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How to Run Reports

Reporting from AutoEnroll is simple! AutoEnroll offers many standard reports accessible from
the Reports tab on the main toolbar.
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seconds under the “Saved Reports”

tab. Reports will remain in your re-
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« Not all reports require a “From”
date. Some may default to pull data through the current date.

« Several reports have an Advanced Tab option which allows you to select/deselect fields to
include in the report.

« A Payroll Frequency field is included on several reports. If this information has not been
identified at the member level (on the “Add An Employee” screen), the frequency will default
to monthly.

« Payroll reports display benefit deduction amounts IF your organization’s contribution
schedule is loaded in AutoEnroll. Contact your PPl account manager to exercise this option.

« An Administrator Handbook is available by clicking on the blue Question Mark Icon next to
the Report Type drop down menu.
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Creating a Report Profile

The Reports Profile feature will allow you to create custom templates reports that you can run on
an ongoing basis without having to reselect structures groups. Depending on the report, you may

need to update the date range.

PPiAutoEnroll

Se|eCt a report Undel’ the CreOte a Report tqb from the Re_ Employees ~ Administration - Reports ~

port Type drop down menu.

Assign the structure group(s) you want to
report on and the date range. Payroll reports
should indicate a specific date range. Other
reports like the employee census benefit
should include today’s date in the “To” field.

Click on “Save Profile”.

Create a profile name and click “OK".

The report profile you created
will appear in the Profile

drop down box as an option T
whenever you run this report
moving forward. You can delete
the profile report by selecting it
and clicking on the Delete B
button next to the report name.

Note! The profile name cannot be edited.

Report Type:  Payroll Deduction Audit

Available Groups (0)

Administration - Reports

Dashbeard Standard Reports Build a Report Scheduled R

Report Type: Please select one v
. payroll Q
Available ( ~
Payroll Deduction Audit h
Payroll Deduction Audit (Futures)
SAMPLE " Payroll Deduction Changes
SAMPLE" Payroll Deduction Changes (Futures)
Dashboard | Standard Reports | BuildaReport || Scheduled Reports
Report Type:  Payroll Deduction Audit + * @ advanced Profile:  Please Select One + | Delete
Available Groups (0) Type Here 1o Searcn mla
[exclude From Searchl Case Sensitive
Assign All

- -
Assigned Groups (2) Type Here to Search Q

Selected Groups (2)
" [Dexclude From searchCase Sensitive

SAMPLE TEST CASE :: 111111 - Class | :: Active

SAMPLE TEST CASE = 111111 = Class Il = Active

Unassign All

From: 0912712022 £ | (MM/DD/YYYY) To: 0072712022 & (MM/DD/YYYY)
Format:  Excel View

Generate Report Save Profile Save and Schedule

Please ellter a profile name.

Profile Name:"

Ok Cancel

Administration - Reports

Standard Reports Build a Report Scheduled Reports

v * g advanced Profile: Sample Payroll Audie B Delete
Q
search
Please Select One i mja
Sample Payroll Audie searchICase Sensitive

<<Add New=>
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Save and Schedule a Report
The Save and Schedule feature allows you to save a report and schedule it to run at a later date.

Select your report from the drop down Report Type menu and assign the appropriate structure
groups and dates or select one of your Profile reports then click on “Save and Schedule”. Enter the
future date you want the report to run and click “Add”".

0 Please enter the date the report will run.

Run Date: = (MM/DDIYYYY)

The scheduled report will be saved under your Scheduled Reports tab. Once the report runs you
will receive an email notification and the report will appear under the Saved Reports tab. The
Status field below will change from Scheduled to Completed. The report will remain in this section
until you delete it.

Administration - Reports

Dashboard Standard Reports Custom Reports Build a Report Scheduled Reports

Current Schedules:

] 10012022 Payroll Audie Payroll_Deduction Excel 08/01/2022 09/01/2022 Scheduled Delete

Delete Selected | Test Run Scheduled Actions

Standard Reports

Administration - Reports

Top 3 Frequently Used Reports

Dashboard Standard Reports Custom Reports Build a Report Scheduled Reports

1. Employee Census Benefit Report Type:  Submitred Changes . roﬁle: Please Select One | Delere

+ Report includes all active/terminated employees with at least one benefit election on record
- Defaults to pull data through the current date (no “From” date necessary)

« If a “From” date is entered only employees with changes within that window will be included
on the report

Dashboard Standard Reports Custom Reports Build a Report Scheduled Reports
()
Report Type:  Employee Census Benefit roﬁle' Please select which fields to Include In the query. =
Personal
EName E55N BDate of Hire Bindude Futures
EiDate of Birth  EE-Mail EaDate of Rehire Einclude Terms
° i i EDate of Death EHome Phone  E@Date of Termination [include Surcharge Questions
Advcnced th Optlon GVOIIGbIe EAddress 1 EdGender EEmployee Number o
. . . MAddress2  EMarital Status  EStructure Group
" n
1. Click on the “advanced " icon to bring Up the  Cuee: e @osme
3 Bcity EdTobacco Eemployment Status
q uery ﬁeld Screen Estate Edbisabled Ecompensation
. zip Epretax EaPayroll Frequency
2. Select [Deselect the fields and/or COVErages “mu, o teaie b
H H [Cpostal Zone EDepartment = =
to include in the report Woateof Eghilty T Aol he Gt ey il icking o slect muipe ems.

Bservice Center VIP
Bvariable Hours

EACA Eligibility

FAACA Benefit Status Date
BAverage Hours

E3ACA Eligibility Begin Date
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Employee Census Benefit

The following data fields will automatically be pulled into the Employee Census Benefit report if

the advanced feature is not utilized.

« Member Name

« SSN

+ Employee Number
« Date of Birth

« Date of Hire

- Date of Rehire

« Date of Termination
- Gender

- Marital Status

2. Submitted Changes

« Address]

- Address 2

« City

- State

. Zip

e Email

« Home Phone

+ Employment Status
- Benefit Status

+ Tobacco

« Disabled

« Payroll Frequency
« Compensation

« Job Title

» Structure Group

« ANY CUSTOM FIELDS
« Subgroup Elections

Report includes a history of all transactions performed during the date range selected
“From” and “To” dates should be entered

Advanced tab option available

1. Click on the “advanced” icon to bring up the query field screen
2. Narrow down the reason codes to include in the report

Administration - Reports

Dashboard Standard Reports

Report Type:  Submitted Changes

Custom Reports

Build a Report

. roﬁle: Please

Scheduled Reports

The following data fields will automatically be pulled into the
Submitted Changes report. If the advanced feature is use, only
changes for those reason codes selected will be included in the
report.

SSN

Last Nome

First Name
Payroll Frequency
Company (PPI)
Structure Group

A B C D E

Please select which fields to Include In the query.

Benefit Eligibility Override

COBRA Account Termination

Change of Address

Change of Beneficiary
Corrections/Other Coverages

Death of Employee

Employment Termination
Employment Transfer

Employment Transfer (Gains Eligibility)
Invalid Election

Life Event - Birth

Life Event - Death

Life Event - Divorce

Life Event - Loss of Student Status

Life Event - Marriage v

Clear Submit Cancel

Date transaction
approved & completed
(system time stamp
Input (original system
import vs. manual
update)

BA (Benefit Access) Rule
Reason for Change
Effective Date (of the
change)

Editor (administrator who
made the change)

=R = T I ST U

Submitte:_l Changes Report

Today's Date: 09/28/2022
Report Start Date: 09/01/2022
Report End Date: 09/28/2022
SSN Lname  Fname  Mname Suffix
1.89E+08 testsampl test

1.6E+08 testsampl test

Pay Freq Company Structure Status

Bl
Bl

PPl Benef SAMPLETI Fri09/23/.

Approved Complete Input

Manual

BA Rule Effective |Editor

New Hire New Hire

Reason

PPl Benef SAMPLETI

Fri 09/23/: Manual

New Hire New Hire

9232022 Michael Avery - PPI1
9232022 Michael Avery - PPI1
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3. Payroll Deductions

« The Payroll Deduction Change and Payroll Deduction Audit reports both display payroll
deductions that are effective during a specified time period.

« The Payroll Deduction Change report is a “change only” file which will include all payroll
related changes (plan/tier changes) based on the effective/termination date of the
employee’s benefits as well as the date/time stamp of the submitted change. If an election
with an effective/termination date prior to the specified time period is process within the
specified time period (such as retroactive a change or add), the record and related
deduction(s) will be included on the report.

« The Payroll Deduction Audit report includes payroll deductions for all employees in effect
during the timeframe requested.

« To use these reports, your company'’s contribution schedule(s) and payroll frequency must
be loaded in AutoEnroll.

« The payroll frequency must also be identified on any new employee record you enter (last
itern on the “Add An Employee” screen). If payroll frequency for an employee has not been
specified the deductions will default to a monthly calculation.

« PPl will need updated contribution figures from you on an annual basis.

« Payroll Reports during Open Enroliment — Use the date open enrollment begin in the “From”
field and the effective date of new elections in the “To” field.

« Payroll Reports Year Round — Run reports using dates concurrent to your payroll cycle.

The following data fields will automatically be pulled into the Payroll Deduction Change and
Payroll Deduction Audit report. If the advanced feature is use, only changes for those reason
codes selected will be included in the report.

+ SSN + Structure Group « Deduction Frequency
«  Employee Number « Election - Effective Date
« Last Name « Deduction « Term Date
+ First Name + Imputed Income + Coverage (Tier/Benefit)
1 [Payroll Ds_|duc‘tinn Audit
2 |Todays Date: 09/28/2022
3 |Report Start Date: 09/28/2022 <
4 |Report End Date: 09/28/2022
5
6 |SSN Dept CodeEmployeelname  Fname  Mname  Suffix Structure Election Linetype Deductior Annual Arimputed | Ded. Freq Effective | Term Date Coverage HSA Per P ER Cont  Pay Sched Pay Frequ Pay Periods Remaining
7 | 6.67E+08 Potter Harry SAMPLE Tl Aetna Dental PPO 9.06 Bl 1/1/2019 EMP 13.6
8 | 6.67E+08 Potter  Harry SAMPLE Tl Guardian Vision 2,99 Bl 1/1/2019 EMP 0
9 | 6.67E+08 Potter Harry SAMPLE TICIGNA Open Access 101.7 Bl 9/1/2021 EMP 474.3
10| 6.67E+08 Potter  Harry SAMPLE TlLong Term Disability 0 Bl 9/1/2021 8.88

11| 6.67E+08 Potter Harry SAMPLE TIShort Term Disability 0 Bl 9/1/2021 6.21
12 | 6.67E+08 Potter Harry SAMPLE Tl Basic Life and ADD 0Bl 9/1/2021 50000 5.08
13| 6.67E+08 Charming Prince SAMPLE TITERM Empire HSA Of 0 Bl 1/1/2019 EMP o
14 | 6.67E+08 Charming Prince SAMPLE Tl Guardian Vision 2.99 Bl 1/1/2019 EMP 0
15 | 6.67E+08 Charming Prince SAMPLE TIHealth Savings Accou 125 500 Bl R 500 125 38.46 ADL 2019 BI 4
16 | 6.67E+08 Charming Prince SAMPLE Tl Aetna Dental PPO 9.06 Bl 5/1/2019 EMP 13.6
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Additional AutoEnroll Reports

Dependent Census Benefit

The following data fields will automatically be pulled into the Payroll Deduction Change and
Payroll Deduction Audit report. If the advanced feature is use, only changes for those reason
codes selected will be included in the report.

+  Member Name + Gender « State

« SSN « Relationship . Zip

« Structure Group « Address| + Student

« Dependent Name + Address 2 - Disabled

« Date of Birth - City « Subgroup Election

Employee Census

This report includes employee demographic and employment information. It defaults to pull
data through the current date. The following data fields will be pulled:

. Current/Future e Gender - Benefit Status

«  Member Name « Marital Status - Disabled

« SSN « Address| « Compensation

«  Employee Number « Address 2 « Jobtitle

« Date of Birth - City « Structure Group

« Date of Hire « State * ANY CUSTOM FIELDS
« Date of Rehire . Zip « Subgroup Elections
« Date of Termination «  Employment Status

Minimum Student Age

All dependents turning minimum student age in the specified “From/To” period will be reported.
The following data fields will be pulled:

« SSN - State + Dependent Disability

« Last Name . Zip Status

« First Name « Structure Group « Dependent Student Status
« Address| « Dependent Last Name + Coverage Type

+ Address 2 « Dependent First name + Coverage Tier

- City - Dependent Date of Birth . Effective Date

Maximum Student Age

All dependents turning maximum student age in the specified “From/To” period will be reported.
The following data fields will be pulled:

+ SSN + State « Dependent Disability

« LastName . Zip Status

« First Name + Structure Group « Dependent Student Status
« Address1 - Dependent Last Name + Coverage Type

« Address 2 « Dependent First name + Coverage Tier

- City - Dependent Date of Birth - Effective Date
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Open Enroliment Status (for use with SelfEnroll)

The report will display the Open Enroliment status for all employees, and does not require a date
range to generate. The following data fields will be pulled:

« SSN « First Name » Structure Group
- Last Name e Email *  Enrollment Status

The results will show Not Started, Approved, Complete, Admin Complete, In Progress, Pending
Approval, or Complete No Changes.

COBRA

This report pulls based on the date/time stamp of the submitted COBRA events (not the
COBRA event date). A COBRA event submitted between the “From” and the “To” dates will be
reported. (For example, if a COBRA event with a last day of coverage of 03/13/2022 was entered
on 04/15/2022 and the “From” date for the report is 04/10/2022 and the “To” date is 04/18/2022,
then the COBRA event will display.) The following data fields will be pulled:

+ Name + Structure Group « Date of Event

+ SSN « Date of Birth + Dental Plan*

« Address| « Date of Hire + Life Plan*

« Address 2 + Dependent Name « LTD Plan*

« City « Dependent SSN * Medical Plan*

- State « Dependent Date of Birth + Vision Plan*

- Zip * Qualifying Event « Voluntary Plans*

*Includes: Effective Date, Last Date of Coverage

Address Change

This report pulls by date range. The following data fields will be pulled:

« Transaction Date « Date of Birth « City
« SSN « Marital Status + State
« Name « Address1 . Zp

+  Employee Number « Address 2

Employee Directory

This report defaults to pull data through the current date. All active employees will display.
Active employees as of the report date, with or without benefit elections, will be included in this
report. The following data fields will be pulled:

*« Name « City + Home Phone

+  Employee Number « State «  Work Phone Email
+ Street Address . Zip » Structure Group
New Hire

The "From” and “To” dates will pull data based on DOH. (For example, entering from 04/01/2010
to 4/15/2010 will report any employees with DOH within the range.) The following data fields will
be pulled:

« Name . Zip - Date of Rehire

« Address| + SSN « Structure Group

+ Address 2 « Date of Birth +  Employment Status
« City « Date of Hire « Subgroup Elections

- State e 0o o
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Employee Termination
The “From” and “To” dates will pull data based on DOT. (For example, entering from 04/01/2020

to 04/15/2020 will report any employees with a DOT within that range.) The following data fields
will be pulled:

« Name « Date of Rehire +  Employment Status
« SSN « Date of Termination « Benefit Status

« Date of Birth » Structure Group « Subgroup Election
EEO-1

This report provides a count of the workforce by ethnicity, race, and gender. It will default to pull
data through the current date. The “From” date is not populated. The following data fields will be
pulled:

« Name + State « Structure Group

« SSN . Zip « Ethnic Identification
« Address +  Home Phone « EEO Classification

« City +  Work Phone

Evidence of Insurability

This report will default to pull data through the current date. The “To” date will automatically
preXfill with the current date. Any employee with a benefit that has an EOI flag triggered (mean-
ing the Elected amount is greater than the Approved amount) will display. The following data
fields will be pulled:

+ Name + Plan Name + Approved Amount
+ SSN * Elected Amount + Plan Effective Date
+ Structure Group
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Build-A-Report

Build a Report makes it quick and easy to create custom-built reports with a multitude of field options that allow
you to control the final output rather than relying on more rigid standard formats such as the Employee Census
Benefit (ECB).

Start a New Report:

Employees - Administration - Reports ~

1. Navigate to Reports > Build a Report.

Reports Dashboard Employee Census Benefit

2. Onthe Administration - Reports, click

| Standard Reports
+New Report in the blue bar.

Build a Report

Scheduled Renorts

Employee Census

Employee Dependent Census

3. Enter a name for the report and click .
Benefit

Submit.

Sample Report@

The following columns will display on the report. Drag and drop to reorder.

4. Click Select Columns to display column
options for the report.

55N % | Name % | Date of Birth X | Benefit Status X | Marital Status X | Member Number %

5. Hover over the options to select fields
to include in your report, and repeat as

Select Columns ~

necessary.
Member SSN O Address 1 O Home Phone
Dependent O Member Id O Address 2 O Cellular Phone
Member Number [ Address 3 [ Alternate Phaone
Employment Name O City [ Text Messages
Account/Direct Bill Date of Birth [ state [ Passport Number
[0 Date of Death O zZip [ Passport Country
Account Payment Benefit Status [ Zip Override [ 19 Certified
COBRA Marital Status O Country [ 1095 Signature
Custom [ Gender O Postal Zone O Alternate Address 1
i O Disabled O E-Mail O Alternate Address 2
Election [ Ethnic Id [ Personal E-Mail [ Alternarte Address 3
6. Click Select Conditions to filter which
member records will display in the rows Member

Dependent Relationship

of the report.

Dependent

Employment Dependent SSN

7. Hover over a main condition category to
display options for that condition.

Account/Direct Bill Dependent Date of Birth

Account Payment Dependent Date of Death

Dependent Age

COBRA

Dependent Gender
Custom

Dependent Tobacco Use
Election

Dependent Future Tobacco Use
BARs by Type

Dependent Disabled
BARS by Name

i Dependent Date of Verification
Future Election

Dependent Verification Denial Date
Transactions

8. Click the value for the condition (some
options have a drop list, some have
checkboxes, some open a calendar, and apply.
some are open text), and click the check
mark to activate the condition + value
rule for which members will display in
the report rows.

[ Child
Select records where all of the following condition Ex_Spouse
[ Legal Partner

) o ' [JRestricted Sponsored Dependent
Dependent Relationship is in list [select value]

Select Conditions ¥

[ Restricted Sponsored Dependent2
Spouse

x

9. Repeat to add multiple conditions.
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10. When all desired columns and condi-
tions are finalized, click Save. The page
will look the same, but doing so will save
your configured columns and conditions
and prepare the report for generation.

11. From here you can click Check Results
to reveal the number of returned results
or view a list of members who match
the conditions and values or see a list of
the members . Click Build a Report from
the top menu to get back to the Report Generate Report | | Schedule Report Save As.
menu, where you can select the saved
report from the My Reports list.

|
12. When ready, click Generate Report.

13. The report will appear in the_main Re— v My Reports
ports Dashboard, and you will receive an
email when the report is complete.

" Check Results | 96 Matches (view)

Census
14. At any time, you can make changes to Employee Census
the report and Save over the original or cen

Save As... to save it as a different report.
Sample Report

» Shared Reports

» Sample Reports

W. Techuology. Nearl:

www.ppibenefits.com
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