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Accreditation Training Courseware
Introduction

About Opera 3

Opera 3 is the most versatile and user-friendly accounting, supply chain management, payroll &
HR, manufacturing and reporting solution from Pegasus Software. A modular solution, Opera 3
enables you to select the components that match your current business model, whilst making it
possible to add further functionality as requirements change. This means that the capability or
capacity of a system can be seamlessly expanded whilst safeguarding the investment.

For more information about Opera 3, select the Solutions link on the Pegasus web site.
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=
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>

About this Guide

This Accreditation Training Courseware offers an accompanying guide to the accreditation training
course.

If you are new to Opera 3, read the Getting Started section of the Opera 3 Help that covers the
application in more detail. You can access this from the Windows Start menu, or by using the F1
Key or Help menu when you have logged in to the product.
Opera 3 is available for both Visual FoxPro and SQL Server database platforms. This Accreditation
Training Courseware applies to both database platforms, however, there are certain elements that
are only included in one or the other database, and as such, the relevant sections or paragraphs
are clearly identified with the following labels:

[SQL] - only relevant if you are running the application on an SQL Server database.

[VFP] — only relevant if you are running the application on a Visual FoxPro database.
Sections that are not identified with these labels are relevant to both database types.

For more information, see the section Functional Differences between Opera 3 Enterprise & Opera
3 Enterprise SOL section in_the release guide.

Introducing the module

The Pegasus Opera 3 Payroll is designed to be an integral part of your overall Pegasus Opera 3
Accounting System, although it can be used on a stand- alone basis without integration to the
Nominal Ledger, Costing or Cashbook.

Pegasus has provided all of the functionality necessary for coping with the increasing requirements
and complexities of Payroll to HMRC Standards. For example, optional automated SSP recording
and payments, SMP and OSPP (Birth) processing and Advanced Pension Processing are included
within the product.

Feedback

Pegasus is interested to hear your views on the documents we provide. To give your feedback,
send an email to training@pegasus.co.uk. Please type
“O3Training_Accreditation_PAY11PensionsR1.2.docx Accreditation Training Courseware” in the
subject box.

Please note that product support is not offered through the above email address.
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Key
Icon Meaning
Useful Hint, Tip or Note. General

Example — <) Comments / Notes

Examples
Bh Useful Report obtained from clicking on
the print icon while sitting on the form

=3

During the literature, some basic
Question and Answer / Troubleshooting
points are discussed. May include a few
did you knows...

0 Website link

[ . [ “““““ Exercises / Example solution

Report to XLS

%

Y] Potential Report Enhanced from Opera Il

(K (more than simple field adjustments)
FAQs - Onl

Question Q y

Answer

Red Text (Small) Used to highlight changed (sometimes

removed) legislation, but still found useful
to have in the training manual.

4 Action  Menu example of the
corresponding form.

Training Literature Releases

Release Added Information

R1.0 . Originating document for a Pensions Doc

R1.1 Update with NEST information

R1.2 Update with Suggested O3 Procedure (Order of
steps) and Payroll Upgrade (v2.10) changes
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Accreditation Training Courseware
1 Pensions

1.1 Advanced Pension Processing (Set-Up)

If you use the Use Advanced Pension Processing option on the Payroll - Utilities -
Set Options form for the corresponding payroll group, you will be able to maintain
pension scheme records to assign to employees. The pension scheme record
determines a number of default settings including contribution levels for employer
and employee, but you can override these on a per-employee basis. When
activated this option may not be switched off once employees have been
assigned to pension schemes.

3 Set Options : Monthly Group (Licensed for, Unlimited Employees)

Options Page 1 is! | OptionM

Use Advanced Pension Processing

[JHours and Minutes

Use Departments COMP Scheme in Use

[¥] allows Emplayee Holiday Days

.

The default group controls this option therefore, if activated here the Advanced
Pension Processing will be available in all subsequent groups.

Once activated, on Options Page 1, the ‘Scheme C.O. Number:’ field will become
invisible. The SCON field will now only be applicable when ‘Use Advanced
Pension Processing’ is not activated.

You can maintain a table of pension scheme records; an employee can have
more than one active pension scheme. The application carries out various checks
to ensure the pension scheme assignment is appropriate. For example, if the
employee has a COMP NI code, then you must assign the employee to an
occupational pension scheme before you can assign any other scheme types.

If the User does not activate the functionality, pensions processing and handling
of SCON’s etc will remain as before, a manual process.

Advanced pension processing is now in use, You must now create your pension schermes and
create deduction profiles for your pension schemes and then assign pension schemes o
employees as required.

The User must now create the appropriate Pension Schemes within the product
and also create relevant Deduction Profiles for these Pension Schemes. The
Deduction Profile would then need to be assigned to the employees participating
in the Schemes.

Changes to the State Pension Age

Before 6 April 2010, the state pension age is 65 for men born before 6 April 1959
and 60 for women born on or before 5 April 1950. Between 2010 and 2046, the
state pension age for women will increase. From 2024, the state pension age for
men will also increase.
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Changes affecting women

Between 6 April 2010 and 5 April 2020, the state pension age for women born on
or after 6 April 1950 will increase gradually from 60 to 65. The age rises gradually
for women born between these dates, depending on the month in which they were
born. This means the earliest date on which they can start receiving state pension
may not fall on their birthday.

From 6 April 2020, the state pension age will be 65 for both men and women born
on or after 6 April 1955.

Changes affecting men and women

Between 6 April 2024 and 5 April 2046 the state pension age will increase for both
men and women. This increase will gradually happen over two years every
decade and will affect both men and women:

e  Between 6 April 2024 and 5 April 2026 the state pension age will increase from 65 to 66
e  Between 6 April 2034 and 5 April 2036 the state pension age will increase from 66 to 67
e  Between 6 April 2044 and 5 April 2046 the state pension age will increase from 67 to 68.

Latest Changes

Age Men Women

65 Current Apr 2016 / Nov 2018
66 October 2020

67 2026 / 2028

68 2044 |/ 2046
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Accreditation Training Courseware
2 Pensions Maintenance

2.1 Creating Pension Schemes

Use the Pension Scheme command to define different pension schemes you can
assign to employees. This facility is only available if you have selected the Use
Advanced Pension Processing option on the Payroll - Utilities - Set Options form

for the corresponding payroll group.

“ Pension Scheme : COPENSION - Com, nsion scheme
PRy

=N | S =)

General |Erovider H Administrator ” Memo ” List |
) Clear To-Date F7
Scheme Code : COPENSION Description : | Company pension scheme
Type : comMP [x] scon: 51234557 Payments F8 o
Default Contributions Scheme Contribution Limits {_:a“c‘EI g
@ Percent Min. per Period Max, per Year m
Employers: Employers : 20.00 ="
() value o
@ Percent Employees : 10.00 S
Employees: —
() value Ers+Ees: 0
Scheme Options Earnings Restrictions Z
MNet of Basic Rate Tax {Ers.) Type Custom LEL Custom UEL QJ
Net of Basic Rate Tax (Ees.) Ers: | alE |z| 0.00 0.00 —
[¥] apply Ers & Ees % to Pensionable Payments ’ arnings = = >
[¥] Clear TD Contributions at Tax Year End Ees : | All Earnings |z| 0.00 0.00 g
Stakeholder Pension Based @
[ Use for Auta Enrolment g
peraton: | ST 5
(@)
) ®
View D

There are various different pension scheme types you can maintain. Once you
have created at least one scheme, you can assign it to individual employees using
the Payroll Processing - Pensions command.

Note: Contracted out Money Purchase (COMP) occupational pension schemes that
operate on a defined contribution basis will be abolished from 6 April 2012. This affects NI
category codes F, G and S, which are used for employees' in COMP schemes and
Appropriate Personal Pension (APP) schemes for directors. These pension schemes and
the NI codes F, G and S will be invalid from 6 April 2012.
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You can use the Clear To-Date command on the Action menu of the Pension
Scheme Maintenance form to clear the to-date values. Alternatively, you can clear
pension contribution to-date values on a period and group basis as part of the
update procedure. You can also set up the scheme to have totals cleared
automatically as part of the income tax year end process.

To create a pension scheme record

Open the Payroll folder, click Maintenance and then click Pension Scheme.
On the Record menu, click New.

In the boxes provided, enter the pension scheme details.

On the Record menu, click Save.

A wbdPR

Note: If the scheme is not set up to apply to all payment types, use the
Payments command on the Action menu to select which payment types apply. A
form appears on which you can pick from existing payment types.

Pension Scheme Entries - General tab

Box Description

Scheme Code A unique reference of up to ten characters that identifies the pension scheme

record.

Description A description of the pension scheme.

Type An option that determines the type of pension scheme. You can select one of
the following from a list:

e  Stakeholder Pension (SHP)

e Personal Pension (PP)

e  App. Personal Pension (APP) (Appropriate Personal Pension)
e  APP SHP (Appropriate Personal Pension/Stakeholder Pension)
e  Group Personal Pension (GPP)

e COMP (Contracted Out Money Purchase). This type of pension
scheme will not be valid after the 2011-12 tax year.

. COMP SHP (Contracted Out Money Purchase / Stakeholder
Pension). This type of pension scheme will not be valid after the
2011-12 tax year.

. COSR (Contracted-out Salary Related)

e  Free Standing AVC (FSAVC) (Additional Voluntary Contribution
Schemes)

e COMB (Contracted-out Mixed Benefit)
e  Other.

Note: Contracted out Money Purchase (COMP) occupational pension
schemes that operate on a defined contribution basis will be abolished from 6
April 2012. This affects NI category codes F, G and S, which are used for
employees' in COMP schemes and Appropriate Personal Pension (APP)
schemes for directors. These pension schemes and the NI codes F, G and S
will be invalid from 6 April 2012.

SCON The ‘SCON’ field will only be enabled if the scheme Type chosen is COMP,
COMP SHP, COSR, COMB or Other. When the SCON field is enabled, for
Type COMP, COMP SHP and COMB an entry in the field is mandatory.

For an existing COMP, COSR, COMB or Other Scheme, if the User changes
the SCON field, Opera 3 will check whether the employees have already
begun processing with the original SCON, as this cannot be allowed.

A prompt will appear asking ‘Are you simply changing a SCON that was
previously typed in incorrectly? Yes/No?’

If the User replies ‘Yes’ then the following will be confirmed, ‘SCON change
will now be applied to all employees who have previously been assigned the
original SCON’".

AVC —Netof BR—
Currently the system
does not cater for

AVCs to be Net of BR.

In the meantime there
are two possible
workarounds.

1. If the employees are
on fixed salaries then
you could change the
AVC to be Value
instead of Percentage
and calculate the fixed
value - this would
prevent having to
amend when their
salary changes.

2. Create another
Pension deduction to
mirror the original one
and call it AVC, setting
up only the employee
section. Add this profile
to the employee and it
will calculate the value
automatically. However
any reports and values
paid to the pension
provider would have to
be the total of both of
these.
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SCON...

Default
Contributions

Scheme
Contribution Limits

Net of Basic Rate
Tax

Apply Ers & Ees
Deductions to All
Payments

Clear TD
Contributions at Tax
Year End

Stakeholder Pension
Based

Earnings
Restrictions

If the User replies ‘No’ then the following warning will appear, ‘If employees are
to transfer to a new occupational pension scheme you must create a new
scheme first. Do not replace the details of the current scheme. The current
scheme will be retained and the SCON change cannot be saved'.

The Scheme Contracting Out Number applicable to the pension scheme. This
is automatically assigned to all employees that are linked to this pension
scheme record.

Note: SCON numbers were assigned to employers by HMRC to maintain
Contracted Out Money Purchase (COMP) schemes. These numbers are
currently included on P14 (End of Year Summaries) generated in Opera for
employees whose NI category letter is F,G or S. After the 2011-12 year-end,
these numbers will no longer be included on P14 returns or any other HMRC
returns.

In Opera, SCON numbers are also used for employees who are members of
Contracted Out Salary Related (COSR) schemes, so these numbers can still
be entered for employees in these schemes after the 2011-12 year-end. The
SCON numbers for COSRs are not included on any HMRC returns; they are
only used for memo purposes in Payroll.

Options that determine whether the default employee and employer
contributions for the pension scheme are expressed in value or percentage
terms and the corresponding amounts. These can be overridden per
employee. If the default contributions are later changed, you are given the
chance to apply the changes to all employees that belong to this scheme.

The minimum (per period) and maximum (per year) contribution limits for
employer and employees.

Options that determine whether the pension is calculated net of basic rate tax
for either employee, employer or both. These options do not apply to COMP,
COSR or COMB type pensions. For Example; Where an employee’s pension
contributions receive basic-rate tax relief from the HMRC (and the tax relief is
paid directly to the pension provider, not the employee) then the employee’s
contribution is effectively topped-up for free. This feature means an employee
can specify that they want a contribution of £100.00, but in fact only £78.00 will
be deducted from their pay. The same applies for any employer contributions
to the employee’s scheme.

Note: Contracted out Money Purchase (COMP) occupational pension
schemes that operate on a defined contribution basis will be abolished from 6
April 2012. This affects NI category codes F, G and S, which are used for
employees' in COMP schemes and Appropriate Personal Pension (APP)
schemes for directors. These pension schemes and the NI codes F, G and S
will be invalid from 6 April 2012.

An option that determines whether the employers and employees deductions
for the pension scheme apply to all payments associated with the employees.
If this option is cleared, you can use the Payments command on the Action
menu to determine which payments are applicable.

An option that determines whether the pension contributions are cleared at the
end of the income tax year automatically. If this option is cleared, contributions
to date will remain until cleared manually using the Clear To-Date command
on the Action menu.

An option that indicates whether the pension scheme is based on a
stakeholder pension scheme. This option is automatically selected by the
application for appropriate pension scheme types.

NB: The ‘Stakeholder Pension Based’ indicator box will only be enabled and
accessible if the scheme Type chosen is ‘Other’. Otherwise, the checkbox will
be automatically populated for Types: SHP, APP SHP and COMP SHP.

Options that control how earnings restrictions are applied for the pension
scheme for employer and employees. You can select one of the following:

e All Earnings
. Between NI LEL and UEL

. Custom. If you select this you can enter the lower and upper
earnings limits that determine whether the pension applies.

e  Payroll Group
. Between NI LEL and UAP.

Note: When the LEL and UEL are both left blank, this is the same as no
restriction. The system will default to a setting on ‘All Earnings’, which means
that all earnings will be considered, so basically no restriction.
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Use for Auto
Enrolment

Select whether this Pension Scheme is to be used for Auto Enrolment

Operation

Provider tab

Use the Provider tab to add details of the pension provider including name,
address and contact information, reference and scheme number.

3 Pension Scheme ; COPENSION - Company pension scheme |._||E £|
General ||l Administratar || Memo || Lisk |
Marme : arand Union Pensions Corporation
Address Denhaolm Place
Peterborough
Cambs

Post Code : PE14 ZES
Tel. Mo. 01733 446337

E-Mail Address : | mail@grandunionpensionscorp, cam

Contact Mame @ | G Davies

Fax Mo, @ 01733 226768

Administrator tab

Reference : 34537756 | Scheme Ref : | 119225857 |
@
Wiew D

Use the Administrator tab to add details of the pension administrator including
name, address and contact information and reference.

3 Pension Scheme : COPENSION - Company pension scheme |:||E

Provider Memo | |I=|?|

General

Mame :

Address

Post Code
Tel, Mo,

E-Mail Address :

Contack Marne

Reference : |
o
Vi D
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Memo tab

Use the Memo tab to add any other notes about the pension scheme.

3 Pension Scheme : COPENSION - Company pension scheme |Z

=19

General || Provider || Administrator || iMe |I=I:|

Main company pension for monthly-paid employees.,

1>

Yiew D

I‘

Payments (F8)

The Payments Action menu item should be used to attach Payment Profiles to the
Pension Scheme for Percentage-based contributions. If the default contributions

are set to Value, you may still attach Payment Profiles as they can be overridden
at employee level.

cherns Optiares
I~ et of Basic Rate Tax (Ers.)
I et of Basic Rate Teax (Ees, |
¥ &pply Ers 8 Ees % Deds, to All Payments
[¥ Clear TD Cortributions at Tax Vear End
I st aketiolder Pension Based

acton - |
Clea

Payment Profiles may only be attached if the User has not selected the ‘Apply Ers
& Ees % Deds. to All Payments’ checkbox. If the User has this checkbox activated
the following prompt will be displayed

Opera 3

\‘!l) Cannot launch payments Form, You have already stated that percentage deductions are ta apply to all payment profiles.

The User should select the appropriate Payment Profiles applicable to the
Pension Scheme they are creating.
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.3 Payments

=1

Payment Code ;
Cornrnent : |
Pay Code Description Comment -
Po01 Basic
Po0z Crvertinne
L3
w

. | ) This payment is not flagged as pensionable,

Note: The software will allow the User to select a Payment Profile that is not set
to ‘Pensionable’. The system will warn the User that the profile is not
‘Pensionable’ but the User may continue. The User should be aware of the type of
scheme that they are creating and ensure that they are selecting the correct and
appropriate Payment Profiles, such as for Free Standing AVC types and some

Stakeholder types.

2.1.1 Pension Profile Preparation

;‘_’» Deduction Profile : 001 - Ees CoPen

| List

SIS

Deduction Code:

Tvpe :

Pension Scheme

Auko Align

Attach, Order Twpe

Balance Description ;

Last Maodified Date :

P+ | Emplovees Pension

COPEMSION O | Company pension scheme

[JMask ML Code

Mominal Code

| | | E330 Q
[]Print i Zero [ retain Units
[Imulkiply For Holidays Deduct Before Tax
[CIPrint Balance [] Deduct Before NI

Year T.0

2I

| Mone

12122005

[] peduct Before Pension
[[]Deduct Before Holiday
[[] peduct Before Attachment

Close

iy

AVCs - «/

i

Examples/Guidelines...

AVCs (deduction type
V) should only be paid
as Additional Voluntary
Contributions to an
existing (Usually
Occupational) Scheme
for which you already
have deduction types P
and X set up. If an
employee wants to pay
into an additional
pension scheme he
would pay into a
FSAVC scheme. His
payments into this Free
Standing AVC scheme
would be normal
pension payments and
require the deduction
type to be set up as a
normal pension
contribution type P
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An appropriate Deduction Profile must exist before the Pension deduction can be

. : . Not
calculated. The three different types relevant to Pension processing are: e
e The ‘P’ type, ‘Employees Pension’. This should be used for Occupational
Pension Schemes.
o The X type, ‘Employers Pension’. This should be used for recording the
Employers contribution. It will not make a deduction.
e The V' type, ‘Employees AVC'. This is only allowed for a pension scheme
that is a COMP, COSR, COMB or Other scheme.
Pension Scheme
.3 Deduction Profile : 001 - Ees CoPen
Deduction Code: a1 Description : Ees
Type P+ | Employees Pension O
Pension Scheme COPEMSION ) | Company pension scheme
o
The text box called ‘Pension Scheme’ on the Deduction Profiles form, will only be
enabled if ‘Use Advanced Pension Processing’ has been activated in Options and
only for deduction types ‘P, X or V’. For any specific Pension Scheme only one ‘P,
V or X’ deduction can be assigned to that scheme.
For a new Deduction Profile, if a COMP, COSR or COMB pension scheme is
selected for a ‘P’ or V' type deduction the ‘Deduct before Tax’ checkbox will
default to being ‘on’. (Employee pension contributions to occupational pension
schemes should be deducted before tax is calculated).
© Pegasus Training Services Page 9
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Accreditation Training Courseware
3 Pensions Processing

3.1 To assign a pension scheme

Note: Contracted out Money Purchase (COMP) occupati

onal pension schemes

that operate on a defined contribution basis will be abolished from 6 April 2012.
This affects NI category codes F, G and S, which are used for employees' in
COMP schemes and Appropriate Personal Pension (APP) schemes for directors.
These pension schemes and the NI codes F, G and S will be invalid from 6 April

3 Pensions : 1001 - Richard Godson |;H§|rg|
General | Memo
Pension Scheme : | COPENSION Company pension scheme SCOM 51234567M
SchemeRef.: | 338656 DateJuned ; [0yjo7fz00s ] petsteft: [ )
Employer
Contrib, Type ! |Percent W Period Contrib. ¢ S.00
Conkrib: Min, COMP
Contribs TO @ 183.00 CE:,;L:W Due : 183.00 | Min, COMP TD: 40.53 C:_I;:'rently' Due :
Emploves
Contrib, Type | Percent  w Period Contrib. : 4,00
Contrib Min, COMP
Contribs TO ¢ 146.40 CE;‘,.;:.“?V Due : 146.40 | Min, COMP TD C:;’rently Due
Joined Scheme SCOM Reference Left ER Period Contrib EE Period Contrib EE Period AWC #
|1 /07i2003 [COPENSION 51234567 36656 I .00 <+.001 10.00
b
< | ¥
?
View
1. Open the Payroll folder, and then click Processing.
2. If you are using groups, in the Select Groups list, click to select the group(s) you

want to process and then click OK.

3. Retrieve the relevant employee record, click Action and then click Pensions.

4. The first time you select this, the application will be ready for assignment of a new
scheme.

5. In the Pension Scheme list, click to select the pension scheme to apply to the
employee.

6. In Date Joined, enter the date on which the employee joined pension scheme.
You can amend any other default settings for the pension scheme as required.

7. To store the record, click OK.

Tip: Use the Memo tab to enter additional details associated with the pension.

When a new pension record is created for an employee, once the pension
scheme has been selected the various employer and employee ‘percent or value’
settings, ‘contribution values’ and ‘net of basic rate tax’ will default to those
defined on the parent pension

o
(1%
>
2
o
>
n
o
=
o
(@]
D
n
2
>

«Q
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scheme record.

The User can however override and change any of these settings. Individual
employee pension options will take priority over those from Profile/Group. When
creating a new record the following restrictions will apply:

e The Pension Scheme code is mandatory

e An employee can only be assigned to a COMP pension scheme if they have an NI
code of F, G or S.

e An employee can only be assigned to a COSR pension scheme if they have an NI
code of D, E or L.

e An employee can only be assigned to a COMB pension scheme if they have an NI
codeof D, E, L, F,GorS.

e The ‘Net Of Basic Rate Tax checkboxes will be ‘off and disabled for COMP,
COMB and COSR schemes.

Date Left : E]

The SCON field on the employee’s pension record will default to that from the
selected parent pension scheme. The User cannot change the SCON at
employee pension level.

When an employee is assigned to a pension scheme that has a SCON, that
SCON will also be written to the employee’s record. It is also cleared if the
scheme is deleted etc.

If the employee is currently actively participating within a COMP, COMB or a
COSR scheme then they cannot add another pension record for a COMP/COSR
scheme (an employee can only be active in a single COMP, COMB or COSR
scheme at a time). However, an employee can leave a COMP/COSR/COMB
scheme and join another.

Other than the above restriction surrounding COMP/COSR/COMB schemes, an
employee can have as many active pension records as required. Even if the
employee is in a COMP/COSR/COMB scheme they may still have a personal
pension also.

3.1.1 Employee Pensions

If the Use Advanced Pension Processing option on Page 2 of the Payroll -
Utilities - Set Options form for the corresponding payroll group, you will be able to
maintain pension scheme records to assign to employees. The pension scheme
record determines a number of default settings including contribution levels for
employer and employee, but you can override these on a per-employee basis.

You can maintain a table of pension scheme records; an employee can have
more than one active pension scheme. The application carries out various checks
to ensure the pension scheme assignment is appropriate.

Note: Contracted out Money Purchase (COMP) occupational pension schemes
that operate on a defined contribution basis will be abolished from 6 April 2012.
This affects NI category codes F, G and S, which are used for employees' in
COMP schemes and Appropriate Personal Pension (APP) schemes for directors.
These pension schemes and the NI codes F, G and S will be invalid from 6 April
2012.
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Employee Pension Entries e

Box Description

Pension A reference that identifies the pension scheme record. You can search and select
Scheme from a list.

SCON The scheme contracted out number, where applicable.

Note: SCON numbers were assigned to employers by HMRC to maintain
Contracted Out Money Purchase (COMP) schemes. These numbers are currently
included on P14 (End of Year Summaries) generated in Opera for employees
whose NI category letter is F,G or S. After the 2011-12 year-end, these numbers
will no longer be included on P14 returns or any other HMRC returns.

In Opera, SCON numbers are also used for employees who are members of
Contracted Out Salary Related (COSR) schemes, so these numbers can still be
entered for employees in these schemes after the 2011-12 year-end. The SCON
numbers for COSRs are not included on any HMRC returns; they are only used for
memo purposes in Payroll.

Scheme The pension scheme reference.
Reference

Date Joined The date on which the employee joined the scheme.
Date Left The date on which the employee left the scheme.

Contribution For employer and employee, the contribution details which default to those specified

Details on the pension scheme record. For employee records being set up who are already
members of the scheme, you can record the to-date values, the period contribution
and the contributions currently due. You can also override the Net of Basic Rate
Tax setting for the employee if appropriate. For all pension scheme types, the AVC
details are maintained separately for the employee contributions and you can select
the AVC type from a list.

Employer

Contribution ~ The type and value of the employer's pension contribution to be paid to the pension
Type and provider. The contribution type can be defined as either percentages or values.
Period

Contribution

Net Of Basic  This determines whether the pension is calculated net of basic rate tax for the
Rate Tax employer. These options do not apply to COMP, COSR or COMB type pensions.

Contributions  The employer's contribution paid to-date to the pension provider for the current tax
To Date year and previous tax years.

Contributions  The employer's next contribution due to be paid to the pension provider.

Currently

Due

Minimum The minimum to-date COMP value for employees in Contracted Out Money

COMP To Purchase schemes.

Date Note: Contracted out Money Purchase (COMP) occupational pension schemes that
operate on a defined contribution basis will be abolished from 6 April 2012. This
affects NI category codes F, G and S, which are used for employees' in COMP
schemes and Appropriate Personal Pension (APP) schemes for directors. These
pension schemes and the NI codes F, G and S will be invalid from 6 April 2012.

Minimum The minimum due value for employees in Contracted Out Money Purchase

COMP schemes.

Currently - - -

Due Note: Contracted‘out Money Pl_Jrchase‘(CO_MP) occupatlonal pension s_chemes thgt
operate on a defined contribution basis will be abolished from 6 April 2012. This
affects NI category codes F, G and S, which are used for employees' in COMP
schemes and Appropriate Personal Pension (APP) schemes for directors. These
pension schemes and the NI codes F, G and S will be invalid from 6 April 2012.

Employee

Contribution ~ The type and value of the employee's contribution to be paid to the pension

Type and provider. The contribution type can be defined as either percentages or values.

Period

Contribution

Net Of Basic __ This determines whether the employee's pension contribution is calculated net of
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Rate Tax basic rate tax. These options do not apply to COMP, COSR or COMB type
pensions. e
Example ... if an employee wants the tax relief from HMRC to be added to their Notes
contribution of say £100 to be paid into their pension (calculated at the basictax |
rate), select this box. If this box is selected the period contribution will include the
tax relief from HMRC).

Contributions  The employee's contribution paid to-date to the pension provider for the current tax

To Date year and previous tax years.

Contributions  The employee's next contribution due to be paid to the pension provider.

Currently

Due

Minimum The minimum to-date COMP value for employees in Contracted Out Money

COMP To Purchase schemes.

DR Note: Contracted out Money Purchase (COMP) occupational pension schemes that
operate on a defined contribution basis will be abolished from 6 April 2012. This
affects NI category codes F, G and S, which are used for employees' in COMP
schemes and Appropriate Personal Pension (APP) schemes for directors. These
pension schemes and the NI codes F, G and S will be invalid from 6 April 2012.

Minimum The minimum due COMP value for employees in Contracted Out Money Purchase

COMP schemes.

Currently . - -

Due Note: Contracted‘out Money PL_Jrchase‘(CO_MP) occupatlonal pension s_chemes thgt
operate on a defined contribution basis will be abolished from 6 April 2012. This
affects NI category codes F, G and S, which are used for employees' in COMP
schemes and Appropriate Personal Pension (APP) schemes for directors. These
pension schemes and the NI codes F, G and S will be invalid from 6 April 2012.

AVC Type The employee's Additional Voluntary Contributions' type (percentage or value).

Period AVC The employee's Additional Voluntary Contribution value for a period.

Contribution

AVC TD The employee's Additional Voluntary Contributions paid to the pension provider for
the current tax year and previous tax years.

AVC The employee's Additional Voluntary Contributions currently due to the pension

Currently provider.

Due

3.1.2 Further Advanced Pension Information

Employee Payments and Deductions

Once a Pension Scheme has been attached to an employee record the User must

ensure that the scheme has been assigned to the appropriate Deduction

Profile(s). Should the User fail to assign the Scheme to a Deduction Profile with

the correct contribution type it will not be calculated and the product will give the

relevant prompt (see example prompt below) when performing an individual

calculation, for example

Opera 3 §|
\]::) Mo deduction profile exists For emploves contributions to pension scheme PEMSIONOL. Mo contribution calculated.

When the ‘Use Advanced Pension Processing’ option is active, for deductions of a

P, X and V type, the User may only enter or change the Temp.Value, T.D.L.P.

value or use the Zero This Period facility.

© Pegasus Training Services Page 13



Accreditation Training Courseware - O3Training_Accreditation_PAY11PensionsR1.2.docx

3 Payment & Deductions : 1001 - Richard Godson ‘: : : ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

| Payments || Deductions |

Temp. Yalue Descripkion
0.00 0.0000 |Ees CoPen
0.00 0.0000 Ers CoPen
0.00 0,0000 | AWC

If the User should attempt to change any values in the Perm.Value, % field, Units
or Rate columns they will see the following message

‘ou can only temporarily override pension deductions. To apply permanent changes please use Emploves Pensions. The attempted changes have been
reversed,

Date Left

SCON 512345

:B Didte Left : | 0S/04/2011 Q/

Are pension contributions skill

f ! %  tobetaken for the current pay period?

| res | [ Mo ]

When a User enters a ‘Date Left’ the product will ask whether contributions are to
be taken for the current pay period

If the User replies ‘No’ to the above prompt then all employee contribution
rates/values are zeroed, to ensure that no further deductions are taken.
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If the User has entered in a ‘Date Left’ and then clears the field, the following

; . Not

prompt will be displayed e

Pension contributions can now recommence

! E from the current pay petiod,

Are wvou sure?

[ Yes ] { Mo
Employee Leaver
If the ‘Use Advanced Pension Processing’ option is activated, for ‘L’ or ‘D’ type
leavers, the product will check if the employee has any active pension scheme
records. If they do, the User will be asked if they wish to update the ‘Date Left’
field on the pension record(s) with the leave date.
If the User replies ‘Yes’, the ‘Date Left’ will be updated for all active pension
schemes accordingly.
3.2 Payroll Calculation
To assist Users who have activated ‘Use Advanced Pension Processing’, the
product will provide specific exceptions warnings to highlight to the User that they
should set up pension schemes, assign then to employees etc., as follows:

e |If an existing P, V or X deduction (with a deduction value set for this-
period) is found that is not linked to a pension scheme, a warning appears
‘Pension deduction profiles should be assigned to a pension scheme to
provide ‘Use Advanced Pension Processing’ capability’. Please note that
this warning will only be given once for the whole calculation - otherwise
upgrading customers could get such a warning for every single employee
when they initially switch ‘Use Advanced Pension Processing’ on (a waste
of paper).

e If the employee has an existing P or X deduction (with a deduction value
set for this-period), and that deduction is linked to a pension scheme but
the employee has not been assigned the related pension scheme yet, a
warning appears ‘Employee must be assigned to pension scheme XXX...’

e In summary, the employee pensions records may now used in order to
determine what pension contributions are to be made for both employee
and employer. Having calculated the required deduction, the deduction
profile that is associated with the pension contribution will automatically
have its payment value set.

e The employee, employer (and AVC if applicable) contribution values/rates
are obtained from the employee’s pension records.

e When calculating P, X and V deductions, any earnings restrictions to be
applied in order to determine an employee’s pensionable pay has now
been extended over and above the current facility in Opera 3, as follows:
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With the product any restrictions are determined as follows:

e Ifa LEL or UEL has been specified then that always takes priority.
e Ifthereis no LEL or UEL Opera 3 checks the pension scheme as follows:

o If the scheme specifies ‘All earnings’, then the pensionable pay is
not restricted at all, so in effect there’s no LEL/UEL restriction.

o If the scheme specifies ‘Between NI LEL and UEL’ then the LEL
and UEL is restricted using the NIPY tables for the pay frequency
applicable.

o If the scheme specifies ‘Custom’ then the custom LEL/UEL from
the scheme is used.

o If the scheme specifies ‘Payroll Group’ then the LEL/UEL from the
employee’s payroll group is used.

e For percentage based pension deductions (for employees, employers and
AVC’s), the way we determine an employee’s pensionable pay has now
also been extended, as follows:

e The product will also now initially check the pension scheme to determine
the payment profiles to be included:

o If the scheme is not marked to ‘include all payments’ then those
payments that apply to this scheme are identified. Once the
payments have been identified the product will only include those
payment profiles marked as ‘pensionable’.

o This does now mean that there could be different amounts of
pensionable pay applying to each pension being processed (i.e. if
the employee has more than one active pension).

e The user is still allowed to override an employee, employer and AVC
deduction via the Temp.field in Payments & Deductions. If the Temp.Value is
set (or the ‘zero this-period’ set) for the deduction associated with the
employee’s pension scheme, a warning appears stating ‘Pension deduction
XXXX overridden/zeroised-this-period’ (where XXXX is the deduction
description).

o With versions below v2.27.00 you had to define any ‘pre-pension’ deductions
with a deduction code before that of the related pension deduction code in
order for the calculation to work correctly. With v2.27.00 with ‘Use Advanced
Pension Processing’ ‘on’, the order of the ‘pre-pension’ deductions will no
longer matter. All such deductions will be totalled up for the employee (for the
current pay period) and then deducted from pensionable pay prior to
calculating any percentage-based pension deductions (regardless of the
position of the deduction’s actual deduction code). This now means the user
can add a new ‘pre-pension’ deduction with ease. This is an important
change in the payroll where advanced pensions are to be used.

e With versions below v2.27.00 you had to define any ‘pre-holiday’ deductions
with a deduction code before that of the related ‘holiday deduction’ (type H)
in order to work correctly. However, when ‘Use Advanced Pension
Processing’ is ‘on’ any pension deductions that are defined as ‘pre-holiday’
now have to be handled separately. The long and short of this is that when
‘Use Advanced Pension Processing’ is ‘on’ the position of the pension’s
deduction code no longer matters re the affect on accumulation of holiday
pay on a percentage basis. If the pension deduction is marked as ‘pre-
holiday’ then it will be deducted from accumulated holiday pay regardless
(prior to the holiday pay deduction percentage being applied).

o “Employee has been transferred to COMP scheme SXXXX” may appear
where the User starts their Opera 3 payroll mid-year (e.g. if they’re
converting from a manual or competitive payroll) this check will also detect
whether they have initially incorrectly set up employee to-date figures (given
them the wrong SCON) or assigned the wrong COMP pension scheme to an
employee.
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Various other new exceptions warnings have now been added, as follows:

o

If employee’s contributions, plus AVCs, this period are below any
employee minimum value as set on the pension scheme, warning
‘Employee contribution below pension scheme minimum’, but still
processes the deduction.

If employer’'s contributions this period are below any employer
minimum value as set on the pension scheme, warning ‘Employer
contribution below pension scheme minimum’, but still processes the
deduction.

If the sum of the employee’s (plus AVCs) and employer’s
contributions this-period are below any combined ‘employee +
employer’ minimum value as set on the pension scheme, warning
‘Employee plus employer contribution is below combined pension
scheme minimum’, but still processes the deductions.

If employee’s contributions (plus AVCs) to-date-this-period are above
any employee max. value, as set on the pension scheme, warning
‘Employee contributions exceed annual max. for pension scheme’,
but still processes the deduction.

If employer's contributions to-date-this-period are above any
employer max. value as set on the pension scheme, warning
‘Employer contributions exceed annual max. for pension scheme’,
but still processes the deduction.

If the employee currently has a COMP or COSR NI code (D, E, F, G,
L or S) but does not have an active occupational pension record,
warning ‘Employee must be assigned to an occupational pension
scheme’.

If employee has an active occupational pension record but does not
currently have a COMP or COSR NI code, warning ‘Employee has
been assigned to an occupational pension scheme. Please check’.

If the employee’s pension record has employee, employer (or AVC if
applicable) contribution values/rates specified but the user hasn’t yet
created/linked associated deduction profiles to the pension scheme,
give a warning, e.g. ‘No deduction profile exists for employee
contributions to pension scheme XXXX. No contribution calculated.’
does not calculate any pension deductions.

If an employee’s pension record has a ‘date left’ field but the
‘Pension scheme inactive’ flag is set to ‘False’, warning ‘Employee
has now left pension scheme XXX'.
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3.3 Payroll Update

At present, where COMP schemes are in use the User receives a prompt asking if
they wish to "Clear COMP period totals?" This functionality has been extended to
allow Users to accumulate pension contributions for all schemes and then clear
these running ‘contributions accumulated since last paid to the pension provider’
for all schemes (not just COMP) as required (via the Update). To achieve this:

e |If ‘Use Advanced Pension Processing” is ‘on’ and at least one pension
scheme has been defined a new form will appear to allow the User to select
which pension schemes are to have their accumulators cleared. If there are
no pension schemes, the form will not show.

) Update
Pension Schemes

COPENSION  |company pension schern w -
SKPENSION Skakeholder Pension
OCCPENSION  |[Dccupational Pension Sl
PCOMP Pension Scheme (COMP)
PERSCMAL GROUP PERSOMAL PEMS
PEMSIONOL Pension - Stake

“

fction - ] [ [o]4 l ’ Cancel

Note: The new form is similar to the ‘zeroise payment & deductions’ form that is
displayed by the EOY Cleardown. It will list all pension schemes and allow the
User to click/select the required schemes.

A warning appears if no pensions are selected.

For those selected pension schemes, each employee pension record for those
schemes will have their various ‘since-last-cleared-To-Date’ and ‘since-last-
cleared-To-Date-This-Period’ fields set to zero.

e The old "Clear COMP period totals?" prompt will only be given when the ‘Use
Advanced Pension Processing’ option is not activated.
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3.4 EOQOY Cleardown o

When the ‘Use Advanced Pension Processing’ option is activated, for those
schemes that have the ‘Clear TD Contributions at Tax Year End’ checkbox on, the
To-Date fields on the associated employee pension records will be cleared down
(with the exception of the ‘since-last-cleared-To-Date’ fields)

Scheme Options E

[] apply Ers & Ees % Deds. to All Payments
Clear TD Conkributions at Tax Year End E

[oon-] @

Wig D
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Accreditation Training Courseware
4 Auto Enrolment

4.1 Introduction to Auto-Enrolment

Workplace pensions law has changed. Every employer has new legal duties to
help their workers in the UK save for retirement. They must automatically enrol
certain workers into a qualifying workplace pension scheme and make
contributions towards it.

These duties are being staged in over six years, starting with large employers.

411 Pensions Act 2008

The Pensions Act 2008 introduced a new requirement for employers to
automatically enrol any eligible jobholders working for them into a workplace
pension scheme that meets certain requirements, and also to pay a minimum
employer contribution. From 1 October 2012, this change to the pensions law will
start to affect employers. The changes mean that some employers will have to
enrol their employees into a pension scheme and pay into that scheme. These
new requirements are also more commonly known as ‘auto enrolment’.

There are a number of different pension schemes that qualify as qualifying
pension schemes. A qualifying pension scheme must meet the minimum
requirements and qualifying criteria for a pension scheme.

4.1.2 Staging Date

The date when the new law is ‘switched on’ for employers is known as the
‘staging date’. The staging date for employers varies according to the number of
employees they employ.

The earliest staging date is 1 October 2012 for the largest employers (those who
employ 120,000 or more employees).

Employers will then gradually be brought on board (from the largest to the
smallest) until approximately 2017 by which time all employers will be operating
under the new legislation.

Note: The information provided in this guide is correct at the time of publication.
You should check with The Pensions Regulator and the Department of Work and
Pensions for the latest information.

There are many web pages and guides for Workplace Pensions Reform available
from The Pensions Regulator and the Department of Work and Pensions. Some
of these are listed on the Useful Web Sites page. For a full explanation, read the
Automatic Enrolment - An Explanation of the automatic enrolment process guide,
available from The Pensions Regulator.
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41.2.1  Staging Date Working Example

Example is based on weekly paid employees, as follows:

*  Employees are paid in arrears on a Friday for the 7 days’ work they have done up
to an including the preceding Sunday.

*  For example, if you look at the 2012 calendar, on Friday 30th Nov. the employees
are paid for the work they did from Monday 19th to Sunday 25th of Nov.

*  The PRP’s therefore run from a Mon. to the following Sun.

2012 calendar:

November December

1 2 3 4 1 2
5 &8 7 8 9 10 11 3 4 5 6 7 B 9
1z 13 14 15 15 17 18 10 11 12 13 14 15 16
19 20 21 2% 23 24 325 17 18 19 20 21 22 23
26 27 28 29 24 25 26 27 28 29 30

31
Lets say the employer’s staging date (SD) is Dec. 1st (2012).

For the pay that is paid on Friday 30th of Nov., should that pay in effect be the first
pay that is considered for auto-enrolment purposes? i.e. given that the associated
PRP the pay day falls in is Mon. 2th Nov. to Sun. 2nd Dec. (i.e. the SD falls within
that PRP). Or, will it be the first pay day on or after the SD that’s the first pay to be
considered for auto-enrolment (i.e. in this case, the pay day of Dec. 7th)?

The answer is that the PRP which the staging date falls in is 26th Nov to 2nd Dec.
The qualifying Earnings for this period are those due to be paid on 30th Nov. As
the Assessment day is after pay day the first deductions will need to be collected
from the 7th Dec pay day with a proportion due, based on scheme rules, for the
period 1st Dec to 2nd Dec in addition to the full period amount for the following
PRP.

Following on from this now lets say some other employees have a slightly
different PRP; this time they are still paid on a Friday, but this time they are paid
for the work they did up to an including the preceding Friday (and from the
Saturday preceding that). For example, if you look at the different 2012 calendar,
on Friday 30th Nov. the employees are paid for the work they did from Saturday
17th to Friday 23rd of Nov.:

2012 calendar:

November

12 3 4
s 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 &0

December

1 2
3 4 5 B8 7 8 8§
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31

In the example above, the PRP this time runs from Sat. to Fri. Therefore, the pay
paid on Fri. 30th Nov. falls in the PRP Sat. 24th to Fri. 30th. This time, should the
pay not be considered for auto-enrolment purposes?
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(i.e. given that this time the SD does not fall in the PRP), but instead it's only
when the employees are next paid on Fri. 7th Dec. that auto-enrolment duties
should in effect commence? (i.e. because the SD falls in that next PRP of Dec.
1st to Dec. 7th)

The answer is that this is correct as the staging date falls into the PRP 1st Dec to
7th Dec and the pay day which falls into this period is 7th Dec. Therefore any
worker who is auto-enrolled on staging date will need to have pension
contributions deducted from the pay they receive on 7th Dec.

NB: Is there a general rule of thumb that the auto-enrolment duties start to apply
in the PRP that the SD falls in (i.e. SD is the first assessment date, so you
establish the PRP the SD falls in, and then see what has been paid in that PRP),
or do the duties instead only start to apply on the first pay day that falls on or after
the SD?

The answer is Autoenrolment duties start with effect from the employer’s staging
date (with exception of inducement/coercion regulations which started with effect
fromn 1st July 2012). The PRP which the staging date falls in is the first relevant
PRP and the qualifying earnings paid within that PRP are the ones to be used for
assessment purposes. The first assessment date is the employer’s staging date
although the employer can use postponement to delay this assessment
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4.2 Auto Enrolment Schemes

4.2.1 Using an Existing Scheme for Auto Enrolment

If your employees are already members of pension schemes you may not need to
set up new pension schemes for auto enrolment. You may need to change some
aspects of an existing scheme to ensure that it meets the required criteria for auto
enrolment.

Some pension providers may not be prepared to accept all of your eligible
jobholders into a pension scheme. You may need to set up an alternative scheme
like a National Employment Savings Trust (NEST) scheme for those employees to
comply with your duties.

4.2.2 Auto Enrolment Schemes

There are a number of pension schemes that qualify as auto enrolment schemes:

1. Defined Contribution scheme

A defined contribution scheme is where the future benefits (return value) of the
scheme fluctuate based on the invested earnings of both yours and the
employee's contributions. A defined contribution scheme can be used as an auto
enrolment scheme if it meets the relevant defined contribution criteria.

2. Defined Benefit scheme

A defined benefit scheme is where after both you and the employee having made
contributions into the scheme, when the employee retires the scheme promises
to pay a predetermined amount based on various factors, such as the employee’s
earnings and their length of service. A defined benefit scheme can be used as an
auto enrolment scheme if it meets the associated defined benefit criteria.

3. Certified Defined Contribution scheme

Ordinarily for a defined contribution scheme to be used as an auto enrolment
scheme then the scheme must meet minimum contribution requirements. If you
already provide a defined contribution scheme, there is an alternative way of
meeting that aspect of the requirements. That is called certification.

Certification allows you to self-certify that your defined contribution scheme
meets the auto enrolment requirements. You can do this if the scheme, for
example:

e Calculates contributions from the first pound earned (as opposed to the
portion between the auto enrolment thresholds), or

e Does not include all The Pensions Regulator defined payment types
within the earnings figure used for calculating contributions (some
schemes may not include overtime or bonuses).

The self-certification process requires you to assess the existing contribution
amounts made into the defined contribution scheme and then satisfy yourself that
they meet The Pensions Regulator criteria for defined contribution schemes.

4. Hybrid scheme

A hybrid scheme is a scheme which is neither only a defined benefit scheme nor
only a defined contribution scheme, but has elements of both.
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Department of Work and Pensions plans to publish guidance to help you

determine whether their hybrid scheme meets The Pensions Regulator criteria for NOtes AAAAAAAAAAAAA
Workplace Pensions Reform.
5. Defined Benefit/Hybrid transitional period
Department of Work and Pensions allows for a transitional period to be applied to
defined benefit or hybrid schemes. The transitional period allows you to delay
auto enrolment for certain eligible jobholders who meet specified criteria. This
delays auto enrolment until after the end of the transitional period.
Where a transitional period applies, the eligible jobholder can choose to opt-in to
an auto enrolment scheme.
Department of Work and Pensions has not confirmed how long the transitional
period will last for. The transitional period does not apply to defined contribution
schemes.
6. Contract Based scheme
A contract-based pension scheme is also more commonly known as a personal
pension.
Workplace based pension schemes can be contract-based where each employee
has their own personal pension which is not tied to their employer. An example is
a stakeholder pension. It is likely that both you and the employee will contribute
to these schemes.
A contract-based scheme can be used as an auto enrolment scheme if it meets
The Pensions Regulator criteria for contract-based schemes.
7. Occupational scheme
An occupational scheme is different to a personal (contract-based) pension
scheme because it is tied to the employer. If the employee leaves they do not
take the pension with them.
An occupational scheme can be used as an auto enrolment scheme if it meets
The Pensions Regulator criteria for occupational schemes. An example is a
Contracted Out Salary Related pension.
4.2.3 Employers Duties
Employers will have to automatically enrol eligible jobholders into a qualifying
pension scheme and make an employer contribution towards it. If an employee is
already a member of a qualifying pension scheme on your staging date, you do
not have to enrol that employee again.
The main things you the employer must do are:
e Provide a qualifying pension scheme for their workers
e Automatically enrol all eligible jobholders into the scheme within their joining
window
e Pay employer contributions for eligible jobholders to the scheme
e Tell all eligible jobholders that they have been automatically enrolled and they
have the right to opt out if they want to do so
e Register with The Pensions Regulator and supply details of their qualifying
scheme and the number of people they have automatically enrolled.
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42.3.1 Employers' Contributions

The minimum contribution levels will be phased in over time. Initially the total
minimum contribution is 2% of qualifying earnings. At least 1% must be paid by
you. Qualifying earnings for auto enrolment refers to an employee's relevant
earnings between the qualifying earnings lower threshold and the qualifying
earnings upper threshold. You can contribute more to reduce the employee's
minimum contribution.

From October 2017 you must contribute at least 2% of your employee's qualifying
earnings. From October 2018 you must contribute at least 3%. Your employee will
be responsible for paying the rest. They will get tax relief on their contribution and
the total combined contribution will eventually be a minimum of 8%.

Minimum contributions are based on the employee's qualifying earnings for the
pay reference period.

Minimum Contributions

2012 2017 2018

Employer 1% 2% 3%

Employee 1% 3% 5%

Total 2% 5% 8%

4.2.4 Enrolment of Employees

Auto-enrolment only applies to employees who are classed as eligible jobholders.
The category that is relevant for an employee determines your auto enrolment
duties in relation to that employee.

Iders

Entitled workers Eligible jobholders

* Aged 16-74
* Earning between Lower
Threshaold and Earnings Trigger
OR

* Agad 16-21 or State Pension
Age - 74

* Earning ahove Earnings Trigger
Have aright to opt in

4.2.4.1 Eligible Jobholders

Aged between 22 and state pension age and has auto enrolable earnings above
the earnings trigger. These employees will earn more than £8,105 in the 2012-13
tax year. They must be auto enrolled at your staging date.
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4-2-4-2 NOn-ElIgIbIe Jobholders ....................................

Either:

1. Aged between 16 and 74, has auto enrolable earnings below earnings trigger but
above the qualifying earnings lower threshold. These workers will earn between
£5,564 and £8,105 in the 2012-13 tax year.

2. Aged 16 to 21, or state pension age to 74, and has auto enrolable earnings
above the earnings trigger. These workers will earn more than £8,105 in the
2012-13 tax year.

These employees are not auto enrolled; however they can opt into a qualifying
pension scheme. In such circumstances both you and the employee will make
contributions.

4243 Entitled Workers

Aged between 16 and 74 and has auto enrolable earnings below the qualifying
earnings lower threshold. These employees are not auto enrolled but can join a
pension scheme if they want to.

4.2.5 Auto Enrolment Thresholds

These are the thresholds for auto enrolment for different pay frequencies for the
2012-13 tax year.

Weekly 2-Weekly 4-Weekly Monthly Annual

Qualifying Earnings Upper Threshold 817 1634 3268 3540 42475
Earnings Trigger 156 312 624 676 8105
Qualifying Earnings Lower Threshold 107 214 428 464 5564

4.25.1 How Auto-Enrolable Earnings are Calculated

If the employee's auto enrolable earnings is ... the qualifying earnings for the period is ...
More than the upper threshold All the auto enrolable earnings between
the lower and upper thresholds.
Between the lower threshold and the upper All the auto enrolable earnings above the
threshold lower threshold.
Less than the lower threshold Zero
4.2.6 Useful Web Sites (Auto enrolment)

The following web site links will be helpful in relation to auto enrolment. You will
need access to the internet to use these sites, which will open in your web
browser.
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These are correct at the time of publication. Please make sure that the hyperlinks
link to the most up to date information.

| National Employment Savings Trust

Q A government established pension scheme for low www.nestpensions.org.uk
to medium income earners. NEST has a public

service obligation so must accept any employer.

NEST is one of a number of new or existing pension

schemes that employers can choose to fulfil their

new duties. NEST pension schemes are regulated

using the same principles as every other scheme.

The Pensions Regulator

Q The Pensions Regulator is the UK regulator of www.thepensionsregulator.gov.uk
work-based pension schemes, empowered by the
UK government to regulate work-based pensions
Q The Pensions Regulator's auto enrolment page. www.thepensionsregulator.gov.uk/automatic-
These guides are available from here: enrolment.aspx

An introduction to workplace pension changes
Workplace pensions law is changing
Auto enrolment and your business
Background information

Beginners guide

7 steps to prepare for auto enrolment
Detailed guidance

Staging date timeline

Writing to workers about auto enrolment
Registration

Does your existing scheme qualify?
Compliance and enforcement.

Department of Work and Pensions

UK government department responsible for welfare www.dwp.gov.uk/
and pension policy in the UK

Background to automatic enrolment from www.dwp.gov.uk/policy/pensions-
0 Department of Work and Pensions reform/workplace-pension-
reforms/automatic-enrolment-background/
0 Latest news for auto-enrolment from the www.dwp.gov.uk/policy/pensions-
Department of Work and Pensions reform/latest-news/
4.2.7 To Prepare Opera for Auto Enrolment

This section describes how you should prepare Opera for auto enrolment after
your company's staging date.

Important: For full details about auto enrolment you must refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
0 Some of these sources of information are listed in the Useful Web Sites section.

The Pensions Regulator will contact you before your staging date. You can ask
the regulator to bring the date forward. Shortly after becoming subject to the
duties for the first time, you are obliged to submit information to the regulator
giving details of how you have discharged your duties. This is your 'registration
date'.

Tip: Full explanations for the different boxes and options are available by
selecting F1.
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1. Update your auto enrolment settings on the Payroll - Utilities - Auto Enrolment
Settings form. Enter your staging date on the Employer Settings tab.

Select the Pensions Regulator Settings tab to see the thresholds and other
settings relevant for auto enrolment. These details cannot be changed,; they are
maintained by Pegasus Software Ltd.

2. Update the payment profiles for auto enrolment on the Payroll - Maintenance -
Payment Profiles form. These are the payments that will be taken into account
when assessing an employee's auto enrolment category. These must include
salary, wages, commission payments, bonus payments, overtime payments,
statutory sick pay, statutory maternity pay, statutory paternity pay (ordinary or
additional) and statutory adoption pay.

3. Mark the existing pension schemes as suitable for auto enrolment on the Payroll -
Maintenance - Pension Scheme form. For each scheme, do the following:

a. Selectthe Use for Auto Enrolment option

b. Choose either 'Personal Pension' or 'Occupational Pension' from the
Operation box.

c. Under Default Contributions, enter default employer and employee
contributions for the scheme. Initially the total minimum contribution is
2% of qualifying earnings. At least 1% must be paid by the employer.

d. Under Earnings Restrictions, select the appropriate type. Your
selection depends on the pension scheme used.

4. Switch on auto enrolment from Options Page 2 of the Payroll - Utilities -
Set Options form:

a. Select the Use Auto Enrolment Processing option.

b. To align the Pay Reference Period with tax periods rather than
your pay periods select the Align Pay Reference Period with
Tax Period option. Please read the explanation for the option in
the F1 Help before selecting it.

Opera is now prepared for auto enrolment.

Note: If you are going to use a National Employment Savings Trust pension
scheme please follow the steps in the 'To prepare Opera for NEST pensions' help
topic. Then update your employees with the relevant status and categories using
the relevant Help topic under the 'How to ... Process pension auto enrolment’
node in the Contents pane.

After you have set up Opera for auto enrolment, the global Payroll - Calculation
and the individual Payroll - Processing - Calculate commands use each
employee's qualifying earnings to assess their auto enrolment category (eligible
jobholder, non eligible jobholder or entitled worker). This is earnings between the
qualifying earnings lower threshold and qualifying earnings upper threshold, which
are defined by the Department of Work and Pensions and The Pensions
Regulator.

4.2.7.1 Payment Profiles

The calculation uses the payment profiles (set up on the Payroll - Maintenance -
Payment Profiles form) when assessing each employee's auto enrolment
category and calculating pension deductions.

e The qualifying earnings and the auto enrolment category are assessed for each
employee using profiles that have been set up with the Auto Enrolment box
selected.

e The pension deductions are calculated using profiles that have the Pensionable
box selected.
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4.2.7.2 New or Existing Pension Scheme? oo

For new defined contribution pension schemes set up for auto enrolment, if
pension deductions are to be calculated on qualifying earnings (between the
qualifying earnings lower threshold and qualifying earnings upper threshold), the
payment profiles must be set up with both the Auto Enrolment and Pensionable
boxes selected.

For existing schemes that meet the requirements for auto enrolment, the
assessment of qualifying earnings and calculation of pension contributions may
need to be done using different profiles. For example, overtime payments will be
used for assessment but may not be included for calculating pension deductions.
In situations like this pension deductions may be calculated on earnings outside
the qualifying earnings lower threshold and qualifying earnings upper thresholds.
It is important then that the Earnings Restrictions boxes for the pension scheme
(Payroll - Maintenance - Pension Scheme form) are set appropriately for the
scheme.

4.2.8 Employee Auto Enrolment Details

This form (accessed from the Payroll - Processing - Pensions menu) is where
you enter your employee's details for auto enrolment. It is available only if the Use
Auto Enrolment Processing option is selected on the Payroll - Utilities - Set
Options form.

These details will be updated by the Calculation command according to the
employee's age and qualifying earnings. However, you may also need to change
some of the information manually, for example when you inform the employee that
they have been auto enrolled you need to update this form. Appropriate
messages are displayed to help you update the boxes correctly.

Important: For full details about auto enrolment you must refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.
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%" Auto Enrolment Details : 1001 - Richard Godson @ S A

Auto Enrolment Settings  F12

Category & Status (as at This Period)

[T override Category Use this form to verify or amend the employee's auto enrolment(AE)
related details. Cancel
Categary : None You can override the employee's category and their earnings, amend -
their auto enrolment status, and perform various assodated actions
35 necessary.
Status MNone IZ|

Participate | Postpone or Stop || Earnings & General ” Last Period || Memo |

Auto Enrolment Jain
AE Date : I, E] Right to Join Info. to EE : I, E]
AE Info. to EE : I B Join Date : I E
Contract-Based Info. to EE : I E] Misc.

Qual. Scheme Info. to EE : N E]
Opt-In
Right to Opt-In Info. to EE T E] Active Member Achieved : T E]
Motice Received On : N [j Assign Pension Scheme to Employes
Opt-In Commencement : N E] Pension Scheme :

[oon-] @

Pensions Act 2008

The Pensions Act 2008 introduced a new requirement for employers to
automatically enrol any eligible jobholders working for them into a workplace
pension scheme that meets certain requirements, and also to pay a minimum
employer contribution. From 1 October 2012, this change to the pensions law will
start to affect employers. The changes mean that some employers will have to
enrol their employees into a pension scheme and pay into that scheme. These
new requirements are also more commonly known as ‘auto enrolment’.

[210)'4 Description |

Category & Status (as at This Period)

Override The Calculation will update the employee's auto enrolment category according to
Category the rules defined by The Pensions Regulator. However, if you need to override it,
you must first select this box.

Category If the Override Category box is selected, you can change the employee's auto
enrolment category to eligible jobholder, non eligible jobholder, entitled worker, or
not applicable. If you change the category to 'N/A' all the category related information
will be removed.

Set this to ‘None' if the box has previously been set incorrectly. This resets the
employee's auto enrolment category details.

Status This can be set to Auto-Enrolled, Postponed, Opted-In, Opted-Out, Joined, Ceased,
Already in QS (Qualifying Scheme), DB/Hybrid (Defined Benefit Scheme), or not
applicable.

Depending on the chosen status, the relevant tab page will be displayed so you can
update the necessary information.

Set this to 'None' if the box has previously been set incorrectly. This resets the
employee's auto enrolment status details.
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4.2.8.1 Participate tab Netaa™™
Postpone or Stop || Earnings & General || Last Period || Memao |
Auto Enrolment Join
AE Date : I ] Right to Join Info, to EE ; I [1e]
AE Info. to EE : ¥ D Join Date : T D
Contract-Based Info. to EE : N D Misc.
Qual. Scheme Info. to EE : INi
Opt_In U3l eme In’ D
Right to Opt-In Info. to EE ¥ D Active Member Achieved : ¥ D
Motice Received On : I D Assign Pension Scheme to Employee
Opt-In Commencement : I G Pension Scheme :
Box Description |
Auto Enrolment
AE Date The auto enrolment date.
AE Info. to EE The date that information about auto enrolment was given to the employee.
This date cannot be earlier than the employer's staging date or the employee's
start date. This date is important because it may be used to define the start of
the period in which the employee can opt-out of the pension.
Contract-Based  Used for contract-based pension schemes.
Info. to EE
If used, the employer must make sure that the pension provider provides the
employee with the terms and conditions of the scheme within a month of auto
enrolment. This date is important because it may be used to define the start of
the period in which the employee can opt-out of the pension.
Opt-In
Right to Opt-In The date that information about the right to opt-in to a qualifying pension scheme
Info. to EE was given to the employee.
This date cannot be earlier than the employer's staging date or the employee's
start date. Unless the employer is in a postponement period, this information
must be provided within one month of the worker becoming a jobholder for the
first time.
Notice Received The date the employer received notice from the employee that they wish to opt-in
On to a qualifying pension scheme.
This date cannot be earlier than the employer's staging date or the employee's
start date. Both eligible jobholders and non eligible jobholders who are not
members of a qualifying pension scheme or not undergoing automatic
enrolment, are allowed to give notice that they wish to opt in.
Opt-In The date the employee opted-in. This is when pension scheme contributions
Commencement must commence following opt in. This date cannot be earlier than the employer's
staging date or the employee's start date.
If the opt-in notice was received before the usual cut off date for the payroll, the
contributions will be calculated from the start of the next pay reference period. If
the notice was received after the cut off date, the contributions will be calculated
from the start of the second following pay reference period.
Join
Right to Join The date the employee was given information about their right to join a qualifying
Info. to EE pension scheme. This must be provided within one month of the employee
becoming an entitled worker.
This applies to employee's who are categorised as entitled workers.
Join Date The date that the employee joined a qualifying pension scheme. This applies to
employee's who are categorised as entitled workers.
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Misc. Notes
Qual. Scheme The date the employee was given information about qualifying pension schemes. |
Info. to EE This date cannot be earlier than the employer's staging date or the employee's
start date.
Tip: For details of the different types of qualifying schemes, see the Auto-
Enrolment Schemes Help topic.
Active Member The date the employee became an active member of a qualifying pension
Achieved scheme.
Assign Pension  Enabled if the Advanced Pension Processing feature is used. This is
Scheme to controlled by the associated option on the Payroll - Utilities - Set Options form.
Employee
Pension Enabled if the Assign Pension Scheme to Employee box is selected. The
Scheme pension scheme for the employee. Pension schemes are maintained on the
Payroll - Maintenance - Pension Schemes form.
4.2.8.2 Postpone or Stop tab
This tab includes boxes for details associated with postponing auto enrolment for
the employee or for stopping it altogether.
Participate | | Earnings & General ” Last Period || Memo |
Postponement Details Opt-0ut
Postponement Type : A IZ| Motice Received On : I E
Set Postponement End To : |z| Opt-0ut Period Start : I E
Postponement End : i D Opt-Out Period End : I E]
Motice Type : /A IZ| [ tnvalid Opt-Out Notice Given
Postponement Notice to EE : i D Cease Active Membership
Date Ceased : I E
[210)'¢ Description
Postponement Details
Postponement The type of postponement, which can be set to Staging Date, New Starter or
Type eligible jobholder. Auto-enrolment can be postponed for up to three months
after:
e  The staging date for auto enrolment
e  The day after a new starter's first working day if they start after the
employer's staging date.
e  The day after an employee meets the criteria for an eligible
jobholder.
Set This controls whether and how the Postponement End date is updated.
Postponement You can enter the date for the end of the postponement period or select one
End To of the following:
e Last day of the current pay reference period
e Last day of the next pay reference period
e Last day of the pay reference period after the next pay reference
period.
Postponement The end of the postponement period. This date cannot be earlier than the
End employer's staging date or the employee's start date.
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Notice Type

Postponement
Notice to EE

Opt-Out

Notice Received
On

Opt-Out Period
Start

Opt-Out Period
End

Invalid Opt-Out
Notice Given

Cease Active
Membership

he type of postponement notice given to the employee. These are valid
notice types:

. General Notice A. This contains the information that must be
provided to all the different categories of worker.

. General Notice B. This is similar to notice A but it excludes the
information for jobholders who are already active members of a
gualifying scheme with that employer.

e Tailored Notice for a Jobholder. This contains information for a
jobholder who is not an active member of a qualifying scheme
with that employer.

. Tailored Notice for an Entitled Worker. This contains
information for an entitled worker who is not an active member of
a qualifying scheme with that employer.

The date the postponement notice was given to the employee.

When a jobholder provides an opt-out notice, the employer must check that
it is a valid notice. This is the date the notice was received. This date cannot
be earlier than the employer's staging date or the employee's start date.

The date the opt-out period starts. This date cannot be earlier than the
employer's staging date or the employee's start date. The rules for this are
different for occupational pensions and personal pensions.

For occupational pension schemes, the opt-out period starts from the later of
the date the jobholder:

. becomes an active member with effect from the automatic
enrolment date or

. is provided with written enrolment information.

For personal pension schemes, the opt-out period starts from the later of
when the jobholder is:

e sentthe terms and conditions of the agreement to become an
active member or

e  provided with written enrolment information.

The date the opt-out period ends. This date cannot be earlier than the
employer's staging date or the employee's start date. This is normally one
month after the start of the opt-out period.

Select if the opt-out notice is invalid. If a notice is invalid the employer must
allow a further two weeks on top of the normal one month opt-out period.

The date active membership of a qualifying pension scheme ends.

4.2.8.3 Earnings & General tab

This tab includes earnings-related details for the current pay reference period,
which are used for calculating auto enrolment contributions for the employee, and

different dates for auto enrolment status.

Participate | Postpone or Stop | [Eamings & General ! | Last Period || Memo

Earnings Details

AE Earnings :

Qualifying Earnings :
Earnings Abave Trigger :
PRP Start :

PRPENd :

General

Override Earnings Date EJ 1st Achieved : 1 =)
0.00 Date EJ Regained : 1 []
0.00 Date NEJ 1st Achieved : 1 o]
0.00 Date EW/ 1st Achieved : /1 (]
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Box Description Notes

Earnings Details

Override Select to override the auto enrolment earnings, qualifying earnings, earnings above
Earnings  the earnings trigger, and pay reference period start and end dates.

AE The auto enrolment earnings for the current pay reference period. This is enabled
Earnings  only if the Override Earnings box is selected.

Qualifying  The qualifying earnings earnings for the current pay reference period. This is enabled
Earnings  only if the Override Earnings box is selected.

Earnings  The earnings above the earnings trigger for the current pay reference period. This is
Above enabled only if the Override Earnings box is selected.
Trigger

PRP Start The start date for the current pay reference period. This is enabled only if the
Override Earnings box is selected.

PRP End  The end date for the current pay reference period. This is enabled only if the
Override Earnings box is selected.

General

Date EJ The date the employee first qualified for eligible jobholder status.
1st
Achieved

Date EJ The date the employee regained eligible jobholder status. This status is checked by
Regained the Calculation for every pay period depending on their qualifying age and qualifying
earnings.

This date cannot be earlier than the employer's staging date or the employee's start
date. It must also be after the date the status was first achieved

For example, when an employee first becomes an eligible jobholder they are
postponed. However after the postponement period they are no longer an eligible
jobholder. But then in a future period they again become an eligible jobholder. This is
their eligible jobholder regained date.

Date NEJ  The date the employee first qualified for non eligible jobholder status.
1st
Achieved

Date EW  The date the employee first qualified for entitled worker status.
1st
Achieved

4284 Last Period tab

This tab includes earnings-related details for the previous pay reference period.

Participate ” Postpone or Stop ” Earnings & General I

Details as at Last Period

Category : Mone
Status : Mone |Z|

AE Earnings : 0.00

Qualifying Earnings : 0.00

Earnings Above Trigger : 0.00
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Box Description I

Details as at Last Period

Category The employee's category for auto enrolment for the previous period: eligible
jobholder, non eligible jobholder, entitled worker, or not applicable.

Status The employee's category for auto enrolment for the previous period: Auto-
Enrolled, Postponed, Opted-In, Opted-Out, Joined, Ceased, Already in QS
(Qualifying Scheme), DB/Hybrid (Defined Benefit Scheme), or not applicable.

AE Earnings The employee's auto enrolment earnings for previous period.

Quialifying The employee's qualifying earnings earnings for previous period.
Earnings
Earnings The employee's earnings for previous period that are above the earnings trigger.

Above Trigger

Actions
You can use the Action menu to:

Open the Auto Enrolment Settings form. This form is where the staging date and
registration date is displayed, and also where the various thresholds for auto
enrolment are kept.

4.2.9 To Auto Enrol Eligible Jobholders

This section describes how you should set up existing employees at your staging
date. All these employees will be aged between 22 and the state pension age and
have auto enrolable earnings above the earnings trigger.

Important: For full details about auto enrolment you must refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.

These steps must only be completed after your company's staging date.

Note: It is assumed that Opera has already been set up for auto enrolment. If this
is not the case, before following these steps please follow the steps on the To
Prepare Opera for Auto Enrolment Help topic.

4.2.9.1 Updating Employee Records

Tip: Full explanations for the different boxes and options are available by
selecting F1

These steps must only be completed after your company's staging date. You must
enrol all employees with a status of eligible jobholder and make sure each
employee has all the information about the enrolment before the end of the joining
window, which is within one month of the auto enrolment date.

1. Update all employees for auto enrolment using the Payroll - Global Changes -
Auto Enrolment Updates form.

Under Auto Enrolment (AE) Status:
i Select the Update Employee AE Status box
ii. Choose 'Auto-Enrolled’ from the Set Status To list

iii. In the Set Status Date To box, choose an auto enrolment date or
choose 'Input Manually' and enter a date in the Status Date box.
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Select Next and then select Start to complete the update.

Use the reports in Opera to help you understand each employee's status. For
example, the Payroll - Pensions Reports - Auto Enrolment Details report and
the Payroll - Periodical Reports - Employee Record Print.

Important: You must send information about auto enrolment to each employee
who is already in a qualifying pension scheme. You must also explain that they
can opt out if they want to and tell them where to find more information about

pensions and saving for retirement.

4. Use the Payroll - Global Changes - Auto Enrolment Updates form again to
update your employee's records to indicate that the required information has been
sent to them. The relevant boxes are in the Auto Enrolment (AE) Details Dates
section of the form.

5. Run the Calculation command and complete other required payroll processes as
normal.

The calculation will warn you if employees have not been auto enrolled when they
should have been. If this happens you must use either the Payroll - Global
Changes - Auto Enrolment Updates form or the Payroll - Processing - Auto
Enrolment Details form to:

i. Firstly enrol the affected employees. You must then run the calculation
again.

ii. Secondly to update each employee's record after providing the
necessary auto enrolment information.

4.2.10 To Update Employees Already in Qualifying
Schemes

This section describes how you should set up existing employees in Opera who
are already in a qualifying pension scheme at your staging date. All these
employees will be aged from 16 to the state pension age.

Important: For full details about auto enrolment you must refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.

Note: It is assumed that Opera has already been set up for auto enrolment. If this
is not the case, before following these steps please follow the steps on the To
Prepare Opera for Auto Enrolment Help topic.

4.2.10.1 Updating Employee Records

These steps should only be completed after your company's staging date.

1. Update all employees for auto enrolment using the Payroll - Global Changes -
Auto Enrolment Updates form. Under Auto Enrolment (AE) Status, choose
‘Already in QS' from the Set Status To list.

2. Select Next and then select Start to complete the update.

3. Use the reports in Opera to help you understand each employee's status. For
example, the Payroll - Pensions Reports - Auto Enrolment Details report and
the Payroll - Periodical Reports - Employee Record Print.

Important: You must send relevant information to each employee who is already
in a qualifying pension scheme.

4. Use the Payroll - Global Changes - Auto Enrolment Updates form again to
update your employee's records to indicate that the required information has been
sent to them. The relevant boxes are in the Auto Enrolment (AE) Details Dates
section of the form.

5.  Run the Calculation command and complete other required payroll processes as
normal.
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4.2.11 To Enrol 22-year old Employees

This section describes how you can set up auto enrolment in Opera for existing
employees who become 22 whilst in your employment. Employees aged between
22 and state pension age are eligible jobholders if their qualifying earnings are
above the earnings trigger.

Important: For full details about auto enrolment you must refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.

These steps must only be completed after your company's staging date. The
calculation's audit report will warn you if one or more employees become 22 in the
next pay reference period. The employee must be auto enrolled in that period
before the end of the joining window, which is within one month of the auto
enrolment date.

Note: It is assumed that Opera has already been set up for auto enrolment. If this
is not the case, before following these steps please follow the steps on the To
Prepare Opera for Auto Enrolment Help topic.

Please Note: For employees turning 22 and are an Eligible Jobholder who are not
postponed or opted out and are auto enrolled, the first pension contribution must be
calculated out on a pro-rata basis. This must be calculated out manually and the pensions
contributions overridden for that period.

For example; the payroll is in the period of May and the pay covers the whole month. An
employee turns 22 on the 15th and is auto enrolled and makes their first pensions
contributions. The contribution for the month calculates out as £124. To calculate out the
pro rata value;

Periods Pensions contributions £124 / 31 (days) = £4 Daily pension contribution value
£4 x 16 (days remaining of the month) = £64
Enter £64 in the TEMP column for the pension deduction profile.

4.2.11.1 Updating Employee Records

Follow these steps in the month that the employee turns 22:

Tip: Full explanations for the different boxes and options are available by
selecting F1.

1. From the Payroll - Processing form, open the employee's Pensions - Auto
Enrolment Details form. Select the Override Category box and choose a
Category and Status from the lists.

2. Update the necessary dates in the Participate tab, for example the auto
enrolment date (AE Date), auto enrolment information to the employee date (AE
Info. to EE). The employee's birthday should be their auto enrolment date.

3. Select the Assign Pension Scheme to Employee box and choose a pension
scheme from the list.

4. Click Save.

You must provide all necessary information to the employee after they have been
auto enrolled before the end of the joining window. They will then be able to opt-
out of the pension if they want to. The new employee's pension details will be
included on the various reports under the Pension Reports menu.

Note: After you have received notification from the pension provider that the
employee has been enrolled, update the Active Member Achieved date on the
Payroll - Processing - Auto Enrolment Details form.
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4.2.12 To Enrol New Employees

This section describes how you can set up auto enrolment in Opera for new
employees who start after your staging date.

Important: For full details about auto enrolment you must refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.

These steps must only be completed after your company's staging date. You must
enrol all employees with a status of eligible jobholder and make sure each
employee has all the information about the enrolment before the end of the joining
window, which is within one month of the auto enrolment date.

Note: It is assumed that Opera has already been set up for auto enrolment. If this
is not the case, before following these steps please follow the steps on the To
Prepare Opera for Auto Enrolment Help topic.

4.2.12.1 Updating Employee Records

Tip: Full explanations for the different boxes and options are available by
selecting F1

1. When creating the new employee record on the Payroll - Processing
form, the employee's Auto Enrolment Details form will be displayed.
Select the Override Category box and choose a Category and Status
from the lists.

2. Update the necessary dates in the Participate tab, for example the auto
enrolment date (AE Date) and auto enrolment information to the
employee date (AE Info. to EE).

3. Select the Assigh Pension Scheme to Employee box and choose a
pension scheme from the list.

4. Click Save.

Note: After you have received notification from the pension provider that the
employee has been enrolled, update the Active Member Achieved date on the
Payroll - Processing - Auto Enrolment Details form.

4.2.13 To Postpone Auto-Enrolment

This section describes what you must doin Opera if you postpone auto
enrolment. You, the employer are allowed to postpone auto enrolment for a period
of up to three calendar months following your staging date. This is also referred to
as the 'waiting period'.

To exercise that choice, you must issue the worker or workers with a
postponement notice. There are three options with varying levels of information.
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Postponement can only be used for a worker or workers on certain dates:

e your staging date for employees working for you on that date

o the first day of employment for new employees starting after your staging
date

e the date your employee meets the criteria to be an eligible jobholder for
the first time after your staging date.

Important: For full details about auto enrolment you must refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.

Note: It is assumed that Opera has already been set up for auto enrolment. If this
is not the case, before following these steps please follow the steps on the To
Prepare Opera for Auto Enrolment Help topic.

4.2.13.1 Updating Employee Records

Tip: Full explanations for the different boxes and options are available by
selecting F1

These steps must only be completed after your company's staging date.

1. Update all employees for postponement using the Payroll - Global
Changes - Auto Enrolment Updates form.

Under Auto Enrolment (AE) Status:
i. Select the Update Employee AE Status box
ii. Choose 'Postponed' from the Set Status To list

iii. In the Set Postpone. End To box, choose a postponement date
or choose 'Input Manually' and enter a date in the Status Date
box. Then select a postponement type and notice type from the
lists in the Postpone. Type and the Postpone. Notice Type
boxes.

2. Select Next and then select Start to complete the update.

3. Use the reports in Opera to see how each employee has been updated,
for example the Payroll - Pensions Reports - Auto Enrolment Details
report.

Important: You must send information about postponement to each
affected employee. You must tell them what the deferral date is and that
they will be automatically enrolled after that date if they meet the criteria
for an eligible jobholder.

4. Run the Calculation command when required and complete other
required payroll processes as normal.

The employees must be assessed again on the day after the
postponement period ends. This is known as the deferral date. In the pay
period when the postponement period ends the calculation will warn you.

You will then need to run either the Payroll - Global Changes - Auto
Enrolment Updates form or the Payroll - Processing - Auto Enrolment
Details form and change the employees' auto enrolment status.
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4.2.14 To Enrol Employees who Opt-in

This section describes how you can set up auto enrolment in Opera for existing
employees who opt-in whilst in your employment. Your employee can require you
to arrange for them to become an active member of an auto enrolment scheme.
This applies to employees who are categorised as non eligible jobholder.

Important: For full details about auto enrolment you must refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.

These steps must only be completed after your company's staging date. Your
employee will give you an opt-in notice to opt-in. You must assess the employee
on the first day of the next pay reference period after the opt-in notice has been
received to assess whether the employee is categorised as a non eligible
jobholder. If so, the employee must be opted in in that period.

Note: It is assumed that Opera has already been set up for auto enrolment. If this
is not the case, before following these steps please follow the steps on the To
Prepare Opera for Auto Enrolment Help topic.

4.2.14.1 Updating Employee Records

Tip: Full explanations for the different boxes and options are available by
selecting F1

Follow these steps in the pay reference period that the employee gives you an
opt-in notice.

1. From the Payroll - Processing form, open the employee's Pensions -
Auto Enrolment Details form.

2. Inthe Opt-In section on the Participate tab, enter the date that the opt-in
notice was received in the Notice Received On box.

3. Click Save and Close. Do not yet set the employee's status to 'Opted-In'.
Complete your payroll processes as normal for the current pay period.

Follow these steps at the start of the pay reference period after the employee
gives you an opt-in notice.

1. From the Payroll - Processing form, open the employee's Pensions -
Auto Enrolment Details form.

2. Choose 'Opted-In' from the Status list.

3. Update the necessary dates under Opt-In in the Participate tab, for
example the Opt-In Commencement date. The commencement date
must be the first day of the pay period.

4. Select the Assign Pension Scheme to Employee box and choose a
pension scheme from the list.

5. Click Save. Pension contributions will be deducted during the next payroll
run.
You must provide all necessary information to the employee after they
have been opted in. The employee's pension details will be included on
the various reports under the Pension Reports menu.

Note: After you have received naotification from the pension provider that the employee has
been enrolled, update the Active Member Achieved date on the Payroll - Processing -
Auto Enrolment Details form.
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4.2.15 How to process Monthly (paid frequency) Notes
employees paid on a 4 4 5 week basis forauto
enrolment

This section describes how you can override auto enrolment settings in Opera for
existing employees who require their category to be changed due to the
assessment of a monthly employee being paid based on the number of weeks
worked in that month.

Employees aged between 22 and state pension age are eligible jobholders if their
qualifying earnings are above the earnings trigger.

Important: For full details about auto enrolment you must refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.

These steps must only be completed after your company's staging date. The
calculation's audit report will warn you category assigned in this period.

Note: It is assumed that Opera has already been set up for auto enrolment. If this
is not the case, before following these steps please follow the steps on the To
Prepare Opera for Auto Enrolment Help topic.

This applies only to employees paid on a monthly basis where the pay fluctuates
depending on the number of weeks deemed to have been worked in that monthly
period. This means they could be paid for 4 weeks one month and 5 weeks the
next. For Tax and NI purposes nothing has changed however for auto enrolment
worker assessment this has to be taken into consideration. The threshold hold
used for AE earnings assessment to determine which category the employee
belongs to (Entitled Worker, Non-eligible Jobholder or Eligible Jobholder) must be
based on the appropriate multiple of the weekly AE threshold.

Note: This must be processed on a manual basis.

For example;

Assuming the money earned is £160 a week and can all be used for AE
assessment, for a monthly paid employee who is being paid 4 week for the month,
we must assess the £640 against the “weekly” AE Thresholds multiplied by the
number of weeks paid for the month (4) and not the monthly threshold.

2-Weekly 4-Weeky 5-Weekl'r Monthly Annual
Qualifying Earnings Upper Threshold 817 1634 3268 3540 42475
Earnings Trigger 156 312 624 676 8105
Qualifying Earnings Lower Threshold 107 214 428 464 5564
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So this monthly paid employee would be classed as an Eligible Jobholder as their
AE earnings fall between 624 and 3268. The system will actually on a calculation
set the category to Non-eligible Jobholder as the earnings fall in between the 464
and 676 thresholds.

Workers

Jobholders

Entitled workers

® Aged22-State PensionAge  * Aged16-74

® Earning above £8,105 * Earning above £5,564
- but below £8,105

Must be automatically

OR
enrolled * Aged16-21 or State Pension Age-74

* Earning above £8,105
Have a right to opt in

4.2.15.1 Updating Employee Records to override their
category

Follow these steps in the month the worker is being assessed:

Tip: Full explanations for the different boxes and options are available by
selecting F1 or clicking .

1. From the Payroll - Processing form, open the employee's Pensions - Auto
Enrolment Details form. Select the Override Category box and choose to
override the Category and select the appropriate one from the list.

2. Click Save

Note — if the assessment means they are an Eligible Jobholder and are not
postponed or opting out you can continue with the following steps;

3. Update the necessary status and then the corresponding dates in the
Participate tab, for example the auto enrolment date (AE Date), auto
enrolment information to the employee date (AE Info. to EE) if required.
Select the Assign Pension Scheme to Employee box and choose a
pension scheme from the list if required.

4. Click Save.

5. You must provide all necessary information to the employee after they
have been auto enrolled before the end of the joining window. They will
then be able to opt-out of the pension if they want to. The new employee's
pension details will be included on the various reports under the Pension
Reports menu.

Note: After you have received notification from the pension provider that the
employee has been enrolled, update the Active Member Achieved date on the
Payroll - Processing - Auto Enrolment Details form.
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4.2.16 How to process an employee who opt outs

Note: In some circumstances and after the opt-out period has expired, a
jobholder who wishes to leave the scheme will be ceasing membership under the
scheme rules.

This section describes how you can set up auto enrolment in Opera for existing
employees who opt-out whilst in your employment. Your employee can require
you to arrange for them to opt-out of an auto enrolment scheme once they have
been auto enrolled. This applies to employees who are categorised as eligible
jobholders.

Important: For full details about auto enrolment you must refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.

These steps must only be completed after your company's staging date. Your
employee will give you an opt-out notice to opt-out. You must assess and confirm
the opt-out notice is valid and correct. If so, the employee must be opted out in
that period. In most cases, the opt-out notice should be provided to the jobholder
by the pension scheme. This acts as a safeguard to ensure that the jobholder's
decision to opt out is taken freely and without influence from the employer.

Note: It is assumed that Opera has already been set up for auto enrolment. If this
is not the case, before following these steps please follow the steps on the To
Prepare Opera for Auto Enrolment Help topic.

Window for possible opt-out period

Joining window

Earliest Latest

possible possible
date opt-out

period ends

™

- 1 month I 1 month >

Automatic enrolment date

Earliest possible Backdating of scheme Latest date by which active

start date for membership to the membership must be achieved and

one-month opt automatic enrolment date jobholder informati

information must

out period
therefore the |atest start date

for one-month opt-out period

Opt-Out Period —
TPR Guidance

Opt-out steps must be
completed before the end
of the one-month joining
window (the period during
which automatic
enrolment must be
completed). Therefore,
the latest date by which
the opt-out period must
start is one month after
the automatic enrolment
date.

Example 1:
Occupational pension
scheme

Emily’s first day of
employment with her
employer is Monday 7
January. She is 25 years
old and her salary will be
£31,000. She will be paid
monthly.

Her employer knows that
the first day of
employment is an
‘assessment date’ and so
assesses that on that
date, Emily is an eligible
jobholder and must be
automatically enrolled.

On 7 January (the start of
the joining window), her
employer sends the
trustees of the automatic
enrolment scheme the
required information about
Emily. On 14 January, her
employer checks with the
pension scheme that
active membership has
been achieved. On 16
January, her employer
sends Emily the required
enrolment information.

Emily’s opt-out period
starts from 16 January (as
this is the later of the date
when active membership
was achieved or the
enrolment information was
issued).
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4.2.16.1 Updating Employee Records

Tip: Full explanations for the different boxes and options are available by
selecting F1 or clicking .

Follow these steps in the pay reference period that the employee gives you an
opt-out notice.

1. Open the Payroll folder and then click Processing or click the Payroll & HR tab on
the Ribbon Bar and then click Payroll - Processing.

2. Open the employee's Pensions - Auto Enrolment Details form:
a. Choose 'Opted-Out' from the Status list.

b. Enter the Opt-Out Notice Received On date and Opt-Out Form
Reference.

c. Click Save and then click Close.
3. Open the employee's Pensions - Employee Pensions form.
4. On the General tab:
a. Under Employer:
i. Clear the Period Contrib. box
ii. Clear the Contribs Currently Due box.
b. Under Employee:
i. Clear the Period Contrib. box
ii. Clear the Contribs Currently Due box
iii. Clear the Pensionable Pay Currently Due box
iv. Clear the AVC Currently Due box.
5. Click OK.

You must provide all necessary information to the employee after they have been
opted out. The employee's pension details will be included on the various reports
under the Pension Reports menu.

Note: When an employer receives a valid opt-out notice they must refund to the
jobholder any contributions deducted from pay, within specific timescales.
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Accreditation Training Courseware
5 Global Routines

5.1 Pension Scheme Transfer

Use the Pension Scheme Transfer command to transfer employees from one
pension scheme to another. This facility is available if you have selected the Use
Advanced Pension Processing option on the Options Page 2 tab of the Payroll -
Utilities - Set Options form.

This command is available so that employees in Contracted Out Money Purchase
(COMP) and other schemes can be easily transferred to a new pension scheme.

Contracted out Money Purchase (COMP) occupational pension schemes that ®)
operate on a defined contribution basis will be abolished from 6 April 2012. This o
affects NI category codes F, G and S, which are used for employees' in COMP o
schemes and Appropriate Personal Pension (APP) schemes for directors. These Q
pension schemes and the NI codes F, G and S will be invalid from 6 April 2012, Py
o
=
The application updates all the employees who are linked to the old scheme as =
long as their NI codes are appropriate for the chosen new scheme. fo)
)
“‘ Pension Scheme Transfer @
@ Report Only
() Transfer and Report
Scheme
From : COPEMNSION |z| Company pension scheme (COMP)
To: OCCPENSION |Z| Occupational Pension Scheme (COMP)
Range
First Profile 001 |Z| Directors
Last Profile : 005 Sub-Contractors
First Employee ; | 1001 Godson
Last Employee : | 3007 |Z| Thompson
Copy
ClEsandEs fon Types &flafes [CJ AvC Types & Rates
[7Ers and Ees Contributions Currently Due [] ave Currently Due
["|Ers and Ees Contributions TD [[aveo
[1Ers and Ees 'Net Of Basic Rate Tax' settings

Pension schemes for employees are recorded on the Payroll - Processing -
Pensions form. For each employee that is transferred to a new pension scheme, a
new pension record is added to the form and the leave date on the old pension
record is updated with the date of the transfer.

%' Pegasus Opera 3 - Orion Vehicles Leasing

=

6" Report Previw - Pension Scheme Transfer (squgpst o]

Orion Vehicles Leasing Pension Scheme Transfer Report
Greated on 040112012 at 16:15 by MANAGER

From Schems COPENSION Ta Scheme OCCRENSION

For Emplayees between 1001 and 3007

ForProfies between 001 andC05

Orion Vehicles Leasing Pension Scheme Transfer Report Page 1
DUMMY RUN - NO UPDATE
Employee NI Cat. NINO Dept.

Group: M- Monthly
Profile: 001 - Directors.
1001 Richard Godson F o GvsaETaA  ADUN
1003 David Charles Welington F WE187855D ADMN

w AVC Types & Rates N
N AVG Currently Due N
N AveTD N
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You can choose the Report Only option to print the report without changing

. h . Notes
pension schemes or choose the Transfer and Report option to change pension ..
schemes and print a report.

Tip: Print the Payroll - Periodical Reports - Scheme Contributions report to see a
listing of the pension schemes already set up together with the employer and
employee payments that are currently due and already paid to the pension
provider.
There are various checks that may be displayed depending on which pension
schemes are in use.
Opera 3 l-_]
J_\‘ OCCPENSION is a COMP scheme.
A RemereraS l-_]
Doyl
. OCCPENSION is a contracted-out scheme,
_L Only employees with the correspending contracted-out NI category
letter will be transferred.
;— Do you wish to continue?
Opera 3
@B Aboutto produce a report of transfers from pension scheme
| 'Y copension.

Box Description
From The old pension scheme from which the employees will be transferred.
Scheme
To The new pension scheme to which the employees will be transferred.
Scheme
Range The range of employees and employee profiles. An employee profile defines

common characteristics to groups of employees or to individual employees. For

example

, they include an indicator that controls whether the employee is a member of a

Contracted Out Money Purchase scheme before 6 April 2012, is a director, or is

paid by BACS. You can therefore easily choose profiles with specific attributes

if required.
Copy You can choose to copy these details to the new pension scheme:

e  Employer's and employees' contributions types and rates (a period's
contribution percentage or value).

e  Employer's and employees' contributions currently due (to the pension
provider).

e  Employer's and employees' contributions to date (total paid to the pension
provider for the current tax year and previous tax years).

e  Employer's and employees' net of basic rate tax settings (whether the
contribution is calculated net of basic rate tax for the employer, employee or
both).

e  Additional Voluntary Contributions' types and rates (a period's AVC percentage
or value).

e  Additional Voluntary Contributions currently due (to the pension provider)

e  Additional Voluntary Contributions to date (paid to the pension provider for the
current tax year and previous tax years).
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511 To Transfer

Schemes

Employees between Pension

This command is available so that employees in Contracted Out Money Purchase
(COMP) and other schemes can be easily transferred to a new pension scheme.
Contracted out Money Purchase (COMP) occupational pension schemes that
operate on a defined contribution basis will be abolished from 6 April 2012. This
affects NI category codes F, G and S, which are used for employees' in COMP
schemes and Appropriate Personal Pension (APP) schemes for directors. These
pension schemes and the NI codes F, G and S will be invalid from 6 April 2012.

Note: Make sure the scheme to which you are going to transfer the employees is
set up on the Payroll - Maintenance - Pension Schemes form before transferring
employees between pension schemes.

1. Open the Payroll folder and then click Global Changes or click the Payroll & HR tab
on the Ribbon Bar and then click Payroll - Global Changes.

2. Click Pension Scheme Transfer.

3. If you are using groups, in the Select Payroll Groups list, click to select the
group(s) you want to process and then click OK.

4. In the boxes provided, choose the From and To Schemes, enter a range and
select the attributes to copy.

5. Click OK.

6. On the Publisher form, click the tab to select the output device you want to use

and then complete any settings or options you want to apply to the output device.
To process the output, click Publish.

5.2 Auto Enrolment Updates

This form (accessed from the Payroll - Global Changes menu) is designed to
help you easily set up many employees for auto enrolment. You can set the
status, category and auto-enrolment dates for lots of employees at the same time.
The form is presented using different steps to complete the process.

Important: For full details about auto enrolment you must refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.

% Auto Enrolment Updates == H
j] @ Report Only [
Update and Report H
H Auto Enrclment Settings  F12
Please use the criteria below to select the employees for the process : g
Profile Department H
Cancel
From : 001 [ =] orectors From Dept. : | ADMN [x]| admiistration =
To: 005 [=] sub-contractors From Dept. : | TECH [=] administration
Employee Pension Scheme
From : 1001 |Z| Godson Apply pension scheme selection criteria
From : COPENSION Company pension scheme
To: 5001 |z| Futton pany P
To: SKPEMSION Stakeholder Pension

Length of Employment Auto Enrolment Category
@ All Employees @ all

Mew Starters Only Eligible Jobholders (E1)

Exclude New Starters Non-Eligible Jobholders (NEJ)

Entitled Workers (EW)
Include only if category changed this period
‘_)) Cancel Badk Next
© Pegasus Training Services Page 47


payrollpersonnel.chm::/Payroll/Pension_Scheme.htm
mk:@MSITStore:C:/Program%20Files%20(x86)/Pegasus/O3%20Client%20VFP/payrollpersonnel.chm::/AutoEnrolment/WPR_Useful_Web_Sites.htm

Accreditation Training Courseware - O3Training_Accreditation_PAY11PensionsR1.2.docx

Pensions Act 2008

The Pensions Act 2008 introduced a new requirement for employers to
automatically enrol any eligible jobholders working for them into a workplace
pension scheme that meets certain requirements, and also to pay a minimum
employer contribution. From 1 October 2012, this change to the pensions law will
start to affect employers. The changes mean that some employers will have to
enrol their employees into a pension scheme and pay into that scheme. These
new requirements are also more commonly known as ‘auto enrolment’.

521 Step 1

The first step is to select the employees to update.

“ Auto Enrelment Updates @

j§ (@ Report Only

(7) Update and Report

Please use the criteria below to select the employees for the process

Profile Department
From : 001 E| Directors From Dept. : | ADMN E| Administration
To: 005 [7] sub-contractors From Dept. : | TECH [7] administration
Employee Pension Scheme
From : 1001 E| Godson [ apply pension scheme selection criteria
From : COPENSION Company pension scheme
Ta: 5001 [7] Futton
To: SKPENSION Stakeholder Pension

Auto Enrclment Settings

Length of Employment
@ Al Employees

Auto Enrolment Category
@ Al

() Eligble Jobholders (E3)
() Mon-Eligible Jobholders (NEJ)
(©) Entitled Workers (EW)

() New Starters Only
() Exclude New Starters

Indude only if category changed this period

Cemn) @

Box Description |

Report only This option displays a report but does not update the selected employees' records.
Use this option first to check how each employee will be updated.

Update and This option displays a report and also updates each selected employee's record

Report with the chosen criteria.

Profile A list of employee profiles that have been set up in Payroll. These profiles provide
common characteristics for groups of employees which are linked to each
individual employee record. You can select one or more employee profiles using
the From and To boxes.

Employee The list of employee codes. You can select one or more employee codes using the
From and To boxes.

Length of You can select to include all employees or only those that started in the current pay

Employee period. This option works with the employee profile and employee code range. To
include only new employees, choose all employee profiles and codes and select
New Starters Only.

Department A list of departments that have been set up in Payroll. These codes are linked to

each individual employee record. You can select one or more departments using
the From and To boxes.

Apply pension  You can apply a pension scheme to each employee when their records are

scheme updated. This applies only if the Use Advanced Pension Processing option on
selection the Payroll - Utilities - Set Options form is selected.

criteria

Auto You can select employees using their auto enrolment category. These are updated
Enrolment automatically by the Calculation command and displayed on the Payroll -
Category Processing - Pensions - Auto Enrolment Settings form.
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Auto Enrolment
Category...

Eligible Jobholders are aged between 22 and state pension age and have auto
enrolable earnings above the earnings trigger. These workers will earn more than
£8,105 in the 2012-13 year.

Non-Eligible Jobholders are either:

Aged between 16 and 74, have auto enrolable earnings below the earnings trigger
but above the qualifying earnings lower threshold. These workers will earn between
£5,564 and £8,105 in the 2012-13 tax year.

Aged 16 to 21, or state pension age to 74, and have auto enrolable earnings
above the earnings trigger. These workers will earn more than £8,105 in the 2012-
13 tax year.

These workers are not auto-enrolled, however they can opt into a qualifying
pension scheme. In such circumstances both the employer and the employee will
make contributions.

Entitled Workers are aged between 16 and 74 and have auto enrolable earnings
below the qualifying earnings lower threshold.

Include only if
category
changed this
period

Opera records all employees whose status has changed in this period. You can
restrict the employees whose auto enrolment category has changed in the current
pay period.

5.2.2

Step 2

The second step is to choose the details to update, for example their auto-

enrolment date and the chosen pension scheme.

“ Auto Enrolment Updates

’iﬂ Please choose the type of update to be performed.

Postpone, Notice Type @
[7] Assign pension scheme to employee

Pension Scheme : COPENSION @ | Company pension scheme

Auto Enrolment (AE) Details Dates
[¥] Update Employee AE Details Date

Date to be Updated : | AE Info. to EE E

SetDate To: 1 E]

[¥] Apply only if the date has not yet been set

Auto Enrolment (AE) Categaory
Update Employee AE Category

Category :
Set Date 1st Achieved To :

Date 1st Achieved : Iy

Auto Enrolment (AE) Status Additional Criteria
[¥] Update Employes AE Status Indude employees based on their existing status
Set Status To Auto-Enrolied Alread
|Z| Status Date Indude Where y |Z|
5 Existing Status :
Set AE Date To © Staging date [=] 11 AutoEnrolied [ 7]
Postpone. Type : de only if status has changed this period

(o) @

Box Description

Update Auto Enrolment (AE) Status

This box is disabled if the Update Auto Enrolment (AE) Category box is selected.

Set Status To

employees' auto enrolment details.

Set the employees' status to: 'Auto-Enrolled’, 'Postponed’, ‘Already in QS' (qualifying
pension scheme) or 'DB/Hybrid' (defined benefit or hybrid scheme). The relevant
boxes in this section will be enabled where necessary according to the status.

Set this to 'N/A (not applicable) if auto enrolment is not relevant to the employee. Set
this to 'None' if the box has previously been set incorrectly. This resets the

Set AE Date To
following:

The auto enrolment date. You can enter the date manually or select one of the
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Set AE Date To... . Your staging date
e  The first day of the current pay reference period
e  The employees' start dates.

Note: This applies if the status is set to 'Auto-Enrolled'.

Set Postpone. End This controls whether and how the Postponement End date is updated. You can
To enter the date for the end of the postponement period or select one of the following:

. Last day of the current pay reference period
. Last day of the next pay reference period
. Last day of the pay reference period after the next pay reference period.

Note: This applies if the status is set to 'Postponed'.

Postpone. Type The type of postponement, which can be set to Staging Date, New Starter or eligible
jobholder. Auto-enrolment can be postponed for up to three months after:

e  The staging date for auto enrolment for existing employees

e  The day after a new starter's first working day if they start after the
employer's staging date.

e  The day after an employee meets the criteria for an eligible jobholder.

Note: This applies if the status is set to 'Postponed'.

Postpone. Notice The type of postponement notice given to the employee. These are valid notice
Type types:
. General Notice A. This contains the information that must be provided to
all the different categories of worker.

e  General Notice B. This is similar to notice A but it excludes the information
for jobholders who are already active members of a qualifying scheme with
that employer.

e Tailored Notice for a Jobholder. This contains information for a jobholder
who is not an active member of a qualifying scheme with that employer.

e Tailored Notice for an Entitled Worker. This contains information for an
entitled worker who is not an active member of a qualifying scheme with
that employer.

Assign pension Enabled if the Set Status To box is 'Auto-Enrolled' and the Advanced Pension
scheme to Processing feature is used. This is controlled by the associated option on the Payroll
employee - Utilities - Set Options form.

Pension Scheme Enabled if the Assign Pension Scheme to Employee box is selected. The auto

enrolable pension scheme for the employee. Only pension schemes on the Payroll -
Maintenance - Pension Schemes form that have the Use for Auto Enrolment box
selected are permitted.

Auto Enrolment (AE) Details Dates
This box is disabled if the Auto Enrolment (AE) Category box is selected.

Update Employee Select to update the selected employees' records with dates when different auto
AE Details Date enrolment employer duties were carried out, for example when employees were sent
information about auto enrolment.

Select also to update employees' records with other auto enrolment dates. For
example, when they first achieved eligible jobholder status.
Date to be Updated  The type of action and status that need to be recorded. Select from:
e AE Info to EE ( auto enrolment information to employee)

. Contract-Based Info. to EE ( contract-based pension information to
employee)

. Right to Opt In Info to EE
. Opt-In Commencement
. Right to Join Info. to EE

. Qual. Scheme Info to EE (qualifying pension scheme information to
employee)

e Active Memb. Achieved (active membership of a pension scheme
achieved)

. Postpone. End (auto enrolment postponement ended)

. Postpone. Notice to EE (auto enrolment postponement information to
employee)

. Opt-Out Period Start (auto enrolment opt out period start date)

. Date EJ 1st Achieved (auto enrolment status of eligible jobholder first
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Date to be Updated... achieved date)

e Date NEJ 1st Achieved (auto enrolment status of non eligible jobholder first
achieved date)

. Date EW 1st Achieved (auto enrolment status of entitled worker achieved

date).
Set Date To The date for the action or status selected from the Date to be Updated list.
Apply only if the Select to update the date for the chosen action or status only if the date has not
date has not yet already been previously set. For example, if the date for sending information to
been set employees has already been set, this will not be set again if this box is selected.

Additional Criteria

Include employees Select this box to update employees who either do or do not already have a specific

based on their status. For example, you can select only employees who have already opted out of
existing status auto enrolment, or select only employees who have not opted out of auto enrolment.
Include only if Select to include employees only if their status (chosen in the Include Where

status has changed  Existing Status box) has changed in the current pay period.
this period

Auto Enrolment (AE) Category

This box is disabled if either the Auto Enrolment (AE) Status or the Auto Enrolment Employee AE
Details Dates boxes are selected.

Update Employee Select this box to update the employees' auto enrolment categories and respective
AE Category dates.

Category The category to update the selected employees with: Eligible Jobholder, Non Eligible
Jobholder, Entitled Worker, or not applicable. See above for details.

Set this to 'None' if the box has previously been set incorrectly. This resets the
employees' auto enrolment category details.

Set Date 1st This can either be set manually or set automatically according to your staging date,
Achieved To the first day of the current pay reference period or the chosen employees' start dates.

Date 1st Achieved The date when the employees first achieved the chosen category.

Note: This applies only if the box above is set to 'Input Manually’. The date is
updated automatically for all the other choices.
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523 Step3 e

The third step updates each chosen employee's record with the details. The
selected employees are displayed before they are updated. Click Start to update
the employee records. The time needed will depend on the number of employees
that will be updated.

“ Auto Enrolment Updates @

;—_I The following updates will be applied by this process :

Auto Enrolment Status = Auto-Enrolled
Auto Enrolment Date = Staging date
Date to be Updated = AE Info. to EE
SetDate To = 01/10/2012

Please select or de-select the employees required.

Ref Group Name NINO Age EEStartDate AEEarn. TP Current Cateq. CurrentStatus =

< +
Press F5, or double-dlick, to select - de-select an employee.

Press F6 to de-select all valid employees. Press F7 to select all valid employees.

When you are ready, dick Start to commence the process.

Q) Cancel ] [ Back ] [ Start

Actions
You can use the Action menu to:

Open the Auto Enrolment Settings form. This form is where the staging date
and registration date is displayed, and also where the various thresholds for auto
enrolment are kept.
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5.3 Reports

The following reports have various AE details included.

Periodical Reports

The Payroll module provides listings of records maintained through the various forms and payments and
deductions generated as a result of calculation processes. Reports can be used to view information on
your computer screen as well as printing. Most reports provide a number of options to determine the
criteria, sequence and range of records reported.

Note : For Filing Online Details, please refer to the Appendix or F1 Help

Employee Record Print

Use the Employee Record Print
command to produce a listing of
employee details. You can select
arange of employees to be
included and specify a date to
print on the report. The report
shows information for each
employee, including personnel
details, payments and deductions
for the current period and to-date
and, where appropriate, values
from the WSCON table printed
below the SCON reference
numbers.

Employee

Sequence :

Range

First Emploves : | 1001 | Godson
Last Employes ; [ CFC1 | McInkyre-angel

Report Date : | 03/03/2011 E]

Include Leavers

Orion Vehicles Leasing Empleyee Recard Print i ok i 07 U031 P 1
C 001 ke Goion (Deweio

it ey, 5 The Grve Payee Hare
o ke
Mthiete Bars sccourt o

il Crogao,

nacoa ¥ _rcanpert cor omven) e ot e 30Nz Mo caoh €0
et GseEiTaA St s o Bk Ty Puyri SACSIALES
v

e N Cutrend SCCH S124BETH
55 bare s

sy et Bz orcas P e PSint copsooos  En 1284008
] Tacrer 0 Sabitom N

T
Gros =500 e i Earings  pmnif LAWET EllUae  UsPioLEL Du. her _SCONAEr
Tocskls Py MBS SaderiLon T T e ZMIO0  WA00 N0 IO V1 SIHEIN

= 5
= cowe T 3mes T fboarce C ot ommm mam M0t 000 MW XTm ER0

i pero
Totn Py Fw000  Erpbyers %672 5 o0 4BES FenginabieFay 00 R Br
Tocskl Py J005¢ Erpbyens ek S uncou U= itwrigr 38000 Rou o
T Payatin =) Oezup Pon. Pud 1240 et Py 7S
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Pensions Reports

The Payroll application provides listings of records relating to your employees' pension schemes,
including both employer and employee contributions for each pay period and details of auto enrolment.

Note: For an introduction to auto enrolment, sometimes referred to as 'Workplace Pensions Reform’, see the

Introduction to Auto-Enrolment Help topic.

Auto Enrolment Details

Produces either a detailed or
summary list for all or a range of
employees, departments or
pension schemes. A count report
can also be produced for a range
of departments or pension
schemes. This report only applies
if the Use Auto Enrolment
Processing option is selected on
the Payroll - Utilities - Set Options
form.

Note: The summary report can
be saved as a spreadsheet.
This feature is available in
Opera 3

Use this report to produce either a
detailed or summary list for all or
arange of employees,
departments or pension schemes.
A count report can also be
produced for a range of
departments or pension schemes.
This report only applies if the Use
Auto Enrolment Processing
option is selected on the Payroll -
Utilities - Set Options form. Some
of the options are available only if
the Advanced Pension
Processing feature is used.

Note: For an introduction to auto
enrolment, sometimes referred to
as 'Workplace Pensions Reform’,
see the Introduction to Auto-
Enrolment Help topic.

Detailed

The detailed report
includes all details of
each selected
employees' auto
enrolment settings.

Summary The summary report
includes only one line
for each selected
employee. Each line
shows the selected
employees' auto
enrolable earnings, the
date the category was
first achieved, the auto
enrolment status and
date.

Note: The summary
report can be saved as

a spreadsheet.  This
feature is available
in Opera 3

First Employee : 1001

Last Employee : 5001

Category

Al
MNone
Eligible Jobholder (E1)
Mon-Eligible Jobholder (NET)
Entitled Worker (EW)

“ Auto Enrolment Details EIE
Additional Criteria
Sequence : Employee IZ| Sort within Sequence : | Mone IZ|
Range
() Detailed

E Godson
IZ| Futton

From : i E]
To: I E]

MNfA [ indude only if category changed this period
Status
Al From : i D

None Joined

To:

Auto-Enrolled Ceased ° I D

Postponed Already in Q5

Opted-In DB/Hybrid

Opted-Out MfA [ Indude enly if status changed this period
ReportDate : | 12/09/2012 E

) [ o= ]
“ Auto Enrolment Details EIE
Start Dates
[ Indude Leavers From: | [/ D
ew Starters Only

() Exclude Mew Starters To: I D

& Pegaous Open 3. Gricn Vehiles Leasing.

8 Report Prevsew - Ak Enroiment Detils 1awgees Fo)

Orion Vehicles Loasing
Erintea 124090012 &t 1554 by MANAGER

Sequance Ermpiopan (Saiaciad rom 1001 1 5001
i

a
Lengih ofEmploymert - il Employess

Auto Enrolment Details - Summary

Orian Vohicles Leasing
et Datng 12002017

Enpisye

Relewnce  ame Wiumbsr  Dsteof B Age SariDae A Ewn TP AE Caisgory tethchieved AE Staius

At Enroiment Detaits - Summary Page

Enpioyment oute ot
Stz Dite  Comment

1001 [ —— GG (306102 6 OWINNE i Mene Hane

ForGrouss Mory (Peiod 71, - Weesly (Perod 21
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Count You can select this
option if the sequence
is set to either
‘Department’ or
'Pension Scheme'. The
report will either list the
number of employees
per department or
pension scheme.

Include This applies to category

only if selections. Select to

category include only employees

changed who have achieved the

this period  selected category in the
current pay period.

Include This applies to status

only if selections. Select to

status include only employees

changed who have achieved the

this period  selected status in the
current pay period.

Report The date that is printed

Date on the report.

Employee Pensions

Produces a report for all or a
range of employees and scheme
joining or leaving dates, listing
details of the scheme to which
they belong and the contribution
details.

Note: This report is relevant
only if the Use Advanced
Pension Processing option is
selected on the Options Page 2
tab of the Payroll - Utilities -
Set Options form.

‘* Employee Pensions

Seguence :
Range

First Employee : | 1001

Last Employee : | 5001

Report Date :

Date Range
@ Mone
) Join Date
) Leave Date

T

12/09/2012 D

[ Active schemes only

FirstDate: | [/

LastDate:| [/

E Godson
E Futton

2]

oK J I Close

& Pegasus Opera 3 - Orion Vehicles Leasing

&+ Report Preview - Employee Pensions (SQWGPNED.frx)

Orion Vehicles Leasing
Printed 12/0972012 at 11:24 by MANAGER

Employee Pension Report

Employee Fension for Employees between 1001and 5001

Orion Vehicles Leasing
Report Dated 12/08/2012

Employee Pension Report Page 1

Employee 1001 Richard Godson

NI Number: GYS48374A

Employee 1002 Andrew Gregory

Scheme: COPENSION  Company pension scheme

Employer
Contributions Gurrently Due. 438200
Contributions To Date: 1088.00
Contributions This Peiod

Normal Period Contribufons 500%

Type : COMP. SCON :S1234867M Date Joined 010712003
Employes EmployesAVC ErsMinComp  Ees MinCamp Total
351360 878400 3R 83676 1825568
87840 218800 @240
400% 1000 %

NI Number: BESGB375C

Employer
Contributions Currently Due. 432000
Contributions To Date: 1080.00
Contributions This Peiod

Normal Period Contribufons 13000

Employee 1003 David Charles Wellington

Scheme: OCCPENSION  Occupational Pension Scheme.

Type : COMP. SCON :24238277X Date Joined 0610412003
Employes EmployesAVC ErsMinComp  Ees MinCamp Total

288000 74978 856.90 8806.66

72000 180000

12000 %

NI Number : WE187556D
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Scheme Contributions R — = )
Produces areport for all or a
range of pension schemes listing Sequence :
the employee and employer
contributions that are currently Range
due to be paid to the pension FirstScheme | COPENSION E| Company pension scheme
provider.
LastScheme | SKPENSION [ Stakeholder Pension
Note: This report is relevant Type
only if the Use Advanced ReportDate: | 12/09/2012 E @ Detiled
Pension Processing option is ] - =
selected on the Options Page 2 [ Active Scheme Only @) Summary
tab of the Payroll - Utilities -
Set Options form.
°) [ [ o
& Report Preview - Scheme Contributions (SQWGPNCD )
Orion Vehicles Leasing Pension Scheme Contribution Report (Detailed)
R ———
Contributions for Schemes between COPENSION and SKPENSION Detailed Report
Orion Vehicles Leasing Pension Scheme Contribution Report (Detailed) Fage 1
cherme COPENSON  Gompany panson scheme
Type: COMP SCOM : S124567N Providers Ref.: 34837756 Administrators Ref.:
Use for Auto Enroiment: No Operation: Unspecified
Empiayee HUNo ) DOR [Ret Pensionsbiessy  Emplovs  Employee Employee AVC Tomi
1001 Richarg Godson. ‘Currently Due 434200 3963 60 10684.00 20956.68
wm e wom  zmw
\okdChue W WEWTSD  GamentyOve P —_—
Hovs  Toom ne e v
Total for Scheme COPENSION ‘Currently Due 6178.50 504354 1088400 2N
To0ue we mae weem  amee

Summary Reports

The Payroll module provides listings of records maintained through the various forms and payments and
deductions generated as a result of calculation processes. Reports can be used to view information on
your computer screen as well as printing. Most reports provide a number of options to determine the

criteria, sequence and range of records reported.
This Period Summary
E?E

Use the This Period Summary
command to produce an audit

trail for every employee for the SEERES ¢

current pay period. If you are Range

using the departments facility, First Employes : | 1001 B codson
you can choose between

employee reference or Last Employee : | CFC1 | MclIntyre-angel

department/cost centre sequence
and specify the range of records

to be included. You can enter a Report Date : | 02/03/2011 E]

date to be printed on the report.

The Opera 3 Excel report design
will have the various AE earnings
related fields (columns)

@ oK I [ Close
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F romn Parie

Orlan Vehicles Leasing Payroll Summary (This Period)
o D200 0 162 by MAHAGER
[ ————tya
Orlon Vehicles Leasing Payroll Summary (This Period)
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Accreditation Training Courseware
6 Process Flows : Legislation & procedures Vs Product

Early on The Pensions Regulator (TPR) released an abundance of information The PenSIOHS
and heavily advertised the 7 steps to prepare for automatic enrolment. Pegasus Re UIator
produced a short video based on this legislation and 7 steps as a introductory g

guide to Auto Enrolment (AE)

Further information

Pegasus Sumamry information found @ found @
http://www.pegasus.co.uk/content.asp?PagePath=Home/Software/Payroll%20%26%20HR/ htto: h .
Auto%20enrolment%20and%20CMEC F st s S

nsregulator.qgov.uk/

Video found @ http://www.pegasus.co.uk/downloads/videos/auto enrolment.wmv

7 steps to prepare for
automatic enrolment

K - AE Date Terminology — @
now YDU r Staglng Staging Date — is the Date when

date - when tG act the Employer by Law must start

processing Auto Enrolment

Assesment Date — Assessing
the workforce into the
appropriate category to

understand which procedures
Assess your workforce must be followed. Several rules
involved for when this is carried
out i.e. for existing EEs its on
the Staging Date. For New EEs
its when they join etc

2 2 Auto Enrolment Date — If the
REVIEW YOU r Pensmn Worker is assessed to be a

arrangements Eligible Job Holder, their Auto

Enrolment date is the same as
the Assesment date. This is the
start date of the “joining”
window.

Communicate the changes

In most circumstances for
existing EEs who are assessed
to be Eligible Job Holders, the
Staging Date, Assessment Date
and AE Date are exactly the

Automatically enrol same.
your ‘eligible jobholders’

o1

Ry

o

(@)

1)

0]

(0]

1

o

=

(0]

=

D

o=

il

2

=

>

Ro

E

@)

to all your workers o
Q.
c
D
(0]
<
0]

For the Opt-out period, the
latest date by which active
membership must be achieved
and jobholder information and

Register with The Pensions enrolment information must be
provided to the Eligible job
Regulator and keep records

holder (which is within the
joining window) would mark the
latest possible start date for a
one-month opt-out period.

Contribute to your
workers' pensions

Source : http://www.thepensionsregulator.gov.uk/docs/7-steps-employer-checklist-dec-
2011.pdf
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Since the 1* October 2012 has come and gone, TPR have restructured some of e
the available information and with AE in full flow, have taken a slightly different
approach to guide Employers through the process.

Workplace pensions law has changed. Every employer has new legal duties to
help their workers in the UK save for retirement. They must automatically enrol
certain workers into a qualifying workplace pension scheme and make
contributions towards it.

These duties are being staged in over six years, starting with large employers.

TPR have a range of information available to help Employers get to grips with
their new duties, from interactive tools and letter templates to guidance explaining
the duties in detail. Start with TPSs Main steps to automatic enrolment, and don’t
forget to subscribe to news-by-email to receive important updates
(https://forms.thepensionsregulator.gov.uk/subscribe.aspx)

6.1 Main steps to automatic enrolment

Workplace pensions law has changed. Every employer in the UK will be
required to help more of their workers save for retirement. Here you can
find links to resources to help you with the main steps you'll need to
take.

@ Nominate a point of contact

Know your staging date
and develop a plan

e Now
+ Nominate a point of contact
+ Know your staging date and develop a plan

* Assess your workforce

e Between now and staging
+ Assess your workforce
+ Review your pension arrangements
+ Communicate the changes to all your workers

Review your pension
arrangements

Communicate the changes

e At staging and beyond to all your workers

+ Automatically enrol eligible jobholders into a pension scheme
+ Register with The Pensions Requlator and keep records
+ Contribute to your workers' pensions

Automatically enrol eligible
Q jobholders into a pension

scheme

Source : http://www.thepensionsregulator.gov.uk/employers/main-steps.aspx

Register with The Pensions
Regulator and keep records

Lets follow throughthis process and marry up the corresponding forms
and functionality within Opera 3 to help ease you through the AE
process.

workers' pensions

£ Contribute to your

NB Opera operates AE when the Pay Period is in or past the Staging Date as
entered in the Software, for example the calculation routine which automatically
assesses the workforce will process this functionality if running a calculate for the
payroll period if it matches the staging date or later. Imagine the staging date is
set to be the 1* May 2013. If the Payroll is in April, AE processes are not yet
valid to run even if ticked on in Set Options. When the Payroll is in May, AE
processes and functionality will automatically start. HMRC/DWP/TPR guidance
place emphasis on the processing from the Staging Date. Note that even though
TPR mention you may ‘assess’ the workforce earlier provided you are confident
nothing will change — they still need to be assessed in the PRP of the staging
date to ensure the correct category is assigned and relevant processes then
followed. Opera works on activating and processing AE functionality for PRPs on
or past the Staging Date.
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6.1.1 Now

6.1.1.1Nominate a point of
contact

If your staging date is less than 18 months
away, you should have received a letter from
us with a unique letter code. We will be writing
to you with important updates as you prepare
for automatic enrolment — make sure these get
to the right person in your organisation.

. Online service Nominate a contact

You'll need your letter code to confirm your
details or to nominate a point of contact for
automatic enrolment

®
Opera
The Employer should nominate a point of contact.

This could be kept in the notes in the AE Settings
form.

% Auto Enrolment Settings

Employer Settngs | pensions Regulater Settings |

Staging Date: 01/10/2012 D
Besevatin Oate

o
Notes : Main Cantact : Antony Angell

If you have Document Management, you
could scan and store letter information for
AE in a separate Payroll Information Type

6.1.1.2Know your staging date
and develop a plan

Your staging date is determined by the total
number of persons in your largest PAYE
scheme, based on information from

HMRC which we held at 1 April 2012. You can
find out your likely staging date now on our
website:

. Interactive toolFind out your staging
date

You'll need to know your PAYE scheme
reference and how many people are in the
scheme.

. Information Staging date timeline

A list of staging dates by PAYE scheme size
plus:

° modified staging dates for
certain small employers

° information on how to bring
your staging date forward.

. Guidance 2. Getting ready (PDF, 441kb)

Section 2 contains detailed information on
identifying your staging date. This will be
helpful for:

o  employers with more than one
PAYE scheme

o  multiple employers that share
one PAYE scheme

o employers that are part of
complex corporate or group
structures

o identifying the staging date in
the case of company
takeovers and mergers

o  employers that do not have a
PAYE scheme.

Use the online tools and internet references to
gain an idea when yous staging date will be. Itis
determined by the number of employees you
have.

+ Table 1

t of staging dates by PAYE scheme size of reference

+ Tabie 2 Modified staging dates for small employers

Table 1: List of staging dates by PAYE scheme size or reference

PAYE scheme size or reference Staging date

1 October 2012

1 Nowember 2012

When you know your staging date, this has to be
entered into Opera 3 ready to switch on AE
Processing.

Payroll - Utilities — Auto Enrolment Settings

& Auto Enralment Settings

Pensions Regulator Settings

Staging Date: 01/10/2012 E]
e e - =
Notes :

To switch on AE — you must access Payroll -
Utilities — Set Options

NB: It is advisable to
develop a plan both for
Opera 3 and non-
software based
processes and
procedures you will have
to follow. This section is
an introduction of the
main steps to follow.
Later on in the section
there will be process
flows as detailed by TPR
which are a great source
to follow. Having access
to these and being aware
of them will be essential
for manual and software
based tasks you will need
to follow — it will help to
ensure you are adhering
to legislation as required.

1 Set Options : Monthly Group (Licensed for Unlimited Employees)

Options Page 1 | {Options Fage 7 | options Page 3 |

[ Hours and Minutes s " "l

Use Departments I [¥]Use Auto Enrolment Processing

Allow Employee Holiday Days IO ST o
Allow N Msking [ Employer Pays COMP

Part of the plan will be to complete AE Set-up
which will include maintenance records.

You must decide which Payment profiles are
AEable — if none are ticked this could calculate out
out Categories wrongly!

& Payment Profile : 001 - Basic (=
=y
Payment Code: 001 Description : Basic
Type [+] oefaic [IMask NL Code
Ll Il Code:  W110
[ print if zero feminz| Cade Q
[F multply for Holidays [#IRetain Units
Print Balance Taxable
Balance Description : | Year T.D. [“Inrable
P ble
Auto Align N [7] None Elpensionable
Holzble
Balance Number 0 [ pe—
Last Modified Date : | 15/11/2012 I [¥] Auto Enrolment I
@ Close
View

Why when |
first switch
on AE and

run a /A
calculate

does the status of all EEs
go to Entitled Worker,
when | know | have
Eligible Job Holders?

Ensure the full set of steps
to set-up AE has been
completed. This includes
denoting which Payment
Profiles are allowed to be
included for AE calculation
purposes.

The Calculation routine
automatically assigns the
appropriate status (which
can be overridden if
required) based on the age
and earnings etc. Ensure
all appropriate Payment
Profiles have been ticked
for AE.

Note: AE Category
earnings checks can be
based on different profiles
than ones used for
Pensions contributions!
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6.1.2 Between now and
staging
6.1.2.1Assess your workforce

You will need to be able to identify any eligible
jobholders working for you.

In addition to eligible jobholders, there are
other types of worker:

e  Non-eligible jobholder.
. Entitled worker.

You will need to be able to identify whether
you have such workers. If you do, you will
have employer duties in relation to them.

. Resource The different types of worker
(PDF, 128kb, 3 pages)

A diagram showing how the different types of
worker relate to each other and the criteria for
each type.

. Guidance 1. Employer duties and
defining the workforce (PDF, 433kb)

Section 2 explains how to identify a ‘worker’ —
the first step in assessing your workforce.

Section 3 explains the different types of
worker and the criteria for each.

° Guidance 3. Assessing the workforce
(PDF, 468kb, 25 pages)

To identify what type of worker someone is,
you will need to assess their earnings. This
guidance explains:

o how to make that assessment

o  how to assess groups of
workers (as opposed to
individuals).

This guidance contains two flowcharts to help
you make this assessment.

(9]

Opera

Once you have set the Staging Date, enabled
AE and completed the maintenance set-up
you can move onto the next section of
“Between now and staging”.

Although part of the maintenance set-up
includes selecting which Payment Profiles are
AEable, there is some literature in this section
(cross over) to help guide employers to what
type of payments should be included.

Assessing the workforce will mean there are 3
potential categories you can assign to an
employee. Eligble Jobholder, Non-eligible
Jobholder and Entitled Worker. There are
various methods how this can be applied.

. Manual (Employee processing)
. Calculate (Individual or Global)
e  Global Wizard

Manual

Payroll Processing — Actions — Pensions —
Auto Enrolment Details

You can override the category to set it
manually if required when assessing the
employee.

“ Auto Enrolment Details : 1001 - Richard Godson

Category & Status (as at This Period
[ override Categary

Category : Entitied Worker (EW)
Status : Mone |z|
Calculate

Individual (F6 on the EE Processing form)

When running an individual calculate and AE
is switched on and set-up, the process will
automatically assess the worker and assign it
to the appropriate category. It is advisable to
verify this is correct.

Opera 3 Iﬂ“

\0! Auto Enrol: Category has been set to Eligible Jobholder

L

Various warnings may come up if action is
required.

Opera 3 =)

@& ~vto Enrol: Category is Eligible Jobholder but employee has not been
WV Auto-Enrolled or Postponed

Global (Payroll — Calculation)

The Global calculate routine will assess all
workers and produce a calculation report with
advisory statements.

Calculation Report

Caleulation Report

Stats 01102012 Ends 31102012 Paid o 311102012

/o€ has not been Auto-Enrolled or Postponed

setto Eligible Jobholder
s Eligle Jobholder but employee has not been Auto-Enrolied or Fostponed

Assessing your Workforce

Opera operates AE when the
Pay Period is in or past the
Staging Date as entered in
the Software.

Although the guide mentions
to assess the workforce
between now and staging,
the rules state and emphasis
that the assessment must be
for the Period of the staging
date.

You could run the EE record
print or the tp summary to
excel to see some AE
information provided the set-
up/maintenance elements
have been completed as a
guide for “manual”
assessing.

However Opera will not
accept entries of actual AE
transactions or processes
until the Pay Period is
aligned or past the Staging
Date.

AE Earnings v/

Although the employer
would have selected
which payment profiles
are AEable, an individual
employee’s earnings
details can be
overridden. Payroll
Processing — Actions —
Penions — Auto
Enrolment Details and
select the Earnings &
General tab.

an

This could have a
bearing on other
processes and what will
be done or highlighted
for this employee.

" futo Enrolment Details : 1001 - Richard Godson

Cotogory B Ststus a2t Th Perisc)
|0vermde Cotegory

Enttied Warker (EV)

A Eamings: .00 bate

Quaifyng Eamings oo pate
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Assess your workforce continued...

. Guidance 4. Postponement (PDF,

574kb, 26 pages)

s

Opera

Global Wizard

The Global update wizard offers a myriad of
updates that can be performed — including setting

: the category, statuses, postponement settings and
An important part of the assessment process : various other requirements. This is found under
is deciding whether you want to use : Payroll — Global Changes — Auto Enrolment
postponement. This guidance explains how Updates.
the postponement provision operates and how : [ =
to apply it. Do e —
A flowchart is included to help you apply : e
postponement. . ——— —
. s | @
_ & Auto Enrolment Updates
First step of the -
- . = @ Report Only
Global Wl_zarc_i is 3’% © Upsate ant Report _
all about filtering. NB: The wizard allows
Please use the criteria below to select the employees for the process .
Profile Department you to alter various
From: 001 [=]| oirectors From Dept. :  ADMN [=] Admiistration settings including
To: 005 [=] sub-contractors From Dept. : | TECH [=] administration Categories, statuses
Employee Pension Scheme and record “when”
Fram: 1001 Godson [ Apply pension scheme selection criteria things were done etc on
To: o1 Futton From: [COPRSTON [ 7] Company penson shene a global basis. Please
To: SKPENSION Stakeholder Pension note that anything
Length of Employment Auto Enrolment Category

All Employees
Ney Starters Only
() Exdude New Starters

requiring dates will in
most circumstances
only accept dates on or
after the staging date.

@ Al

) Eligible Jobholders (E7)

%) NonEligible Jobhoiders (NET)
7 Entitied Workers (EW)

Indude only if category changed this period

(e -] @

Set the employees' status to: 'Auto-Enrolled’, 'Postponed’, 'Already in QS' (qualifying pension
scheme) or 'DB/Hybrid' (defined benefit or hybrid scheme). The relevant boxes in this section
will be enabled where necessary according to the status.

Set this to 'N/A (not applicable) if auto enrolment is not relevant to the employee. Set this to

‘None' if the box has previously been set incorrectly. This resets the employees' auto enrolment
details.

AN

Select this box to update employees who either do or do not already have
a specific status. For example, you can select only employees who have
already opted out of auto enrolment, or select only employees who have
not opted out of auto enrolment.

End Date parameters may be used for filtering out employees coming to
the end of their postponement. Enter a range of dates to select
annranrriate Pnetnnned Fmnlnvees tn alter

“‘ Auto Enrolment Updates

N\

The second step

/

of the Global Pleage choose the type of update Nrformed.

Wizard is all E
about what to
globally update,
however does
feature 1 more
additional filer for

existing statuses.

Auto Enrolment {AE) Status
|| Update Employee AE Status

Set Status To :

Status Date

Set Status Date To : i/

Postpone. Type :

Assign pension scheme to employee
Pension Scheme

Auto Enrolment {AE) Details Dates

Assign pension

Auto Enrolment {AE) Categaory

Additional Criteria

Incude employees based on their existing status

Include Where Already |Z|
Existing Status :

Postponed |z|
[ nclude only if status has changed this period
End Date
From : Iy} E]
To: Iy E]

Select this box to

scheme to [ Update Employee AE Details Date [ Update Employee AE Categary
employee Date to be Updated : Category : update the

. employees' auto
Enabled if the Set SetDate To : I Set Date ist Achieved To : enrolment
Status To box is ;
'‘Auto-Enrolled' J Apply only if the date has not yet been set Date 1st Achieved : N categor_les gnd

respective dates.

and the Advanced —— \
Pension
Processing 9 Excl ] ’ Back ] ’ Next l The category to
feature is used. update the selected

This is controlled
by the associated
option on the

Payroll - Utilities -
Set Options form.

Select to update the selected employees' records with dates when different auto enrolment
employer duties were carried out, for example when employees were sent information about auto
enrolment.

Select also to update employees' records with other auto enrolment dates. For example, when
they first achieved eligible jobholder status.

employees with:
Eligible Jobholder,
Non Eligible
Jobholder, Entitled
Worker, or not
applicable
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R e gul at Or : NOtes .............
M Opera
6.1.2.2Review your pension Reviewing your pensions is something employers
arrangem ents . will need to do and discuss with their pension
: advisors and providers. Pegasus are unable to
) o verify existing pension schemes as that is not
You might have an existing scheme that you ¢ something that can really be done automatically
can use or adapt for automatic enrolment, or H within Opera 3.
you may need to set up a new one. Opera 3 does maintain pensions records however
and you can convert or create new qualifying
Use our DC qualifying scheme tool to help you ¢ pension schemes that may be used for AE.
assess whether your existing DC scheme *  Payroll — Maintenance — Pension Scheme
meets the minimum criteria. : (accessible as long as you have advanced
: pensions switched on in Set Options).
e  Guidance 4. Pension schemes (PDF, “"""T""S‘"““m’m’”'ﬁg"‘“’”‘"“ bl
Sogkb 35 ;a; eS] : General | provider || Administrator || Memo || List
: Scheme Code : COPENSION Description : | Company pension scheme
o  How to assess whether your : e lcow [] scon:  [sssen
existing scheme is a qualifying :
scheme that you can continue : rotes: 2P 2] | o [ el
to use for existing members : S T
who are eligible jobholders. : o o
. . : Scheme Options. . Earnings Restrictions
o  The criteria a scheme must : oo =it gsmia, Gsone,

. : (V] Appiy Ers &Ees % to Pensonable Payments | o | Al E3mings E 0.0 0:00
meet to be an automatic : TIooor ™ Convinrems s ronrear | s mzamigs B[ ow|[ ow
enrolment scheme and how to : e for A Evoimen:
check. : Operation: E

o  Flowcharts to help you make :
these assessments. O AT <
: You can select whether or not this pension
It is important that the pension scheme vou : scheme can be used for AE and the operation
chooséO will deliver oo% outcomes for zur : type (Unspecified, Personal Pension or
R gooc y : Occupational Pension).
workers’ retirement savings. : ] )
. There are also options to set the earnings
: restrictions to the AE Thresholds.
. Guide Selecting a good automatic Eorminas Restich
enrolment scheme (PDF, 247kb, 4 : armings Res 1'_C ons
pages) : bl
P s
i . E Ees - |All Earnings ‘
What to ask about when selecting a pension : Between NI LEL and UEL
scheme for automatic enrolment. : Custom
. Payroll Group
. Between NI LEL and UAP
e Information What makes a good scheme : Between Auto Enrol Thresholds
| h bl b : You can assign a Pension Scheme to an
Key elements that enable a memberto : employee in 3 main ways;
achieve a good outcome from a DC pension : : .
: e  Global AE Wizard (as seen earlier)
: e Global Pension Scheme Trnasfer (if
: needing to change the current pension
: scheme globally)
: e Manually (Payroll Processing —
. Pensions — Employee Pensions)
. & Employee Pensians : 1001 - Richard Godsan [E==EEn ===}
E Gonerd [ e
. Pergon Schame : | COPENSION Company penson scheme SCOM 1 5123455
. Schomereh: | 336658 Dot ded (07007 ) Dwetens | 11
: .
: crotato: | wmeo] SR | mcoen:|  om) EL. [ ma
. Empiayes.
: Conti, Type | Percent [ = | Period Conmr, 400
: B wnw| wcoer:|  om MREE
N AT Percnt = o wem: wem B e | wmam
. e — T R ST Ty T Ty T
: m'amm SMW ‘ T ‘ e . o
. 7] x e
: Information relating to Salary Sacrifice is also
. covered by TPR and can be run in parallel to AE —
H further details can be found @
: http://www.thepensionsregulator.gov.uk/docs/pens
ions-reform-pension-schemes-v4.pdf
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6.1.2.3Communicate the
changes to all your
workers

Employers are required by law to write to all
workers (except those aged under 16, or 75
and over) explaining what automatic
enrolment into a workplace pension means for
them.

There are different information requirements
for each category of worker.

e  Resource Information to workers (PDF,
275kb)

o  What information you must
provide for each type of
worker.

o  What generic information you
must provide to all workers.

o  Timescales for providing the
information.

o  The ways in which you can
provide the information.

. Information Writing to workers about
automatic enrolment

A set of letter templates to help you when
writing to your workers.

. Resource Explaining automatic
enrolment to employees

Tips and downloadable resources that you can
customise and use when communicating with
your employees including:

o communications tips
o  key messages

o  awareness posters you can
adapt to display in the
workplace

o FAQs.

A
=

Word Templates

Remember you can
download the word
templates from TPR,
save them as .DOT /
.DOTX files and use
mail-merge with ODBC
links into the Opera data
(e.g. * WNAME where *
is the Company ID) for
names and addresses
etc.

s

Opera

There are no direct exact mail-merge templates
available in O3 as many people will use their own
documentation and layouts.

Depending on the tyoe of worker, will depend on
the information sent to them. The TPR provide a
detailed breakdown of what should be provided to
whom.

: . < Communications
Summary of the information requirements

Opera operates AE when the
Pay Period is in or past the
Staging Date as entered in
the Software.

. R " Although the guide mentions
There is also a guide about writing to EEs to communicate to your
TRUSTEES INDIVIDUALS DOCUMENT LIBRARY Workers’ untll Staglng you WI"
. - | not know what to send to
Writing to workers about automatic enrolment I who officially
One of your employer duties relating to autoratic enrolment is that you are required by law to provide in writing - ’
the right information, 1o the right individual, at the right time: 3 EntrieS in Opera tO ShOW
lr;:.‘:lh::::lj::rI\'\;::hl::;:l‘i::::‘i?d under 16, or 75 or over), which can include fixed-term contract OfﬁCial dOCUmentatiOn /
WMare information on these government reguiations and the deadiines for writing to your warkers can be found in our information has been sent to
ffmatien e werkert (PSP i| EEs will not accept a date
Helping you fulfil your legal obligation :| before the specified Staging
Letter templates are available 10 help you wite 1o your workers as required by law. They nclude information oa i Date, however there is
Ky taics i eseareh has et workersare Iy o sk about. Thers are several versions avatabi, accorang 3 h
nothing stopping ERs
The templates have been designed fo help you Tuifl your legal abligations. However, it s your respansiily fo ensure: Sending “generic" information

that the right information is given 1o the right worker at the fight time.

that does not officially need
to be logged and dated.

Wie've Created a 100l 1o help you find the right tempiates. but before Lsing i you'l Need to know e folowing

~ The pension scheme youire using - see types of scheme

~ VITEMET you 3ré ENGOSIN 10 POSPONe the SUTDMAN ENTOIMEN Cale Of 3 WOTKE O QTOUp Of WOTKETS - 568 OUr B
getalled guidance on posiponement (PDF)
Hote: Postponement should not be confused with your staging date (ihe date ST IR oM< 13 TRUSTEES INDIVIDUALS DOCUMENT LIBRARY

business). YoU £an Aot change your staging date to 3 later aate

+ e 1ypES Of WOrKErS you Nave - s&& the ilerent 1ypes of worker (PDF) Letter templates for employers

Launch employer letter template tool ©

Communications materials

Templates & guidance

Postponing automatic enrolment using a DB/Hybrid pension scheme.
Find some DWP materials which you can adapt 1o help communicate automate enrc

oy —— You've selected that the worker has a pre-existing right ta join the pension scheme, they re an efigible

. . jobholder and you want to delay automatically enrolling them until the end of the transitional period
There is also a nice “template Please note: This letter template is only for use at your staging date. Ater your staging date, you cant delay
too|“ that helps yOU to |0C&te the the automatic enrolment of new workers or nevdy eligible workers until the end of the transitional period. You
. K can choose to postpone it by up to 3 months.
correct and appropriate available
Eligible Jobholder with xisting ri
templates. 5 older WiD pre-s s o oM

Use the template and guidance to write to these workers

Letter template (DOC)

Guidance for completing template (DOC)

Filled in example (DOC) &

and and a number of letter templates that can be
used.

o v Templote for Letter 1T -_sligble_jobholder_pee-eusting rght_te DS 7 T ¥ Guidence for_Template for_Letter 1T_._ dhgible jobholder_pre-eustin. 8| 9
. I e O = e rwirs e ot v °

T T T LT . T T T 5
Q) Potmtea v [0 omee ot [ ot

Soldors £ ¢ Lo s ache - 9 p Letter1Tq

_| [Please note  The elements that are required by law are shown highlighted in Eenem T—for-elig
yellow] Remove the yellow highlightfrom the final version for your workers Thisis for employers who-are using-a Defined Benefit-or Hybrid scheme {
[insert Date] e i d-are delaying i imes

*| [insertemployer's name]'s pension scheme- A change in the isting right joir )
law that affects you

unti the-end of the transitional-period. -1
1

You can use this template as it s, or adapt il You might, for example, need to
.| Dearsee Guidance] | change some elements to make it accurate for your ogaNiSatoN of your pensi
scheme. This may include adding Information, of emovIng Sentences of

To help people save more for their retirement, the govemment now fequires sections Allematively, you might want{o write your own letter but make use of
employers 10 envol their workers info a workplace pension scheme. This elements of this template §

applies to those who aren't aiready in one and who

1
N Allthe templates anda informatic
o eam over a minimum amount (currently £8,105 a year£676 a month) nesdidby Siem o undentandwhatishappeningendwhy §
[change *£676 a month if your workers are not paid monthly, see v .
Guidance] | The-elements that are required by law are shown highiightedin yellow. Remov
. are at)e;{' 22 or over, and -L_ihe yellow highight from the final version you send 10 your workers §
¢ M Unde = Filed_in_examle_of Lettes 1T.doc (Protected View) - Microsoh Weed SEEN) froerica
We will hereford IR ro= et rseiwout  meteen © Brrolates witt
(your automatic) [y"_ " e e « | pensicn
(information on{ | plate
be found on pag ; " 1 50 L] S -
B TWEITZON o' ok aty
« When thishd
10, but if yous Smythan&-Sons’pension-scheme~A change n the faw-that
you retire. affects youy ‘
o [Insert empk 1
« The governn [] recemingtl
* Yourpensiod Dear Heleny orkers are
1 the templa
Youhavethe rig To help people save more for their retirement, the govemment now fequires
1o [Insert empid) employers 10 enrol thesr workers inlo @ workplace pension scheme This applies
10 those who aren't aiready in one andwho § boiios ad
= Why s this hag . ieidiole
The governmen -+ eam over a minimumamount (currently £8,105 a year/£676 a month) § B o
the Sate Pensd o are-aged 22 or over, andy eck vou e
B o+ are under State Pension age 1 ]
& .
P20e1 03, | Wode A8 | puges 3 ety | weean it | 2]

Pl el Gla]le] BT
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(9]

Opera

The Pensions
Regulator

There are two ways that you can
automatically enrol your EJs into a pensions
scheme;
. Manually
. Wizard (Global) e e

6.1.3 At staging and
beyond

6.1.3.1Automatically enrol
eligible jobholders into
a pension scheme Manually

Payroll Processing — Action — Pensions — Auto
Enrolment Details — Pick the appropriate tab
for the status you select.

& Auto Envolrment Details 1001 - Richsrd Godsan

The process you will need to follow to
automatically enrol any eligible jobholders you
identify when you assess your workforce is
explained in:

Categary BStatus (as.

- :
BT oo R
Apalysis Auto Enmiment Details  F8

2 @ 2 Atachment Osders

aiegory]

Category ¢ Non Sighie Jobboider (E)

Status here

. Guidance 5. Automatic enrolment (PDF,
539kb)
o How to automatically enrol.

o The information you must provide
to the person you will be enrolling
and to the scheme you are
enrolling them into.

o When to automatically enrol.

o Ongoing responsibilities once
automatic enrolment is completed.

e  Guidance 7. Opting out (PDF, 593kb, 18
pages)

AEDate: i | Fight 1o Jon Tnfo. o EE :
AE Info. 0 EE i = Jon Date 5
Contract-8ased Info. toEE: | |/ ) e

Qual. Schewe Tnfe, to EE ¢

Optin
Aightto CptIninfo. W EE | [/ = Acte Member Achieved

Maice Received On :

Optin Commencement : ‘" Pension Scheme:

adin - | @) - [ oo |

Change the status to Auto-Enrolled and
complete the details. Ensure they are part of
a Pension scheme and that the ERs are
contributing.

Workers who have been automatically
enrolled have the right to ‘opt out’ of pension
saving. This guidance explains how to process

opt-outs from workers who want to leave a Wizard
scheme. Payroll — Global Changes — Auto Enrolment
Updates

. Guidance 6. Opting in, joining and
contractual enrolment (PDF, 234kb)

Run through the wizard selecting appropriate
criteria like only EJs and complete the
changes required;

& Aot Erevlment Updates =

Information about the rights of workers to join
a pension scheme outside automatic
enrolment and what you will need to tell them.

B | e

Pl e the etz b 5 select e employees fr the pcess
Profle

Complete the changes required such as Auto-
Enrolled and attaching a pension scheme. :
8 Auto Envolment Updates I

Plsse choose the type of pdate tobe performes.
Ao Evoinent () Status

] Upcate Employee AE Status ¥ Incc s based on ther exsng satus
SetstausTo: -

Incuce
Status Dot Exsting Staus :
Setstatus Date To postooned [+

Postpone. Type ¢ [k oy ftous hes chaned th perd
: > endomte

. From i =

To " &=

st

ent () Detals Dates Auto Evoinent (42) Category
[lupdate Enployee AE Deais Date: [lupdate Enployee A Category
Date tobe Updted Category

SetbateTo: 7] SetDate 1t Adheved To

Aoty ey f the date s not yet been set Date st Acheved 1

=[] |

Refer to the wizard help and ealier diagram of
the wizard for further information.

NB: The same options allow you to control Opting
out, Opting In, Joining and contractual enrolement.
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The Pensions
Regulator

6.1.3.2Register with The
Pensions Regulator
and keep records

You are required to register with us within four
months of your staging date. Registration is a
straightforward online process.

. Information Automatic enrolment
registration

More information about registration, including
how to register and the information you'll need
to hand.

. Online service Automatic enrolment
registration

If your staging date has passed and you've
fulfilled all your automatic enrolment duties,
you can register online now.

. Guidance 9. Keeping records (PDF,

303kb)

Full details of all the records you will need to
keep in relation to your workers and your
pension scheme.

s

Opera

Registering with TPR is done directly with them.
There are various pre-defined reports which could
provide some useful information and lists, and
remember you can always use Reporter Reports,
XRL, Dashboards and PIM or any other “reporting”
applications with appropriate links to extract
required data from Opera.

Pensions Reports ™

il Auto Enrolment Details

Global Chang

ii| Employee Pensions
ii| Scheme Contributions

How to register

Registration is a secure, online process. It's
accessed through the Government Gateway, so
you’ll need a Government Gateway User ID to
register.

CECENS  RUSTEES  INDIVIDUALS DOCUMENT LIBRARY

Automatic enrolment registration

prp

equredot ons Regulstor wh they have done to comh

How to register

Record ythe registration date in the AE settings in
Opera.

Payroll — Utilities — Auto Enrolment Settings

“ Auto Enrolment Settings

Pensions Regulator Settings |

Staging Date: 01/10/2012 E]
Registration Date : T E] I
Notes : Main Contact : Antony Angel

Types of records that must be kept

By law, there are two different types of records
that an employer must keep. These are:

. Records about jobholders and workers

Online Registration =/

You will also need your
unique letter code, which
you can find on
correspondence from the
regulator relating to
automatic enrolment,
and details of all PAYE
schemes that you use.

You will need to provide
certain information when
you register. Our
automatic enrolment
registration checklist has
full details, please make
sure you have all the
correct information to
hand.

Employers whose
staging dates have
passed can register
online now. If you've
used postponement in
relation to any of your
workers at staging, you
should not register until
after the last day of the
postponement period(s).

44

Information 2
Required AE information
is stored in a variety of
tables including;
. Employee Processing
screen (WNAME)
. Employee Pension
(WEPEN)
. Pension Schemes
(WPNSC)
. Auto Enrolment

Details — System and
Individual (WMISC &

Eg name, National Insurance number, opt-in WENROL)
notice and joining notice . Set Options
8 Auto Enrolment Details : 1001 - Richard Godson ONPAR M)
Category &Status (as at This Period)
[TiSverride Eategory!
Category Non-Eligible Jobholder (NEJ)
st e [
trtapate | Posfponer Siop | Eamings 86enerel | oo
Auto Enrolment
AEDate : " &)
. Records about the pension scheme
Eg employer pension scheme reference and
scheme name and address
I =
All this and much more is automatically maintained
by Opera in various tables.
NB: Most of these records must be kept for a
minimum of six years. Check Keep history
settings.
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Opera

The Pensions
Regulator

ER contributions are maintained by the Opera
payroll system. You are able to set a default value
on pensions schemes which can be applied and
accepted when assigned to an EE. You can also
set the ERs contribution manually for each EE if
required and of course you are able to use an
update wizard to increase or decreate
contributions on a global level.

Pension Defaults
Payroll — Maintenance — Pension Scheme

Set the default pension contributions in the
pension scheme. Changing defaults can update
all EEs if required.

6.1.3.3Contribute to your
workers' pensions

You will be required to make ongoing
contributions to your workers’ pension
schemes. The minimum contribution amounts
are set out in law and explained in:

. Guidance 4. Pension schemes (PDF,

509kb, 35 pages)

Section 5 explains how the qualifying criteria £ Pension Scheme: COPENSION - Company pension scheme T TS
translate to contribution amounts. Gerera| provider | A e ] T [
B cesrptn[Grpary szt
Scheme Code : COPENSION Descriptic - = ml = na
. Information Phasing Type : comp [=] scon: ”w‘““::ﬂ ) . s::u“;:y P
Default Contributions Scheme Contrit srplayees s & ’DPH.] [y
The minimum contribution rates that an Enployers: © Pt 500 Ermployers : spmopna] | Wokéyouhe s sl convuon chnges o s empleyecs
employer must pay into their worker's pension e — g
scheme are being introduced gradually. This is EMPIOYEESE e +00 — “:: )

known as 'phasing'. individual

Payroll Processing — Action — Pensions —
Employee Pensions

Once the pension has been applied to an EE, you
can edit the contributions as required.

[ 3 Employee Pensions : 1001 - Richard Godson
General | Memo

Pension Scheme : | COPENSION Company pension scheme

Scheme Ref. : 336656 Date Joined

Employer

Contrib, Type : | Percent |z| Peried Contrib, : 5.00
; Contribs

Contribs TD : 1098.00 Currently Due : 4332.00

Employee

Contrib, Type : | Percent E Period Contrib, : 4.00
) Contribs

Contribs TD : 878.40 | Currently Due : 3513.60

AVC Type : Percent E Period AVC Contrib, 10.00

Wizard to apply a pension scheme

Payroll — Global Changes — Auto Enrolment
Updates

% Auto Enrolment Updates
P

Wizard to change pension scheme
Payroll — Globcal Changes — Pension Scheme

egort Oniy:
date and Report

Transfer
6 Pension Scheme Transfer =
() Report Only
1@ Transfer and Report
Scheme
From : COPENSION [+] Company pension scheme (CoMP)
To: SKPENSION |7 stakehelder Pension (5+P)
Range

Wizard to update contributions
Payroll — Global Changes - Pay/Ded Changes
& Pay/Ded Changes ==

@ Update Existing Payments or Deductions
() Replace Existing and Create New Payments or Deductions

roor [
Print Audit Trail Original Value ; 0.00
[T Print Payrise Slips Adjustment Value : 0.00
] Updste Value or Rate (Val
pdate Value or Rate (Value) Percentage : 0.0000

ipdate by Value or % (Value)

pecified value Only Decmal Places : 2

Update Perm. or Temp. (Temp.)
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The Pensions
Regulator

6.1.4 Important note:
Safeguards in place
for individuals

There are certain things the employer must
not do, both before a person starts working for
them and once that person is a member of a
pension scheme with that employer.

e  Guidance 8. Safequarding individuals
(PDF, 267kb)

o  What the safeguards are.

o  What conduct is prohibited,
during recruitment and once
an individual is employed.

o  What could be regarded as
‘inducement’ by the regulator
with examples.

s

Opera

This is legislation that Employers need to adhere
to and Employees to be aware of. Any
documentation or literature could be attached to
inviduals using OLE or Document Management
integration if required.

GY548374A
Snapshot

Start Week :
M.LNumber :

| APPHeld: O]

Tax Code :
Document Management  » Capture

Retrieve

E]Qroups

0.L.E.
Action Calculate F6
— Holiday £

Please note that various sceanrios have been added in the excellent F1 Help
“How to” topics and can also be found in the standard training manual as well this
guide in the earlier chapters. Be aware many of the procedures are down to the
Employer to process and will need manual intervention. There are also various
useful reports that may be run such as the Auto Enrolment Details report.

|'_§Q Cpera Help
& g [
Hide Back Refresh  Print  Options Pegasus

Contents | |ndex | Search | Favortes | Glossary|

(3 Payrol

Qj Introducing Payroll

0 Processing

@ Calculation

@ P32 Processing

- [9] View

Q Summary Reports

Q Payment Reports

0 Periodical Reports
Q Pensions Reports

@ Miscellaneous Reports

0 EQY/Special Reports
Q Global Changes

- Utiities

@ Maintenance

[£] Howto ..
= Set Up Payroll

... Process Starters & Leavers

... Make Changes for an Employee

Make Global Changes
... Record Statutory Payments

W Pegasus Opera 3 - Orion Vehicles Leasing

& Report Preview- " o)

Orion Vehicles Leasing
Printed 12092012 at 16:54 by MANAGER

Auto Enrolment Details - Summary

Sequence Employes(Selected from 1001 1o 5001)
AE Categary &

Auto Enrolment Details - Summary

at

Oate C:
I Hursber AE Eam. TP AE Caiegory 1stAchiey

Staius Date  Comment

GVESIT4A  00ENSS2 80 OLDLISSE 000 MNome

T T ST rTee
... Process Pension Auto Enrolment
D To Prepare Opera for Auto Enrolment
£ To Enrol Eligible Jobholders

- 2] To Update Employees Already in Qualifying Schemes

D To Enrol 22+vear old Employees

B To Enrol New Employees

-~ [2.] To Postpone Auto-Enrolment

D To Enrol Employees who Optdn
Q View Employee Details

E490000

o R R =
Q ... Complete the Year End
[] Cther Information

0 Personnel

6.2 TPR Process Flows

For Graups: Monthly (Period 7), W- Weekly (Pesod Z7)

The following pages are an extract of the useful and excellent flow charts as

provided by TPR.
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Appendix B

Example process for automatic

]
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Appendix C

Example process for automatic
enrolment into a personal
pensicn scheme
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Appendix A

Assessing a worker

_ How old are they? _

August 2012 vA.0

I
16 to 21

¥

Are they working, or ordinarily working,
Mo dutles Ne In the ¥ under their contract?

T
Yes

¥

I
Mmsaﬁwﬂﬂ;nwn

Are they working, or ordinaly warking,
In the UK under their contract?

1
M.E—unqi_n:.. age to 74

Avre they working, or ordinarily working,
i the LUK under thair contract? Mo duties
+

Assess earnings

1. identify pay reference period
2. Assess qualifying eamings payable in that pay reference period
3. Compare against the lower level of gualifying earnings (£5,564)
appropriate to the pay reference period

Assess earnings

1. identify pay reference period
2. Assess qualifying earnings payable In that pay reference perliod
3. Compare against the lower level of gualifying earnings (£5,5464) and the earnings trigger for
automatic enrolment approoriate to the pay reference period (£8, 105)

Assess earnings

1. Identify pay reference period
2. Assess gualifying earnings payable In that pay reference period
3. Compare against the lower level of qualifying eamings [£5,564)
appropriate to the pay reference period

[ ]
Less than £5.564 [pro rata)® Between £5,584 and £8,105 Maore than £8,105 (pro rata)
* g *

Less than £5,564 (peo ratal® Maore than £5,564 [pro rata)®
+ ¥
Entitled workers Nen-eligible
jebholders

7 Entitled workers

Zﬁ:.m_mmmr_m
jobholders

Eligible jobholders —

Less than £5,564 (pro rata)® Maore than £5.564 [pro rata)®
¢ b
Entitled workers Nen-eligible
jobholders

The Pensions
Regulator

Supporting material for Datailad guidance no. 3 -
Assessing the workforce
Horw ta idantify tha diffarent catagorias of workars

* Thesa figures are for the 3012-2013 tax year. The Department for Work and Pensions (DWF)
Intend to announce the figures for the 20013-2014 tax year In Movember 2012. Following
the DAWWPS announcement, find these figures In the resources saction on our websita.



>—u_um_._n=un B August 2012 v4.0

Assessing groups of workers
on an employer's staging date

Identify your workers

L J

Exclude any workers under 16 or over 74

L

Exclude any workers who do not work, or ordinarily work,
in the UK under their contract

L J

Assess earnings

1. Identify pay reference perod
2. Assess gualifying earnings payable In that pay reference period
3. Compare against the lower leval of qualifying eamings (£5,554) and the earnings trigger
for automatic enrolment (£B, 105) appropriate to the pay reference period

_
Less than £5.564 [pro ratz)® Between £5,564 and £8,105 (pro ratal® Maore than £8,105 (pro ratal*
Entitled workers _ _ MNen-eligible jobholders Potential eligible jobholders
Apply age criteria
_ _
16-21 or state pension age-T4 22 to state ion age

kL
_ Eligible jobholders _

The Pensions
Regulator

. . . ; * Thase figures are for the 2012-2013 tax year. The Department for Work and Pensions (DWF)
Hﬁ_—_ﬂﬁmti !!“-".HU...E lod guidanca ne. 3 - Intend to announce the fligures for the 20013-2014 tax year In Movember 2012, Following
How ta idantify tha diffarent catagarias of workars the DWWPE announcement, find these figures In the resources saction on our webslte.



Appendix A

Assessing a worker

Mote: Where the employer is not using postponement.

See Detailed guidance no 3a: Postponement.

How old are they?

I
16 o 21

+

Mo dutles _|| Mo

Are they working, or ordinarily working,
In the U under thair contract?

T
Yes

¥

Assess earnings

1. identify pay reference pertod

appropriate to the pay reference period

2. Assess qualifying eamings payable In that pay reference perod
3. Compare against the lower lavel of gualifying earnings (£5,035)

[ |
Less than £5,035 (pro rata)®

| '

Maore than £5,035 [pro rata)*

Entitled workears

— kzsue Informatlon about
their ight to join a pension
scheme no later than ane
month after the date thelr
right first applies (the

Nen-eligible
jobholders
Are any of these workers

already active members of
a qualifying scheme that

period to Identify if
automatic enrolment or
non-2ligible jobholder
Information requirements
are triggered

In to an automatic
enrolment scheme no
Iater than one month after
thelr right applies {the
assessment date] (unless it

has already
been provided)

— Asgsess the worker

In each pay period
to dentify If automatic

you prowvide ¥
assessment date) unless _ _
the waorker already Is an
active member of a -.H.n ...Hn
pension scheme you
provide or It has already Issue lssue
been provided) infermation information
— Aszess the worker — Issua Information Issue Information
In each pay reference about thelr right to opt

about the pension
scheme no later
than two months
after the criteria to be a
non-gligible jobholder
are first met (the
assessment date)
[unless It has already
been provided)

enrolment or entitled
worker Informatlon
requiraments.
are met

The Pensions
Regulator

(3

Supporting .._.._u.v!._u_._”a..Un.n!_nn_ guidanca no. 3c—
Having compl

Tha naxt steps far an S.ﬁ_.u__.u.. aftar tha assessmant

(oo e

22to -.-H.nw_uﬂ.._n_-nlnwn

Are they working, or ordinaly working,
In the UK under their contract?

.,4

2 Assass qualifying earnings payable in that pay reference period

Assess earnings

1. identify pay reference period

3. Compare against the lower level of gualifying earnings (£5,035) and the earmings trigger for

automatic enrolment appropriate to the pay reference period

1
Less tham £5,035 (pro rata)® Betwesn £5,035 and £7 475 More than £7.475 (pro rata)*
F {pra ratal® k
ki
Entitled workers Nen-eligible Eligible jobholders
— Issue Information sbout jobholders

their right to joln 2 pension
schemsa no later than one
month after the date

Are any of these workars
already active members of

Are any of these

workers already
active members of a

1
State pension age to 74

t

Are they working, or ordinariy working,
In the UK under their contract?

T

+

August 2012 w40

|I_ Mo duties

Assess earnings

1. Identify pay reference period
2. Assess qualifying earnings payable In that pay reference perod
3. Compare against the lower level of gualifying earnings (5.035)
appropriate to the pay reference period

[
Less than £5,035 (pro rata)®

i

Entitled workers

— kssue Information about
thelr right to join 2 pension
schame no later than ane

to an automatic enrclment
scheme no later than one month
after their right applies (the
azsassment date) [unless It has
almeady been provided)

— Mssiess the waorker In
each pay period to dentiy If
automatlc enrolment or entitled
warker Information requirements
are met

scheme na later
than two months.
after the criterla
to be a non-eligible
Jobhalder are first
met {the assassment
data] {unless
It has already
besn provided)

enrol

Complete
automatic
enmlment within
one month

Jobholder no later than ana
manth after the criteria to be
m_._ eligiole jobholder are met.

& qualifying scheme that qualifying penslon scheme month after the date thelr
thelr night first applies [the you prowide? that you provide? right first applies (the
assessment date) (unless assessment date) (unless the
the worker already s an active Ln z__n_ worker already Is an active
member of 2 penslon scheme F F membar of 3 panslon scheme
you provide or it has already you provide or It has already
been providad) lssue Does the been provided)
— Assess the worker information employer wish - - Assess the worker
In each pay refarance period Mo Yes lesue Infarmation 10 use postponement? In each pay referance
to Identify If automatic period to identify if
anrolment or non-eligible about the pensian automatic enrolment or
jobhoider Infarmation scheme no later non-eligible jobholder
requirements are triggerad than two months Information requiremeants
after the criteria Mo ez are triggered
to be an eligible
Jobhaolder are first
+ met (the assessmant
lssue lssue dhate} (unless i
information infermation :mmmﬁmwmu_mnﬂmm: ¥
— lssue Information k==ue Information .
about thelr ight to opt In sbout the pension Automatically lssue postponement

notice
k=zue tallored notice for a

wiarker again on the
deferral date

|
than £5,025 [pro ratz)*

¥

MNeon-eligible
jebholders

Are any of these workers
already active members of
a qualifying scheme that

you provide?
Mo Yes
lssue Issue
information information

— |ssue Informatlon | | - Issue Information
about thelr right about the penslon

to opt In toan scheme no later
automatic than two months

enralment scheme
no later than one
month after thair
right applies (the
assessment date)
{uniless it has already
been provided)
— Aszsess the worker
In each pay period
to Identify If
automatic
enrclment or
entited worker
Information
requiremeants
are met

after the criterla to
be a mon-eligible
Jobholder are
first met [tha
assessment date)
(uniless it has already
been provided)

*Thasa Sguras will changa and zre llustrativa anly. On 15 Decamber 2011, tha
Department of Week and Pensions published a consultation on the amount of
the bowar baveld of qualifying earnings and tha amount for tha camings triggar for
automatic enrolmant for tha 2012-2013 tax year.




Appendix B

August 2012 vA.0
Assessing groups of workers on

I . Identi workers
an employer’s staging date iy your

Mate: Where the employer is not using postponement.

See Detailed guidance no 3a: Postponement. X

Exdude any workers under 16 or over 74

Exclude any workers who do not work, or ordinarily work, in the UK under their contract

Y

Assess earnings

1. Identify pay reference perod
2. Asgess gualifying earnings payable In that pay reference period
3. Compare against the lower level of qualifying eamings (£5,554) and the earnings trigger
for automatic enrolment (£B,105) appropriate to the pay reference period

Less than m._.wm.-..._ lpra rata) Between £5,564 and £8,105* (pro rata) More than hn._._nm.._ (pro rata)
¥ ¥ ¥
Entitled workers MNen-eligible jobholders Potential eligible jobholders
Are any of these workers already active members of Are any of these workers already active members of Apply age criteria
a pension scheme that you provide?

a qualifying pension scheme that you provida?

| | | | 16-21 or stabe pension age-T4 22 to stabe pension age
Mo Tes

. " No Yes ] H

¥ ¥

— kssue Information about MNeo duties

their right to join @ penslon
scheme no later than one
month after the date the fght
first applies [the aszassment
date]} {unless It has already
been provided)

— Assess the worker
In each pay reference period
to Identify If automatic
enrolment or non-eligible
Jobhaolder Information
reguirements are triggered

The Pensions

Regulator

— If the scheme k not a
qualifying scheme, assass the
worker In each pay reference
period to Identify If automatic

enrclment or non-eligible

Jobholder Information

requirements are triggerad

Supporting material for Datailed guidancae no. 3c -
Hawing completed the

Tha naxt steps for an employer aftar tha amessmant

— Issue Informatlon about
thelr fight to Join @ pension
scheme nao later than one
manth after the date the right
first applies {the assessment
date] {unless It has already
been provided)

— Assess the worker
In each pay reference period
to identify If automatic
enmolment or entitled worker
Information requirements.
are triggered

Issue information

- |ssue information about
the penslon scheme no
later than two months after the
criterla to be a non-eligible
Jobholder are first met {the
assessment date) (unlass it
has already besn provided)

Eligible jobholders

Are any of these workers already active members of a qualifying

pension scheme that you provide?

T
Mo

¥

T
Yes
¥

Dioes the employer wish to
use postponament?

.k Yes

zn|h

lssue postponement
notice

Issue tallored notice for a
Jobhaolder no later than one
month after the critera to be
an eligible jobholder are met.
Assess worker agaln on the

defarral date

Automatically enrol
Complete automatic

Issue information

l==ue Information about

the pension scheme no
later than two months after
the criteria to be an eligible
Jobholdear are first met {the
assezsment date) (unless it has
glready been provided)

enrciment within one manth

* Thesa figures are for the 2012-2013 tax year. Tha Departmant for Work and Pensions [DWF)
intand to announca tha figures for the 2013-2014 tax year in Mavemnbar 2012. Following tha DWPS
announcament, find these figures in the resowces section on cur wabsita.




Appendix C

Identify your workers for whom you used postponamant

Assessing groups of workers on the

1

deferral date after using postponement |

el you use one of tha tailcsed postponement notica aptons?

at the employer’s staging date

* Thia Sgsme 3o e s ATA01] bxe uae: This Diagzartsarnt:for Werk 382
Pargizra [T irimac o anrcunce the fgurss for tha 20N 3-27H boyear

Mo
¥

I Excude ary workars under 14 or ovar T4 ]

FRErp—— [ Exdsdc any workers who do niot work

ar ardirarily work in the LK under thair contract I

i

= [

Which type of postponament notice did you use? ‘

Bugust 2012 w40

The Pensions
. Regulator

[

marterial for Dtniled guidences no. 32—
completed the aoscemant
Tha nsat cag bt e smployer ster th mesecmant

Pleass nota: This Sowchart camies over to
tha next page — match up tha cranga dots
on your print out 1o continss reading

T
‘Genersl notica A
L]

HI-E- -]
¥

Accoss garnings
1. kertify relavant pay reierenc pericd
2 femoss qualifying oarnings peyable in wlovant pay relerona period

utoeratic enrlment {E5,105) appropiate o the pay mieence period

1 Compare acainst tha lower kewed of qualtfying oamings [F5,584) and the aamings tigger far

Azzocc samings
1. idantty relevant pey reference paried
2 fesom qualiying camings paysble n relevant pay kenenco parind

automatic enmiment [F, W) appropiaia to the pay eleenoe period

3 Compare 3gainst tho lowe loval af qualifying oarnings (£5,554) and tha oarnings Figger for

. Betmean 55,584 oo retl® - - Betmwan £5,564 jpro ral’
Lan han £5,584 (pro risl -de,.‘IDS[pxﬂur Mo than £E, M6 o e’ Laun than £5,564 jpro retal -lEl.1nsu;r.“.u' ---—B.nsrpm-u:-
Entitled workar Non-aligitda jobholders Potential Entitled worker Mon-aligibila jobholders
A any of thass workers an actve Az any of these workars =n acfve membar | 1640 21 aligibla Ao e werkar In ssch pay refsece Ao tha worker In oadh pay refaranca 1“:21 nlglbln
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Appendix D

Assessing a worker on the deferral

Did you use one of the tailored postponement notices? _

date after using postponement on

1

the worker's first day of employment s
Ma
N _ Iz the worker still working or ordinarily working
- _ in the UK under their contract?
— _
Yes
General notice B** L
Are they working or ordinarily working No E z_n_|_ Ara they still aged between 16 and 747 _
in the UK under their contract? T
Yes
Yes b
L | Are they aged between 22 and state
«  No Are they aged between 22 and state pension age?
pension age? [
Yes Ne Yes
] ¥ ¥
Assess earnings Assess earnings Assess earnings
1. identify relevant pay reference pericd 1. Identify relevant pay reference perod 1. Identify relevant pay reference pericd
2. Assass qualifying eamings payable in 2. Azzess qualifying eamings payable in 2. Assess qualifying eamings payable in
that pay reference pericd that pay reference period that pay reference period
3 ﬁuﬂmﬂm against the eamings ﬁ_._ﬂm.um- for 3. Compare against the lower level of 3. Compare agsinst the earnings trigger
automatic enrolment (£8, 105) appropriate to qualifying eamings (£5,564) appropriate for automatic enrolment (£8, 105)
the pay reference period to the pay reference pericd appropriste to the pay reference pericd
Less than m.w.."_ 05* jpro rata)  More than —.ﬁ..;ﬂ.m._ lpra rata) I _ 1 I _ ]
L - ¥ Less than £5,564* jproratz)  More than £5,564* [pro ratz)  Less than £8,105* (pro rata) Mare than £8,105* [pro ratz)
Assess the worker in Eligible jobholder } 4 ) }
E&Lﬁ”ﬁﬁﬁ _U_u—..__u_m..m Entitled worker Mon-eligible jebholder Eligible jobholder
mu.m___.nn_:.mdn enrolmeant EUEmEtc Was the postponement notice Was the postponement notice the Complete automatic enrolment
Iment within he tailored notice for an F i i 7 ithi
is triggered anrd the tailon tailored notice for a jobholder? within one month
aa= ane manth entitled worker?
For aworkar aged Ln .L.h :___n_ .Ln
betweaen 16 and 21, E ¥ L L L
assass the worker in Entitled worker Entitled worker Nen-eligible jobholder Non-eligible
~ Mo mWn_._ pay _.m+m_.m_._nm — lssue information about their right to join a Assess the worker in — |ssue information sbout their ight to optin to an jobhalder
period ﬁ._u identify if pension scheme no later than one month after each pay reference automatic enrclment scheme no later than one month Aszess the worker in
automztic enrolment their right applies (the assessment date) {unless pericd to identify if after their right applies (the assessment date) (unless it each pay reference
is triggerad it has been provided) automatic enrolment has been provided) period to identify if
— Aszess the worker in each pay reference period is triggerad — Aszess the worker in each pay reference period to m_.._.en__.._.rmn.wn enralment
to identify if automatic enrolment is tiggered identify if automatic enrclment is triggered is triggered

The Pensions
Regulator

Supporting material for Datailed guidanca no. 3c -
Having completed the

Tha naxt steps for an employer aftar tha assessmant

August 2012 4.0

* Thasa guras ara for the 2017-2013 tax year. The Departmant for Wk and
Pansions (DW) Intend 1o announoe the: figures for the 2013-2014 tax year
n Movermbar 2012, Faliowing the DWPS anncuncamant, find thasa fiques
In the resoures section on our wehsha.

** This fiowchart assumas that the worker i not an activa mambar of a qualifiying
scheme on their first day of employmant and so the employer decidad 1o sue
‘General notice B & the postponement notice. General notice A was avallable as

an option for tha employer, but 1snot conskdened here.
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Appendix E

Assessing a worker on the

Is the worker still working, or ordinarily working, in the UK? — Ne Mo duties

deferral date after using
postponement on the date

J—.__n_-
¥

that the criteria to be an

Are they still aged between 22 and state pension age?

eligible jobholder is met

.

Yes

No k

Assess earnings

1. ldentify relevant pay reference period
2. Assess qualifying earnings payable in that pay reference period

3. Compare against the earnings (£5,564) and the earnings trigger for automatic
enralment (£8,105) appropriate to the pay reference pericd

Assess earnings
1. Identify relevant pay reference period
2. Assess qualifying earnings payable in that pay reference period

3. Compare against the lower level of qualifying earnings (£5,5564)
appropriate to the pay reference pericd

Less than £5,564" (pro rata)

ﬁ

Entitled worker

Issue information about their right to join (unless
previously issued) no later than one month
after the deferral date. Assess sarnings sach

pay reference period to identify if automatic
enralment or any information requirements

are triggered

The Pensions
Regulator

m:n_uo&:.m_:..Hmzm:oﬂcmwmm_m.n_m_cmam_.__nm:o.wnl
9 Having completed the assessment

The next steps for an employer after the assessment

Between £5,564" (prorata)
and £8,105* (pro rata)

:

-

MNon-eligible
jobholder

Assess earnings sach
pay reference period
to identify
if automatic enrolment
or any information
requirements
are triggered

Meore than £8,105* (pro rata) Less than £5,564" (pro rata) More than £5,564" (pro rata)
Eligible Entitled worker MNon-eligible jobholder
jobholder Issue information about Assess earnings each pay
Complete their right to join (unless reference period to identify
automatic previously issued) no later it the information
enrclment within than one month after the requirements for an entitled
one month deferral date worker about their right
to join is triggered, unless it
has already been issued

*These figures are for the 2012-2013 tax year. The
Department for Work and Pensions (DWF) intend to
announce the figures for the 2013-2014 tax year in November
202, Following the DWP's announcement, find these figures
in the resources section on our website.



Appendix A

Example process for employers on
receipt of an opt-in or joining notice

Hare i a step-by-step guide showing the procass an employer must follow whan they
recelve 3 requast from a workes ta join 2 persion schema. Employers should incorporate
tha necessarny staps Into thalr procasses in whichawar way mast sults thalr organisation.

Iz the worker an active membar of 2 qualifying
pension schems that the employer provides?

“.

!

Ara thay a jobholder or an entited worker?
Tha employer should zssess which category of warkes thay aee, as
descriced In Detalled guidance no. 3 - Assescing the workforce. Tha
assessment date for these purposes is the date the employer neceived tha notice

Werker in sntitad work

| Wizchwr iv w jobholder ———

Is tha worker an activa
mamber of 2 pension
schama that is tax-registered
in tha LIK?

Ho

!

Toa Mo duties

Check the joining notice is valid

® |5 it Inwriting?

= |5 it sigreed by the entitled workar or, i i was sent by
amall, does it Includa a statement from the entited worker
confirming that they personally submitted tha notica?

In @ddition, tha employer may wish to check H thay have recaived a
ratice from the sama workar within tha past 12 months

Amrange active membaership of & pension scheme

* Tha schame the employer uses must be
a UK tax-registered schema

» |f tha schema Is 3 personal persion schame, there must bo
dienct paymant arangemants in placa

» ontact tha schama trustees or the schama provider bo
astablich what k& required undar the scheme rules to craate
activa membsarship

= Send the mandatory information about the entitled workar bo
the scheme and complate whatever ake the scheme reguires
to oreata acthve memnbsarship

Joining process is complats

Chadk the opt-in motice is vakd

* Efinwriting?
= |5 it signad by the jobholder or, If it was sent by emall, does It indude a3 statement
from tha jobholder condirming that they parsonally submitted tha nobica?

In addition, the employer may wish to chedk If thay have reoahwad a
noitica from the same |obhaoldar wathin the past 12 months

ldentify the enrolmant datae
If o the first day of tha naxt pay reference pariod after the employer recaives the
opt-in notice, the worker & a jobhoider, this & tha anrcimant date

Or i payroll hias akeady closad, If on the first day of the second pay redarenoa pesicd
aftar recaipt, tha workar is & jobholdar, this is tha enrolment data

‘Whese thay sz not a jobhaldar, the fist day of the pay refarence pericd inwhich tha
employer dentifies that tha pobhoddar oritenia are mat is the @nmolment date

L
Arrange active membership of 2 pension schama

The employer must iollow the automatic ennolment procaess

* Tha |obholdar must be anrolled Into an
automatic ereciment schema from thedr enrolmeant data

# Tha employar has one month from the jobholder's @nmolment date 1o
comphate the following steps. Thesa steps are not sequantial and can ba done In
arry cedar. Infoemiztion and data can be prepared ahwad of the ereciment date

* Employers should note that, In any pay reference panod that ocows after this
data, theay must deduct tha jobholder’s contnbutions if the jobholder i= making
arrgl from pay, even If active membarship ks not yat achiewed

# Tha procass differs dapanding on whathar the scheme ks an ocoupational
persion schame or 2 personal pension schame

1. Ciontact tha pension scheme tha employer k& using for envolmeant.
Send tha schame the requined jobholdar Information

L o

r r r *

2. Confrm with the persion schame the
daba active membership was achiewed.
EBamamber that activa membarship: must
then be backdated 1o the enolment date

2. Confirm with the schame provider the date tha
providar kssued the terms and condiions ba tha
jobhaldar. Bemamier that active mambaership
must than ba backdated to the enrclmeant data

The Pensions
Regulator

g al For Dt aimd i L
Dipiting in, prining wrd d %
-. =

|
1. Identify tha start of the opt-out pericd. Insart it with the erscimant infocemation
and sand the @nrolment information to the jobholder

Optin process is complete

The employer must now manage their ongolng responshilties as
tha jobholder retains active schema membarship

Meot stops: find out abowt opting oart in Detailed guidance no. 7 - Opting oart

August 2012 w0



Appendix C

Steps to take to determine if your

ls the scheme tax registered in the UK with
HM Revenue and Customs?

.._ The scheme is not a qualifying scheme

defined benefit (DB) pension
scheme is a qualifying scheme

Yes
¥

_ Dioes the employer hold a contracting out certificate? _

znd cannot be used for the employer duties for
existing members who are eligible jobholders, or for
automatic enrolment of future eligible jobholders

Is the DB scheme an average salary or final salary schema?

Final salary 1 Average salary 2

|

| |

The scheme may be a qualifying scheme if it meets what
is called the "test scheme standard! The employer will
need to arrange for an actuary to certify that this standard
i= met, although in some circumstances, the employer
may be able to certify themselves

The Department for Work and Pensicns has issued
guidance notes for employers and actuaries on the
certification of qualifying schemes and the comparison
to the test schemea

If the scheme does meet the standard, it can continue
to be used for existing members. If the employer wants
to use it for the automatic enroclment of future
eligible jobholders, it will also need to have some
additional features

The scheme may be a qualifying scheme if it meets what is

The employer will need to arrange for an actuary to certify that
this standard is met, although in some circumstances, the
employer may be able to certify themselves. The Department
for Work and Pensions has issued guidance notes for employers
and actuaries on the certification of qualifying schemes and the
comparison to the test scheme. i the schemea does meet the
standard, it will slso have to meet additional criteria to
be a qualifying scheme

called the “test scheme standard” and it meets additional criteria.

Yes

Is the DB scheme an average salary or final salary schemea?

Average Em\r Final uur.u...

-

tionl et _
Na 1

ls there any provision for the
revaluation of accrued benefits?

The scheme is a qualifying scheme and
can continue to be used for existing
members. If the employer wants to use the

I
Yes

¥

scheme for automatic enrclment, it will also
need to have additionzl features

As it stands, the scheme is not a qualifying scheme so it will
not be able to be used for the employer duties for existing
members who are eligible jobholders, nor for automatic
enrolment of future eligible jobholders. However, the rules of
the scheme could be amended to make it 2 qualifying scheme.
If the rules are not amended:

+ there will be an automatic enrclment duty to fulfil for the
aligible jobholders that are in the scheme, and

+ the scheme cannot be used for the automatic enrolment of

future eligible jobholders

If amending the rules of the scheme is an option and the
employer also wants to know if it could be used for automatic
enralment, it will have to have some additional featuras

| {

Diges this provide for the revaluation on a non- 4 b

discretionary basis at or more ez

than the ‘'minimum rate’ (currently the lesser of RP,
CPl and 2.5%)

—

[— Mo ——

¥

May a discreticnary power be exercised in the
revaluation of such benefits?

Mext

I
Yes

¥

Dioes the funding of the scheme take account
of the exercise of the discretionary power and does it
do so on the assumption that accrued benefits would
be revalued at or more than the ‘minimum rate’?

|
Yes

¥

Is such funding provided for in the scheme's
statement of funding principles (SFP) or equivalent Yes
{where a scheme is not required to have an SFF)?

The scheme is
an automatic

The Pensions
Regulator

Supporting material for Datailad guidance no. 4 -
e Pension schemes

Parsion schames undar the new amployar dities

enrolment scheme

|

Are both of the following statements true?

1. The scheme does not contain any provision which would prevent
the employer from making the required arrangements to automatically
enrol, opt in or re-enrcl a jobbholder (For example, it does not require a

member to give consent to join)

2. The scheme does not require the member to provide any information
or make any choices in order to remain an active member

! Indudes final salary kemp sum schemes:
2 Indudies lump sum schemes mat Inked o #nal salary

Nao, at beast one
statement is untrue

Az it stands, the scheme is not an automatic
enrolment scheme so it will not be able to be used
for the automatic enrolment of eligible jobholders.

However, the scheme rules could be amended to
make it an automatic enrclment scheme. If not
amended, another scheme will need to be selected
for automatic enrclment

August 2012 w40



}vvm—ﬂmmx U (occupational)

Steps to take to determine if
your defined contribution (DC)
occupational pension scheme

is a qualifying scheme. These
steps set out the two main
options available to employers.
Other options are set out Yes
in section 4 of the Pension
schemes guidance.

Do the rules of the scheme or other binding
agreement with the employer:

1. Entitle the member to an employer's contribution
equivalent to at least 3% of the amount of the member's
qualifying eamings in a 12-month period?

2. Require a total contribution of at least 8%7

ls the scheme tax registered in the UK with HMRC?

Yes

-

The scheme is not a qualifying scheme
and cannot be used for the employer duties for existing

members who are eligible jobholders, or for automatic
enrolment of future aligible jobholders

Do the rules of the scheme or other binding agreement with the employer use qualifying
eamings as the definition of pensionable eamings?

1
Mo

¥

Do the rules of the scheme or other binding agreement with the employer:
1. Entitle the member to an employer’s contribution equivalent to
at least 4% of pensionable earnings in the certification period?
2. Entitle the member to a total contribution of 9%, and
3. Provide that pensicnable earnings of the member is equal to or more than their basic pay? Yes

[

!

Az it stands the scheme is not a qualifying scheme
50 it will not be able to be used for the employer duties
for the existing members who are eligible jobholders, nor
for automatic enrclment of future eligible jobholders

Employers may consider amending the rules
of the scheme to make it qualifying

If amending the rules of the scheme is an option
and the employer also wants to know if it could be
used for automatic enrclment, the scheme will
have to have some additional features [described below)

of pensicnable earnings in the cerification period?
2. Entitle the member to a total contribution of 8%7 — Yes —= will be covered by
3. Provide that pensicnable earnings of the member is equal to or more than their basic pay?

No
certify that the schema
¥
._._H_m m_“.__.__u_ﬂawmﬂ_.ﬂﬂ_..ﬁu_ n_u._m__?mw 5o it can
Cio the rules of the scheme or other binding agreemant with the employer: n_.._MHmH_._ann__._Mm:._M L continue to be used for
1. Entitle the member to an employers contribution eguivalent to at least 3% lifvi h existing members. The
a qualifying scheme Department for Work and

the n_m:_mnmam.. Is their of certification. If the
average pensionzble employer wants to
. .
o earnings at least 85% use the scheme for
¥ of their total earnings? automatic enrclment, it

['o the rules of the scheme or other binding agreement with the employer:
1. Entitle the member to an employer's contribution equivalent to at least
3% of the member’s eamings in the certification pericd?
2. Entitle the member to a total contribution of 7% of all their eamings in that period?

The employer is able to

far the waorkers wha | Yes —s| Pensions has published
guidance on the process

will also need to have

L Mo L additional features

{described below)

. |

Mext Ma
¥ ¥
The scheme is a qualifying scheme and can As it stands, the scheme is not a gualifying scheme so it will not be able to be used for the | et
continue to be used for existing members. | employer duties for existing members who are eligible jobholders, nor for sutomatic
the employer enrolment of future eligible jobholders
wants to use the scheme for automatic
enrolment, it will slso need to have Employers may consider amending the rules of the scheme to make it qualify. If amending the rules
additional festures of the scheme is an option and the employer also wants to know if it would be used for automatic
{deseribed belaw) enrolment, the scheme will have to have some additional features
Mext MNext
¥ b
¥
Are both of the following statements true? As it stands, the scheme is not an automatic
) enrolment scheme =o it will not be able to be usad for
The scheme iz 1. The scheme does not contain any provision which would prevent | Ma, st least ane the automatic enrclment of eligible jobhaolders. However,
the employer from making the required arrangements to automatically | statement is untrue the scheme rules could be amended to make it an

The Pensions |_maomse
Regulator

Supporting material for Datailad guidanca no. 4 -
e Pension schemes

Parsion schames undar the new amployar duties

enrol, opt in or re-enrol a jobholder (For example, it does not require a
member to give consent to join)

2. The scheme does not require the member to provide any information
or make any choices in order to remain an active member

automatic enrolment scheme. If not amended, another
scheme will need to be selected for automatic enrclment

August 2012 w40



}vvm—ﬂmmx U (personal)

Steps to take to determine if
your defined contribution (DC)
personal pension scheme is a

qualifying scheme. These steps
set out the two main options
available to employers.

Other options are set out

in section 4 of the Pension
schemes guidance.

— ls the scheme tax registered in the UK with HMRC? “

Yes
L

k (o the terms of the policies use qualifying earnings as the definition of pay for the calculation

of contributions?

No
¢

The scheme is not a qualifying scheme
and cannot be used for the employer duties for existing
members who are eligible jobholders, or for automatic
enroclment of future eligible jobholders

Are sll of the following statemeants trua?

1. There is an agreement in place between the employer and the provider of the schemes to pay contributions
of at least 4% of pensionable eamings (the definition of pay for the calculation of contributions)
in the certification period
Z. If there is a shortfall between the employers contribution and 9% of pensionable earnings, there is an agreement
between the provider and the jobhelder to pay contributions which are equal to or more than, the shortfall
3. Pensionable eamings of the member are equal to or more than their basic pay

Is there an agreement in place between
the employer and the provider of the scheme for
the employer to pay contributions at a rate of
at least 3% of the member’s qualifying earnings
in a 12-month pericd?

¥

The employer is able to
certify that the scheme

Are 3l of the following statements trua?

L

As it stands the scheme is
not a qualifying scheme
so it will not be able to

be used for the employer

duties for existing
members who are eligible
jobholders, nor for
automatic enrolment of

future eligible jobholders

It may be possible to
amend the terms of the
policy to make it qualify

If amending the tarms of
the policy is an option
and the employer also

wants to know if it could
be used for automatic

enrolment, the schame

will have to have some
additionzl features
{described below)

= Mo

|
Yes

b

1. There is an agreement in place between the employer and the provider of the schemes to pay contributions
of at least 3% of pensionable eamings in the certification pericd
2. If there is a shortfall betwean the employer’s contribution and 8% of pensicnable eamings, there is an agreement

Is there a shortfall between
the total contribution of
2% and the employer’s
contribution under the
agreement above?

between the provider and the jobholder to pay contributions which are equal to or more than, the shortfall
3. Pensionable eamings of the member are equal to or more than their basic pay

'

S

¥

Is there is an agreement
in place between
the member and the
provider of the scheme
so that the member has
to pay contributions
equal to or more than
that shorfazll?

to use the scheme for automatic enrclment, it will also
| ——

Are zll of the following statements trua?
1. There is an agreement in place between the employer and the provider of the schemes to pay contributions
of at least 3% of zll the member's earnings in the certification period
2. If there is a shortfall between the employer’s contribution and 7% of all their earnings in that pericd, there is an
agreement between the provider and the jobholder to pay contributions which are equal to or more than, the shortfzll

The employer may
be sble to certify
that the scheme is
a qualifying scheme
for the workers who
will be coverad by
the certificats. s their
average pensionable
earnings at least B5%
of their total earnings?

quzlifies so it can
continue to be used
for existing members.
The DWP has published
guidance on the process
of certification. If the
employer wants to
use the scheme for
automatic enrclment, it
will also need to have
additional features
{described below)

- Yes — - Tes -

¥

The scheme is a qualifying scheme and can continue
to be used for existing members. If the employer wants

need to have additional features (described below)

Az it stands, the scheme is not a qualifying scheme so it will not be able to be used for the
employer duties for existing members who are eligible jobholders, nor for sutomatic enrclment of
future eligible jobholders. It may be possible to amend the terms of the policy to make it qualify. If

amending the terms of the policy is an option and the employer also wants to know if it could be
used for automatic enrclment, the scheme will have to have some additional features (described below)

-_Hﬁ Mext

¥

The Pensions

Regulator
4

Pension schemes

The scheme is
an automatic

enrolment scheme

Supporting material for Datailed guidanca no. 4 -

Parsion schames undar the new amployar duties

Are both of the following statements true:

Yes. both 1. The scheme does not contain any provision which would prevent the employer
ez, y 3 ) B - Mo, at
statements—| from making the required arrangements to automatically enrol, opt in or re-enrol a jobholder Lot one
are trus [For example, it does not require 3 member to give consent to join) | simbement
is untrue

2. The scheme does not require the member to provide any informaticn or make
any choices in order to remain an active member

As it stands, the scheme is not an automatic enrolment
scheme so it will not be able to be used for the automatic
enrolment of eligible jobholders. However, the scheme
rules could be amended to make it an automatic enrclment
scheme. If not amended, another schame will need to be
selected for automatic enrclment

August 2012 v4.0




Priority

Order

Accreditation Training Courseware - O3Training_Accreditation_PAY11PensionsR1.2.docx

6.3 Example procedure order for processing in O3

Process

Hint & Settings Considerations

1 If applicable - Process Manual or Global routine to If the EEs can be grouped together in any way for the global routine -
people for N/A status change the EE status and date if not, then a manual update may be required
information sent to them
2 If applicable - Process Manual or Global routine to If advanced pensions are in use, this could Ke a significant filter.
people already ina QS change the EE status and date |t ot can the EEs be grouped together in ady way for the global

/ D_B / Hybrid _Scheme information sent to them routine - manual update may be required

(this includes if the

transitional period is

being applied).

3 Assess the appropriate Manually or the Individual or Presumption is that all pay elements have been entered and the
workforce global calculation routine system is ready for a calculate.
This is required if you have people taken out of postponement or the
transitional period.
Please remember to review the calculation report
4 If applicable - Process Manual or Global routine to This will be a once only type of postponemeat for existing workers at

Staging date change the EE status and staging date

Postponement Postponement details and Remember to select the "best" deferment da*te most likely for trying
chosen date (could be to avoid pro-rata payments if required. Duriig the global routine you
different postponement end for 3y ypdate all other appropriate EES to a status of postponement
different EEs/groups - and use the additional criteria option on the 2nd page of the wizard to
weekly/monthly) omit EEs already in a QS.  Also remember the tick boxes for only

updating if the date field is blank - to avoid updatlng existing date
entries by mistake.
Technically this could be performed before the first assessment in
step 3 - logically you can postpone before aSsessmg when using a
general notice, but if using a tailored notice you need assess the
workforce first.

da If applicable - Process Manual or Global routine to Remember to select the "best" deferment date - most likely for trying

New Starter change the EE status and to avoid pro-rata payments if required.

Postponement Postponement details and During the global routine you can update New Starters to a status of
chosen date (could be postponement and use the criteria option Length of employment
different postponement end for  ¢gjact new starters only.
different EEs/groups - . » o

Check this has only new starters - may need the additional criteria to
weekly/monthly) - 8 /

filter out any inapplicable EEs.
Also remember the tick boxes for only updating if the date field is
blank - to avoid updating existing date entries by mistake.
Technically this could be performed before the first assessment in
step 3 - logically you can postpone before assessing when using a
general notice, but if using a tailored notice you need assess the
workforce first.

4b If applicable - Process Manual or Global routine to Remember to select the "best" deferment d&fte - most likely for trying

EJ Postponement
(become an EJ this
period)

change the EE status and
Postponement details and
chosen date (could be
different postponement end for
different EEs/groups -
weekly/monthly)

to avoid pro-rata payments if required. H

During the global routine you can update EE{s becoming an EJ to a
status of postponement and use the criteria @)ption

* Length of employment select All :

* AE category select Eligible Jobholder only

» Tick box to only include if changed in this p§eriod

Check this has only the EEs that became ang EJ this period - may
need the additional criteria to filter out any inapplicable EEs (i.e.
status of None as we presume all other EE Rave had status

updated). Also remember the tick boxes fo:r only updating if the
date field is blank - to avoid updating existing date entries by mistake.
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Take applicable EEs out
of Postponement if
required

Manual or Global routine to
take EEs with a deferral date
in the current PRP off
postponement

During the global routine you can update EEs coming out of
postponement this PRP by using the additional criteria option (page 2
of the wizard);

« Additional Criteria — tick employee based on their existing status
* Include where status — Already Postponed
* Put in dates for pay period

Ensure the appropriate EEs are included in the list and set the status
to "None" (Not "non clear")

ba

Take applicable EEs out
of Transitional Period
if required

Manual or Global routine to
take EEs with an end
transitional date in the current
PRP out of the transitional
period

This will need to be used for EEs where the tonditions are
breeched/cease as and when as applicable,iand for the remaining
EEs (where the conditions dont cease) they will come out of the
transitional period on 30th Sept 2017 . The user must process this at
the right time - advise them to monitor this and process when
appropriate.

During the global routine you can update EE‘s by using the additional
criteria option (page 2 of the wizard);

+ Additional Criteria — tick employee based on their existing status
* Include where status — Already in QS or DB/Hybrid Scheme

Ensure the appropriate EEs are included in the list and set the status
to "None" (Not "non clear") H

Assess the appropriate
workforce

Manually or the Individual or
global calculation routine

Presumption is that all pay elements have been entered and the
system is ready for a calculate.

This is required if you have people taken out of postponement or the
transitional period.

Automatically enrol
EJs (where appropriate)

Manual or Global routine to
auto enrol EEs who are now
an EJ

During the global routine you can update oné/ EJs as required,;
» AE category select Eligible Jobholder only
« Tick box to only include if changed in this ;jeriod

Ensure the appropriate EEs are included in the list - may need the
additional criteria to filter out any inapplicable:e EEs (i.e. status of None
as we presume all other EE have had status;updated)

Also remember the tick boxes for only updating if the date field is
blank - to avoid updating existing date entries by mistake.

If applying a pension scheme to the EEs at the same time, please
note this element is not globally reversible (iie. you will need to
manually take the pension scheme from the EEs if required).

Please remember "double assessment" in afsingle PRP may occur
and must be considered manually - monthly pald assessed on the
1st (1st assessment) then turn 22 on the 10th of the month (2nd
assessment).

If applicable - create a
NEST enrolment file

Pension Report - Enrolment
file

Nothing specific apart from please ensure the report is checked.

Calculation (potential
Pension contributions
are now required)

Manually or the Individual or
global calculation routine

Nothing specific apart from please ensure the calculation report is
checked. :

Please remember to review the calculation report

10

If applicable - create a
NEST contribution file

Pension Report - Contribution
file

Nothing specific apart from please ensure the report is checked.
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ALL

Administer ad-hoc /
Individual Processes

Deal with Opt-ins, Joins, Opt
Outs, Ceasation, Manual
Assessments, Double
Assessments and Appropriate
Communications. Re-
enrolement also has to be
considered as part of this
process. Most of these are
either considered an
individual's process or
something in addition to the
normal procedures hence a
manual process is required.

These processes may be required throughout the procedure. To
update communication dates or specific dates - you.can.use.the
manual or global routine. A great example is to remBI@i8sr to set the
opt out period start date on the system for all appropriate EEs.

Consider making an Excel Output report for the calculation report.

Make sure special attention is given for "double assessment"
scenario's which can occur in a single period (needs to be processed
manually - 2nd assessment) or for when moving to align the PRP to
the tax month (only recommended if running a 4, 4, 5 system) -
though the latter could be seen as an "overlapping" assessment.
Use Existing reports, Reporter or XRL to obtain required data. Age
and qualifying earnings will be key. Main ta@les to consider are
WNAME (EE details table), WENROL (EEs énrolement details),
WEPEN (EEs pension scheme record details), WTRAN / WHTRAN
(EEs payment and deduction details TP and:previous period
repectively), WHIST (EEs historial payment §jetails) - other tables
may be required. Remember during the global wizard you can use
the interactive grid or use the published repQ:rt.
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Accreditation Training Courseware
7 NEST

7.1 To Prepare Opera for NEST Pensions

This section describes how you should set up Opera for National Employment
Savings Trust pension schemes. NEST is a 'low-cost and easy-to-use' pension
scheme that’s available for any employer to meet their pensions auto enrolment
duties. Refer to www.nestpensions.org.uk for details.

NEST pensions can be maintained in Opera if these options are selected on the
Options Page 2 tab on the Payroll - Utilities - Set Options form:

- Use Advanced Pension Processing
- Use Auto Enrolment Processing

and these have been set up on the Payroll - Maintenance menu:
- Pension Groups

- Pension Payment Sources
- Pension schemes (with a provider of 'NEST").

Tip: Select F1 to see full explanations for the different boxes and options.

Important: Complete the steps in the To Prepare Opera for Auto Enrolment Help
topic before following these steps.

7.1.1 Setting Up NEST Pensions

Follow these steps to prepare Opera for NEST pensions before enrolling your
employees in the pension.

For steps 1-3, open the Payroll folder and then click Maintenance or click the
Payroll & HR tab on the Ribbon Bar and then click Payroll - Maintenance.

7.1.1.1 STEP 1: Set Up Pension Groups

NEST groups are used to define common attributes for workers in NEST
schemes, for example the contribution percentages from both the employer and
employee, earnings periods start and end dates. You can have one or more
NEST groups for each Payroll Group.

Tip: There is an employer factsheet on the NEST web site called 'ldeas on how to
organise groups'.

1. Click Pension Group.
2. To create a new record, click the New icon on the toolbar or press CTRL+N.

3. In the boxes provided, enter the code and description for the pension group and
then select a contribution frequency, which defines how often you will be paying
pension contributions to NEST.

4. To save the record, click the Save icon on the toolbar or press CTRL+S.
5. Close the form.

NEST -

Activation key driven to
whether the options are
there for NEST. If
activated, then you can set-
up Maintenance records,
however Set Options and
processing is not available
until ;

- Use Advanced Pension
Processing

- Use Auto Enrolment
Processing

Are set in Set Options.
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7.1.1.2 STEP 2: Set Up Payment Sources

Each employee in a NEST scheme must be allocated a payment source which is
then sent to NEST in the enrolment file. This tells NEST how you are going to be
paying contributions. NEST then check the payment source each time a
contribution is made to make sure it is correct. You can set up as many payment
sources as you need.

1. Click Payment Source.

2. To create a new record, click the New icon on the toolbar or press CTRL+N.
3. In the boxes provided, enter the details for the payment source.

4. To save the record, click the Save icon on the toolbar or press CTRL+S.

5. Close the form.

7.1.1.3 STEP 3: Set Up Pension Schemes

The default values entered on a pension scheme are automatically inherited by
each employee that is linked to the scheme. There are boxes on the Pension
Scheme form that must be updated for NEST schemes.

Click Pension Scheme.
To create a new record, click the New icon on the toolbar or press CTRL+N.
In the boxes provided, enter the pension scheme details.

On the Provider tab under Export File:
a. Choose 'NEST' from the Type list box.

b.  Select a default NEST pension group and NEST payment source that will be used as
default selections for employees in this pension scheme.

c. Select the Hold onto contributions option if you intend to hold onto contributions taken
from employees who are in their opt out period. An employee has about one month
after being auto enrolled to decide whether they want to opt out of a pension scheme.
You can hold onto someone's contributions so that if they do opt out you can easily
return their contributions to them. You will not therefore need to ask NEST to return
them.

A e

Note: You can also set this option for each individual employee on the Payroll -
Processing - Employee Pensions - Action - NEST Details form.

d. Select the Employees Opt-Out via provider option if necessary. Select this option to
indicate that, if employees do opt out of the pension scheme, they will do so directly
with NEST. These employees will not be included in the NEST contribution file created
in the Payroll - Pensions Report - Contribution File command.

4. To save the record, click the Save icon on the toolbar or press CTRL+S.
5. Close the form.

Note: You can create more than one NEST pension scheme record in Opera if
you need to - even if the different records are actually part of the same NEST
pension scheme reference. This may be necessary if you have different employer
and employee contribution rates and limits for different employees, for example.
The schemes can also be included in the same contribution file that is sent to
NEST as long as they have the same pension scheme reference.

7.1.1.4 STEP 4. Update Set Options

Note: Ignore part of this step if you do not use payroll groups or you do not want
to set up payroll-group level defaults for NEST pension.
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You can set up default NEST pension groups and NEST payment sources for the

- . . Notes
selected group. These will be used for all employees in NEST schemes in the
payroll group unless they have been set up on the pension scheme or employee
record.

1. Open the Payroll folder and then click Utilities or click the Payroll & HR tab on the
Ribbon Bar and then click Payroll - Utilities - Set Options.
2. If you are using groups, in the Select Payroll Groups list, click to select the group
you want and then click OK.
3. Click and select the Options Page 2 tab.
4. |If the Use Advanced Pension Processing and the Use Auto Enrolment Processing
options are not selected, select them now.
NB: NEST pensions can be maintained in Opera if these options are selected on the
Options Page 2 tab on the Payroll - Utilities - Set Options form:
- Use Advanced Pension Processing
- Use Auto Enrolment Processing
5. Select the Options Page 3 tab. Under NEST Export File Defaults for this Payroll
Group, choose a NEST pension group and NEST payment source for the payroll
group.
6. Close the form.
Note: Repeat these steps for each payroll group.
7.1.1.5 STEP 5. Update Individual Employees
You can optionally allocate a different NEST pension group and NEST payment
source to each individual employee. You should only do this if the default codes
on the Set Options form on the Pension Scheme form are not correct for an
employee.
1. Open the Payroll folder and then click Processing or click the Payroll & HR tab on
the Ribbon Bar and then click Payroll - Processing.
2. If you are using groups, in the Select Payroll Groups list, click to select the
group(s) you want to process and then click OK.
3. Retrieve the relevant employee, click Action and then click Pensions - Employee
Pensions - Action - NEST Details.
4. Under Current Group & Payment Source, enter the relevant NEST pension group
and/or NEST payment source.
5. Click OK.
Repeat for each relevant employee.
NB: Also review the country setting under Details & Bank for each employee in
relation to NEST and complete where required.
Opera is now set up for NEST pensions. You now need to enrol your employees
as required depending on their auto enrolment status. Please use the relevant
'Process Pension Auto Enrolment' topic under How to ... in the Contents.
7.1.2 NEST Maintenance records
Various maintenance records must be set-up for nest. At least one Pension
Payment Source and one Pension Group.
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7.1.2.1  Pension Payment Source

This form (accessed from the Payroll - Maintenance - Pension Payment Source
menu) is where you record the payment sources for workers in NEST pensions
that you have set up with the National Employment Savings Trust.

Each employee in a NEST scheme must be allocated a payment source which is
then sent to NEST in the enrolment file. This tells NEST how you are going to be
paying contributions. NEST then check the payment source each time a
contribution is made to make sure it is correct. You can set up as many payment
sources as you need.

When you set up a scheme with NEST you will have recorded the following
information for each payment source:

e Aname

e The method of payment (for example, direct debit, debit card, direct credit)
e Details for the bank account that will be used to make payments to NEST

e Details for the bank account that will be used to receive refunds from NEST

e Details for the bank account or different method that will be used if fees need to
be paid to NEST (for example, if payments are received late).

When you define Pension Payment Sources you need to enter only a unique code
and description. The other details are maintained on the scheme you set up with
NEST.

& Pension Payment Source : MDDH - Monthly Direct Debi... EI@

General |ﬂemn List

Code: MDDH

Description: | Monthly Direct Debit HSBC Payment Source

| Box Description

Code The unique code of up to four characters that identifies the payment source.

Description A description of up to 25 characters to describe the payment source.

Important: The description that you enter must be exactly the same as the name
you used for the payment source when you registered with NEST. It is included in
the enrolment and contribution files created in the Payroll - Pensions Reports -
Enrolment File and the Payroll - Pensions Reports - Contribution File commands.
The description is used to match the details in the file to the payment source set up
with NEST.

Tip: Always refer to the NEST website at www.nestpensions.org.uk for the latest
details about NEST pensions. There are a number of guides, videos and other
tools available that will help with your planning.

NEST Payment — «/

It is most likely that the
Payment will be a Lump
sum to NEST and paid
over by the ER with the
contribution file instructing
the amount for each EE for
their pension.

These records are
mandatory.
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7.1.2.2 Pension Group e

Notes
This form (accessed from the Payroll - Maintenance - Pension Group menu) is
where you record the groups for workers in NEST pensions that you have set up
with the National Employment Savings Trust.
When you set up a scheme with NEST you must create one or more NEST
groups. This information is recorded for each group:
° A name
e  The employer and worker contribution percentages
e The parts of the worker's earnings that will be used to calculate contributions
e  The payment frequency
e The day when NEST will receive contribution information and payments
e The earnings periods' start and end dates
e Whether contributions will vary from one period to the next.
When you define Pension Groups you need to enter a unique code, description
and contribution frequency. The other details are maintained on the scheme you
set up with NEST.
& Pension Group : MSTD - Standard Monthly Group [~ |- | (S i| Contribution )
i Frequency — )
List | i| This field has no
i functionality in terms of
Code: MSTD i1 calculations or behind the
i/ scenes butis used as a
Description: | Standard Manthly Group i filter where required
L i pension groups are
Contribution i mandatory to create and
Frequency : | M IEI assign.
The contribution frequency
may not relate to their pay
frequency, i.e. a weekly
paid EE may have their
pension contributions paid
over to NEST on a monthly
basis.

Box Description |

Code The unique code of up to four characters that identifies the group.

Description A description of up to 25 characters to describe the group.

Important: The description that you enter must be exactly the same as the name
you used for the group when you registered with NEST. It is included in the
enrolment and contribution files created in the Payroll - Pensions Reports -
Enrolment File and the Payroll - Pensions Reports - Contribution File commands.
The description is used to match the details in the file to the group set up with
NEST.

Contribution  Indicates that the payments to NEST will be made weekly, two-weekly, four-weekly or
Frequency monthly.

Note: Most employers choose to make payments each time a payroll is
processed, however you may choose a different frequency if required.

Tip: Always refer to the NEST website at www.nestpensions.org.uk for the latest
details about NEST pensions. Refer to the factsheet on the NEST website called
'Ideas on how to organise groups'. This guide explains what a group is, how many
groups you will need and so on.
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Tip: You can define a default NEST pension group and NEST payment source for
a chosen Payroll group on the Payroll - Utilities - Set Options form. These defaults
will be suggested when employees are added to NEST schemes either in bulk
from the Payroll - Global Changes - Auto Enrolment Updates form or individually
from the Payroll - Pensions - Employee Pensions - NEST Details form.

What's the difference between a NEST group and a Payroll Group?

These are different groups:

- Payroll Groups are used in Opera to group together employees who are paid at the same
frequencies, for example weekly, monthly and so on.

- NEST groups are used to define common attributes for workers in NEST schemes, for example the
contribution percentages from both the employer and employee, earnings periods start and end dates.
You can have one or more NEST groups for each Payroll Group.

7.1.2.3 Pension Scheme (Revisited)

Use the Pension Scheme command (on the Payroll - Maintenance - Pension
Schemes menu) to define different pension schemes you can assign to
employees. This facility is available if you have selected the Use Advanced
Pension Processing option on the Options Page 2 tab of the Payroll - Utilities -

Set Options form.

There are various different pension scheme types you can maintain. Once you
have created at least one scheme, you can assign it to individual employees
using the Pensions command. The default values entered on a pension scheme
are automatically inherited by each employee that is linked to the scheme.

Pension Scheme Entries - General tab

1

(@3

Net of BR Tax —

Means the EE is entitled to
tax relief on their
contributions because they
have a National Insurance
Number.

With NEST schemes, it is
generally required to have
the Net of BR switched on
due to their requirement (or
you can adjust the value in
the deduction profile to
compensate for the correct
value). WE would always
recommend confirming this
with NEST.

Usually the ERs setting is
off.

' Pension Scheme : NEST - NEST Pension scheme (=] .
.‘ E=RIEoR = Remember that NEST is
General | Provider || Administrator || Mema || | not nec.es.sarlly fo.r AE -
though it is most likely.
. : Opera 3 has been
Seheme Code : | NEST Description : | NEST Pension s*:heme designed that you must
Type: Personal Pension (PP) [=] scon: have advanced pensions
and AE in use before using
Default Contributions Scheme Contribution Limits NEST functionality.
| . @ Percent Min. per Period Max. per Year
Employers : © Value 5.00 Employers :
@ Percent Employees :
Employees : 5.00
() Value Ers+Ees :
Scheme Options Earnings Restrictions
[ et of Basic Rate Tax (Ers.) Type CustomlEL  Custom UEL
Met of Basic Rate Tax (Ees.)
Ers: ! 0.00 0.00
Apply Ers & Ees % to Pensionable Payments 7S+ | Between Auto Enrol Thresholds |Z|
Clear TD Contributions at Tax Year End Ees : | Between Auto Enrol Thresholds |Z| 0.00 0.00
Clear Currently Due Contributions at Update
Stakeholder Pension Based
Use for Auto Enrolment
) - Clear To-Date F7
Operation : | Personal Pension |Z|
Payments F3
- Clear Currently Due  F&
%) :
Cancel
Modified y:
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[210)'¢ Description
Scheme A unique reference of up to ten characters that identifies the pension scheme record.
Code
Description A description of the pension scheme.
Type An option that determines the type of pension scheme. You can select one of the
following from a list:
. Stakeholder Pension (SHP)
. Personal Pension (PP)
. App. Personal Pension (APP) (Appropriate Personal Pension)
. APP SHP (Appropriate Personal Pension/Stakeholder Pension)
. Group Personal Pension (GPP)
. COMP (Contracted Out Money Purchase). This type of pension scheme will not be
valid after the 2011-12 tax year.
. COMP SHP (Contracted Out Money Purchase / Stakeholder Pension). This type of
pension scheme will not be valid after the 2011-12 tax year.
. COSR (Contracted-out Salary Related)
. Free Standing AVC (FSAVC) (Additional Voluntary Contribution Schemes)
. COMB (Contracted-out Mixed Benefit)
. Other.
Default Options that determine whether the default employee and employer contributions for

Contributions  the pension scheme are expressed in value or percentage terms and the
corresponding amounts. These can be overridden per employee. If the default
contributions are later changed, you are given the chance to apply the changes to all

employees that belong to this scheme.

Scheme The minimum (per period) and maximum (per year) contribution limits for employer
Contribution ~ and employees.
Limits

Scheme Options

Net of Basic Options that determine whether the pension is calculated net of basic rate tax for
Rate Tax either employee, employer or both. These options do not apply to COSR or COMB
(Ers & Ees) type pensions.

Example ...

An employee contributes 5% of their monthly earnings of £1000 into his pension.
He is entitled to tax relief on his contributions because he has a National Insurance
Number. His pension contributions are set to be calculated net of basic rate tax of
20%.

The deduction from the employee's pay is calculated as:

£1000 X 5% = £50

Less tax relief calculated as:

£50 X 20% = (£10)

Deduction £40

The deduction from the employee's pay of £40 is then sent to the pension provider,
which claims the £10 tax relief from HMRC and adds this to the employee's
contribution.

The total contribution is therefore:

From the employee's pay: £40
Tax relief from HMRC: £10
Total £50

Important: Tax relief only applies to employees who have a National Insurance
Number or to overseas nationals awaiting a NINO.

Net of BR Tax ER =

Setting this will mean the
ERs contribution value
matches the EEs
contribution value.

Net of BR Tax ER/EE

Should not affect the actual
Tax calculation of the EE —
It's the Tax Relief on the
contribution.
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Apply Ers & An option that determines whether the calculation of employer and employee
Ees deductions for the pension scheme applies to all relevant payments linked to
Deductions pensionable Payment Profiles (those with the Pensionable box selected on the Notes
to payment profile).
llzensmnable If you want to define exactly which payments can be taken into account when
ayments calculating employer and employee deductions for this pension scheme, make sure
this box is cleared and then use the Payments command on this form's Action
menu to determine which payments are applicable.
Clear TD An option that determines whether the pension contributions are cleared at the end of
Contributions  the income tax year automatically. If this option is cleared, contributions to date will
at Tax Year remain until cleared manually using the Clear To-Date command on the Action
End menu.
Clear An option that determines whether the pension is automatically selected on the Clear
Currently Pensions form in the Payroll - Utilities - Update command, which is run at the end of
Due each pay period. When the pension is selected on the Clear Pensions form the
Contributions  contributions that are currently due to be paid to the pensions company are zeroised
at Update in the Update.
Note: Even if this option is selected you will still be able to deselect the
pension when you run the Update command if you do not want to clear the
contributions currently due.
Stakeholder An option that indicates whether the pension scheme is based on a stakeholder
Pension pension scheme. This is displayed for memo purposes only.
Based
Stakeholder  An option that indicates whether the pension scheme is based on a stakeholder
Pension pension scheme. This is displayed for memo purposes only.
Based

Use for Auto
Enrolment

Operation

Provider tab

An option that indicates whether the pension scheme is being used for auto
enrolment. See the Introduction to Auto-enrolment Help topic for details

An option that can be used to categorise the pension either as a personal pension or
as an occupational pension. This is included on the report listing for this form for
information and also on other reports in Payroll.

Use the Provider tab to add details of the pension provider including name,
address and contact information, reference and scheme number.

“ Pension Scheme: MEST - MEST Pension scheme EI@
General | Provider |Agministrabor ” Memo ” List |
Export File
Mame : MEST Type : NEST |z|
Address : MNEST
MNene Hall Defaults
Group : MSTD @, | standard Monthly Grou
Lynch Wood Business Park.
Payment Source @ | MDDH Monthly Direct Debot H
Peterborough Q | Monthly Direct Debo
Hold onto contributions
Employees Opt-Out via provider
Post Code : PE2 68FY [ Employ P P
Tel. Mo. : 0300 303 1949 Fax Mo. :

E-Mail Address : | support@nestpensions.org.uk
Contact Mame : | Mr. Nest

Reference : Crion Vehides PP NEST

Scheme Ref : | NESTOrion100007335

S

Clear To-Date F7
Payments F8
Q) Clear Currently Due F6
View L Cancel
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Box Description I

Export File This is the 'provider link' for the pension type. Currently this can be set to NEST for
Type National Employment Savings Trust pensions.

What's NEST?

Default This option is where you can define the default NEST group for this pension

Group scheme. All employees in this pension scheme will be linked to this group by default
when they are included in a NEST pension scheme unless a NEST pension group is
entered on the Payroll - Utilities - Set Options form.

NEST groups are used to define common attributes for workers in NEST schemes,
for example the contribution percentages from both the employer and employee,
earnings periods start and end dates. You can have one or more NEST groups for
each Payroll Group.

Note: This can be overridden for each employee in the pension scheme on
the Payroll - Processing - Employee Pensions - NEST Details form.

Default This option is where you can define the default NEST payment source for this 4R

Payment pension scheme. All employees in this pension scheme will be linked to this group Mandatory — =
Source by default when they are included in a NEST pension scheme unless a NEST i The NEST Group and
payment source is entered on the Payroll - Utilities - Set Options form. i | Payment Source are
Each employee in a NEST scheme must be allocated a payment source which is mandatory on the pension
then sent to NEST in the enrolment file. This tells NEST how you are going to be : record but can be overridden
paying contributions. NEST then check the payment source each time a contribution on the EE.
is made to make sure it is correct. You can set up as many payment sources as you i | The EE can also override the
need. i Hold and Opt out settings.
Note: This can be overridden for each employee in the pension scheme on Also the Opt-Out information
the Payroll - Processing - Employee Pensions - NEST Details form. i setagainstanEEis used
i elsewhere for certain
Hold onto You can choose to hold on to employer and employee contributions during an i processes for NEST.

contributions  employee's opt-out period up to the end of the second month after the employee's
auto enrolment date.

Select this option to hold on to all employee and employer contributions for
employees in this pension scheme. The setting is for employees who are in their opt-
out period - you must still make deductions for these employees for auto enrolment
even though they are in an opt-out period. These contributions are retained in Opera
for each employee in an opt-out period until after their opt-out period has lapsed.The
employer and employee contributions are displayed for each employee in the
Contribs Currently Due boxes on the Payroll - Processing - Employee
Pensions form.

An employee has about one month after being auto enrolled to decide whether they
want to opt out of a pension scheme. You can hold onto someone's contributions so
that if they do opt out you can easily return their contributions to them. You will not
therefore need to ask NEST to return them.

When an employee's opt-out period ends the contributions will be included in the

next NEST contribution file created in the Payroll - Pensions Report - Contribution
File command.

Note: This option can be overridden for each employee in the pension
scheme on the Payroll - Processing - Employee Pensions - NEST Details
form.

Employees Employees can opt out of NEST by using the NEST website, by phoning NEST, or
Opt-Out via  via their employer who will inform NEST of the opt out in the contribution file.

provider Select this option to indicate that, if employees do opt out of the pension scheme,
they will do so directly with NEST. These employees will not be included in the
NEST contribution file created in the Payroll - Pensions Report - Contribution File
command.

Note: This option can be overridden for each employee in the pension
scheme on the Payroll - Processing - Employee Pensions - AE Details form.

Scheme The pension scheme reference number.

Ref: If the pension scheme is for a NEST scheme this reference must be entered
because it is included in both the NEST enrolment file and the NEST contribution
file. The format of the reference for NEST schemes is 'EMP' followed by nine
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numbers.
For other schemes it is used for information only.

Note: The National Employment Savings Trust refer to this as the 'Employer
Reference Number'.

Administrator tab

Use the Administrator tab to add details of the pension administrator including
name, address and contact information and reference.

Memo tab
Use the Memo tab to add any other notes about the pension scheme.

Action Menu
You can use the Action menu to:

e Clear the year-to-date values for all members in the currently selected pension
scheme. Contributions that are currently due to be sent to the pension provider
will not be cleared. You can also use F7 to use this command.

e Clear the currently due values for all members in a chosen payroll groups apart
from those in NEST schemes that are having their contributions held on to. This is
controlled by the Hold onto contributions option on the Payroll - Processing -
Employee Pensions - NEST Details form. You can also use Fé6 to use this
command (It will offer you a Group selection screen as part of the process).

e Apply Ers & Ees Deductions to Pensionable Payments

An option that determines whether the calculation of employer and employee
deductions for the pension scheme applies to all relevant payments linked to
pensionable Payment Profiles (those with the Pensionable box selected on the
payment profile). If you want to define exactly which payments can be taken into
account when calculating employer and employee deductions for this pension
scheme, make sure this box is cleared and then use the Payments command on
this form's Action menu to determine which payments are applicable.

Tip: You can also clear pension values on a period and group basis as part of the
update procedure. You can also set up the scheme to have totals cleared
automatically as part of the income tax year end process by selecting the Clear
TD Contributions at Tax Year End option on this form.

NB: Don’t forget to set-up the appropriate Deduction profiles and link them to the
pension record you have just created.
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7.1.3 NEST Set Options (Tab 3)

Options Page 1 | Options Page 2 |

1ons nt raou| 1CEl or ]
tiszt{)pf Monthly Group (Licensed for 50 Ermnpl )

Pay Period
Permitted Payment Method : ABCQ

Keep T.P. Summary Image : 24 E Periods
Keep Payslip Image : 0 E Periods
Keep Stat. Payments History : 3 E Years
Keep Transaction Histary : 24 E Periods
L.E.L. for Pension : 0.00
U.E.L. for Pension : 999999,99
Max. Charity Contributions PLA. : 400.00
Max. Tax Refund for Starter : 200,00
Value For Low Gross Pay : o]
Value for Law Met Pay : 0
Max. Cheque Yalue ; 5000

Alternative Co. ID for NjL :

Max. K Code % :

Weeks for Holiday Pay Average :

Holiday Pay Payment Mumber :
Attachment Orders
Deduct Admin Fee

Standard Fee :

Scottish Fee :

MEST Expart File Defaults for this Payroll Group

Group :

Payment Source :

1.00

1.00

o

[210)'¢ Description

NEST Export file defaults for this Payroll Group

Which defaults are used for employee's NEST pension group and payment sources?

"
@

NEST Options — i

Set Options and
processing is not
available until ;

- Use Advanced Pension
Processing

- Use Auto Enrolment
Processing

Are set in Set Options
page 2
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’

{

|II Which default NEST group and NEST payment source are used? \

Notes
Have you entered u:lefault%\ah R The default codes
<. codes on the Set Options farm for a are always taken
\ payroll group? fram Set Options.
Na
The default codes
are ahways taken
fram the pension
scheme.
NEST pensions can be maintained in Opera if these options are selected on the Options Page 2 tab
on the Payroll - Utilities - Set Options form:
- Use Advanced Pension Processing
- Use Auto Enrolment Processing
and these have been set up on the Payroll - Maintenance menu:
- Pension Groups
- Pension Payment Sources
- Pension schemes (with a provider of 'NEST").
What's NEST?
Group When you set up a scheme with NEST you must create one or more NEST groups.
This information is recorded for each group:
. A name
e  The employer and worker contribution percentages
e  The parts of the worker's earnings that will be used to calculate contributions
e  The payment frequency
e  The day when NEST will receive contribution information and payments
e  The earnings periods' start and end dates
e  Whether contributions will vary from one period to the next.
When you define Pension Groups you need to enter a unique code, description and
contribution frequency. The other details are maintained on the scheme you set up with
NEST.
Tip: NEST pension groups are maintained on the Payroll - Maintenance -
Pension Groups form.
Payment Source  When you set up a scheme with NEST you will have recorded the following information
for each payment source:
e Aname
e  The method of payment (for example, direct debit, debit card, direct credit)
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e  Details for the bank account that will be used to make payments to NEST
. Details for the bank account that will be used to receive refunds from NEST

. Details for the bank account or different method that will be used if fees need
to be paid to NEST (for example, if payments are received late).

When you define Pension Payment Sources you need to enter only a unigue code
and description. The other details are maintained on the scheme you set up with NEST.

Tip: NEST payment sources are maintained on the Payroll - Maintenance -
Pension Payment Source form.

7.1.4 Employee Processing — Pensions (NEST)

This form (accessed from the Payroll - Processing - Pensions menu) is where you
assign pension schemes to employees. An employee can have more than one
active pension scheme. The application carries out various checks to ensure the
pension scheme assignment is appropriate.

Note: This applies if the Use Advanced Pension Processing option is selected on
Page 2 of the Payroll - Utilities - Set Options form.

NEST Routine Example &)

The follow steps could be
seen as a routine procedure
for every AE PRP and
NEST;

1. Run a calculation routine
(this will highlight AE
categories etc)

2. Run the AE Global
routine to process EEs —
more specifically the
EJHs) and Assign the
Pension NEST

3. Check EEs as necessary
(contributions etc)

4, Create a NEST Enrol file
and submit

5 Run Calculation (To
calculate out Pay and
NEST pension)

6. Create a Contribution File
and submit

7. General Payroll
Procedures (which may
be required throughout
this process).

8.  Update — NB: Remember
to clear pension totals if
required

Hint: Remember you can
use the AE Global Update
routine for EJHs (and others)
and assign the NEST
pension.

® Employee Pensions : 2001 - Laura Quigley EI@
General |Memo

Pension Scheme : | NEST NEST Pension scheme SCOM ¢
Scheme Ref, : NESTOrion 100007895LxQ001 Date Joined : | 01/05/2013 E] Dateleft: | // E]
Employer
Contrib. Type : | Percent |Z| Period Contrib. : 5.00 MNet Of Basic Rate Tax [7]

p Contribs
Contribs TD : Currently Due
Employee
Contrib. Type | Percent |Z| Period Contrib. @ 5.00 Met Of Basic Rate Tax |:|

; Contribs X Pensionable Pay
Contribs TD : Currently Due : Pensionable Pay TD : Currently Due :

AVC
AVC Type : [x] Period ave Contrib. : AVCTD : Currently Due :
Joined Scheme SCOMN Reference Left ER Period Contrib  EE Period Contrib  EE Period AVC =
01/05/2013 [NEST ‘ FES‘I‘OrionlOOOO?BQSLxQO I 5.00] 5.00]
] [ r
N
- omat o [ o
- 9 ||| Remember to scroll for more information
View s
Box Description

Pension Scheme A reference that identifies the pension scheme record. You can search and
select from a list.

Scheme The pension scheme reference.

Reference

Date Joined The date on which the employee joined the scheme.

Date Left The date on which the employee left the scheme.

Contribution For employer and employee, the contribution details which default to those
Details specified on the pension scheme record.

Contribution Details...  For employee records being set up who are already members of the

scheme, you can record the to-date values, the period contribution and the
contributions currently due.

You can also override the Net of Basic Rate Tax setting for the employee
if appropriate. For all pension scheme types, the AVC details are
maintained separately for the employee contributions and you can select
the AVC type from a list.

Pensionable Pay Currently

Due &/

If a pensionable pay
currently due is missed or
wrong or needs adjusting,
the Pensionable Pay
Currently Due box is what is
partly used when creating
the Contribution file.

Please note any changes
in this box will require a
Calculate to be run to
confirm the values.

MEST Details F12

Cancel
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Employer

Contribution Type
and Period
Contribution

Net Of Basic Rate
Tax

Contributions To
Date

Contributions
Currently Due

Employee

Contribution Type
and Period
Contribution

Net Of Basic Rate
Tax

Contributions To
Date

Contributions
Currently Due

Pensionable Pay
To Date

The type and value of the employer's pension contribution to be paid to the
pension provider. The contribution type can be defined as either
percentages or values.

This determines whether the pension is calculated net of basic rate tax
for the employer. These options do not apply to COMP, COSR or COMB
type pensions.

The employer's contribution paid to-date to the pension provider for the
current tax year and previous tax years.

The employer's next contribution due to be paid to the pension provider.

The type and value of the employee's contribution to be paid to the pension
provider. The contribution type can be defined as either percentages or
values.

This determines whether the employee's pension contribution is calculated
net of basic rate tax. These options do not apply to COSR or COMB type
pensions.

Note: Select this box only if the employee is entitled to tax relief from
HMRC (calculated at the basic tax rate) and their contribution will be
calculated net of basic rate tax. If this box is selected the employee's period
contribution will be reduced by the amount of the tax relief.

Example ...

An employee contributes 5% of their monthly earnings of £1000 into his
pension. He is entitled to tax relief on his contributions because he has a
National Insurance Number. His pension contributions are set to be
calculated net of basic rate tax of 20%.

The deduction from the employee's pay is calculated as:

£1000 X 5% = £50

Less tax relief calculated as:

£50 X  20%

(£10)

Deduction £40

The deduction from the employee's pay of £40 is then sent to the
pension provider, which claims the £10 tax relief from HMRC and adds
this to the employee's contribution.

The total contribution is therefore:

From the employee's pay: £40
Tax relief from HMRC: £10
Total £50

Important: Tax relief only applies to employees who have a National
Insurance Number or to overseas nationals awaiting a NINO. You must not
select this option unless you are certain that the employee is entitled to tax
relief.

The employee's contribution paid to-date to the pension provider for the
current tax year and previous tax years.

The employee's next contribution due to be paid to the pension provider.
The employee's pensionable pay to date for the current tax year. This is all

the pensionable earnings for the year so far that will have been used to
calculate pension contributions.
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Pensi
Curre

AVC Type

Period AVC

Contri

AVC TD

AVC Currently Due

onable Pay The employee's pensionable pay for the current pension period. This may
ntly Due be the same as the current pay period - it depends on whether you forward
contributions to the pension provider in line with your pay periods.

value).

bution

The employee's Additional Voluntary Contributions' type (percentage or

The employee's Additional Voluntary Contribution value for a period.

The employee's Additional Voluntary Contributions paid to the pension

provider for the current tax year and previous tax years.

pension provider.

The employee's Additional Voluntary Contributions currently due to the

Tip: You can clear all ‘currently due' values by:

1. Selecting the necessary pension schemes on the Clear Pensions form that is displayed

when you run the Payroll - Utilities - Update command.

2. Using the Clear Currently Due command on the Action menu of the Payroll -
Maintenance - Pension Schemes form.

7.1.5 Employee Pensions (NEST Details)

This form (accessed from the Payroll - Processing - Employee Pensions -
Action menu) is where you set up NEST details for an individual employee. You
can define specific pension groups and payment sources, enter details for
previous pension groups and payment sources, and define other details that
affect their NEST pension.

% NEST Details

=X

Current Group & Payment Source
Group : MSTD

Fayment Source : MDDH

Previous Group or Payment Source

Group ¢

Payment Source :

Date Changed : i
Employer Contributions :
Employee Contributions :

General

Hold onto contributions

|:| Overseas national awaiting MIND

] override the exception reason

Date of Exception :

Q) | standard Monthly Group

@, | Monthly Direct Debot HSBC Payment Sou

Pensionable Pay :

©

Cancel
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What's NEST?

The National Employment Savings Trust is a government established pension scheme for
all earners. NEST has a public service obligation so must accept any employer. NEST is
one of a number of new or existing pension schemes that employers can choose to fulfil
their new duties. These pension schemes are regulated using the same principles as every
other scheme.

Always refer to the NEST website at www.nestpensions.org.uk for the latest details about
NEST pensions. There are a number of guides, videos and other tools available that will
help with your planning.

Box Description

Current Group & Payment Source

Group NEST groups are used to define common attributes for workers in NEST schemes,
for example the contribution percentages from both the employer and employee,
earnings periods start and end dates. You can have one or more NEST groups for
each Payroll Group.

You can allocate a NEST pension group here for the selected employee. However,
it is most likely that pension groups will be the same for all or most of your
employees, in which case you should define groups for your different payroll groups
or pension schemes.

Which defaults are used for employee's NEST pension group and payment
sources?

1.
2.

Which default NEST group and NEST payment source are used?

Hawe you entered default NES The default codes
codes on the Set Options farm for a are always taken
payrodl group? frarm Set Options.
The default codes
are ahways taken
fram the pension
scheme.
Payment Each employee in a NEST scheme must be allocated a payment source which is
Source then sent to NEST in the enrolment file. This tells NEST how you are going to be

paying contributions. NEST then check the payment source each time a contribution
is made to make sure it is correct. You can set up as many payment sources as you
need.

You can allocate a NEST pension group here for the selected employee. However,
it is most likely that pension groups will be the same for all or most of your
employees, in which case you should define groups for your different payroll groups
or pension schemes.

Which defaults are used for employee's NEST pension group and payment
sources?

1.
2.
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J(-.-'_ _-h\\\.
{I{ Which default MNEST group and NEST payment source are used? .:I

N v

- -

.-’F'J
" Have you entered default NEST ~_ = The default codes
{:H codes on the Set Options form for a />—} are always taken
“\\\ payroll group? . fram Set Options.

-
s

-

o

MNa

The default codes

are always taken

fram the pension
scheme.

Previous Group or Payment Source

If an employee changes their NEST pension group or NEST payment source you must enter
the details of the group or payment source that the employee changed from. The details will
be included in the next NEST contribution file to inform NEST of the change.

Important: The details must be entered manually, they will not be updated automatically.
After the contribution file has been sent to NEST these details must be cleared using either the
Payroll - Utilities - Update command or the Clear Currently Due command on the Action menu

of the Payroll - Maintenance - Pension Schemes form.

Note: NEST does not allow both a new group and pension source to be included in a NEST
contribution file. You can therefore change either the group or the pension source in these

boxes.

Group The NEST pension group that the employee was previously in.

Pension The NEST payment source that the employee was previously in.

Source

Date The date the employee changed to the new NEST pension group or NEST payment
Changed source.

Employer Enter your contribution that has not already been included in the NEST contribution

Contributions

Employee
Contributions

file for the period.

You can find this value in the Contribs Currently Due box under Employer on the
Payroll - Processing - Pensions - Employee Pensions form.

Important: You must clear the Contribs Currently Due box on the Payroll -
Processing - Pensions - Employee Pensions form after sending the contribution file
to NEST otherwise the value will be included in the next contribution file for both the
new group and the old group.

Tip: You can clear all ‘currently due' values by:

1. Selecting the necessary pension schemes on the Clear Pensions form that is
displayed when you run the Payroll - Utilities - Update command.

2. Using the Clear Currently Due command on the Action menu of the Payroll -
Maintenance - Pension Schemes form.

Enter the employee's contribution that has not already been included in the NEST
contribution file for the period.

You can find this value in the Contribs Currently Due box under Employee on the
Payroll - Processing - Pensions - Employee Pensions form. After entering this value
you must clear the Contribs Currently Due box.

Important: You must clear the Contribs Currently Due box on the Payroll -
Processing - Pensions - Employee Pensions form after sending the contribution file
to NEST otherwise the value will be included in the next contribution file for both the
new group and the old group.

Tip: You can clear all ‘currently due' values by:

1. Selecting the necessary pension schemes on the Clear Pensions form that is
displayed when you run the Payroll - Utilities - Update command.

Previous Group/Source'™

NEST specific and can only
change one setting at a
time.

All the Previous information
must be manually entered.

All information is based on
the Last Group (so the
values are based on
whatever was processed as
part of the last group).

Overseas EE / NINO #

¥

If the EE is from overseas
and this option is un-ticked,
you most likely will need to
un-tick NET of Basic Rate
on pensions.

In essence please check
whether the EE is entitled to
Tax Relief or not.

e If the employee does not
have a National Insurance
Number and is an ‘Overseas
National awaiting a NINO’
then the user can select the
corresponding checkbox on
the Payroll - Processing -
Employee Pensions - Action
form.

» If the employee does not
have a National Insurance
Number and isn’t an
‘Overseas National awaiting
a NINO’ then this checkbox
should be left
blank\unticked. Opera
should then leave the NI
Number field (Field 3) blank
and should populate the
Alternative ID field (Field 4)
with the Employee
Reference within the
Contribution File instead.
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2. Using the Clear Currently Due command on the Action menu of the Payroll -
Maintenance - Pension Schemes form.

Pensionable  Enter the pensionable pay for the previous NEST pension group or NEST payment
Pay source.

General

Hold onto You can choose to hold on to employer and employee contributions during an
contributions  employee's opt-out period up to the end of the second month after the employee's
auto enrolment date.

Select this option to hold on to this employee's contributions and your contributions
for this employee. You must still make deductions for these employees for auto
enrolment even though they are in an opt-out period. These contributions are
retained in Opera for each employee in an opt-out period until after their opt-out
period has lapsed. The employee's contributions and yours are displayed for each
employee in the Contribs Currently Due boxes on the Payroll - Processing -
Employee Pensions form.

When an employee's opt-out period ends the contributions will be included in the
next NEST contribution file created in the Payroll - Pensions Report - Contribution
File command.

Overseas NEST need to know if the employee is an overseas national who does not yet have
national a National Insurance Number. This affects whether they qualify for tax relief on their
awaiting pension contributions.

NINO

Select this option if the overseas national is awaiting a NINO. NEST will then claim
20% tax relief from HMRC on the employee's behalf. If the employee does not have
a NINO and this option is not selected then NEST will not claim tax relief for the
employee.

If you are not sure leave this option cleared.

Note: This option is ignored if the employee already has a NINO; NEST will
automatically claim tax relief for those employees.

Override the  Select to inform National Employment Savings Trust in the next NEST contribution
exception file that the employee is not making the usual pension payment.

:g‘t‘:on & You can select from a list of acceptable reasons:
. Left employment (updated when marked as a leaver)
e  Temporarily absent
. On family leave
e  Stopped contributions (from the ceased AE settings)
. Insufficient earnings (based on earnings)

e  Payment source transfer

. Changing group

e  Duties fulfilled elsewhere

. Group already changed

. Opted-out (from the ceased AE settings)
. More than one enrolment.

Also enter the date of the exception. If you unsure about the date please contact
NEST for clarification.

7.1.6 Employee Entries — Details & Bank (NEST)

If this employee is to be paid by another method other than cash or cheque then
the product will require entry of their bank details. These settings can be revisited

from the Action menu selecting the Details and Bank (F5) command:

Hold Contributions

If this is set on the EE, then
when clearing the pension
contributions, this record will
not be affected during the
opt-out period.

After the opt-out period has
passed (based on opt-out
period dates set and O3
processing dates and the AE
status is not set to opt-out) it
automatically lists the EE in
the Contribution file and un-
ticks this Hold Contributions
flag.

Overrides... )
These settings are cleared
after you clear the pension
currently due. This is done
during an Update routine or
on the pension record.
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%" Details & Bank: 2001 - Laura Quigley =

Additional Information
Bank Sort Code : 20-45-77 E Bardlays Bank
Account Mumber : 11982743 Kettering Branch
Payee : L QUIGLEY
B/Soc Roll Number :
Bank Reference : 540958
SCON
Address : 12 Laurel Road Current :
Kettering
Morthants
Postcode : MM16 5FH [ student Loan
Deceased
Country : IZ| D
Employee LEL : 0.00
Employee UEL : 0.00

2 o ][ o

Box Description

Country The country of residence is mandatory only for employees who live outside of the United
Kingdom who are enrolled in a National Employment Savings Trust pension scheme. If the
employee lives in the UK the country will automatically be set to 'United Kingdom' in the NEST
submission file. Always refer to the NEST website at www.nestpensions.org.uk for the latest
details about NEST pensions. There are a number of guides, videos and other tools available
that will help with your planning.

This is currently used only if you maintain National Employment Savings Trust pensions in
Opera. NEST pensions can be maintained in Opera if these options are selected on the Options
Page 2 tab on the Payroll - Utilities - Set Options form:

- Use Advanced Pension Processing

- Use Auto Enrolment Processing

Country... _
— and these have been set up on the Payroll - Maintenance menu:

- Pension Groups
- Pension Payment Sources
- Pension schemes (with a provider of ‘'NEST').

7.1.7 Employee Entries — Auto Enrolment Details (NEST)

This form (accessed from the Payroll - Processing - Pensions menu) is where you
enter your employee's details for auto enrolment. It is available only if the Use
Auto Enrolment Processing option is selected on the Payroll - Utilities - Set
Options form.

The Pensions Act 2008 introduced a requirement for employers to automatically
enrol any eligible jobholders working for them into a workplace pension scheme
that meets certain requirements, and also to pay a minimum employer
contribution. This means that you will have to enrol your employees into a pension
scheme and pay into that scheme - referred to as ‘auto enrolment’.

Important: For full details about auto enrolment please refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.

Country &)

If left blank, this will default
to UK. Only used for NEST
and for EEs who have an
address outside of the UK.

> pcu

Add/Edit Bank
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These details will be updated by the Calculation command according to the

e . . Notes
employee's age and qualifying earnings. However, you may also need to change
some of the information manually, for example when you inform the employee
that they have been auto enrolled you need to update this form. Appropriate
messages are displayed to help you update the boxes correctly.

& Auto Enrolment Details : 1001 - Richard Godson [
Category & Status {as at This Period)
[T override Category Use this form to verify or amend the employee's auto enrolment{AE)
related details,
Cetgory = [enttd Viorker E) Lo e e oy category e o anerd
as necessary.
Status : Already in Q5 E|
Partidpate | Fostpone or Stop | Earnings & General ” Last Period ” Memo |
Postponement Details Opt-Out
Postpanement Type : ™ |z| MNotice Received On : I E]
Opt-Out Period Start : /i (]
Set Postponement End To : |Z|
Opt-Out Period End : I E]
Postponement End : r E] [ twvalid Opt-Out Notice Given
Notice Type MfA |z| Opt-Out Route : |z|
Postponement Notice to EE : I E] Opt-Out Form Reference :
Cease Active Membership
Date Ceased : I E]
)
This tab includes boxes for details associated with postponing auto enrolment for
the employee or for stopping it altogether.
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Box

Description

Postponement Details

Postponement
Type

Set
Postponement
End To

Postponement
End

Notice Type

Postponement
Notice to EE

Opt-Out

The type of postponement, which can be set to Staging Date, New Starter or eligible
jobholder. Auto-enrolment can be postponed for up to three months after:

The staging date for auto enrolment

The day after a new starter's first working day if they start after the employer's
staging date.

The day after an employee meets the criteria for an eligible jobholder.

This controls whether and how the Postponement End date is updated. You can
enter the date for the end of the postponement period or select one of the following:
Last day of the current pay reference period

Last day of the next pay reference period

Last day of the pay reference period after the next pay reference period.

The end of the postponement period. This date cannot be earlier than the
employer's staging date or the employee's start date.

The type of postponement notice given to the employee. These are valid notice
types:

General Notice A. This contains the information that must be provided to all the
different categories of worker.

General Notice B. This is similar to notice A but it excludes the information for
jobholders who are already active members of a qualifying scheme with that
employer.

Tailored Notice for a Jobholder. This contains information for a jobholder who is
not an active member of a qualifying scheme with that employer.

Tailored Notice for an Entitled Worker. This contains information for an entitled
worker who is not an active member of a qualifying scheme with that employer.

The date the postponement notice was given to the employee.

After being enrolled, employees who are categorised as an eligible jobholder or non eligible jobholder
can decide to opt out. They can only do this during the opt-out period which usually lasts for one
month, starting two working days after the employee is enrolled. You will need to refund any
contributions already made during the opt-out period. If the money has already been paid to the
pension provider, they will then refund the money to you.

Notice
Received On

Opt-Out
Period Start

Opt-Out
Period End

Invalid Opt-
Out Notice
Given

Opt-Out
Route

When a jobholder provides an opt-out notice, the employer must check that it is a
valid notice. This is the date the notice was received. This date cannot be earlier
than the employer's staging date or the employee's start date.

The date the opt-out period starts. This date cannot be earlier than the employer's
staging date or the employee's start date. The rules for this are different for
occupational pensions and personal pensions.

For occupational pension schemes, the opt-out period starts from the later of the
date the jobholder:

becomes an active member with effect from the automatic enrolment date or
is provided with written enrolment information.

For personal pension schemes, the opt-out period starts from the later of when the
jobholder is:

sent the terms and conditions of the agreement to become an active member or
provided with written enrolment information.
The date the opt-out period ends. This date cannot be earlier than the employer's

staging date or the employee's start date. This is normally one month after the start
of the opt-out period.

Select if the opt-out notice is invalid. If a notice is invalid the employer must allow a
further two weeks on top of the normal one month opt-out period.

Note: This applies if the employee is opting out of a NEST pension. What's NEST?
Select either:

Scheme Default - this is defined by the Employees Opt-Out via provider option on
the Provider tab of the Payroll - Maintenance - Pension Schemes form.

Via Employer - the details will be included in the next NEST contribution file.

Via Provider - the employee will inform NEST themselves. Employees can opt out of
NEST by using the NEST website or by phoning NEST.
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Opt-Out Form  Note: This applies if the employee is opting out of a NEST pension. What's NEST?

Reference Enter this reference if the employee is opting out of a NEST pension and have asked
you to inform NEST of their decision (in other words they are not informing NEST
themselves directly). This reference will be included in the next contribution file that
is sent to NEST.

Note: This is known to NEST as the 'Opt-out notification form reference number'.

Cease Active The date active membership of a qualifying pension scheme ends.
Membership

7.1.8 NEST Processing & Reporting

7.1.8.1 Pension Enrolment file (NEST)

This is currently used only if you maintain National Employment Savings Trust
pensions in Opera. Before you can create an enrolment file you need to set up
Opera for NEST pensions. For details, please see the To Prepare Opera for
NEST Pensions Help topic.

What's NEST?

The National Employment Savings Trust is a government established pension scheme for
all earners. NEST has a public service obligation so must accept any employer. NEST is
one of a number of new or existing pension schemes that employers can choose to fulfil
their new duties. These pension schemes are regulated using the same principles as every
other scheme.

Always refer to the NEST website at www.nestpensions.org.uk for the latest details about
NEST pensions. There are a number of guides, videos and other tools available that will
help with your planning.

The enrolment file wizard creates the file for enrolling employees in a NEST
pension or to cancel an employee's membership of a NEST scheme. You can
also print a report beforehand so that you can check the details before creating
the file.

NB: Recommend to run this process every pay period especially AE status
changes.
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Wizard
First Page

The first page of the wizard includes initial choices for the file. You can choose the
NEST pension scheme that you have already set up in Opera, the NEST payment
source, auto enrolment status and so on. You can also select to either enrol your
employees or cancel membership for employees who have already been enrolled.

“ Enrolment File @I

Use this process to create an enrolment file to send to your pension provider.
Alternatively, you can simply produce a report listing the employees that would be induded in the file.
Process
(7) Report only
(@) Create enrolment file and report

Pension Scheme File Type

Scheme : | NEST ), |NEST Pension scheme Type: Enrol Members |z|

Reference : NESTOrion100007895

Pension Payment Source Pension Group

From : HSBC IZ| HSEBC Bank. From : MSTD IZ| Standard Monthly Group
To: MDDH |Z| Monthly Direct Debit HSBC P aTo : nt Sou WSTD IZ| Weekly Standard

Auto Enrolment Status
[ tndude all employees Automatically add employees to the list
Auto-Enrolled

Opted-In

Only indude if status changed this period

Options

Box Description

Process You can choose to only view a report or to both view a report and also create the
file. You can choose the report destination from the Publisher form before the file is
created.

If you choose to create a file you will be asked to confirm this after you have started
the wizard process.

Pension Select the NEST Pension Scheme that you are creating the enrolment file for.

Scheme Note: Pension schemes are maintained on the Payroll - Maintenance - Pension
Scheme form. Once created they are linked to each employee on the Payroll -
Processing - Pensions - Employee Pensions form.

Pension Select one or more NEST payment sources that you are creating the enrolment file

Payment for.

Source Each employee in a NEST scheme must be allocated a payment source which is

then sent to NEST in the enrolment file. This tells NEST how you are going to be
paying contributions. NEST then check the payment source each time a contribution
is made to make sure it is correct. You can set up as many payment sources as you
need.
Note: Pension Payment Sources are maintained on the Payroll - Maintenance
- Pension Payment Source form. Once created they are linked to each
employee on the Payroll - Processing - Pensions - Employee Pensions -
NEST Details form.

Auto The auto enrolment status for the employees.

Elt’lrtolment Select to include the following employees in the selected pension scheme whose

atus

employee records have also been linked to the selected pension payment source
and pension group:

. All employees
. Employees whose record has been marked as auto enrolled
. Employees whose record has been marked as opted in

. Employees whose record has been marked as joining a qualifying pension scheme.

41

AE Status criteria ¥
Tick boxes are interlinked,
so select carefully to ensure
you have selected the
appropriate EEs.

i.e. to ensure you do select
“ALL” EEs, tick include all
employees and ensure you
un-tick only include if status
changed this period.

NB: Include all employees
include EEs regardless of
AE Status (and category).

Payment Source

Multiple Payment Sources
can be selected on the
enrolment file, however for a
contribution file only 1 may
be selected.

© Pegasus Training Services

Page 108


payrollpersonnel.chm::/Payroll/Pension_Scheme.htm
payrollpersonnel.chm::/Payroll/Pension_Scheme.htm
payrollpersonnel.chm::/Payroll/Pensions.htm
payrollpersonnel.chm::/Payroll/Pensions.htm
payrollpersonnel.chm::/Pensions/NEST_Payroll_Maintenance_Pension_Payment_Source_.htm
payrollpersonnel.chm::/Pensions/NEST_Payroll_Maintenance_Pension_Payment_Source_.htm
payrollpersonnel.chm::/Pensions/NEST_Payroll_Processing_Employee_Pensions_NEST.htm
payrollpersonnel.chm::/Pensions/NEST_Payroll_Processing_Employee_Pensions_NEST.htm

Accreditation Training Courseware - O3Training_Accreditation_PAY11PensionsR1.2.docx

Only include
if status
changed this
period

File Type

Pension
Group

Automatically
add
employees to
the list

Select to include only employees whose auto enrolment status changed in the
current pay period.

When an employee is assigned an auto enrolment status in Opera in this period -
being auto enrolled, being opted in, or joining a qualifying pension scheme - this
means that the process has started but has not yet been finalised with the pension
provider.

For example, selecting the 'Auto-Enrolled' option under Auto Enrolment Status with
this option selected means 'the employee has been marked in Opera as auto
enrolled in this period' and the enrolment details must now be passed to NEST to
accept the employee in a NEST pension scheme.

Select either:

e 'Enrol Members' to create a file for employees who are being enrolled in a
NEST pension or

. '‘Cancel Enrolment' to cancel the memberships for employees who are
already in a NEST pension.

Select one or more NEST Pension Groups that you are creating the enrolment file
for.

Note: Pension Groups are maintained on the Payroll - Maintenance - Pension
Group form. Once created they are linked to each employee on the Payroll -
Processing - Pensions - Employee Pensions - NEST Details form.

Select this option if you want the employees that are selected to be displayed on the
second page automatically or leave it blank if you want to select the employees
yourself.

Note: This option is unavailable if you selected 'Cancel Enrolment' in the File
Type box. If you are cancelling membership of a NEST pension you must
select the employees on the second page.

Second Page

If the Automatically add employees to the list option on page one is ticked the
selected employees are automatically displayed on this page. If the option is not

selected you

need to add the employees yourself.

“ Enrolment File @

Ref

Please specify the employees to be induded in the enrolment file.

Employees to be induded in the file
Select the employee reference reguired and then press Enter to add the employee to the list.

Employee Ref, : Q,

Group Mame MIMNO AE Status -

2001

Press F5 to remove the highlighted employee from the list.
Press F7 to remove all employees from the list.

Quigley, Laura IXE92876D Mone

©

Employee

Enter the employee's reference or use the F4 key to display the list of employees

Ref. selected by Opera using the selected pension scheme, payment source, pension group
and auto enrolment status.

Tip: Use the F5 key to remove the highlighted employee from the list, or the F7

key to remove all employees.
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Third Page

This page summarises the content of the file, for example the number of new
starters, leavers in the current period and other current employees included. If you
selected the Create enrolment file and report option on the first page, the
Publisher form is displayed when you select Start so you can print a report of the
details of the file before creating it.

" Enrolment File E

Please verify that the details below are correct. Then dick Start to create the enrolment file.

Details selected

Scheme : MEST {(MEST Pension scheme)
Reference : MESTOrion 100007835
File type :  Enrol Members

Mumbers of employees that will be induded in the file

Mew starters this period : 0
Leavers this period : 0
Current employees : 1
Total : 1

i- You are about to create a file for enrclling memkbers,

Areyou sure you want to continue?

% Pegasus Opera 3 - Orion Vehicles Leasing

& Report Preview - Enrolment File (SQWGNESTL fr)

Orion Vehicles Leasing Enrolment File - Enrol Members
Created on 27/062013 81 14,49 by MANAGER

Creats enrolment file and report

Pension Schame : NEST (Ref : NESTOron 100007895}

For Payment Sources between HSEC and MODH

For Pension Groups batween MSTD and WSTO

Includes : All Employees

Orion Vehicles Leasing Enrolment File - Enrol Members. Page 1
Ret. Group _Title  Name NING Date of Birth_Gender_Start Date _Pension Payment Source _Pension Grou
2001 We Quigley L UXESI6760 1900811862 F 01011998 WMDDH MSTD.

ForGroups | -Mantly (period 03)

Validation Issues
Where the user has
chosen to create the file, if
any validation issues are
found then the user will
still be permitted to go on
and create the enrolment
file i.e. the validation
issues will be raised as
‘warnings’ in effect.

u
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File Name and Location

Notes
=
Opera 3 o
You are about to create the file,
A
Are you sure you want to continue?
Naming Convention
The enrolment file is saved as a comma separated variable (CSV) file using this
naming convention:
COMPANY INDENTIFIER_PENROL_PAYROLLGROUP INDENTIFIERS.CSV
For example, for payroll group M in company 'Z', the file will be
Z PENROL_M.CSV. If the file included more than one payroll group, say groups
M and W, the file will be Z_PENROL_MW.CSV.
Opera 3 Lﬁ
I.-"'_"\-.I The following Enrclment file has been created in your company data
W directory:
- Z_PENROL_.CSV
If the contribution file has more than 6000 employee records, Opera will split it
and create a further files up to a maximum of 6000 employee records in each. In
this situation the file numbers are added to the name for the second and
subsequent files:
company indentifier_ PENROL_payrollgroup indentifiers.CSV
For example, for payroll group M in company 'Z', the first file will be
Z PENROL_M.CSV, the second file Z PENROL2 M.CSV, the third file
Z_PENROL3_M.CSV.
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File Location

Notes
The enrolment file is saved in the Opera data folder, for example (where 'XXX'is =
either 'VFP' or 'SQL"):
e \\<serverName>\03 Server XXX Dynamic\Data (Opera 3) or
¢ \\<serverName>\Server XXX Dynamic\Data (Opera II).
Sending the Enrolment File
There are two ways that the enrolment file can be sent to NEST:
e File Upload - using the NEST website.
e File Transfer Protocol - using FTP software.
Note: If you have more than one enrolment file, you need to send each file
separately.
Tip: See the 'How to enrol workers by file transfer' and 'How to enrol workers by
file upload' guides on the 'Setting Up NEST' page at www.nestpensions.org.uk for
detailed guidance.
To Create a NEST Enrolment File
This section describes how to create a pension enrolment file to send to the
National Employment Savings Trust. After the file has been created it must be
submitted to NEST using either the NEST website or by using FTP software.
What's NEST?
Note: Before completing these steps follow these Help topics to prepare Opera
for auto enrolment:
1. To Prepare Opera for Auto Enrolment
2. To Prepare Opera for NEST Pensions (only if you are using a NEST pension scheme for
your auto enrolment duties).
Tip: Select F1 to see full explanations for the different boxes and options.
Note: We recommend you take a back-up of the file after submitting before it is
removed or replaced and named and stored appropriately
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1. Open the Payroll folder and then click Pensions Reports or click the Payroll & HR
tab on the Ribbon Bar and then click Payroll - Pensions Reports.

2. Open Enrolment File.

3. If you are using groups, in the Select Payroll Groups list, click to select the
group(s) you want to process and then click OK.

4. On the first page:

a. The Create enrolment file and report option under Process is selected
automatically. If you want to print a report without creating the file, select
Report only.

b. Under File Type select 'Enrol Members'. Then update the remaining boxes
to select the employees to include in the file.

5. Click Next.

6. Ifthe Automatically add employees to the list option on page one is ticked the
selected employees are automatically displayed on the second page. If the
option is not selected you need to select the employees.

Click Next.

7. The final page displays a summary of the number of employees who will be
included in the file along with the file type, pension scheme code and pension
reference number.

Click Start when you are ready.
After the file has been created submit it using either the NEST website or by
FTP. Please see the Enrolment File Help topic for more information.

Tip: See the 'How to enrol workers by file transfer' and 'How to enrol workers by
file upload' guides on the 'Setting Up NEST' page at www.nestpensions.org.uk for
detailed guidance.

Creating a Cancel Enrolment File for NEST

This section describes how to create a cancel enrolment file to send to the
National Employment Savings Trust. After the file has been created it must be
submitted to NEST using either the NEST website or by using FTP software.

Note: Before completing these steps follow these Help topics to prepare Opera
for auto enrolment:

1. To Prepare Opera for Auto Enrolment
2. To Prepare Opera for NEST Pensions (only if you are using a NEST pension scheme for
your auto enrolment duties).

Tip: Select F1 to see full explanations for the different boxes and options.

1. Open the pPayroll folder and then click Pensions Reports or click the Payroll & HR
tab on the Ribbon Bar and then click Payroll - Pensions Reports.

2. Open Enrolment File.

3. If you are using groups, in the Select Payroll Groups list, click to select the
group(s) you want to process and then click OK.

4. On the first page:

a. The Create enrolment file and report option under Process is selected
automatically. If you want to print a report without creating the file, select
Report only.

b. Under File Type select 'Cancel Enrolment'. Then update the remaining
boxes to select the employees to include in the file.

Cancel Enrolment File' ™

This is not used for Opting
out. Itis mainly used for
things like cancelling
wrongly enrolled EEs
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5. Click Next. v
otes
6. In the Employee Ref. box select the employees whose enrolment will be .
cancelled.
Click Next.

7. The final page displays a summary of the number of employees who will be
included in the file along with the file type, pension scheme code and pension
reference number.

Click Start when you are ready.
After the file has been created submit it using either the NEST website or by
FTP. Please see the Enrolment File Help topic for more information.

Tip: See the 'How to enrol workers by file transfer' and 'How to enrol workers by
file upload' guides on the 'Setting Up NEST' page at www.nestpensions.org.uk for
detailed guidance.

7.1.8.2 Pension Contribution File (NEST)

This is currently used only if you maintain National Employment Savings Trust
pensions in Opera. Before you create a contribution file you must have enrolled
your employees in a NEST pension. For details, please see the To Prepare Opera
for NEST Pensions Help topic.

What's NEST?

The National Employment Savings Trust is a government established pension scheme for
all earners. NEST has a public service obligation so must accept any employer. NEST is
one of a number of new or existing pension schemes that employers can choose to fulfil
their new duties. These pension schemes are regulated using the same principles as every
other scheme.

Always refer to the NEST website at www.nestpensions.org.uk for the latest details about
NEST pensions. There are a number of guides, videos and other tools available that will
help with your planning.

The contribution file wizard creates the contribution file for employees enrolled
into a NEST pension who have the same NEST payment source and are in a
NEST pension group that has the same payment frequency, earnings period and
payment due date.

You can also print a report beforehand so that you can check the details before
creating the file.

The file created is referred to by NEST as the 'Contribution Schedule'.

All current members who are paying contributions are included in this file, plus
any reasons for not paying contributions. Employees who have not opted out,
stopped contributions or left your employment are included even if they have no
contributions for that pay period. Any employees in an opt-out period, existing
members who are leaving your employment, those opting out or those choosing
to stop contributions are also included in the contribution file for the earnings
period when these events occurred.

If an employee changed their NEST payment source or pension group in this
period the contribution details before the change are displayed separately.

Note: Includes employees that have Opted out
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Wizard
First Page
The first page of the wizard includes initial choices for the file.

‘* Contribution File @

Use thiz process to create a contribution schedule file to send to your pension provider,
Alternatively, you can simply produce a report listing the employees that would be induded in the file.
Process
(") Report only
(@) Create contribution file and report

Fension Scheme Ref. Code Description Selected -
MESTOrion100007595 MEST MEST Pension scheme v

Pension Payment Source : | MDDH Fl Maonthly Direct Debit HSBC Payment Source

Group Contribution Code Description Selected -
Monthly MSTD Standard Monthly Group v __
Weekly WSTD Weekly Standard 1

Press F5 or double-dlick to select or dear entries in the above lists,

E] End: | 30/04/2013 E]
PaymentDue Date : | 30/04/2013 ()
Automatically add employees to the list

Earnings Period Start : | 01/04/2013

Options
[210)'¢ Description |
Process You can choose to only view a report or to both view a report and also create the file.
You can choose the report destination from the Publisher form before the file is
created.
If you choose to create a file you will be asked to confirm this after you have started
the wizard process.
Pension Select a pension scheme reference.

Scheme List Al the pension schemes that have been defined on the Payroll - Maintenance -
Pension Scheme form as NEST schemes are displayed in this list.

If you have set up just one NEST scheme then the list will display that scheme only. If
you have more than one NEST scheme with the same scheme reference you can
include them in one contribution file.

Pension Select a NEST payment source for the file.
Payment All the payment sources that have been defined on the Payroll - Maintenance -
Source Pension Payment Source form as NEST schemes are displayed in this list.

Each employee in a NEST scheme must be allocated a payment source which is then
sent to NEST in the enrolment file. This tells NEST how you are going to be paying
contributions. NEST then check the payment source each time a contribution is made
to make sure it is correct. You can set up as many payment sources as you need.

Group Select one or more NEST pension groups for the file.
Contribution

List You can select more than one group as long as they have been set up with the same
is

contribution frequency, for example ‘weekly' or 'monthly".

NEST groups are used to define common attributes for workers in NEST schemes,
for example the contribution percentages from both the employer and employee,
earnings periods start and end dates. You can have one or more NEST groups for
each Payroll Group.

You can only select
multiple Schemes with
matching Scheme
References. If there is
only one available it will
automatically be
selected.

You can only select
Groups with the same
Contribution Frequency
settings.

Dates are not
automatically
populated. The system
will use these dates for
reference purposes in
relation to NEST (and
the respective file
being created)(. The
values are taken from
the Current
Contributions Due
fields.
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Earnings Enter the start and end date of the earnings period to which the contributions relate.
Period You will have defined when earnings periods end when you set up the NEST scheme, |
Start/End for example on the 7th of each month. Notes
Note: Check with NEST if you are unsure about the dates to enter. |
Payment Enter the payment due date for the earnings period. You will have defined when
Due Date payments for earnings periods will be received by NEST when you set up the NEST
scheme, for example on a certain number of days before or after the earnings period
or on a certain day of the month.
Automatically  Select this option if you want the employees that are selected to be displayed on the
add second page automatically or leave it blank if you want to select the employees
employees to  yourself.
the list
Second Page
“ Contribution File @
Please specify the employees to be induded in the contribution file,
Employees to be induded in the file
Select the employee reference required and then press Enter to add the employee to the list.
Employee Ref. @ || Q
Ref Group Mame MINO -
2001 Quigley, Laura JX692376D
Press F5 to remove the highlighted employee from the list.
Press F7 to remove all employees from the list.
H_.-)) Cancel ‘ l Back I l Mext
If the Automatically add employees to the list option on page one is ticked the
selected employees are automatically displayed on this page. If the option is not
selected you need to add the employees yourself.
Employee Enter the employee's reference or use the F4 key to display the list of employees
Ref. selected by Opera using the selected pension scheme, payment source, pension group
and auto enrolment status.
Tip: Use the F5 key to remove the highlighted employee from the list, or the F7
key to remove all employees.
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Third Page

This page summarises the content of the file, for example the number of new
starters, leavers in the current period and other current employees included. If you
selected the Create contribution file and report option on the first page, the
Publisher form is displayed when you select Start so you can print a report of the

details of the file before creating it.

% Contribution File

Flease verify that the details below are correct. Then dick Start to create the contribution file.
Flease submit the file to your pension provider.

Details selected
Scheme Reference : NESTCrion 100007335
Payment Source : MODH (Monthly Direct Debit HSBC Payment Source)

Pension Group Contribution : Monthly

Mumbers af employees that will be induded in the file

Mew starters this period : 0
Leavers this period : 0
Current employees : 1
Total : 1

l- . ou are about to create a contribution file.

Are you sure you want to continue?
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%" Pegasus Opera 3 - Orion Vehicles Leasing.

' Report Preview - Contribution File (SQWGNEST2.fr)

Orion Vehicles Leasing Contribution File
Created on 2710812013 at 1511 by MANAGER.

Process: Create contribution file and report

Pension Scheme Ref.. NESTOrion100007895 (NEST)

Payment Saurce: MDDH

Pension Group Freq:  Monthly (MSTD)

Eamings Period: 01/04/2013 to 30/04/2013

PaymentDue Date:  30/04/2013

‘Orion Vehicles Leasing Contribution File

Page 1
EECument  ERCument  Current EE Prev. ER Prev. Previous
Ref. Group _Title  Name NING Contrib. Due__Contrib. Due_Pensionable Pay_Exception Reason Contrib, Due__Contrib. Due_Pensionable Pay
2001 Mrs Quigley,L 6828760 000 0.00 0.00 Insufficienteamings *
Totals 0.00 000

Total contributions due: 0.00

For Groups : -Monthly (period 08}

Opera 3 [_Ji:h

]- . You are about to create the file.

Are you sure you want to continue?

File Name and Location
Naming Convention

The contribution file is saved as a comma separated variable (CSV) file using this
naming convention:

COMPANY INDENTIFIER_PCONTRIB_PAYROLLGROUP INDENTIFIERS.CSV
For example, for payroll group M in company 'Z', the file will be

Z PCONTRIB_M.CSV. If the file included more than one payroll group, say
groups M and W, the file will be Z PCONTRIB_MW.CSV.

[ Opera 3 u

@B The following Contribution file has been created in your company data
W' directory:

Z_PCONTRIB_ .C5V
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If the contribution file has more than 8000 employee records, Opera will split it
and create a further files up to a maximum of 8000 employee records in each. In
this situation the file numbers are added to the name for the second and
subsequent files:

COMPANY INDENTIFIER_PCONTRIB9_PAYROLLGROUP INDENTIFIERS.CSV

For example, for payroll group M in company 'Z', the first file will be
Z_PCONTRIB_M.CSV, the second file Z_PCONTRIB2_M.CSV, the third file
Z PCONTRIB3_M.CSV.

File Location

The contribution file is saved in the Opera data folder, for example (where 'XXX'
is either "VFP' or 'SQL"):

o \\<serverName>\03 Server XXX Dynamic\Data (Opera 3) or
¢ \\<serverName>\Server XXX Dynamic\Data (Opera II).

Sending the Contribution Schedule and Making Payments
There are two ways that contribution schedules can be sent to NEST:

e File Upload - using the NEST website
e File Transfer Protocol - using FTP software.

Note: If you have more than one enrolment file, you need to send each file
separately.

When you set up your NEST scheme you will have chosen one of these three
payment methods (Opera does not initiate the payments):

e Direct Debit - this is initiated when the contribution schedule is received by NEST

e Direct Credit - you need to initiate these payments (for example BACS or CHAPS)
after you have submitted the contribution file.

e Debit card - you need to initiate these payments by logging in to the NEST
website and entering your card details.

Tip: See the 'How to make contributions by file transfer' and 'How to make
contributions by file upload' guides on the 'Setting Up NEST' page at
www.nhestpensions.org.uk for detailed guidance.

To Create a NEST Contribution File

This section describes how to create a pension contribution file to send to the
National Employment Savings Trust after your employees have been enrolled in a
NEST pension. After the file has been created it must be submitted to NEST using
either the NEST website or by using FTP software.

© Pegasus Training Services

Page 119


http://www.nestpensions.org.uk/schemeweb/NestWeb/public/NESTforEmployers/contents/setting-up-nest.html

Accreditation Training Courseware - O3Training_Accreditation_PAY11PensionsR1.2.docx

The contribution file must be created and sent to NEST according to the
frequency that you agreed with NEST when you set up the pension scheme. This
may be the same as the pay frequency as your employees but it could be
different. For example, you could pay your employees every week but send the
contribution file once a month.

Important; If one or more employees are not making their usual pension payment
you must update each relevant employee record on the Payroll - Processing -
Pensions - Employee Pensions - NEST Details form with the reason for this

before creating the contribution file.

Tip: Select F1 to see full explanations for the different boxes and options.

1. Open the Payroll folder and then click Pensions Reports or click the Payroll & HR
tab on the Ribbon Bar and then click Payroll - Pensions Reports.

2. Open Contribution File.

3. If you are using groups, in the Select Payroll Groups list, click to select the
group(s) you want to process and then click OK.

4. On the first page:

a.

d.
e.

f.

The Create contribution file and report option under Process is selected
automatically. If you want to print a report without creating the file, select
Report only.

Select one or more pension schemes for the contribution file. You can select
more than one scheme if they have the same pension scheme reference.

Select the NEST payment source and one or more NEST pension groups for
the contribution file. You can select more than one group if they have the
same contribution frequency.

Enter the start and end dates for the earnings period.
Enter the payment due date for the earnings period.
Click Next.

5. If the Automatically add employees to the list option on page one is ticked the
selected employees are automatically displayed on this page. If the option is not
selected you need to select the employees  to include.

Click Next.

6. The final page displays a summary of the number of employees who will be
included in the file along with the pension scheme reference, NEST payment
source and pension group's contribution frequency.

Click Start when you are ready.

After the file has been created submit it using either the NEST website or by
FTP. Please see the Contribution File Help topic for more information.

Tip: See the 'How to make contributions by file transfer' and 'How to make
contributions by file upload' guides on the 'Setting Up NEST' page at

www.nestpensions.org.uk for detailed guidance.

Note: We recommend you take a back-up of the file after submitting before it is

removed or replaced and named and stored appropriately
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Clearing the Contributions 'Currently Due' to NEST

After creating the contribution file and sending the details to NEST you must clear
each employee's contribution details in Opera before sending the next
contribution file.

Tip: You can clear all 'currently due' values by:

1. Selecting the necessary pension schemes on the Clear Pensions form that is displayed
when you run the Payroll - Utilities - Update command.

2. Using the Clear Currently Due command on the Action menu of the Payroll -
Maintenance - Pension Schemes form.

7.1.8.3 Scheme Contributions Report

Use this report to produce either a summary or detailed listing of the employee
and employer contributions that are due to be paid to the pension provider up to
the selected date. The report can include either all or a range of pension
schemes. Inactive schemes can optionally be excluded.

If you use National Employment Savings Trust pension schemes you can also
include contributions that are being held onto. After an employee is auto-enrolled
into a pension scheme they have about one month to opt-out if they want to
(known as the ‘opt-out period’). This ends their membership and any contributions
are then refunded. Employers can hold onto an employee’s contributions in their
opt-out period so that they do not have to request the money from the pension
provider if the employee does opt out. If the employee does not opt out the
contributions must then be paid to the pension provider after the opt-out period.

What's NEST?

The National Employment Savings Trust is a government established pension scheme for
all earners. NEST has a public service obligation so must accept any employer. NEST is
one of a number of new or existing pension schemes that employers can choose to fulfil
their new duties. These pension schemes are regulated using the same principles as every
other scheme.

Always refer to the NEST website at www.nestpensions.org.uk for the latest details about
NEST pensions. There are a number of guides, videos and other tools available that will
help with your planning.

Note: This report is relevant only if the Use Advanced Pension Processing option
is selected on the Options Page 2 tab of the Payroll - Utilities - Set Options form.

“ Scheme Contributions EI = @
seence: | SRS

Range
First Scheme COPENSION |z| Company pension scheme

Last Scheme SKPENSION |Z| Stakeholder Pension

— Type
Report Date : 28/06/2013
P fos/ I—I @) Detailed
Active Scheme Only Summary
Contributions

@ Exdude held onto
Only held onto
All

_‘_)) Ok | | Close

© Pegasus Training Services

Page 121


payrollpersonnel.chm::/Pensions/Clear_Pensions_(Payroll_Update).htm
payrollpersonnel.chm::/Payroll/Update.htm
payrollpersonnel.chm::/Payroll/Pension_Scheme.htm
payrollpersonnel.chm::/Payroll/Pension_Scheme.htm

Accreditation Training Courseware - O3Training_Accreditation_PAY11PensionsR1.2.docx

- Pegasus Opera 3 - Orion Vehicles Leasing

L3 Report Preview - Scheme Contributions (SQWGPNCD.frd

Orion Vehicles Leasing Pension Scheme Contribution Report (Detailed)
Printed 28/06/2013 at 09:52 by MANAGER
Contributions for Schemes between COPENSION and SKPENSION  Defailed Report
Excludes confributions held onto
Orion Vehicles Leasing Pension Scheme Contribution Report (Detailed) Page 1
Report Dated 28/06/2013
Scheme COPENSION Company pension scheme
Type : compP SCON : 51234567N Providers Ref.: 34537756 Administrators Ref.:
Use for Auto Enrolment: Yes Operation: Personal Pension
Emplovee NI No./DOB/Ref. Pensionable Pay Employer Employee Employee AVC Total
1001 Richard Godson GYE483T4A Currently Due 20.00 16.00 40.00 78.00
03/06/1940 To Date 20.00 16.00 40.00 76.00
336656 This Period
1003 David Charles Wellington WE187586D Currently Due 108.92 585.54 692.45
20/04/1958 To Date 106.92 585.54 692.456
334478 This Period 500.00 500.00
Total for Scheme COPENSION Currently Due 126.92 801.54 40.00 768.48
To Date 126.92 60154 40.00 T768.48
This Period 500.00 500.00

7.1.8.4  Clear Pensions (Payroll Update)

The Clear Pensions form is displayed when you run the Payroll - Utilities -
Update command if you use the Advanced Pension Processing feature in
Payroll.

& Update @
Pension Schemes

SKPEMSION Stakeholder Pension i
OCCPEMSIOM  [Occupational Pension SchiY
PCOMP Pension Scheme (COMP) Y
PERSOMAL GROUP PERSOMAL PEMSDY

Ackion - I l [o]'4 ] [ Cancel

This form is where you can
clear the employer and the employee pension contributions that are currently due
to be paid to the pension company for the schemes. These values are held in the
Contributions Currently Due boxes for each employee on the Payroll -
Processing - Pensions - Employee Pensions form and displayed on the Payroll -
Pensions Reports - Scheme Contributions Report.

Important: Clearing these values after paying the pension company must be
done so that you pay the correct amount for each pay period. If you pay the
pension company monthly, for example, but run a weekly payroll, do not clear the
contributions until you run the Update for the last week in the month. Opera will
accumulate the contributions for each week until you are ready to pay the pension
company.

Tip: To automatically select a scheme when the Update is run, select the Clear
Currently Due Contributions at Update option for the pension scheme on the
Payroll - Maintenance - Pension Scheme form before running the next update.
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NEST Pensions

If your employees are enrolled in pensions run by the National Employment
Savings Trust you must clear these contributions if you created the NEST
contribution file in the current pay period. This will zeroise the values so that they
are not also included in the next NEST contribution file that you create.

What's NEST?

The National Employment Savings Trust is a government established pension scheme for
all earners. NEST has a public service obligation so must accept any employer. NEST is
one of a number of new or existing pension schemes that employers can choose to fulfil
their new duties. These pension schemes are regulated using the same principles as every
other scheme.

Always refer to the NEST website at www.nestpensions.org.uk for the latest details about
NEST pensions. There are a number of guides, videos and other tools available that will
help with your planning.

Note: Advanced Pension Processing is controlled by the Use Advanced
Pension Processing option on the Options Page 2 tab of the Payroll - Utilities -

Set Options form.

7.1.85 To Opt Out an Employee

It is compulsory for you to automatically enrol eligible jobholders into an automatic
enrolment scheme. However, ongoing membership of the scheme is not
compulsory for the jobholder, as long as they opt out before the end of the opt out
period. A non eligible jobholder can also decide to opt out after voluntarily opting
in to an automatic enrolment scheme.

You must refund any contributions that have been deducted from the employee's
pay after they have opted out.

This section describes how you should update Opera if an employee decides to
opt out of an auto enrolment pension.

Important: For full details about auto enrolment please refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.
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Updating Employee Records

Tip: Select F1 to see full explanations for the different boxes and options.

1. Open the Payroll folder and then click Processing or click the Payroll & HR tab on
the Ribbon Bar and then click Payroll - Processing.

2. Open the employee's Pensions - Auto Enrolment Details form:
a. Choose 'Opted-Out' from the Status list.

b. Enter the Opt-Out Notice Received On date and Opt-Out Form
Reference.

c. Click Save and then click Close.
3. Open the employee's Pensions - Employee Pensions form.
4. Onthe General tab:
a. Under Employer:
i. Clear the Period Contrib. box
ii. Clear the Contribs Currently Due box.
b. Under Employee:
i. Clear the Period Contrib. box
ii. Clear the Contribs Currently Due box
ii. Clear the Pensionable Pay Currently Due box
iv. Clear the AVC Currently Due box.
5. Click OK.

7.1.8.6 To Cease an Employee's Active Membership

A jobholder’s right to choose to opt out expires at the end of the opt-out period. If
they want to leave the scheme after this, they can cease active membership in
accordance with the scheme rules.

This section describes how you should update Opera if an employee decides to
cease their membership of an auto enrolment pension.

Important: For full details about auto enrolment please refer to the information
provided by The Pensions Regulator and the Department of Work and Pensions.
Some of these sources of information are listed in the Useful Web Sites section.

Updating Employee Records

Tip: Select F1 to see full explanations for the different boxes and options.

1. Open the Payroll folder and then click Processing or click the Payroll & HR tab on
the Ribbon Bar and then click Payroll - Processing.

2. Open the employee's Pensions - Auto Enrolment Details form:
a. Choose 'Ceased' from the Status list.

b. Enter the date that the employee ceased being an active member in the
Cease Active Membership box.

c. Click Save and then click Close.
3. Open the employee's Pensions - Employee Pensions form.
4. Onthe General tab:
a. Under Employer:
i. Clearthe Period Contrib. box
b. Under Employee:
i. Clearthe Period Contrib. box
5. Click OK.
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7.1.9 To Update and Complete a Payroll Period
(NEST)

This is a suggested sequence of tasks to update your payroll for each pay period.
If you are running the Payroll for the first time in the tax year, or if changes to
statutory rates have been announced, you must check that the statutory rates are
correct, for example tax rates. These rates are displayed on the PAYE/NI/Stat.

Payments form.

Important: A number of actions must normally be completed before the update is
run, the list depends on the features in use and the other applications in Opera
that Payroll is linked to. The Update form in Opera 3 displays a list of these
actions together with a tick to indicate that they have been run. You should
complete any actions that have not been ticked before running the update.

If you use payroll groups, you must update one group at a time.

1. If Payroll is integrated with the Costing application, use the Payroll Transfer
command on the Utilities menu in the Costing application to transfer your
employees' timesheet information for the current pay period.

2. Onthe Pay and Deductions form on the Processing form, enter any necessary
changes to employee's payment and deduction information for the period.

3. Run the Calculation command. You should not make any changes to
employee's records after running the calculation. The application produces a
report that highlights 'exceptions’, for example leavers in the period and tax
overrides. The report also lists anomalies, for example, if a payment that is
designed to reduce a balance cannot be made because the balance is
insufficient.

4. From the Payment Reports menu, print the pay cheques or create BACS
payments and transmit them to your bank.

5. Then print any necessary reports from the Summary Reports and Periodical
Reports menus.

6. Carry out the Nominal Analysis and Cashbook Transfer command on the
Utilities menu if Payroll is linked to the Nominal Ledger and Cashbook.

7. Backup your company data using the Backup command on the Utilities menu in
the System application. For help on how to backup your data, refer to the Backup
Help topic.

8. Run the Update command on the Utilities menu to complete the current pay
period ready to start the next pay period.

On the Pension Schemes form displayed, select the schemes only if you need
to clear the contributions currently due to the pension provider. This value is
shown for each employee on the pensions reports in Opera.

Important - NEST pensions: You must clear contributions currently due if you

have created the contribution file for NEST in this pay period using the Payroll -
Pensions Reports - Contribution File command. Contributions held on to will not
be cleared.

If you have not created the contribution file for the pension scheme do not select
the pension scheme from the list.
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Accreditation Training Courseware
Appendix

Appendix A - Learn the terms

Some key terms relating to automatic enrolment.

Worker

e anemployee or

e a person who has a contract to provide work or services personally and is not undertaking the work as
part of their own business.

Jobholder

A worker who:
e s aged at least 16 and under 75
e works, or ordinarily works in the UK, and
e earns above the lower earnings level for qualifying earnings.

The category of jobholder further subdivides into 2 groups: 'eligible jobholders' and 'non-eligible
jobholders'.

Eligible jobholder

So-called because they are 'eligible’ for automatic enrolment. This is a jobholder who:
e s aged at least 22 but has not yet reached state pension age, and
e earns above the earnings trigger for automatic enrolment.

Non-eligible jobholder

So-called because they are not eligible for automatic enrolment (though they can choose to 'opt in' to
an automatic enrolment scheme). This is a jobholder who:

e s aged at least 16 and under 75, and

e earns above the lower earnings level of qualifying earnings but below the earnings trigger for automatic
enrolment.

e s aged at least 16 and under 22, or between state pension age and under 75, and
e earns above the earnings trigger for automatic enrolment.

Entitled worker
A worker who:
e is aged at least 16 and under 75
e works, or ordinarily works in the UK, and
e earns below the lower earnings level for qualifying earnings.

>
o
o
®
>
o
<
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Qualifying earnings
This includes all of the following pay elements (gross):
e Salary
e Wages
e Commission
e Bonuses
e Overtime
e  Statutory sick pay
e  Statutory maternity, paternity and adoption pay.

These earnings are used to identify whether an individual is a eligible jobholder or a non-eligible
jobholder, and also to determine the level of contributions a scheme must require.

Automatic enrolment

When an employer places eligible jobholders into an automatic enrolment scheme 'automatically’, ie
without the jobholder's involvement. An individual who is automatically enrolled is free to opt out and
can stop saving at any time, but needs to take action to do so.

Qualifying scheme

A pension scheme that meets certain minimum standards set by legislation. There are
different standards depending on the type of scheme.

Automatic enrolment scheme

A qualifying scheme that meets additional criteria to be an automatic enrolment scheme. Eligible
jobholders who are not already a member of a qualifying scheme on the employer's staging date
must be automatically enrolled into an automatic enrolment scheme. The employer will choose the
scheme for automatic enrolment.

Staging
The staggered introduction of the new employer duties, from 2012, starting with the largest
employers. New PAYE schemes will be staged last.

Staging date

The date when the new law is 'switched on' for a business.

Phasing

For DC schemes, the gradual phasing-in of contribution levels until they reach the minimum level
required by law.

Registration

A duty on employers to tell the regulator information about the pension scheme they are using and
how many people they have enrolled into it.

Source : TPR Website http://www.thepensionsreqgulator.gov.uk/employers/learn-the-terms.aspx

Further useful links found @ http://www.thepensionsregulator.gov.uk/employers/explaining-automatic-enrolment-to-
employees.aspx
&

http://www.dwp.gov.uk/docs/auto-enrol-language-guide.pdf

© Pegasus Training Services Page 127


http://www.thepensionsregulator.gov.uk/employers/learn-the-terms.aspx
http://www.thepensionsregulator.gov.uk/employers/explaining-automatic-enrolment-to-employees.aspx
http://www.thepensionsregulator.gov.uk/employers/explaining-automatic-enrolment-to-employees.aspx
http://www.dwp.gov.uk/docs/auto-enrol-language-guide.pdf

<

Accreditation Training Courseware - O3Training_Accreditation_PAY11PensionsR1.2.docx

Appendix B - Pension Auto Enrolement notes

o Workplace Pension Reform (WPR) introduces new duties for employers, to help more people
save for their retirement.

e Ers will need to;
o Automatically Enrol Ees into Pension
= Auto Enrol
= Optin/Joining
= Manage Opt outs
* Provide Information
o Make Contribution on EE behalf
o Register with “the regulator”
o Provide Ees with info about changes and effects
e The scope of these changes is governed by TPR requirements
o Various rules to adhere to for all scenarios
¢ Not all changes added in initial release
¢ Notjust enrolling into Pensions — much more
o Data Tables - New Tables & Update to existing tables
e Phased introduction “Staging Date”

“Worker” definitiion

The different types of worker

* Work under a contract of employment (an employee)

* Have a contract to perform work or services
personally and are not undertaking the
work as part of their own business.

Jobholders

Eligible jobholders Non-eligible jobholders

* Aged 22-5PA e Aged 16-21 or SPA-74
Entitled workers * Working in UK * Working in UK

* Earning above £7,475 ¢ Earning above £7,475
« Aged 1674 . OR
. \i\fo,(,-g in UK - Must be automatically enrolled o Aged 1674
o Earning below £5,035 « Working in UK
Have a right to join e Earning above £5,035

but below £7 475
Have a right to opt in

Key:

The differant types of worker

Further information found @

*  http://www.thepensionsregulator.gov.uk/docs/pensions-reform-automatic-enrolment-v3.pdf

*  http://www.thepensionsregulator.gov.uk/docs/pensions-reform-opting-in-joining-contractual-v3.pdf
«  http://www.thepensionsregulator.gov.uk/docs/pensions-reform-opting-out-v3.pdf

*  http://www.thepensionsrequlator.gov.uk/docs/pensions-reform-safequarding-individuals-v3.pdf

«  http://www.thepensionsregulator.gov.uk/docs/pensions-reform-keeping-records-v3.pdf

*  http://www.thepensionsregulator.gov.uk/docs/pensions-reform-pension-schemes-v3.pdf
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+  http://www.thepensionsregulator.gov.uk/docs/pensions-reform-having-completed-assessment.pdf
»  http://www.thepensionsregulator.gov.uk/docs/pensions-reform-transitional-period-db-hybrid.pdf

*  http://www.thepensionsregulator.gov.uk/docs/pensions-reform-postponement.pdf

*  http://www.thepensionsregulator.gov.uk/docs/pensions-reform-assessing-workforce-v3.pdf

*  http://www.thepensionsregulator.gov.uk/pensions-reform/staging-date-timeline.aspx

*  http://www.thepensionsregulator.gov.uk/docs/pensions-reform-getting-ready-v3.pdf

. http://www.thepensionsregulator.gov.uk/docs/Pensions-reform-employer-duties-defining-workforce-
v3.pdf

© Pegasus Training Services Page 129


http://www.thepensionsregulator.gov.uk/docs/pensions-reform-having-completed-assessment.pdf
http://www.thepensionsregulator.gov.uk/docs/pensions-reform-transitional-period-db-hybrid.pdf
http://www.thepensionsregulator.gov.uk/docs/pensions-reform-postponement.pdf
http://www.thepensionsregulator.gov.uk/docs/pensions-reform-assessing-workforce-v3.pdf
http://www.thepensionsregulator.gov.uk/pensions-reform/staging-date-timeline.aspx
http://www.thepensionsregulator.gov.uk/docs/pensions-reform-getting-ready-v3.pdf
http://www.thepensionsregulator.gov.uk/docs/Pensions-reform-employer-duties-defining-workforce-v3.pdf
http://www.thepensionsregulator.gov.uk/docs/Pensions-reform-employer-duties-defining-workforce-v3.pdf
http://www.thepensionsregulator.gov.uk/docs/Pensions-reform-employer-duties-defining-workforce-v3.pdf

Accreditation Training Courseware - O3Training_Accreditation_PAY11PensionsR1.2.docx

Appendix C - Workplace pensions - Frequently asked questions

Workplace pensions Frequently asked questions @ http://www.dwp.gov.uk/docs/workplace-
pensions-fag.pdf

This leaflet answers some of the questions you may have about workplace pensions

Q1. Is everyone being enrolled into a workplace pension?

A. Starting from October 2012 (very large employers first), every employer has to enrol into a
workplace pension, workers who:

« are not already in a qualifying workplace pension scheme;

. are aged 22 or over;

* are under State Pension age;

« earn more than a minimum amount a year (£8,105.00 in 2012-13); and
» work or usually work in the UK.

Q2. I meet the criteria, when will I be enrolled?

A. If you meet the criteria above (Q1), the timing of when your employer will enrol you into a
workplace pension depends on their size. Very large employers are doing it first, in late 2012 and
early 2013. Other employers will follow sometime after this, over several years. Your employer will
give you the exact date nearer the time.

Key fact 1
‘Pension’
A pension is a way of saving money to provide you with an income when you retire.

When people talk about their ‘pension’ they can mean either the way they are saving for their
retirement and/or the income they receive when they're retired.

In this booklet, we also use ‘pension scheme’ and ‘pension pot’ to describe the way you save for your
retirement. Other names you may come across are ‘pension plan’, ‘pension policy’ and ‘retirement
pot’.

Income you receive when you retire is sometimes called ‘retirement income.’

Q3. What if | don’t meet the criteria to be enrolled?

A. If you don’t meet the criteria above when your employer starts enrolling workers, you will not be
automatically enrolled into a workplace pension. However, you may be able to join the pension
scheme if you want, if you are not already a member. Your employer will let you know (so long as
you're 16 or over, and under 75).

If you meet the criteria at a later date, for example you turn 22 or you start to earn more, and you are
not already a member, then your employer will automatically enrol you.

Q4. Why is this happening?

A. The aim is to help more people have another income, on top of the State Pension, when they
retire.
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The State Pension is a foundation for your retirement. If you want to have more, you need to save
during your working life. Otherwise, you may reach retirement facing a significant fall in your standard
of living. The full basic State Pension in 2012/2013 is £107.45 a week for a single person.

The government is getting employers to enrol their workers automatically into a pension at work so it
is easier for people to start saving.

You can opt out if you want to, but if you stay in you will have your own pension which you get when
you retire.

Q5. Who will pay into the pension?

A. You will pay into it. Your employer will pay into it too. They have to do this if you earn more than a
certain amount a year (£5,564.00 a year in 2012-13). Plus most people will get a contribution from
the government in the form of tax relief. This means some of your money that would have gone to the
government as tax, goes into your pension instead.

Key fact 2
‘Workplace pension’
A workplace pension is when an employer arranges to provide their workers with a pension when

they retire. It is sometimes called a ‘company pension’, an ‘occupational pension’ or a ‘works
pension’.

Q6. How much will I get from my workplace pension when | retire?

A. It's possible to get an idea of how much you will get from your workplace pension by getting a
‘pension estimate’ (also sometimes known as a ‘pension projection’). You can get this from whoever
runs your pension scheme.

They may also have an online calculator that can help you work out the income you may get when
you retire.

Q7. Will it be enough?

A. Being in a workplace pension means you’ve taken an important step towards giving yourself the

lifestyle you would like in later life. You may want to start thinking about the things you will need
money for in retirement such as paying bills, transport and buying food, and the things you may also
want to do such as:

. Run a car;

. Meet friends for lunch or drinks;

*  Buy gifts for your family or friends;
*  Go on days out/holidays;

» Do sport or other leisure activities.

Once you have an estimate of how much you can expect to get from your workplace pension you can
think about whether it will be enough. The ‘Your future wallet’ tool on Directgov may be able to help
you with this: www.direct.gov.uk/workplacepension

If you're concerned you will not have enough, you could think about contributing more to your
pension, working longer, and/or saving in other ways. You can find out more about your options at:
www.direct.gov.uk/pensions
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Key fact 3
‘Personal pension’ (people also sometimes call these ‘private pensions’)

It's possible for people to set up a ‘personal pension’ themselves directly with a pension provider.
You arrange this yourself with the pension provider of your choice, and you pay into it. As this is not
organised through your employer, they don’t pay into it.

Q8. What if | move jobs?

A. You may be automatically enrolled into a new workplace pension. This will depend on the size of
your new employer, when you move, and if you meet the criteria listed in question one. Very large
employers will automatically enrol all new workers who meet the criteria from late 2012/early 2013
onwards. Smaller employers will follow sometime after this.

If your new employer has a workplace pension but they don’t automatically enrol you, they may give
you the option of joining if you want.

If your new employer doesn’t automatically enrol you, this will be because of one or both of the
following reasons:

+ they are not yet required to do so; or
+ you don’t meet the criteria listed at question one.

If you start a new pension (either ‘workplace’ or ‘personal’), you may be able to combine your old
pension with your new one. Your new pension scheme provider will be able to tell you if this is
possible and, if so, how to go about doing it.

Or if you want to, you might be able to continue making contributions to your old pension scheme
after you've left your job. You would need to contact whoever runs your pension scheme to find out if
this is possible, if there will be a cost involved and if you will get tax relief.

If you can’t or don’t want to do either of these options, then what happens to your pension depends
on the scheme rules. Check with whoever runs your pension scheme.

Nowadays lots of people move jobs several times in their working lives, so it’s important to keep track
of the pensions you have. Keeping your statements will help you do this. If you have lost track of a
pension, the government’s Pension Tracing Service could help provide you with the contact details
for that pension.

Website: www.direct.gov.uk/pensiontracing

Q9. What if | leave my job to become self-employed or stop working?

A. You should think about what income you’ll have to live on in later life. Your employer will stop
paying into your workplace pension, but you might be able to continue contributing, if you want. You
would need to contact whoever runs your pension scheme to find out if this is possible and if there
will be a cost involved.

Alternatively, you might want to set up your own personal pension, or put other plans in place to give
you an income when you retire.
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Q10. What happens to my pension if | die before retiring?

A. The rules vary depending on the type of scheme. Find out from whoever runs your pension
whether you can nominate (choose) someone to receive the money if you die and how much they
would get.

If you can nominate someone, whoever runs your pension should ask you to confirm in writing who
that person is when you first join the pension.

If they don’t do this, you should ask them for a nomination form. You can change your nomination at
any time. It's important to review it if your circumstances change.

Please note: although in most cases the money will go to whoever is nominated, organisations who
run pension schemes are allowed to pay it to someone else if this is needed. For example, if the
person nominated cannot be found or has died.

Q11. Can | take the money out?

A. Currently, most people can’t take money from any pension scheme until they are aged at least 55.
The exact age you get your pension depends on the rules of the scheme. To find out, check with
whoever runs your pension scheme.

Q12. I’'m paying into a personal pension already, what should | do?

A. It's possible to have both a workplace pension and your own personal pension, so you could
choose to continue paying into both. Or you might choose to continue with just one of them. It
depends on your circumstances — for example, what you can afford and what your personal and
workplace pension schemes are offering. With your workplace pension, you will receive a contribution
from your employer that you won'’t get with your own personal pension. However, your own personal
pension may have a guarantee about future income.

If you’re considering this question, The Pensions Advisory Service might be a good place to start.
The Pensions Advisory Service is an independent voluntary organisation which provides free
information about pensions:

Website: www.pensionsadvisoryservice.org.uk

Q13. | had a workplace pension in a previous job, what should | do
about that?

A. You could leave it where it is. You will get it when you retire, so long as you were in the pension
scheme long enough. The length of time needed will be in the pension scheme rules. Or you might
be able to combine it with your new workplace pension. If you're considering doing this, you need to
check with your current pension provider that it's possible and, if it is, how to go about doing it.

If you need help with your pension options, The Pensions Advisory Service might be a good starting
point.

Website: www.pensionsadvisoryservice.org.uk

If you have lost track of a pension, the government’s Pension Tracing Service could help provide you
with the contact details for that pension.

Website: www.direct.gov.uk/pensiontracing
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Q14a. What if I’'m not sure it’s for me? | can’t afford it

A. For many people, paying into a workplace pension scheme is a good idea - even if they have
other financial commitments, such as a mortgage or a loan. This is because you're not the only one
putting money in. Your employer has to contribute too, provided you earn more than a certain amount
a year (£5,564.00 a year in 2012-13).

Most people will also get a contribution from the government in the form of tax relief. This means
some of your money that would have gone to the government as tax, goes into your pension instead.

Over time, this money adds up and can grow.

But you should make sure you can afford to meet your other commitments. If you’re behind on your
mortgage, rent, credit card or other debt payments then a pension might not be the right step at the
moment. It's something you should come back to at a later date, once your debts are more under
control.

If you start saving into a workplace pension but then a few months or years later you want to stop
paying, you can do so. You might want to check with whoever runs your pension scheme what
happens when you stop paying, and how to rejoin.

You can start paying into your employer's scheme again at a later date, if you decide you want to.
Your employer has to accept you into their pension scheme once in every twelve month period. This
means if you leave, join, then leave again within twelve months your employer does not have to
accept you a second time. But they can choose to do so.

If you opt out or you stop making payments, your employer will automatically enrol you back into their
pension at a later date. This is usually every three years. This is because your circumstances may
have changed and it may be the right time for you to start saving. Your employer will contact you and
you can choose to stay in the workplace pension or opt out.

If you're struggling with debts and would like advice on how to manage your money, you might find
the Money Advice Service a good starting point.

Website: www.moneyadviceservice.org.uk

Case study
Nicola, age 34 and Paul age 38

Nicola: “When | first heard | was going to be put into a pension at work | thought ‘how am | going to
afford this on top of everything else!” We have enough demands on our money as it is and it only
seems to be getting harder these days! | mean what with the cost of so many things going up...”

Paul: “...and our salaries are staying the same. | mean none of us are getting any more money to
cover these extra costs!”

Nicola: “But then a friend at work said they were going to stay in. They said the thought of having just
the State Pension and nothing else, when they'’re old, had really made them think. They felt perhaps
they should be doing something. And with this pension, your employer has to pay in too.”

Paul: “So now we’re going to stay in and see how it goes.”
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Q14b. What if I'm not sure it’s for me? | don’t need to start saving for my
pension yet

A. It may seem early to start planning for later life, but remember you could have twenty years of
retirement and you will need an income. A workplace pension is one way to provide that income.

Usually, the younger you are when you start paying into a pension the better. The money has more
time to grow.

So even if it's only a small amount, the money you put away early in life can build up over time.

Case study
James, age 22
‘I hadn’t really thought about what I'll live on when I'm old. | suppose | just assumed you get

something from the government. But now I've found out the basic State Pension is around £107 a
week. | don’t know what my life will be like when I’'m retired, but I’'m sure I'll want more than that.”

“I was thinking of opting out of my work’s pension, as I'd rather have the money now. But if | want to
have an income on top of the State Pension when | retire, perhaps | should stay in. I've also heard
the younger you are when you start the better. If the money comes out of my pay before I've even
had it, after a while | don’t think I'll notice it's gone.”

Q14c. What if I’'m not sure it’s for me? It’s too late for me

A. Being in a workplace pension is worth considering, even if you think you’re too old. Unless your
retirement is just a few weeks away, there’s still time to build up some money.

Unlike other ways of saving, being in a workplace pension means you’re not the only one putting
money in. Your employer has to contribute too, provided you earn more than a certain amount a year
(£5,564.00 a year in 2012-13).

Most people will also get a contribution from the government in the form of tax relief. This means
some of your money that would have gone to the government as tax, goes into your pension instead.

If, when you retire, your pension savings are not more than a certain amount, you might be able to
take it as a cash lump sum (instead of a regular income). To find out if this is possible, and if so, the
amount and other rules, check with whoever runs your pension scheme.

Case study
Anne, age 54

“At first | couldn’t see the point in contributing to a workplace pension at my age. | wasn'’t sure | would
get much out of it. But now I think I'll stay in. | like the idea that I'm not the only one putting money in.”

“l already put a bit into an ISA from time to time, but it's been at the back of my mind that | should be
doing more for when | retire. | think being in the pension at work could be a good way to build up
some more money. It's about 12 years before | get my State Pension, so I'll be working and saving
into my pension for at least that time.”

Q15. Are pensions safe?

A. No savings, including pensions, are ever entirely risk-free. However, the government has put an
increasing number of controls in place designed to minimise the risks. This means your money is
better protected than in the past.

The Pensions Regulator regulates workplace pensions

Website: www.thepensionsregulator.gov.uk
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The Financial Services Authority (FSA) regulates the providers of personal pensions

Website: www.fsa.gov.uk

There’s no perfect answer for where to put your money for later life. Each type of saving and
investment works differently and has its own pros and cons. But for most people it's better to do
something, such as pay into a workplace pension scheme, than do nothing.

Key fact 4

Two types of workplace pension

There are two main types of workplace pension schemes:
1. Defined Contribution schemes

Your pension pot is put into various types of investment, such as shares (shares are a stake in a
company). The amount you get at retirement is based on how much is paid in and how well the
investments have performed. Normally, when you retire, you take some of your pension pot as a tax-
free cash lump sum. You use the rest to buy yourself an income, on which you might pay tax. These
are also known as ‘money purchase’ schemes.

2. Defined Benefit schemes

The amount you get at retirement is based on various factors. These could include how long you
have been a member of the pension scheme and your earnings. Examples include ‘final salary’ or
‘career average’ earnings related pension schemes. Normally when you retire you take some of your
pension as a tax-free cash lump sum. The rest you get as a regular income, on which you might pay
tax.

The first of these types is more common. To find out which type you are in, check with whoever runs
your pension scheme.

Q16a. | want to know more about workplace pensions. How is the money
invested?

A. With a Defined Contribution workplace pension (see Key fact 4, page 12 for an explanation of
Defined Contribution), the contributions you and your employer pay in, plus the contribution from the
government in the form of tax relief*, go into your pension pot.

Your pension pot is put into various types of investment, such as shares (shares are a stake in a
company). It is expected to grow over time.

Your pension pot is invested in this way because in the long run it usually gives a better return than a
savings account.

With some workplace pension schemes, you may be able to make decisions about how your money
is invested. But you don’t have to — all pension providers have to offer a fund that meets the needs of
most people and this is where your money will be automatically invested. Whoever runs your pension
scheme will have more information on this.

The earlier you start putting money into your workplace pension, and the more you and your
employer put in, the more money you're likely to have at the end.

© Pegasus Training Services Page 136


http://www.fsa.gov.uk/

Accreditation Training Courseware - O3Training_Accreditation_PAY11PensionsR1.2.docx

A. With a Defined Benefit workplace pension (see Key fact 4, page 12, for an explanation of Defined
Benefit), the amount you get at retirement is based on various factors. These could include your
earnings and how long you have been a member of the pension scheme. How exactly it is worked
out varies from scheme to scheme — whoever runs your pension will have information on this.

*Tax relief means some of your money that would have gone to the government as tax, how goes
into your pension pot instead.

Q16b. | want to know more about workplace pensions. Can the value go
down as well as up?

A. With Defined Contribution workplace pensions (see Key fact 4, page 12, for an explanation of
Defined Contribution), your pension pot is put into various types of investment, such as shares
(shares are a stake in a company).

Your pension pot is invested in this way because in the long run it usually gives a better return than a
savings account. Over the years, the value of investments can go up and down. But even if the value
goes down in the short term, it is likely to recover in the long term.

As you approach retirement, you may be asked if you want your pension pot moving into investments
less likely to reduce in value in the short-term. (This is called lifestyling). Some pension schemes do
this automatically. You can check with whoever runs your pension if this applies to your scheme.

A. With Defined Benefit workplace pension schemes (see Key fact 4, page 12, for an explanation of
Defined Benefit) the amount you get at retirement is based on various factors. These could include
your earnings and how long you have been a member of the pension. How exactly it is worked out
varies from scheme to scheme and could change over time.

Q16¢. | want to know more about workplace pensions. Could | lose my
pension if my employer goes bust?

A. If you have a Defined Contribution workplace pension (see Key fact 4, page 12, for an explanation
of Defined Contribution), your pension pot is looked after by whoever runs your pension scheme. This
is usually a pension provider, so if your employer goes bust you won'’t lose your pension pot.

If a pension provider cannot pay, there are a number of organisations who might be able to help. For
example, if the provider was authorised by the Financial Services Authority, the Financial Services
Compensation Scheme (FSCS) can provide compensation. This will generally be because the
provider has stopped trading and/or is unable to pay its debts. For more information visit:
www.fscs.org.uk

If your pension scheme is run by your employer (on a ‘trust’ basis)* and they go bust, your pension
pot might be smaller than it would have been. This is because, if your employer has been paying the
pension scheme administration costs, they will no longer be doing so. These costs would now come
from the scheme members’ pension pots.

A. If you have a Defined Benefit workplace pension (see Key fact 4, page 12, for an explanation of
Defined Benefit) your employer is required to make sure their scheme has enough money to pay
workers’ pensions.

The Pension Protection Fund was set up in April 2005 to protect you if your employer goes bust and
the pension scheme does not have enough money to pay your promised pension.

For people who have reached their scheme’s pension age the Pension Protection Fund will generally
pay 100 per cent compensation. For most people below the pension age, the Pension Protection
Fund will generally pay 90 per cent compensation.
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For more details on compensation visit: www.pensionprotectionfund.org.uk

*This is known as a ‘Trust-based’ Defined Contribution workplace pension scheme. The other type
(run by a pension provider) is known as a ‘Contract-based’ Defined Contribution workplace pension
scheme. If you want to know which type of Defined Contribution pension scheme you are in, check
with whoever runs your pension scheme.

This booklet is only a guide and does not cover every circumstance. The information contained in the
document is correct as of January 2012. Some of the information may become inaccurate over time,
for example because of changes to the law.
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Appendix D - Changing the automatic enrolment PRP definition in
Opera Payroll

Introduction

This guidance only applies if:

e your staging date has passed and you are already assessing employees for automatic enrolment and
e the assessment is currently based on using a Pay Reference Period (PRP) that is aligned with the period of
time that an employee is paid their regular wage or salary.

If you have not yet reached your staging date you must consider the PRP definition you wish to apply when you do
start assessing your employees for automatic enrolment.

The Department for Work and Pensions (DWP) recently changed the legislation that affects the duties of employers to
automatically enrol their employees.

In particular this affects how the pay reference period (PRP) is defined. Before 1* November 2013 the PRP was always
aligned to the period of time that an employee is paid their regular wage or salary (their pay period). Now employers
have a choice of either aligning the PRP with:

e their employees’ pay period (the only option available prior to 1° November 2013), or
e income tax calendar weeks or months i.e. aligned with the income tax period (this is a new option).

Employers can use either PRP definition for their employees. It is also possible to use different definitions for different
employees if required.

Prior to the Opera 3 (2.10) and Opera Il (7.30) releases it was only possible to align your PRPs to the period of time
when an employee is paid their regular wage or salary. Now in Opera it is possible to align your PRPs with the income

tax period instead if required.

This guidance explains the process you must follow in Opera to switch the PRP definition to be aligned to the ‘income
tax period’ (i.e. in the situation where employees are currently being assessed based on ‘pay period PRPs’).

Guidance

This guidance relates to assessing employees who have not yet been auto enrolled. Those who have already been
auto enrolled are not affected because they have already been assessed.

Note: employees who have already been auto-enrolled (regardless of whether they subsequently opted-out or not)
are not affected by changing the PRP definition.
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Part 1 - Analysis of what process will be required

At the point the switchover in PRP definition is to occur, it is important to look at how the final PRP applicable under
the ‘old definition’ relates to the start of the first PRP applicable under the ‘new definition’ (i.e. an ‘income tax period
PRP’). The relationship between the ‘final old PRP’ and the ‘first new PRP’ has an effect on how the employer must

assess their employees at the point of the PRP switchover.

If there is a gap between the old and the new PRP you may need to so separate assessments for those;

e whose 22" or 16™ birthday falls within those extra days or,
e whose period of postponement ends on any of those extra days or,
e who choose to opt-in during those extra days.

Example 1 — standard monthly paid employees

e  Employees are paid monthly on the 28" of each month for the work performed during that calendar
month.

e Prior to the switchover in PRP definition this means the PRP runs from the first day to the last day of the
month.

e The employer decides that they wish to switch to using an ‘income tax period PRP’ instead.

The employer is about to pay employees for the month of May (i.e. May 28" pay day) so the employer decides that
May will be the last pay day they will apply the ‘old definition’” PRP, with the employer then switching to ‘new
definition’ (‘income tax period’) PRPs from the June pay day onwards.

This means:

e the final PRP that is applicable under the ‘old definition’ will be 1% May - 31° May.
e the first PRP applicable under the ‘new definition’ will be 6™ June to 5" July
(i.e. the income tax month that the June 28" pay day falls within).

Therefore for the May 28" pay day, the assessment process will ordinarily only consider employees with an
assessment date that falls between 1% to 31 May. For the next pay day (June 28th) the assessment process will
ordinarily only consider employees with an assessment date that falls between 6™ June to 5™ July.

This means there is a gap between the final old PRP and the first new PRP, specifically the days from 1*to 5% June
inclusive (i.e. the 1% to 5™ June do not fall in either the final old PRP or the first new PRP).

Therefore when assessing employees for the May 28" pay day the employer must also additionally assess (consider)
employees with assessments dates from 1% to 5™ June inclusive (i.e. a second assessment is required).

Note: in all likelihood the only employees for the May 28" pay run who will have an assessment date that falls within
the ‘extra days’ of 1% to 5" June will be those:

e whose 22" or 16™ birthday falls within those extra days or,

e  whose period of postponement ends on any of those extra days or,

e  who choose to opt-in during those extra days.
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Example 2 — monthly employees paid in arrears

e  Employees are paid monthly in arrears on the 4™ of each month for the work performed during the
previous calendar month.

e Prior to the switchover in PRP definition this means the PRP runs from the first day to the last day of the
month.

e The employer decides that they wish to switch to using an ‘income tax period PRP’ instead.

The employer is about to pay employees for the work performed during the month of June (i.e. July 4t pay day) so the
employer decides that the July g pay day will be the last under which they will apply the ‘old definition’ PRP, with the
employer then switching to ‘new definition’ (‘income tax period’) PRPs from the Aug 4" pay day onwards.

This means:

e the final PRP that is applicable under the ‘old definition’ will be 1% to 31% July.
e the first PRP applicable under the ‘new definition” will be 6" July to 5t Aug (i.e. the PRP will be the income
tax month that the Aug 4 pay day falls within).

Therefore for the July 4" pay day the assessment process will consider employees with an assessment date that falls
between 1° to 31% July, and for the next pay day (Aug 4™ the assessment process will consider employees with an
assessment date that falls between 6™ July to 5 Aug.

This means there is no gap between the final old PRP and the first new PRP i.e. the first new PRP actually overlaps
the final old PRP.

Therefore when assessing employees for the July 4t pay run the employer does not need to additionally assess
(consider) any other employees.

Note: When the Aug 4" pay run is then processed the employer will assess employees with assessment dates from 6"
July to 5t Aug. However the employer must ensure they also consider (take into account) any assessments that were
performed in the July 4" pay run that apply to the ‘overlap period’ between the final old PRP and the first new PRP (i.e.
assessment dates that fell between 6™ and 31 July); For example, any employees were auto-enrolled in the July 4"
pay day using an assessment date that fell between 6" and 31 July then those employees should not be re-assessed
again during the Aug 4" pay run (i.e. they have already been dealt with in the July pay run).

Part 2 - How it affects Opera

Step 1

In Opera, at the point the ‘final old PRP’ is to be processed/assessed, the Payroll > Utilities > Set Options setting for
Align Pay Reference Period with Tax Period should be left unticked.

This means that the Calculation that is performed for the final old PRP will still perform its assessment based on the
old PRP definition.

Once that Calculation process has been performed, any employees who have become Eligible Jobholders (EJ) for
example will be auto-enrolled or postponed as per usual.
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Step 2

If it is the case that there is a gap between the final old PRP and the first new PRP, then prior to finishing the current
pay period (for example: prior to running the Update) you must deal with any employees who have an assessment
date that falls within those ‘extra days’ of the gap (for example: from the 1% to 5" of June based on Example 1 above).

If no such employees are identified then there is nothing more to do in terms of handling the PRP switchover, and the
current pay period can be processed/finished as per usual. However, if any such employees are identified they must
be manually assessed to determine what their auto-enrolment category (and hence auto-enrolment status) should
be.

Their category and status should then also be manually addressed by using the Payroll Processing > Pensions > Auto
Enrolment Details form and updating the relevant fields.

Note: Employees who are about to turn 22 or 16 will be identified on the Calculation audit report produced when
running the Calculation for the final old PRP. Employees who choose to opt-in will be identified by the fact that they
will have given their employer an opt-in notice.

However, employees whose period of postponement ends on any of those extra days will not be highlighted on the
Calculation audit report for the final old PRP; such employees can though be identified by running the Payroll >
Pensions Report > Auto Enrolment Details report and:

e selecting a Status of Postponed, and,
e entering an associated status ‘from & to’ date range that covers the extra days (for example: 1% June to 5t
June); the date range selection criteria will be applied to the employees postponement end date.

Note: whenever manual assessment is to be performed you must remember to compare the employee’s earnings
against the auto-enrolment thresholds that apply on the assessment date (and not those that apply on the
employee’s usual pay date); this is particularly relevant when dealing with assessment dates that fall in the month of
April (the auto-enrolment thresholds are usually changed by DWP from 6" April each year).

Step 3
Once the pay period of the final old PRP has been finished (whereby all employees have been assessed, the associated
pay period has been Calculated/Paid/Updated etc. and moved into the next pay period) the Payroll > Utilities > Set

Options setting for Align Pay Reference Period with Tax Period should then be selected.

From that point onwards the Calculation will always apply ‘income tax period PRPs’ when assessing employees.

Note: Align Pay Reference Period with Tax Period is set on an individual Payroll Group-by-Group basis.
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Application of postponement in the lead up to changing the PRP definition

If postponing your employees for AE is your normal process, you should also consider the impact of changing the PRP
for these EEs.

When choosing to automatically set an employee’s postponement end date to Last day of current PRP, Last day of
following PRP or Last day of Z"dfo//owing PRP (for example by using the Payroll Processing > Pensions > Auto
Enrolment Details form) the derived end date is always based on the current setting of the Align Pay Reference Period
with Tax Period option.

Therefore in the lead up to the PRP switchover (before selecting the Align Pay Reference Period with Tax Period
option) you may need to manually input the required postponement end date to ensure it fits with the new PRP
definition.

For example (this example leads on from the main example above covering the month of May);

e under the old PRP definition an employee was due to be auto-enrolled on 1% May; the employer decides they
want to postpone the employee until the Last day of current PRP (i.e. they want to re-assess the employee
again as of the start of the next PRP).

e based on the current setting of Align Pay Reference Period with Tax Period (not used yet) the postponement
end date would automatically be set to 31° May, thus meaning the employee will be re-assessed again on 1%
June.

e however, given that once the May pay period has been processed the employer will then be using ‘income
tax period PRPs’, it would make more sense for the postponement end date to be set to 5" June (so that the
employee is re-assessed as of 6™ June i.e. the start of the next PRP based on using income tax period PRPs).

o therefore the employer would need to manually set the postponement end date to 5™ June if that is the date
they would prefer to use.

Important: when setting the postponement end date you must ensure the end date does not exceed the maximum
postponement period of 3 months.

Once the Align Pay Reference Period with Tax Period option has been selected the setting of an employee’s
postponement end date to Last day of current PRP, Last day of following PRP or Last day on"dfolIowing PRP will then
derive the end date based on income tax period PRPs.

Guidance

Note: The guidance above uses a monthly payroll for ease of explanation; however the same process applies
regardless of the pay frequency in use.
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Key Points
The key points to note when switching to an ‘income tax period PRP’ are:

e Care must be taken at the point of PRP switchover to correctly identify the date range of the ‘final old PRP’
and the “first new PRP’.

e In Opera, the Align Pay Reference Period with Tax Period setting should not be used when processing the pay
period that is applicable to the final old PRP.

e You need to identify whether there is a gap between the final old PRP and the first new PRP:

» If there is not a gap (i.e. the PRPs overlap) then only a single assessment needs to be performed for
the pay period applicable to the final old PRP; Opera will perform that assessment automatically
during the Calculation. Employees should then be auto-enrolled etc. as per usual based on that
assessment.

» If there is a gap then prior to finishing processing of the current pay period an additional assessment
must be manually applied to any employees with an assessment date that falls in the gap; any such
employees should then be auto-enrolled etc. as per usual based on that assessment.

e In Opera, once processing of the pay period of the final old PRP has been completed (i.e. Updated), before
you then start processing/assessing the pay period applicable to the first new PRP, the Align Pay Reference
Period with Tax Period option should then be selected.

e For monthly payrolls where the ‘old style PRP’ runs from the first day to the last day of the calendar month, if
the usual pay date falls on the 6" day of the month or later, it is likely that there will be gap between the final
old PRP and the first new PRP at the point of PRP switchover (in which case an additional manual assessment
will be required during the final old PRP).

© Pegasus Training Services Page 144



Accreditation Training Courseware - O3Training_Accreditation_PAY11PensionsR1.2.docx

Why would an employer want to change their PRP definition to use ‘income tax
period PRPs’ instead?

e where an employer chooses to use income tax period PRPs then the employees will be assessed against the
monthly auto-enrolment thresholds. Where an employer operates 4,4,5 week earnings periods, the ‘pay
period PRP’ option must be used so that Opera can do the AE assessments automatically.

where an employer operates 4,4,5 week earnings periods but pays the employees on a monthly basis (i.e.
whereby tax, NI etc. are calculated as a standard monthly payroll, where a ‘pay period PRP’ definition is in
use) the employees earnings must be assessed based on 4 or 5 weeks’ worth of the weekly auto-enrolment
thresholds according to when they are paid (even though the employees are paid monthly and are taxed on a
monthly basis); the employer is not permitted to apply monthly auto-enrolment thresholds (and as such
Opera cannot automatically perform such 4,4,5 assessments; they must be performed manually).

Note: if the employer has a mixture of 4,4,5 paid employees, and ‘regular salaried paid’ monthly employees,
the employer need only change the PRP definition to ‘income tax period PRPs’ for those 4,4,5 paid
employees (and to do so in Opera will require the 4,4,5 paid employees and the ‘regular salaried paid’
employees to be held in separate Payroll Groups); the employer can however change all employees to use an
‘income tax period PRP’ if so desired.
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Accreditation Training Courseware
Other Guides and Help

The following user documents are also provided with the respective software. Guides are available from
various sources including Answerlink, the Opera 3 CD and from the Opera 3 Client installation’s main
folder, normally C:\Program Files\Pegasus\Client XXX\User documents (where XXX is either VFP or SQL).
Some guides are also available from the Opera 3 Help menu or respective software Help menu.

Readme File

The Readme file is an HTML document. It contains late breaking news and any other release specific
important information.

Note: This file can also be accessed from the Opera 3 CD Installation Menu with regards to Opera 3.

Release Guide

When new versions are released such as Opera 3, they are normally accompanied by a Release Guide
that contains information such as What’s New in this Release, Release History, and Functional Differences
between versions.

Note: This guide can also be accessed from the Opera 3 CD Installation Menu with regards to Opera 3.

Installation Guide

The Installation Guide is provided to help you install the application in your chosen Windows environment.
It contains technical information and advice to ensure the installation process is successful.

Demonstration Data Guide

This guide is provided to assist the use of the demonstration data and contains pertinent information that is
not contained elsewhere in the product documentation. It is recommended that the Help be used at the
same time.

Implementation Guide

The Implementation Guide provides a high-level view of an application such as Opera 3 and how to
approach an implementation. It details how the modules are integrated, and recommends the order in
which elements should be set up.

System Requirements Guide

The System Requirements Guide details the minimum and recommended computer hardware and
software requirements that are required to install and use software such as Opera 3 Enterprise and Opera
3 Enterprise SQL.

It also includes guidance on using Opera 3 Enterprise and Opera 3 Enterprise SQL in a Terminal Services
environment run in Windows Server 2003 and Windows Server 2008 (32-bit & 64-bit).

Help
F1 Help provides details of all the functions available in the application.

Document Management & Executive Dashboards Guides

Installation Guides are available for both Document Management and Executive Dashboards. A user guide
is also available for Executive Dashboards. Help for Document Management is in the Opera 3 Help.

Note: The guides are in the respective folders on the Opera 3 CD and can be accessed from the Opera 3
CD Installation Menu.
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