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Create a Document

1. Login to AutoEnroll at ppienroll.com.

2. Search for an employee by name or social
security number.

3. Click on the Actions drop down menu and
select “Documents”.

To Create a Document

1. From the Employees - Documents page,
select the “Create a Document” button.

2. From the “Document” drop down menu,
select the type of document that you would
like to create.

3. Populate the effective date.

4. Click the “Create” button. This will bring you
back to the documents screen. It may take
some time for the system to generate your
document, but you will know when it is done
when the area is no longer grayed out.

To Add a Document

5. To Add a document, click the “Add
Document” button.

6. Complete the required fields in the Add New
Document section. Select if you will either
pload the document from a file or add a link
to the document then complete the rest
of the Document Information section
accordingly.

7. Click Submit to attach the document to the
member’'s record.
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Document Center - Create a Document

Member: |Se|ett Employee(s) ~ ‘ Details...

Document: . REMINDER - 5 Days to Verify Dependent Eligibility

Subgroup: | Select Subgroup v (Required for EQl Documents)

BAR:  Selec... + (Required for Verification Documents)

Effective Date: | 11/01/2022 E2 | (MM/DD/YYYY)

Include New Hires After: B [ (MN/DDAYYYY)
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Show All Dependents:
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Send as Email:

Create as Case: ()

Add New Document

* Title: [ Dependent verification ]

* Description: Dependent verification
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* Selecteither a @ File or a O URL
URL:
A URL must have correct formatting. (http://www.website.com)
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