to change LOA information for or just click Search to display 
a list of all available LOA records. 
 

 
Figure 9-2a:  Change LOA Date screen 1 
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Select Change Date for the employee LOA record that you want to change information for.  Enter revised 
Start Date or Return Date, comment to assist with Erisa’s review of the transaction, and click Submit 
when done. 
 

 
 

Figure 9-2b:  Change LOA Date screen 2 

 
 
 — Report LOA Return 
 
 

 
 

Figure 9-3:  Screen for reporting employee’s return from LOA 
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Training Material 
 
 
 Training Webinar Link to recorded webinar of initial training session for 

Online Benefit System (2:22:53) 

 Download Introductory Guide Option to download PDF copy of Online Benefit System 
Introductory Guide 
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Feedback 
 
 

 
 

Figure 11-1:  Feedback message form 
 
 
MAIN role at each employer has ability to view feedback messages for all users. 
 

 
 

Figure 11-2:  Feedback message archive.
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Employee 
 
 



 

NMPSIA Online Benefit System Introductory Guide Page 12-1 
Administrative Office:  Erisa Administrative Services, Inc. 

 

 
 
Employee Login and Access 
 
 
 
NMPSIA Online Benefit System website address:  https://nmpsiaonline.nmpsia.com 
 
 

 

Figure 12-1:  NMPSIA Online Benefit System website 
 
 

If using Internet Explorer as your web browser, you should activate Compatibility View settings for using 
this website (Tools > Compatibility View Settings). 
 
Select the Employee Login option. 
 

Review the terms and conditions for using the New Mexico Public Schools Insurance Authority’s 
(NMPSIA) Online Benefits System and click Accept to continue. 
 



 

NMPSIA Online Benefit System Introductory Guide Page 12-2 
Administrative Office:  Erisa Administrative Services, Inc. 

 

 
 

Figure 12-2:  Employee login disclaimer 
 
 
When Employee Sign In screen is displayed, type in the first few letters of the name of your employer or 
use the dropdown list to select your employer.  Provide your social security number (no dashes) and your 
date of birth (mmddyyyy format, 8 digits).  Click Login. 
 

 
 
 
 

Figure 12-3:  Employee login by SSN 
 
  



 

NMPSIA Online Benefit System Introductory Guide Page 12-3 
Administrative Office:  Erisa Administrative Services, Inc. 

 

The first time an employee signs in to NMPSIA’s Online Benefit System, they will be prompted to 
establish their own user ID and password. 

 

 

Figure 12-4:  Employee self-defined login option. 
 
 
 

 

Figure 12-5:  NMPSIA Online Benefits System employee home screen 
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Figure 12-6:  NMPSIA Online Benefits System employee menu options. 
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Employee Basic Information 
 
 
Choose View Basic Information to show information currently reflected in system. 
 

 
Figure 13-1:  Employee view basic information screen 
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Change Basic Information allows employee to change information like phone contact, e-mail, and 
address information. 
 
If address information is longer than 25 characters, enter the secondary portion of the address like care 
of, unit, lot, suite, or apartment number in Address Line 1 field and enter primary portion of address (i.e.:  
number and street) in Address Line 2 field. 
 

 
 

Figure 13-2:  Employee change basic information screen 
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Figure 13-3:  Update Basic Information document upload screen 
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Enrollment and Plan Information – View 
 
 

 
Figure 14-1:  View current enrollment information 
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 – Plan Information 
 
 
Plan Information option allows employee to view various screens that provide some basic information 
about benefits available through NMPSIA’s employee benefit program and answers to some common 
questions. 
 

 
Figure 14-2:  Benefit information options available under Enrollment and Plan Information > Plan 
Information 
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 – New Hire 
 
 

 

Figure 14-3:  Enrollment, New Hire, screen 1 of 10 
 
 

 

Figure 14-4:  Enrollment, New Hire, screen 2 of 10, dependents 
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Beneficiary 
 
 

 
 

Figure 14-5:  Employee’s current beneficiary designation. 
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Management — Password Management 
 
 

 
 

Figure 15-1:  Employee login password management screen 

 
 
 — Communication Preference 
 
 

 

Figure 15-2:  Employee e-mail communication preference. 
 




