How-To Library
> i Rehi
1. Login to AutoEnroll at www.ppienroll.com.
2. Search for an employee by name or social securit :
ployee by y Harry Smith
number.
. . Please select an action "
3. Click on the Actions drop down menu and select .
“Edit/Term”. Q
Please select an action -
History !
4. Click on the gray “Administration” box, and then Benefit Summary
select “Rehire”.
5. Enter the effective date of change, which means the *ADMINISTRATION
date the rehired employee will become benfits Examples: ,
. e . Administrator Correction
eligible, NOT the date of rehire. Administrator Override
COBRA Election
Corrections
6. Next, click on the blue “Edit” button in the Employment REE
Information section, and add the Date of Rehire. .
{E’) Employment Information
Date of Hire: 02/11/2015 Structure: Sample - 12345 - Employee == Active -
e o e TS A e verides o Override
Voluntary EEO Classification:
Employee #: Payroll Frequency: Semi-Monthly
oot penet s o0

7. Remove the Date of Termination. Employment Information

8. Change Employment Status from terminated to
full-time or part-time. Date ofHires

02/11/2015 m

. . R . MM/DDAYYYY
9. Remove the Termination Reason by clicking back to

“please Select One”. ate of Rebire:
ooy YYY
Date of Termination: ( [ ngezms )

Job Title: CEO

Employment Status:

Termination Reason:

Please Select One

10. Confirm the rest of the information and make changes .. iz Svsctue Sample - 12345 - Employee - Actve
If neCGSSCl ry’ CIICk ”NeXt"‘ :i:lf:;gg o EDr:::;nT'\Z::‘snt?::::FuHr[lme I:z:ar::::r:\t;\g override: No Overri
. , . O Classification: Employee #: payroll Frequency: Semi-Monthly
11. Rev|ew/updqte the emp|oyee S compensqt|on loyment tte: Is)mpn;yme:[:.p;No,CHANaE Veriabe o
. . . . . nefits Eligible: ate Benefit Status: werage Hours:
information, dependent information, and make their A Begin DOE: ACA End DOE:

benefit elections.

12. Click “Approve”.
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