
JOB DATA: LINE OFDUTY ENTRY, INDIVIDUAL  
PREMIUM PAYMENTS, VOLUNTARY BENEFITS,  

AND HR-REMINDERS



SHARE ENTRY:

Line of Duty
◦ JOB DATA>JOB INFORMATION TAB













INDIVIDUAL PREMIUM PAYMENTS-Self Payments

How to Track and Audit Premium Payments for  

Individuals With Out Pay

CHECKLIST

 Determine type of leave

 Determine bi-weekly premium rate based on elected  

coverage of insurance employee is enrolled in for the  

specified pay period.

 Determine pay band: A,B,C

 Job Data/Benefits Program Participation

*Confirm up to 5 pay periods

*Note: Life Insurance-Pay Band A, B, C does not determine  

premium amount.

-Age drives amount of premium owed



AUDIT: 
INDIVIDUAL 

PREMIUM 
PAYMENTS

Employee Supplemental

$16.51

Dependent Life-Spouse

$ 2.36

Agency:

Basic Life/LoD and AD&D

$3.06



AUDIT: 
INDIVIDUAL 

PREMIUM 
PAYMENTS

NO      

DEDUCTIONS  

PULLED FOR  

LIFE  

INSURANCE



VOLUNTARY BENEFITS



HR Reminders

SHARE:

Biographical-Name

Section

No nick names



HR Reminders: Termination

 Termination in Job Data

Don’t enter other events after

termination

Errors: Re-opens all the benefits

-Events need to be in sequence



Sent to Designated Human Resource

Administrators on Tuesday March 2, 2021

 Mimecast –Expires within 7 days

 Reina.Espinoza@state.nm.us

HR Reminders: 1095-C’s

mailto:Reina.Espinoza@state.nm.us


HR Reminders: Rehire/Transfer

Rehire with Transfer

Prior Agency needs to process the

“Rehire” to the new agency in Job Data



HR-Reminders

EAP WEBINARS  

LIVE

ON DEMAND

Webinars-2.17.21-Master.pdf  

(mybenefitsnm.com)

REGISTER=NOTIFICATION

https://www.mybenefitsnm.com/Documents/Webinars-2.17.21-Master.pdf




THANK YOU!



RESOURCES

 https://www.mybenefitsnm.com/volben.htm

 https://www.mybenefitsnm.com

 https://www.mybenefitsnm.com/documents/VB_Webinar_Schedule.xlsx

 Webinars-2.17.21-Master.pdf (mybenefitsnm.com)

https://www.mybenefitsnm.com/volben.htm
https://www.mybenefitsnm.com/
https://www.mybenefitsnm.com/documents/VB_Webinar_Schedule.xlsx
https://www.mybenefitsnm.com/Documents/Webinars-2.17.21-Master.pdf

