
SELF-PAY PREMIUMS AND 
HR-REMINDERS



EBB TRAININGS:  SELF-PAY PREMIUMS

FIRST HALF

• TIME ENTRY AND RECORDING

• TRACKING SELF-PAY PREMIUMS

• AUDIT PAYROLL DEDUCTIONS

• TIME REPORTING DURING HOLIDAYS

• COLLECTING BASIC LIFE PREMIUM 
FROM AGENCY

AGENDA

• REQUIRED MATERIAL AND HANDS-ON 
WALK THROUGH

SECOND HALF

• DEDUCTIONS NOT TAKEN

• RETRO TERMINATION OF BENEFITS

• NOTIFICATION TO TERMINATE BENEFIT 
FORM



TIME ENTRY AND RECORDING TIME

Human Resource Analysts:

All classified positions should be reporting time 

regardless of what TRC is being reported.

ANY TRC’s being utilized should be

recorded accurately, this will ensure 

benefit deductions are reflecting

correctly. 

Explanation of TRC Codes can be   

located on DFA’s website at the

following link: 

www.nmdfa.state.nm.us/SHAREHCM_Tips.aspx



TRACKING SELF-PAY PREMIUMS

• Human Resource Analysts are responsible for tracking employees who are out on leave.  
Analysts will notify employee of their responsibility of paying premiums by mailing them a 
Premiums Due FMLA, or LWOP initial notice. The initial notice is an official notification of 
premiums due to the Risk Management Division. These notices can be located at the following 
link:

https://www.mybenefitsnm.com/FGP.htm

• Human Resource Analyst will include the Employee Benefits Bureau’s Leave without Pay 
(LWOP) benefit Premium Transmittal form. This form can be located at the link below:

Transmittal_Form-COVID_2021.pdf (mybenefitsnm.com)

https://www.mybenefitsnm.com/Documents/Transmittal_Form-COVID_2021.pdf


AUDIT PAYROLL DEDUCTIONS

 Human Resource Analysts will audit payroll deductions to 
determine if premium is owed, and audit this deduction in SHARE  
under the Review Pay Check Tab.

 Utilize Employee Benefits Bureau’s Leave without Pay (LWOP) 
Benefit Premium Transmittal form.

• Audit employee-elected premiums



TIME REPORTING DURING THE HOLIDAYS

• Employees who are out on 
LWOP/FML during the holiday 
season may still qualify for the paid 
holiday

• Please ensure the employee has 
recorded their time accurately

• DO NOT record any time on a 
scheduled Holiday as the holiday is 
automatically generated in the 
SHARE system

• Human Resource analysts must 
ensure the employee is also active 
under job data



LET’S GET STARTED!

A step by step overview



ADMINISTRATIVE GUIDE

XIII. SELF-PAY PREMIUM SITUATIONS 

State employees: 

• There are three sets of circumstances in which an employee, who would otherwise lose 
eligibility for coverage under the plan, may continue coverage by paying the full premium. 
The Anti-Donations Act precludes the SoNM from making a contribution toward these 
employees with the exception of FMLA. 

• An employee is responsible to pay 100% of benefit premiums (both State, as well as 
employee portions) when: 

• An employee is on LWOP, without FMLA coverage, and has no leave time to cover 
premiums 

• An employee exhausts all FMLA total hours and has no leave time to cover premiums, or 

• An employee is on Workers Compensation coverage and has no leave time to cover  
premiums 



CHECK LIST

Ensure you have the following materials on hand:

 Bi-Weekly Contribution Schedule

 Transmittal Form

 Basic Life Insurance Premium Transmittal Form

 Access to SHARE HCM

 Administrative Guide 

 Disability Policy



LOCATION OF MATERIALS

All Material can be located on the Benefits 
website Link as follows:

https://www.mybenefitsnm.com/FGP.htm

Under Benefit Plan and Contact Information

https://www.m/


WALK THROUGH

Review Materials

SHARE HCM Walk through
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Step 1:

Open New window

Step 2: 

Select Navigator

Step 3:

Select Benefits

Step 4 :

Enroll in benefits



Step 5:

Select Health Benefits

Step 6: 

Enter Employee ID

Step 7: 

Search



Step 1:

include history

Step 2: 

Select view all on 

both drop downs

Step 3:

Identify the plan 

the employee is 

enrolled in

Step 4: 

Identify the 

coverage code





LOCATION OF MATERIALS

All Material can be located on the Benefits 
website Link as follows:

https://www.mybenefitsnm.com/FGP.htm

Under Forms Guidelines and Policies

https://www.m/


Step 1:

Open New window

Step 2: 

Select Navigator

Step 3:

Select  Payroll for 

North America

Step 4: 

Select Payroll 

Processing USA

Step 5: 

Select Produce 

Payroll

Step 6:

Review Paycheck



Step 7: 

Enter 

Employee ID

Step 8:

Select Search

Step 9: 

Select Pay 

advice being 

audited



Step 1: 

Select Pay 

check Earning 

Tab

Step 2: 

View all

Step 3: 

Identify Type of 

Leave the 

employee is on









Please Note: If the agency has turned off an 

employee’s Action Reason, for example due to a 

suspension, etc., then the employee record will not 

produce a pay advice and all deductions will be 

turned off and un-collected. 

In this case HR analysts are responsible for tracking 

these employees manually and must also complete 

the EMPLOYEE BENEFITS BUREAU’S AGENCY-LIFE 

INSURANCE PREMIUM TRANSMITTAL FORM. This will 

allow the Agency to submit an OPR for Basic Life 
Insurance premiums.

https://www.mybenefitsnm.com/FGP.htm

Submit Basic life transmittal forms to:

Crystal Lawrence2@state.NM.us 

https://www.mybenefitsnm.com/FGP.htm


INDIVIDUAL PREMIUM PAYMENTS FOR 
FLEXIBLE SPENDING ACCOUNT

 Flexible Spending Accounts (FSA) allows employees to set aside money 
for eligible expenses prior to taxes being withheld.
 Employee pledges a specified amount for the plan year.
 Pledged amount is then divided by 26-27 pay periods per year.
 Pledged amount is deducted each pay period in accordance with 

other elected benefits. Thus, making this premium also required.
 Important

 Individual premium payments shall be made for the exact 
premium amount based on pledge and amount calculated for 
each pay period while out on leave. 

 If the minimum of one premium payment is missed, Share reads 
the missed payment. Therefore, premiums are automatically 
increased for the remaining periods of the year. 

A qualifying event is required to make any changes to this 
benefit.



Reminder:

If an Employee chooses to utilize a 

personal check, please ensure they 

sign the COVID-19 Emergency 

Affidavit Form.







RETRO-TERMINATION OF BENEFITS

STEPS

Determine Benefits Term Date 

Reviewing Benefit Premium Deductions

Audit Non-Payment History 

Document-Notification to Terminate 

Benefits  

 If payment has not been received by 

the pay  period in which it is due, 

promptly notify Erisa Administrative 

Services by issuing the  Notification to 

Terminate Benefits Due to Non-Payment 

form.

 Please see Transmittal Form for helpful tips.

 Erisa will notify carriers of termination date

 Copy Employee Benefits Bureau at:   

Katherine.Chavez2@state.nm.us

mailto:Katherine.Chavez2@state.nm.us


How to Determine The Correct 
Benefit Termination Date 

Review Paycheck



TERMINATION DATE IS BASED ON THE LAST PPE WHERE THE PREMIUMS WERE COLLECTED 
BY EMPLOYEE VIA SELF-PAY OR PAYROLL DEDUCTION



• Check Current 
Benefit 
Summary in 
Share for 
Terminate Date

• Check Health 
Benefits in Share 
for Benefit Plan



SUBMIT 
NOTIFICATION 
TO TERMINATE 

BENEFITS
HTTPS://WWW.MYBENEFITSNM.COM/DOCU

MENTS/NOTIFICATION-TO-TERM-
BENEFITS.PDF



AMERICAN RESCUE PLAN ACT- COBRA SUBSIDY 2021

 Cobra premiums Subsidized 

 6 Month Period

April 1, 2021- September 30, 2021

 Who is eligible?

 Employees who were previously enrolled in health insurance coverage and were involuntarily 

terminated OR had a reduction of hours between November 1, 2019-September 30, 2021.

 Certain conditions apply

 Notices: Mailed to members last known home address only 

 Members have 60 days from the date they receive the notice to respond

 IMPORTANT: Correspondence from Erisa Administrative Services

 Respond- 24 Hours

 Contact: Erisa Administrative Services 

 855-618-1800





QUESTIONS





RESOURCES

 www.nmdfa.state.nm.us/SHAREHCM_Tips.aspx

 https://www.mybenefitsnm.com/FGP.htm

 Transmittal_Form-COVID_2021.pdf (mybenefitsnm.com)

 https://www.generalservices.state.nm.us/riskmanagement/aboutus.aspx

http://www.nmdfa.state.nm.us/SHAREHCM_Tips.aspx
https://www.mybenefitsnm.com/Documents/Transmittal_Form-COVID_2021.pdf

