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1. Introduction 
This user manual describes the most important functions of the Helsana ELM-Web web portal for pay-
roll declarations. The document is intended for our corporate customers who will use the web-based 
payroll declaration system in the future. 
 
In December, you will receive a request to submit a payroll declaration. On the request form, you will 
find the link, your personal registration number and information about your password. 

1.1 Legend 

In this manual, you will find the following types of legend. 
  

Describes the actions that you 
can initiate as a user. 

Please note that caution is advised when 
using these functions. 
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2. Registration 
For your payroll declaration on the Helsana ELM-Web platform, you can use the following web brows-
ers: 
 
- Firefox 
- Chrome 
- Edge 
- Safari 

 

Click on this link to go directly to the desired page and begin the registration process: 
www.helsana.ch/elm. 
 
Click on “sign up here” to go to the necessary page. 
 

  

You need to register before submitting your first decla-
ration via Helsana ELM-Web. 
Click on “sign up here” to go to the necessary page. 

http://www.helsana.ch/elm
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Please enter your login information as a 
user of the ELM service. 

You will have received your registration number along 
with our request to submit a payroll declaration. 
Please enter a current premium invoice number. 
 

After entering your personal registration data, click 
on “Continue” to go to the next page. 
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You will then receive an e-mail at the e-mail address you provided, including a registration code for 
confirmation or activation. Please check your spam folder if you do not receive an e-mail. 
 

 
 

  

After you have entered your e-mail address, click 
on “Continue”. 
 

After you have entered the security code from the 
e-mail, click on “Verify”. 
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You will then receive a security code by SMS to the mobile number you entered. 
 

  

Now enter your mobile number and then click 
on “Continue”. 

Now, please enter the SMS security code you 
have received and then click on “Verify”. 
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If you have entered the correct code, you will see this confirmation page. 

 
 
  

Enter your desired password here and then click 
on “Continue”. 

In this window you can set a password. 
 
The password must meet the following criteria: 
- At least 8 characters 
- Maximum 30 characters 
- At least one upper- and lower-case letter 
- At least one number 

Now click on “Continue” to go to the login page. 
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3. Login 
 
Once you have registered, you can log in normally on all subsequent occasions. Go back to the 
homepage helsana.ch/elm and enter your login data. 

 
 
 
You will then receive a TAN on the registered phone number and will be asked to enter it in the following 
window. 
 

 
  

Please enter your security code and 
click on “Login”. 

Please enter your login data and click 
on “Login”. 
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If your login is successful, you will automatically be taken to the Portal. 
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4. Payroll data entry and transmission 
The Portal now offers you various options. To enter your payroll data, please follow the instructions 
below. 

 
 
 
 
The Helsana Terms of Use will now be displayed. 

 
  

 
 
 
 
 
 
 

Please read them in their entirety and either 
agree or disagree at the end. Please read them in their entirety and ei-

ther accept or decline at the end. 

Click on “ELM - transmit your wage data”. 
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An overview now appears of the declarations corresponding to the existing contracts. 

 
 

 
 
  

You can now enter the actual contract payroll for the year in-
dicated. 
 
Then click on “Further details” to proceed to the next contract 
or to continue the process. 

You can access the salary entry form by clicking 
on “Enter salaries”. 
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Then click on the green button to send your data to 
Helsana. 
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Once this is done, the following window will appear: 
 
 

 
  

Before the salaries are transmitted, a final information message ap-
pears. You must confirm that you have followed the instructions be-
fore you can finally transmit the salaries. 

It is recommended to save the salary 
receipts on your computer (PDF). 
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To log out, please click on your username. 
Then click on “Log off”. 
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5. Edit personal data 
 

 
 
 
  

Here you have the option to change 
your name, mobile number, e-mail and 
password. 
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6. User Administration 
 

 
 
 
 

 
 
 
 
 

 
  

Under “User Administration”, you can 
create new users and manage their 
rights. 

By clicking on “Create new user”, you 
can create one or more users in your 
Helsana ELM-Web account. 
 

The pencil is used 
to modify the user’s 
data. 

The trash can is 
used to delete the 
user’s data. 

The shield allows 
you to change the 
user’s rights. 
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• The role “Benutzerverwalter” gives the right to manage 
other users 

• The role “ELM clerk” gives the right to transmit salaries 
 
*We recommend that you give both these rights to each user 
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7. Potential warning or error messages 
 
If the system detects potential errors, you will receive a warning or even an error message. 
 
 

  

Attention, please check your salary data 
again. If the salary information has been en-
tered correctly, the warning message can be 
ignored. 
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8. Questions and uncertainties 
 
If you have any questions, please contact the relevant Specialist Office. You can find the relevant con-
tact details on any Helsana document. 
 

 

If you have any questions, don't hesitate to contact the relevant 
Specialist Office at any time. 
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