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Electronic Enrollment Information
I hope that this will offer you some insight to the Electronic options available at Pre-Paid Legal.  Pre-Paid Legal offers to their clients several electronic options; Electronic Billing, Direct Deposit, Electronic Remittance as well as Electronic Enrollment. These options are available to groups with 100 or more employees. 

Electronic Billing, is designed to meet the specific needs of the company we are working with.  We encourage the company to send us a layout that gives us an idea of what their needs are to accomplish this request. PPL will do their best to proceed with their desires.  We can accept files in .txt and .xls formats.  Please keep in mind that it generally can take about a week before the billing programming can be completed.  In order to distinguish what the companies needs are, we generally like to set up a conference call between Pre-Paid Legal’s Electronic Process Consultants, the Client, and the Associate or Broker that is involved with the group. Should you elect for the Electronic billing file to contain sensitive information, a secure transmission of the file will be required. See option of transmittal below. This option is available to groups that have 100 active memberships in system.

Direct Deposit, will allow the group account to wire payments electronically via ACH Direct Deposit. The group will deposit the funds into PPL bank account. Once the deposit has been made, the client will need to either fax or email a reconciliation report that balances with the amount deposited. This will ensure that the deposit received will be applied to whom the deductions was taken.  This option is available to all groups without any requirements.

Electronic Remittance, Reconciling a large account can be a huge hassle.  We have a layout that will simplify the remittance process and ultimately making it a self billed account.  The group would need to use Pre-Paid Legal’s layout to program a file listing Name, SSN, Remit Amount, and any Terminations. Options for transmittal are below.  This option is available to all groups without any requirements.

Electronic Enrollment, this gives the group an option to transmit their files, Weekly, Bi-Weekly, or Monthly.  These enrollment files are full files which Pre-Paid Legal has a specific Electronic Enrollment Layout that is provided to the programmer in a Text or Excel format. Should a client elect this processing, no paper applications are required.  PPL will need an Electronic Enrollment Test file prior to the expected date the group chooses to utilize the Electronic Enrollment process.  The Test File will need to be in our office 4 to 6 weeks prior to the utilization date, in order for Pre-Paid Legal’s IT Department to review and approve the Test File. The Test File will need to be sent to through an option below.  This option is available to any NEW group that employs at least 100 employees.  If group is already active in PPL system, the group must reflect at least 100 memberships in the system.  

Since Electronic Enrollment files consist of confidential information, PPL requires the use of PGP Encryption software when transmitting a file to ensure the safety of employees’ information. PGP will only be required if transmission is not done through options given below.  Once it has been decided on the method of transmission, Pre-Paid Legal’s PGP Public Key will be forwarded to the group. This key must be used to encrypt the file prior to transmission. 

Transmittal Options:

· OPTION 1 - SECURE FTP (sftc.prepaidlegal.com) - This is the best choice for Benefit Administrators and automated file transfer.  PPL MUST configure our firewalls to allow your IP address(es) BEFORE you begin using Secure FTP (and secure FTP must use Port 22) You may continue PGP encrypting files, but it is not required.

· OPTION 2 - SECURE WEBSITE (https://sfta.prepaidlegal.com) – This is the best choice for manual file transfers (you will use a web browser to upload file each time).  Also, it’s the best choice for organizations not familiar with Secure FTP.  It’s very easy to set up and use.  Only requires a web browser (such as Internet Explorer, and active email address, and encryption is handled automatically.  An OPTIONAL software package is available at no cost.  The software must be installed on your system and requires some set-up after installation. We will assist with set-up if you choose to do this.

We always encourage that a conference call be scheduled with the client in order to identify their specific needs; in order for them to utilize Pre-Paid Legal as a valuable benefit for their employees.  In the call, all of the available options can be explained in detail and we can decide which options would be more beneficial.  You may contact Julie Todd at 580.272.2878 to discuss any processes above.  I am looking forward to hearing from you and hope that we will be able to work with one another to achieve your group’s expectations.

Best Regards,

Julie Todd

Electronic Process Senior Consultant

Pre-Paid Legal Services, Inc

