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The PPI® Benefit Solutions Employee SelfEnroll Portal gives your employees the convenience and flexibility to
enroll in benefits online. SelfEnroll eliminates the need for paper forms and other time-consuming processes,
providing faster, more secure and more efficient results. A rules-based configuration supports your complex
benefits program to ensure employees see the right benefits, and an interface built on preventing common
mistakes ensures employees understand what is required of them to activate their coverages.

As the administrator, SelfEnroll gives you more control over your employee data, eliminates the need to manually
determine eligibility, and provides ability to manage the informational content employees see on their portal. A
greater variety of reports help you keep tabs on enrollment and payroll deductions, and employee elections and
other relevant information are automatically transfered to your insurance carrier without manual intervention.

SelfEnroll Highlights

+ Basic member information is pre-loaded for immediate access
Determines eligibility and calculates benefits and costs based on specific
benefit rules
Houses a variety of documents and links, eliminating costly printing of
benefit documents such as benefit summaries, claim forms, and other HR
materials

+ Provides automatic eligibility feeds to carriers
Payroll deduction and change reports make it easy to share data between
systems

In This Administrator Guide:

1. Pre-Loading Basic Member Information

2. Monitoring & Approving employee Transactions
3. Running Administrator Reports

4. Managing the Employee Reference Center
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Pre-Loading Basic Member Information
Adding an Employee to AutoEnroll

Before an employee can register on the Employee SelfEnroll portal, basic information must be loaded into AutoEnroll.
The employee must have an Active employment status and not a COBRA participant.

From the AutoEnroll homepage:

1. Select “Add Employee” from the Employees drop-down button on the navigation bar

Employees ~ Administration - Reporis ~

Add Employes Express Termination
Search Employees Express Address Changes
Pending Changes Express Compensation

Create Documents

2. Complete all highlighted (required*) fields

3. Employee Email Address, Annual Compensation and Payroll Frequency are not system required fields;
however, Email Address is required to trigger an enrollment notification to new hires for SelfEnroll and a good
idea to add in general. Annual Compensation is required if you offer salary-based benefit plans. Your benefit
deduction or Payroll Frequency is also required in order for the employee’s cost share to display the correct
per pay deduction figures on the election screen.

Please Note: Annual Compensation is REQUIRED if you offer Salaried Life and/or
Disability plans. Additionally, SelfEnroll clients must designate the benefit deduction
frequency in the Payroll Frequency field.

Annual Compensation 1:
0.00

payro" FrEquenCy: Please Select One hd

4. Atemplate of the system-generated new hire email and First Time User Registration guide (linked in the new
hire email) are available in the Administrative Tips and Guidance/SelfEnroll Client folder in the Reference
Center should you need to manually communicate this information. Provide the employee with the First-Time
User Registration instructions, located in the Reference Center.



http://www.ppibenefits.com/docs/SelfEnroll_Registration_HowTo.pdf
http://www.ppibenefits.com/docs/SelfEnroll_Registration_HowTo.pdf
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Clients with Custom Fields

Clients who use Department Codes or other Custom Fields tied to benefits or contributions need to enter that information
before an employee accesses the portal. Custom fields are housed on the Employment and Compensation screens.

After Loading Employee Basic Information:

+  From the Reason for Change screen, select the appropriate custom reason option from the Administration tab.
Some custom field reasons include Department Codes, Contribution Schedules, and Salary Range.

Reason for Change

Please select an action

Search Reasons for Change

» BASIC INFO » LIFE EVENT ~ADMINISTRATION

Add / Change Salary Range

Assign/Change Department Code

« Complete the appropriate field and approve the transaction.

+ Custom fields that are tied to benefit plans, such as contribution schedules or salary ranges, must be populated
in order for those benefits to display.

Employment Information Compensation Information

Date of Hire: 11/01/2021 Base Salary: 2530000
MM/DD/YYYY 0.00
Date of Rehire: Salary Plus Bonus: 23196.80
MM/DD/YYYY 0.00
Date of Retirement: Salry R Please Select One S|
MM/DD/YYYY :
Date of Termination: 50,000 or Greater “

MM/DD/YYYY

Job Title:

Employment Status: Full-time

Termination Reason: Please Select One

Structure SAMPLE TEST CASE - 111111 = Class | - Active
Employee Number:
Original 55N:

123-45-6789

BBl e Leney: Please Select One

Department Code: T
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Managing Employee Transactions

Monitor Employee Activity

New hire enrollment and life event transactions performed by employees require

administrator approval before they will feed over to the carrier. The Message Center
on the administrator AutoEnroll homepage will display any Pending or In Progress o

employee transactions.

Pending transactions have been completed and approved by the employee and

ready for administrator approval. In Progress denotes an incomplete transaction [=

Message Center
m Action Needed

~] My Inbox

Pending e

are

where the employee exited the record before confirming and approving their activity.

Employees should continue through to the end of the enrollment screens to approve =

all changes.

In Progress e

|E Status Report

ﬁv

SelfEnroll client administrators will receive a weekly email on Mondays outlining any
pending activity that requires attention. A sample of this email is available in the
Reference Center under the Administrative Tips and Guidance/SelfEnroll Client folder.

Check the homepage periodically for any outstanding employee activity.

NOTE: Changes performed by employees during Open Enrollment are the only employee transactions that do not require
administrator approval. Administrators can run reports during and after open enrollment to review this activity.

All accounts that have a change in progress or pending approval will display the following fields:

1. Emp|0yee's Name Employees - Pending Changes Search Results
2. Employee’s Social Security Number 00 OO Q-0
3. Transaction Date — date event was T oS (T (DS S mieEeTn o
initiated : o mmecon e s
4. Reason — what change the employee
initiated

5. Effective Date — date used for the event

6. Status — the status of the current
transaction

7. Actions — administrator action options Approve || New earch

Under the Actions drop down menu, select the desired action:

* View Transaction - Select this option to view the changes/selections
made by the employee.

«  View Summary - Provides a benefit summary sheet of the employee’s
account.

+  Click on the Employee Name or Reason, or select View Transaction to
review employee transaction activity. Selecting the member’s Name
will open the employee’s record. The pending transaction, along with all
transactions performed on the member’s record, will appear under the
History tab from the drop-down menu.

nrolim:

tries

plete - Pending|  New

Show 25 v entries

e Effective Date o Sty
ent q

08/26/2019 -
View Transaction
08/20/2019

View Summary

08/18/2019

New Message

08/07/2019
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Viewing the Employee Transaction

The Before column will identify the information on employee’s account prior to the change. If there was no election prior
to the change, there will be no information listed in this column. The After column identifies the election and any other

information that was changed during the session.

Edmor Hame ~— Date

Dema
Chant

Moah Tese  OSR202010.09:58:13 CEnrodl « New Mirg Ensollmaent

[Effective Date Werified Date Seatui

Comphice - Pending Approval

 —"
Changed Fleid Afoer
Arg e £anTenly oF PLANNINE to D4 ensolind in Medicars? “
Election Changes
volhosp election
MYCHOHCE MARKET i
PU_ORDER 1893
PLU_CATEGDAY NiyHpaltm
PT_ORDER 5100
Bt Sratug Wi
ELECTEDPREMILING f
Current or Future ey
Plan Redew Agpeireed
PS_TH_STATUS (4]
medical election
MWCHOMCE_MARRET f
FU_ORDER 1400
FU_CATEGORY hybigaicn
Flam Name CAME HEA T500
Flan Class Eeer]
PT_ORDER 1400
Coverage Tier Emplayte Oy
Coverage Tier Code Entp
Elecrion Saus ative
ELECTEDPREMIUM f
Currgnt or Fusune Curnnt
Pl Rursterw Appieed
PS_TH_STATLS o]
[Noak Tezt)
Effectivw Dace L P g
I# Convtred Yes
Origingl Effectrve Dute WM G

After reviewing the transaction, the administration can:

1. Approve the changes made by the employee in full,
2. Delete or remove the changes made by the employee in full or
3. Cancel action which returns the administration to the pending changes results page.



SelfEnroll Administrator User Guide Page 6

Administrator Reports

Generate Employee Change Reports

There are several reports available on AutoEnroll for administrators to use to capture changes employees make
during the year and at open enrollment. All reports are accessible from the “Reports” tab on the main menu bar.

General Instructions For Running Reports:

1. Select Standard Reports from the Reports drop down menu.

Employees ~ Administration ~ Reports ~

Repeorts Dashboard Employee Census Benefit

Standard Reports Employee Census

Build a Report Employee Dependent Census Benefit
Scheduled Reports Initial Enrollment Status

Submitted Changes Open Enrollment Status

2. Select a Report Type from the Standard Reports Tab.

Administration - Reports

Dashboard Standard Reports Build a Report Scheduled Repor
Report Type:  Please select ane L re

Available Gi
Employee Census

Employee Census Benefit
Sample - | Employee Dependent Census
ELREEEM Employee Dependent Census Benefit
Sample

Employee Directory

Employee Onboarding - Forms and
Transaction Status Report

Employee Termination
Assign All Employment Change

Evidence of Insurability > -

3. Assign the Active Structure Group(s) you want to include in the report.

Available Groups (2)
Selected Groups (1)

Sample :: 12345 - Employee :: COBRA
Sample : 12345 - Executive = COBRA

Assign All

Assigned Groups (2)
Selected Groups (2)

[Sample :- 12345 - Employee - Active

[Sample -- 12345 = Executive - Active

Unassign All

4. Enter the appropriate Date Range (not available for all reports).

5. Select a Format for viewing, Excel View or Excel Download.
6. Click Generate Report.
From: 04/01/2019 B | (MM/DD/YYYY) o To: 09/24/2019 8 | (MM/DDYYYY)
Format: Excel View v e
P ——— @e orofte | [“Save and Schedule Dashboard | Standard Reporiz | Build 2 Report

7. When your report is ready, you will receive an email, and it will show
a Completed status in the Dashboard. Reports will remain in your status Name

Dashboard until you delete them. -
Open_Enrollment_Status
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Initial Enroliment Status Report

Use this report to review the annual open enrollment status for each employee.
The enrollment status will indicate if the open enrollment transaction is Not Karen's Message Center
Started, In Progress, Approved, Pending Approval or Complete.

A quick link to the report (IE Status Report) will appear on the administrator BB Action Needed
homepage in the Message Center during open enrollment.

B b

<] My Inbox
To run the report,

°:—| Pending o
|C_| In Progress o

1. Click on the link in the Message Center, or select Initial Enrollment Status
form the Report Type drop down menu.

Administration - Reports

Dashboard Standard Reports Custom Reports Build a Report Scheduled Reports

Report Type: | Initial Enroliment Status v * go Profile: Please Select One v Delete

Description

Use this report to review the enrollment status of new hires, rehires, and newly eligible employees. The enrollment status will be reported as NOT 2' SeIeCt the StrUCture Groups to
STARTED, IN PROGRESS, PENDING APPROVAL, PENDING DEPENDENT VERIFICATION (if applicable) and APPROVED. Included in the report are the i n C I u de

remaining days for the employee to make an enroliment selection. .

Available Groups (22) e Tyme Here o Search a 3. Leave the Date Range fields
Exclude From Search blank'

Emblem = NE Corporation = All - Active -

Exchange 2 All - All - Active .

Exchange 2 :: NE Corporation = All :: Active 4' C||Ck Generate Report'
Exchange 2 :: NE Corporation = Class 1:: Active

Exchange 2 - NE Corporation = Class 2 - Active
Exchange 2 - NE Corporation = Mixed = Active
Exchange - NE Corporation - All - Active:

. The Open Enroliment Status report
can be run at any time during or after

. open enrollment to determine the

Assigned Groups (0) Type Here o Search Q status of employees’ open enrollment
Exclude From Search tl’ansaCtlonS.

Assign Al

Unassign Al

From Date To Date
No "From" date is needed to run this This report runs based on the date and
report. time itis being run. Note: The results

will be based off today, regardless of
any date that is entered.

From B  (MM/DD/YYYY) e To: B | (MM/DDAYYYY)

Format: | Excel View

Generate Report e Profile Save and Schedule
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Payroll Deduction Reports

The Payroll Deduction Change and Payroll Deduction Audit Report both provide employee benefit election and
corresponding payroll deduction information, effective during the time period specified.

+  The Payroll Deduction Change Report is a “change only” file

+  The Payroll Deduction Audit Report provides a full list of all payroll deductions/plan elections for all employees.

During the year, payroll reports can be run concurrent to your payroll cycle or any specified “From/To” time-frame to
capture changes or confirm that deductions in AutoEnroll match deductions in your payroll system.

Access to payroll reports require the following:

1. Your company'’s Contribution Schedule(s)

2. Your Payroll frequency

3. Payroll frequency must be included in each employee’s record, including any new employee you add (on the
“Add An Employee” screen). If payroll frequency for an employee has not been specified, deductions will
default to a monthly calculation. In order for the reports to work correctly year over year, PPI requires updated
contribution figures on an annual basis.

To review deductions after open enrollment ends, run the Payroll Deduction Audit Report.

Administration - Reports

Dashboard | Standard Reports | CustomReports | BuildaReport | Scheduled Reports

Report Type:  Payroll Deduction Audic + * @ advanced  Profile:

Avallable Groups (22)

Emblem = NE Corporation = All - Active
Exchange 2= All = All = Active

Exchange 2 = NE Corporation :: A
Exchange 2 = NE Corporation
Exchange 2 = NE Corporation
Exchange 2 = NE Corporation

Exchange = NE Corporation :: All = Active

Assigned Groups (0)

Assign Al

From: 12/02/2018 £ | (MM/DDAYYYY) To: 01/01/2020

Format:

Excel View

Generate Report Save Profile Save and Schedule

& | (mMmoDavYY

Please Selact One

Delete
Type Here to Search Q
exclude From Search
~
Type Here to Search Q

Exclude From Search

Use the start date of the open enroliment period in the
From date field and the benefit effective date in the To
date field to capture all deductions.

The Payroll Deduction Audit Report includes all elections effective or terminated during the specified From/To time-frame
with related deductions. This report can be helpful in reporting new payroll deductions to your payroll vendor.

Payroll Deduction Audit
Todays Date: 09/24/2019
Report Start Date: 12/02/2019
Report End Date: 01/01/2020

55N Dept Code Employee h Lname Fname Mname Suffix
O.BBE+DB 6 M Jane Doe
9.BBE+D8 6 M Jane Doe
9.88EHDE 6 M Jane Doe
3.46E+08 78 Daly John
3.46E+08 78 Daly John
3 46E+08 78 Daly John
3.46E+08 78 Daly John
3.46E+08 78 Daly John
7.8BE+08 Singh Vijay
7.88E+08 Singh Vijay
7.88E+08 Singh Vijay
7.65E+08 Martin Steve
7. 65E+08 Martin Steve
7.65E+08 Martin Steve
4 83E+08 Leonard  Justin
4 B3E+08 Leonard  Justin
4 B3E+08 leonard  Justin

Structure G Election

Sample
Sample
Sample
Sample
Sample
Sample
Sample
Sample
Sample
Sample
Sample
Sample
Sample
Sample
Sample
Sample
Sample

Linetype

: 1. TERMED Medical HMO
: 1. TERMED MetLife Dental
:1iVision Plan A
:1:Vision Plan A

: 1. Basic Life and ADD

- 1L.TERMED Open Access P
: 1; Dental PPO Plan

: 1:Voluntary Employee Lif
1 1. Agtna PPO

: 1:TERMED Metlife Dental
:1:Vision Plan A

: 1) TERMED Medical HMO
: 1: TERMED MetLife Dental
:1:Vision Plan A

: 1. TERMED Medical HMO
: 1. TERMED MetlLife Dental
:1:Vision Plan A

Deduction Annual Ami Imputed Ini Ded. Freq. Effective Dz Term Date Cowverage Ti HSA Per PaiER Cont

11312 BI 1/1/2011 EMP 263.95
0 Bl 1/1/2011 EMP 0

24 Bl 1/1/2011 EMP 0
6.31 BI 4/1/2010 FAM 0
12.3 BI 1/1/2011 112000 491

23345 Bl 7/1/2011 ESP 54471
1154 BI 7/1/2011 ESP 18.46
323 BI 1/1/2011 10000 0
69.23 Bl 4/1/2010 ECH 253.85
o BI 4/1/2010 ECH 0

631 BI 4/1/2010 FAM 0
179.03 Bl 4/1/2010 ECH 417.74
o BI 4/1/2010 ECH 0

6.31 BI 4/1/2010 FAM 0
11312 BI 4/1/2010 EMP 263.95
o] Bl 4/1/2010 EMP 0

24 BI 4/1/2010 EMP 0
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Address Change Report

As employees may change their name, address, or contact information in conjunction with election changes, it may be
helpful to run and address change report after annual open enrollment. Use the start date of the open enrollment period in
the “From” date field and leave the current date in the “To” date field.

A B C D E F G H I J K L M N o] P a

1 IAddress Ch.lange Report

2 |Todays Date: 09/24,/2019

3 |Report Start Date: 08/01/2019

4 |Report End Date: 09/24/2019

5

6 55N Lname Fname Mname Suffix Address 1 Address 2 Address 3 City State ZIP Country  Postal Zone E-Mail Gender Home Phon Work Phone
7 1.23E408 Test Tony 1 Any Stree Unit 17 Anytown  CT 6512 US Male

8 | 12021012 George Jane 22 oak st Hartford CT 6111 US Female

Q 1.12E408 Test Christine 274 Garfield Place Brooklyn  NY 11215 Us Female

Employee Census Reports

The employee census report provides a list of all active/terminated employees with an election record of one or more
benefits. Employees in AutoEnroll with no benefit election will not display. The report pulls data through the current date.
Additionally, if an employee has a DOH after the “t0” date, the employee will not be included in the report.

If a “From” date is entered the report turns into a submitted changes report. Then only employees with changes within that
window will be included in the report.

For additional information on the most commonly used reports, contact PPI Client Services at
clientservices@ppibenefits.com.
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Employee Reference Center

Post Documents to Your Benefits Library

The Reference Center allows administrators to post documents, links, and other resources for employees in a
secured online environment. Only administrators may upload, delete or edit content in the Reference Center, but
active employees have the ability to log in and view the resources that are specifically tailored to them.

1.

Under Administration, select Reference Center

PPi1s®

AutoEnroll
Employees ~ Administration ~ Reports -

Case Manager

QRefe'ence Center

The Reference Center is made up of the following items:

* Folders
« Documents & Links
Amo;‘}l #Home @Hep @

- Eeel
=
-5

[

[

[

[

[

[

Employees - Administration ~  Reports ~ Advanced Search

Benefit Solutions

Reference Center Type Here to Searcn

] Employee Benefits Library m

Administrative Tips & Guidance

-

— Add, Edit,
Delete folders

] Flexible Spending Accounts Name Active Visibility Tags Last Modified Actions

e ndosany e — g  2andsub-folders

] supplemental Coverage .

# Edit Folder

» Q@ View By Tags = [] Densl a2 12/01/2015 [
= \:’ Vision e — 11/30/2015 .
= [ Flexible Spending Accounts Seructures - 5P 11/30/2015 ’
= \:’ Life and Disability Structures - SAP 11/29/2017 ‘
= [5) Supplemental Coverage Structures - 1 11/29/2017 .
Reference Center Type Here to Search

.
Medical

Add, Edit,
Delete content
and content

+ Add Folder + Link To File X Upload File
Name Active Visibility Tags Last Modified Actions
(&) UHC Choice Plus Traditionsl w/ Deductible - Benefits Summary @ 11716/2018

3 UHC Choice Plus HSA 2000/4000 - Benefits Summary @ 11162018
=
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Please note the following:

All folders and documents should be contained under the
employer’s main “Employee Benefits Library” folder. The

Reference Center will allow as many sub-folders as necessary.

However, the appearance and accessibility of the Reference
Center is important. It is recommended to go no more than
three levels deep with content:

1. Main Employer Benefits Library Folder,
Sub Benefit Category folders for medical, dental,
etc.

3. Subset Folders under the Benefit Category folders
if necessary

Initial file construction will be completed by PPI during
implementation.

The visibility of content can be limited to certain employees
through the use of Structure Groups set up for your
organization. With this in mind, it is important to know in
advance of setup, what folders are to be accessible to which
location/groups.

Set Up Folders and Subfolders

o
"
AutoEnroll

Employees ~ Administration v Reports ~

~ [ PPI Benefit Solutions - DEMO
Reference Center

s ) Sample Client Folder

| ] Administrative Tips & Guidance

=
S— )
[ Legislative Updates Medical
0 3 Sample Client Benefits Library

[ Medical
[ ] Dental and Vision Name

[ ] Life and Disability .
] Call a Doc Plus Video
Lo

| ] script for Demos

» @ View By Tags PPI SelfEnroll Video

Medical Plan SBC

Provider Directory

Medical Claim Form

PPI maintains a general set of Reference Center folders available to all administrators. Please DO NOT edit this
material. Any folders/documents you publish should be maintained within your Main Employee Benefits Library

Reference Center folder.

Reference Center

f‘.
Sample Client Folder

Name Active

Y Member handbook v
=

1. Determine which level the folder should reside.

Type Here to Search n

+ Add Folder Link To File 1 upload File
Visibility Tags Last Modified Actions
covenures 2 05/23/2016
h - Yvette Garner-Henley - PPI1

+ To add a folder within the client level, select Add Folder+.

+ To add a subfolder within a folder, click the existing folder to “open it”, select > Add Folder+.
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2. Complete the File Info, Structure Group, and Visibility tabs. Do not skip this step.

*  File Info tab. Type appropriate information for Title (folder name) and a Description.

Add Folder X

File Info Structure Groups Visibility

Title *

Description

Structure Groups tab. Assign structure groups in
Available Groups to Assigned Groups. Only those with
in the Structure Groups assigned will see the folder.

Preview Edit HTML

Font size -

& |am

Add Folder X

File Info Structure Groups Visibility

Cancel Available Groups (2) Type Hereto! | Q
Selected Groups (2)
“Exclude From Search

4 »
Assign Al

.

Assigned Groups (1)

Type Hereto! Q
Selected Groups (1)

[_Exclude From Search

Same As Parent

Unassign Al
Add Folder X
Cancel
File Info Structure Groups Visibility
Custom Visibility Visibility tab.
show when » Custom Visibility. Select when to show. Depending

on which field you select, you also may need to
choose a value an addition.
 Folder Information. To create even more
customized access, select specific instances when
[ e souom . a folder should show and where to publish the
Plase Select One folder.
e + Admin Home Page = viewing by Admins only
Fem RN e e + Member Home Page = viewing by Employees only
- « Admin & Member Home Pages = viewing by all

users.

Folder Information

Publish folder and all contents to

3. Click Save
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Edit Folders
Edit information about the folder such as folder name, Structure Group assignments, or Visibility rights.
1. Click the Actions menu for the folder requiring a change.

2. Select Edit Folder.

e — . . . Actions ~
Sample Client Benefits Library
+ Add Folder + Link To File X Upload File

Name Active Visibility Tags Last Modified Actions

04/23/2018
= A1 PPl One Pager [ -
= e - Serueres: 3 Kwani McNeil - PPIT

5] D Medical Seructures - 2 04/23/2018 .

Karen Greco - PPI1

# Edit Folder

_ . 04/23/2018
= B0 D Dental and Vision Structures - 2 Karen Greco - PPI1 1 Delete Folder

3. Make edits to the tab(s) affected (File Info, Structure Groups,
Visibility)

Add Folder

<

FileInfo | Structure Groups | Visibility

Title *

Description

Preview | Edit HTML

E|—|EE|EEA-D |8 |m

Cancel Save

Delete Folders

1. Click the Actions menu for the folder requiring a change.

Only empty folders can be deleted. If resources exist within the folder,

they must be moved or deleted.

2. Check the folder to ensure it's empty.

Actions ~
3. E Sample Client Benefits Library

1 Delete

=+ Add Folder + Link To File X Upload File

ame Active Visibility Tags Last Modified Actions

04/23/2018
&1 PPl One Pager ) .
= e . Serueres 3 Kwani McNeil - PPI1

1]
&

04/23/2018
Medical 2 R
t’ ’ wueres -2 Karen Greco - PPI1 -

# Edit Folder

04/23/2018
(W] Dental and Vision >
. t’ SruerEs: 2 Karen Greco - PPI1

1 Delete Folder
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Set Up Documents

Documents can be added directly to the client folder. While technically it's not required that you create additional folders,
the hierarchy of folders can help provide better organization and grouping of documents.

Add Documents
1. Add the file by a drag and drop or through a file upload..

a. Drag & Drop up to 50 files into the Reference Center. A status bar will appear and display the status
of your upload. The Max file size is 500MB.

< W DN SOVErCOT S E L5/ GENETISUIVEN VIEW ey wou e
iContact AMA BOD Free Photos Marketing Manage.. RCI Y Adobe Help Center Competitor Help C.. » Other baokms
Home  Share  View o
i T & Home 0 Hel @ Demo Client~
AP .j g = Bdra large icons (=] Large icons | 2 P T
Medium icons Small icons .
Navigation = _ Cumrent Show/ Options
e TS T aewr niger Advanced Search
Panes Layout
Bend € © 4[] <« Voluntary Bene... > Metlaw v|®| | Seorch MetLaw »
= ~ N Type Here to Search
| > uscce Name Date modified Type
J— Coffee Design Brochure with Generations...  7/7/: Adobe /
~ esktol
] Adm . (P o Coffee Design Post Card Size [ML3].pdf Adobe
Lol 7 e Creative Clou Hyatt Legal Plans FAQs [KM].pdf Adobe /
JLeEH 5 2 Greco, Karen LifeStages Identity Management Services... 7 Adobe
a7 B THEPC MetLaw Plan Description [ML2] [Generic]. Adobe /
5 ' Libraries MetLaw Plan DescriptionSPANISH.pelf Adobe /
4 _
> o ek MetLaw_Brokers.pdf Adobe / +add Folder | FLinkTorile | EESVARELESTS
N ContrelPenel | _ MetLaw_Clients.pdf 0 A[Iuhé),‘ ~
D ke Active Visibility Tags Last Modified Actions
Tlitems  1item selected 376 KB EH=
[ Lifeand Disability
= 8 ‘m\l Call a Doc Plus Video @ e 04/2(3/201 E?I
] Seript for Demos Pe@z=rib
W By Tags =B | PPISelfEnroll Video @ Ctructures - SAP 0471872018
o Joe Ciccarello

0773112013

= O [A MedicalPlan SBC w s 5-5aP

= = e Yvette Garner-Henley - PPI1

= O [J) Provider Directory ) Structures - 4 0972612014

= o Karen Greco - PPI1
0972712012

= O [A Medical Claim Form @ B sap

- =] e Yvette Garner-Henley - PPI1

b. Click Upload File. Select file(s) to be uploaded to the folder and click Open. Up to 50 files can be
selected at one time.

B Medical

+ Add Folder + Link To Filg

uploaded: 1 of 1

+ Add Folder + Link To File

A status bar will appear showing the status of your upload. The Max file size is 500MB.
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Edit File Information, Replace file, Download, and Link To

To edit, replace, download, or Link to a file, click the Actions menu from the far right of the file’s row.

'-I
Life and Disability
& Download

mn
LY

n
(]
®

Léi Voluntary Life Summary

Edit/Add File Information

LQ PPI Accident On and Off Job NJ 2017 (] Structures -
Léi PPl Accident On and Off Job CT 2017 (] Structures -

Structures -

@ L@ Evidence of Insurability (EOIl) Form "] Structures -

Name Active Visibility

Tags

+ Add Folder + Link To File L Upload File

Last Modified

09/24/2019
Demo Client

09/24/2019
Demo Client

07/31/2019
Yvette Garner-Henley - PPI1

09/27/2012
Yvette Garner-Henley - PPI1

Actions -

Actions

# Edit

# Replace File
& Download
B Link To

1 Delete

If you don’t complete the information in this pop up for each of the tabs, the same view rights as the parent folder apply.

1. Click the Actions menu.

2. Click Edit.

3. Complete all relevant tabs. For information about File Info, Structure Groups, and Visibility, See Step #2

earlier in this document on page 10.

Add Folder X

File Info Structure Groups Visibility

Title *

Description

Preview Edit HTML

Font size v

BIU|E=E==|—|==:=|

= | v

Cancel Save
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Replace a File
1. Click the Actions menu.
2. Select Replace File.

3. Click Upload (or drag and drop the replacement file into the pop-up box.)

Replace File X

Current Document
PPl Accident On and Off Job NJ 2017 pdf

Or Drop File Here To Upload

Cancel

Download a File
1. Click the Actions menu.

2. Select Download File. The file will download on the bottom left of your screen
(and in the Download folder on your computer.

Link to a File
1. Click the Actions menu.

2. Select Link To. This option is RARELY used.

Link To b

‘ https:/fwww benefitsolver.com/benefits/BenefitSolverView?D0O_NUM=150728281&t ‘

Cancel Select All

Delete a File

1. Click the Actions menu.

Are you sure you want to delete?
2. Select Delete. 9 4 ¥

3. Click Yes.

Yes NoO
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Make a Document Public

1. To activate a document to be shared publicly, from the Actions menu, select Edit.

=
Life and Disability
& Download

= Name Active Visibility
=@ LQ PPI Accident On and Off Job NJ 2017 (=] Structures - SAP
= B lg PPI Accident On and Off Job CT 2017 @ Structures - SAP
=0 A Voluntary Life Summary 7] Structures - SAP
=3
=0 -5 Evidence of Insurability (EQI) Form 7 Structures - SAP

Tags

Actions ~

+ Add Folder + Link To File < Upload File

Last Modified Actions.
09/24/2019
Demo Client
# Edit
09/24/2019 P
Dema Client Replace File
& Download
07/31/2019
]
Yvette Garner-Henley - PPI1 LinkTo
@ Delete
09/27/2012
Yvette Garner-Henley - PPI1

2. Inthe Visibility tab, check the box to Make Public. A dialog box will display asking if you are

sure you want to make the file public. Click Yes.

Edit File X

FileInfo | Stwructure Groups | Visibiliy | Tags

Custom Visibility

Show when

Are you sure you would like to make

Document Information 9 this document public? It will be

available for anyone to download.

Require document receipt

[0 Make Public

Cancel Save

3. Obtain the link to the document you have make public.

a. From the Action menu, select Link To.

Yes

Mo

b. Share this link with anyone who needs access to the document

Link To

X

‘ https:/fwww benefitsolver.com/benefits/BenefitSolverView?D0O_NUM=150728281&t ‘

Cancel Select All
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Set Up Links to Other Websites
Add a Link
1. Click Link To File+.

Reference Center Type Here to Search n

E Medical

+Add Fold Upload File
Name

Active Visibility Tags Last Modified Actions
= O [£) UHCChoice Pius Traditional w/ Deductible - Benefics Summary @ e .
= @ [& UHCChoice Plus HSA2000/4000 - Benefics Summary @ Llil6r2018 -

2. Add a Title and a description of the link.
3. Input the URL on the File Info tab.
Add URL X

File Info | Structure Groups | Visibility

Title *

Description

Preview Edit HTML

Fontsize -

B I U

== |l=ElA-2 = BE|wm

URL*

htep-//www.ppibenefits.com/docs/AnnualTPAnotification. pdf

A URL must have correct formatting. (http-//www website.com)

Cancel Save

4. Click Save. The link will now appear in the Reference Center on the member portal.

+ Add Folder + Link To File £ Upload File

Name Active Visibility Tags Last Modified Actions

[ PPl Benefit Solutions

09/24/2019
= Link to PPI's Website

Demo Client

Structures - SAP

= @ [£ PPIAccdent On and Off job Nj 2017 =} srustures 2P 39’2‘”?79
ublic emo Client
DN 7157 e YT EESTIES — , ~ 09/24/2019

Edit a Link’s Title, Description, Structure Groups, or Visibility
1. Select Edit from the Action Menu.
2. Make corrections in the Edit File window.

3. Click Save.
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Replace a URL
1. Click the Actions menu to the far right of the link name.
2. Select Replace URL, and type in the new address.
3. Click Save.

Delete a URL
1. Click the Actions menu to the far right of the link name.
2. Select Delete.

Reorder and Reorganize Folders and Documents
Reorder Folders and Documents

1. Click the three gray bars to the left of the folder/file name.

| [+] PPl Benefit Solutions
¥ Linkto PPI

2. When the cursor displays, drag the file/folder and drop it to the position of your choosing

my 05/23/2016
= @ | Member handbook 7] 5 -2
- o T Yvette Garner-Henley - PPI1 .

3. Click Save Sort Order.

C— )
Sample Client Folder

Member handbook

PPI Benefit Solutions
Link to PPI

Move a Document to a New Folder

To move a document to a new folder, select a file and drag and drop it into the new folder.

Note: Moving one folder into another folder is not available. For example, you cannot move a parent level folder into a
sub-folder.

l l I www.ppibenefits.com

DIrNICCI T "PPI®” is a service mark of Professional Pensions, Inc. Copyright 2021, Professional Pensions, Inc. REV. 01/21



