
The PPI® Benefit Solutions Employee SelfEnroll Portal allows you to easily 
and securely enroll in your benefits online. Your SelfEnroll Portal may also 
provide access to benefit overviews, required HR forms and documents, 
and important contact information.
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Employee User Guide
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 SOLUTIONS

SelfEnroll Highlights:
	» Enroll and access your benefits information 24/7
	» Review and modify personal information
	» Review or print benefit overviews HR documents, and other 

company materials
	» View benefits costs and your payroll deduction
	» Easily access PPI claims advocates

In This User Guide:
1.	 First-Time User Registration
2.	Navigating the SelfEnroll Home Page

•	Reference Center
•	Contact Information

3.	Enrolling In or Changing Your Benefits
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First-time User Registration:

IF YOU ARE ELIGIBLE FOR BENEFITS: Review the information on the home page (see next page). 
IF YOU ARE NOT ELIGIBLE FOR BENEFITS: Click on the link to the Reference Center to access any required  
HR paperwork.

Step 1. Go to www.ppienroll.com. 

Step 2. Click “Register” under the “First Time User” message on the 
right side of the login screen. 

Step 3. Type in your social security number, date of birth, and zip 
code. 

The company key is “PPI” and is pre-populated. 
You do not need to change the value. 

Step 6. Read through the electronic signature agreement, 
and select “Yes” to accept. Then click  
“Continue.”

Step 7. If your employer requires you to read any documents before you 
enroll, you will see a popup with the documents listed. Once you have 
opened them, you will be able to move forward. 

Step 4. Create your user name and password. Then, confirm your pass-
word (it must be at least 8 characters). Please make a note of your login 
information for future reference.

Step 5. Select three security phrases, and provide the answers in case 
you need to reset your password in the future. 



Click here to enroll in 
your benefits

Visit the Reference  
Center for details on your 

benefit options 

Welcome to the Employee SelfEnroll Portal! You may use this portal to enroll in your benefits as a new hire, or to change/
enroll in benefits if you experience a qualifying life event at some point throughout the year. 

From the SelfEnroll homepage you can: 

•	 Review your Employer’s employee benefit message
•	 Visit the Reference Center for plan summaries, forms, provider directory links and other details regarding your benefit 

plan options
•	 Scan the Service and Insurance Contact tabs for assistance with enrollment, eligibility, and claim questions or for help 

navigating the site

Click on the blue “Start Here” button once you are ready to begin your benefit elections.

Click this link for quick 
access to this guide at 

any time

View your existing 
benefits.

Download the MyChoice 
Mobile app to access 

your benefits information 
from your mobile device.

Update your mailing ad-
dress, email, phone, etc. 

After you enroll, come 
back to the home page 

and complete a short sur-
vey to tell us about your 

enrollment  
experience
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Navigating the Home Page:



Click on the blue “Start Here” button to begin your  
new hire elections, or to make a change to your 
benefits. 

If you are beginning your new hire elections, you can skip 
to the next page of this guide for further instructions.

If you are making a change to your benefits, click the 
Change My Benefits tile in the Welcome window. 

Next select the appropriate “Reason for Change”  
option from the appropriate drop-down menu. 

SelfEnroll Employee User Guide                                                                                                               Page 4

Enrolling in or Changing Your Benefits:

Selecting a life event will prompt you to enter the date of the event.
The system will calculate the effective date of any additions or  
changes to coverage based on the date of the event. 

You will have 30 days from the date of the event to complete your elec-
tions.



The first time you log into the system, you will be prompted 
to provide your email for Contact Preferences. Select the 
email you would like to be primary. This is the email that 
will be used by certain carriers to manage communications 
with you about your coverage.

One the next screen, review your personal information, and 
add or change it as necessary 
 
Click “Continue” to move to the next screen. 
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The next screen asks about dependents. 
Click Yes to add dependents. Click on “Add 
a New Dependent” and fill in the  
information, including social security num-
ber before saving.  

Continue to add dependents as needed. 
When you are finished, click “Looks Good” 
to move onto the next step. 



At any time during your enrollment, you can click the 
“Reference Center” drop-down to view plan docu-
ments that will help make your benefit  
selection easier. You can also return to the  
Reference Center from any screen as you make your 
benefit elections. 

Please note that your specific benefit options will be determined by your  
employer; the coverages presented in this guide are examples. 

With each coverage, you will first be presented with information about  
the benefit and asked if you want to elect it or waive it. To waive a plan,  
select the waive option and choose a reason from the drop down menu. 

Next, indicate who you would like to cover.
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Now use the “Select” button to highlight your  plan choice, and click “Next” to 
view the Election Summary screen.

When you are satisfied with your 
choice, click “Looks Good” to move 
onto the next benefit. 

Making Your Benefit Elections



As you move through the election process, your total pay-per-period cost based upon the elections you’ve made so far 
will appear in the upper right of the screen.
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Your employer may offer some benefits that are 100% paid by the  
company and cannot be waived. Company-paid benefits are clearly  
labeled “100% Company Paid!” 
 
 
If your employer opted to include life insurance and beneficiary  
designation through SelfEnroll, you will be asked to make a beneficiary desig-
nation on the next screen. 

Any dependents that you added earlier, such as a spouse or children, will 
appear on the Beneficiaries screen. You can also add beneficiaries using the 
+Add New Beneficiary button.

Using the drop-down, designate each beneficiary as Primary, Contingent, or 
None then enter the desired percentage for each.  

Individuals listed as a contingent beneficiary receive the benefit amount of 
the policy if the primary beneficiary is no longer living. Both primary and con-
tingent beneficiaries must separately equal 100%.



 
Voluntary benefits may also be available for an additional  
premium cost. 

In this example, the employee is offered a separate, Voluntary Life 
plan, in addition to the employer-paid basic Life plan. If the plan is 
selected, choose a coverage level from the drop  
down menu. 

The Guaranteed Issue amount will be listed with the plan details. Any 
election over the Guaranteed Issue amount will require  
Evidence of Insurability. 

The next screen displayed will remind you that Evidence of Insurabil-
ity is needed prior to approval of the amount above the guaranteed 
issue.   

The required Evidence of Insurability form is located in the  
Reference Center, with specific instructions about where to  
submit the form.

Click Next to review the Election Summary, and if you are  
satisfied with your choice, click “Looks Good” to move onto the next 
step.
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Continue to make elections for all the plans offered by your em-
ployer.

After you have gone through all the benefits offered, you will come 
to the Review Enrollment screen. Here you can view all of your 
information, waived and selected benefits, and all per pay period 
costs. Click the small arrows next to each section title to view its 
content 

You can make changes to your elections from this screen by click-
ing on the “Edit” button next to the item you would  
like to change.  

Once you are satisfied with all the information, click on the  
“Approve” button at the very bottom of the screen to proceed, and 
then click “I Agree” to OK the payroll deduction.
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A Confirmation popup window will appear next. Click the blue 
“I Agree” to OK the payroll deduction.

You will know your enrollment has been submitted when you receive a confirmation number. 

Coverage will continue to pend until all of your company’s follow up processes and requirements have been 
completed.

“PPI®” is a service mark of Professional Pensions, Inc. Copyright 2023, Professional Pensions, Inc. REV. 06/22

www.ppibenefits.com

�ne�ts. techn�ogy. heart.

http://www.ppibenefits.com

