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BASIC LIFE OPR TRAINING

Basic Life  OPR Overview

Job Data walk through

Basic Life OPR Transmittal Form

Basic Life OPR  required 
supporting documentation



BASIC LIFE OPR OVERVIEW

• Basic Life insurance: BASLF 

(Agency Responsibility)

• Basic Life Insurance for state 

employees $50,000.00

• Basic Life Insurance (BASICP)

• Line Of Duty $75,000.00

• Basic Life Insurance Premium 

(BASLF) 

$2.04

• Basic Life insurance Premium 

(BASICP) Line Of Duty

$3.06









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



PAY ADVICES



QUERY



QUERY
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BASIC LIFE OPR REQUIRED 
DOCUMENTATION

Each OPR transaction must have supporting 

documentation

• Employee Benefits Primary Benefit & Basic 

Life Premium Transmittal form

• OPR summary form

• Review Paycheck

• Contribution Schedule

• Email a copy to 

Crystal.Lawrence2@state.nm.us



HR REMINDERS



STATE-TRANSFERS AND BREAK IN SERVICE

 State Employees: 

 Transfer from one State agency to another State agency or covered LPB with no break from 
employment may transfer their employee benefits coverage without the waiting period. 

 Benefits must remain the same and will be effective the first day of employment at the new 
agency with no break in coverage.

 SPO: New Exception

 For Temporary employees who transfer to a Full Time position they may retain the same benefits if there is 
a break of service for 1 day.

 “Temporary appointment” is the employment of a candidate in a position created for a duration of less than one 
year.

 A break in employment of at least one work day or more will require an employee to serve another probationary 
period upon rehire into the classified service with the exception of those employees returned to work under 
1.7.10.10 or 1.7.10.14 NMAC.



1095-C DOCUMENTS

1095-Cs were mailed out to employees on February 7, 2022

1095-Cs were e-mailed to agency Human Resources on February 17, 2022

 Due to incorrect home addresses listed in the SHARE system, many forms were returned. 


 If employees did not receive their 1095-C in the mail they are advised to reach out to their human 
resources department to request a copy.

 Send via secure E-Mail to employee

 Employees who are unable to receive a secured email, or if HR Rep cannot send securely, please have 
them contact the Employee Benefits Bureau at: GSDRMD.EBB@state.nm.us to request their 1095-C 
form. 

 EBB will send to employee via encrypted delivery.


mailto:GSDRMD.EBB@state.nm.us


 Addresses

1095-C DOCUMENTS CONT…….



VOLUNTARY BENEFITS

 New Hire Packets

 Whole Life Insurance

 Cancer Insurance  

 Critical Illness Insurance  

 Accident Insurance

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

https://www.mybenefitsnm.com/volben.html
https://www.mybenefitsnm.com/volben.html




THANK YOU FOR ATTENDING



RESOURCES

GSDRMD.EBB@state.nm.us

https://www.mybenefitsnm.com/

https://www.mybenefitsnm.com/volben.html
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