
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

2.	 Click on “New Message

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

Note: If you receive an error message, close 
the box by clicking on the “X” in upper right 
hand corner and repeat Step 3 above.
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4.	 Type in the employee’s SSN and click the 
“Search” button

5.	 Highlight the employee’s name in  
the Search Results and assign to the  
Selected Members box by clicking on 
“Assign All” or using the arrow keys.  
Click “Save”. 
 
 
 
 
 
 
 
 
 
 

6.	 Fill in the subject line and complete your 
email message. 

7.	 You do not need to do anything with 
the effective date or check box options 
when sending an email to a specific 
employee. 

8.	 You can upload an attachment to  
include with your email. 

9.	 The system default is to send the  
employee a “Generic Email Notification” 
(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 
Email” or “Message Center Only”.  

•	 Send Message in Email - The  
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.

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

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

http://www.ppienroll.com


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

Bene�ts. Techn�ogy. Heart.

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.

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