How-To Library

AutoEnroll
Upload & Email Documents

A valid email address must be on file for the employee in AE. Client administrators must initiate
the email contact.

1. From the AE administrator home page, select “Message Center” from the Administration drop
down menu

PPi AUtOEnrO” #Home @Help @ PPIGeneric~

Employees ~ Administration - Reports ~ Advanced Search

Case Manager Message Center {5

Reference Center

A Close Menu

2. Click on “New Message

PPiAutoEnroll

Employees ~ Administration ~ Reports ~

Message Center
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New Message
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3. Select “Select Employee(s) from the “To” drop down menu and click the “Details” button

Compose a Message
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Select a Group of Employees

Select Em p\oyee(s) 'h A Warning - The System is unable to process your request at this time

Select Administrator(s)

{ "pageViewLogEntry": { "dateTime": "Sep 30, 2022 9:02:08 AM", "event": "BenefitSolverview",
"host™ "uazapp1.qapod.local”, "sessionld";

. "d77d8262a6659c7e5aa74e24d61cf43f3390685c6fec7063e562¢5d64c34a527",
NOte- If you recelve On error messqge, Close “currentCompany”: 1080, "pageName": "errorpage”, "db2Time": "0.93", "ipAddress":

. . s . "73.143.78.10", "signonType": "Admin”, "isBSCAdmin": false, "fingerprint™:
the bOX by C||Ck|ng On the X n upper rlght "4094061627f208b23c4e306f5525f87a", "updateMapperList": {}, "retrieveMapperList": {

"MemberMapper": 0.929 }, "annotatedMapperList": {3, "mapperXmlSizes": {}, "exceptions": [I,

hCInd COI’ner Ond repeCIt Step 3 GbOVG. "mappableDomainList™ {}, "formParameters™ { "page_name":

"admin/company/select_members", "MM_NUM": "99", "Frameworkid": "None", "save_name":
"TO_NUMS_1"}}}

ReturntoHome | OF  LogOut
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4. Type in the employee’s SSN and click the Setal
" " etalls
Search” button X
5. Highlight the employee’s name in Search for an Employee
. You may search for an employee by entering the first name, last name, and/or Social Security
the SeGrCh ReSUItS Gnd GSSlgn to the Number of an employee. You are able to search with as little as the first letter of the employee's
Selected Members box by clicking on aetname
. . Search Name or SSN
“Assign All” or using the arrow keys. - a
Click “Save”.
Search Results Selected Members
Test Testpetinsurance - -
test testsampletest
<
Select All Clear All
Cancel
Close

6. Fill in the subject line and complete your  subiject*

email message. Required Forms
7. You do not need to do anything with Hesee
the effeCtlve dqte or CheCk bOX optlons Please provide the forms required for your e\ectior‘
when sending an email to a specific
employee.
Effective Date 8 | (MM/DD/YYYY)

8. You can upload an attachment to e
inClUde Wlth your em(]il. ) Exclude members that have completed open enrollment

send *

9. The system default is to send the o et
employee a “Generic Email Notification” * Message will be sent to the message center and a generic email notification of will be sent to the user.
(i.e. the employee will receive an email
message advising they have a mes-
sage in the benefits center. A link to the
AE login page will be included. You can
change the default to “Send Message in

Upload a Document

Select file(s) for upload:

Email” or “Message Center Only”. Nofilechosen  supported formars are: f, i,
'doc’, docx!, 'pdf, 'jpg’, 'jpeg’, Uff",
¢ Send Message in Email - The if. o' pne’. gif

message you typed will be emailed

to the employee. A link to AE will not

be included however, the message will also be in the Message Center at the employee
level.

* *Message Center Only - The employee will not receive an email directly. The message
you sent will only appear in the Message Center at the employee level. This option can
be used if there is no email address on file for the employee. The employee will not
receive notification that they have an email in the Message Center.

10. Select your messaging option and click “Send”.
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Generic Email Notification

You have received a message in your benefits message center.
Please click on the link below and log in to retrieve your message.

www.ppienroll.com

If you are unable to click on the link, please copy it into your browser.

1. After the employee logs into AE, they can click on “Message Center” to see the message from
the administrator.

Logged in by sampletestcase (LOg out to return to your account)
PPi AUtOEnrO" #A Home ©@telp & Reference Center~ () test testsampleemail =

Type Here to Search Q

12. Employees can reply to email and attach necessary documents.

& Inbox « Sent ltems

Mark As Read

Filtar:
O From i subject ) Date Sent
[ PPI Generic Required Forms Sep 30, 2022 09:17 AM
Showing 1 to 1 of 1 entries Show 50 ~ entries

From: PPl Generic
Subject: Required Forms
Date: Fri, Sep 30, 2022 9:17 AM
To: test testsampleemail

Uploat a Document

Please provide the forms required for your election
Select file(s) for upload:

No file chosen supported formats are: 'rtf’, "txt’,
'doc’, 'docx, 'pdf', "jpg', 'jpeg’, 'tff',
'tif', 'omp’, 'png’, 'gif'


http://www.ppienroll.com
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13. The administrator will be able see the employee’s reply and attachments in their
administrator level Message Center. Administrators do not receive notification when
new emails arrive.

PPI's Message Center

-—.
Action Needed My Inbox Pending
N
[
Pending Verification No Changes In Progress

=1

& Inbox - sent Items & Archived ltems

New Message Mark As Read (w Attach to Case Archive Show all company messages
Filter
0 = From Subject % Date Sent Mailbox
(] test testsampleemail Required Forms @ Sep 30, 2022 09:34 AM Inbox - PPl Generlc
|

Showing 1to 1 of 1 entries

Reply (> Attach to Case Archive X

From: test testsampleemail
Subject: Required Forms
Date: Fri, Sep 30, 2022 9:34 AM
To: PPI Generic
& PPI-COBRA.pdf

Please provide the forms required for your election

14. The uploaded document will become part of the member’s record stored in their file under
“Documents

Employees - View

Please select an action

Please select an action = 322
Edit/Term
Histary

Date
Benefit Summary

01/0
Member Plan Comparison ]
P s Mari

ayroll Summary Mart

Reference Center

New Message
1095 Rennrting Infn

PP.BENEFIT W TW&%. NearT

SOLUTIONS “PPI®" is a service mark of Professional Pensions, Inc. Copyright 2021, Professional Pensions, Inc. REV. 09/22




