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Employer Website Initial Setup and Data Maintenance Process

Whilst your site will contain some basic information on first login, you must verify the data and enter
additional information to ensure that your site works correctly. Please follow these steps to
complete your setup:

1. Website link
Click on the link provided in the email. The below screen will be available to enter the login
details.

Pensions

Welcome to your Pension portal

=) = &

2. Login Details
The login name was issued in the welcome email. A separate email was issued with the
password. Enter the password and click on login.
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Pensions

Login Name

|[est@ nowpensions.com

Password

Forgotten your password?

After the login is successful it will prompt you to change the password.

3. Change Password

Your e-mail address will appear in the address field. Enter a new password and re-enter the
new password to confirm. Click on Save to update the new password.

Pensions

Welcome to your Pension portal e Login to begin

On your first attempt to access this site you
must change your password to something
suitable.

Please change your password to continue.

User Email Address

v e—
: -— ﬁ N, 3 V New Password

Confirm New Password

Active password rules

The password must be between & and 15
characters.

The password must be different from the last
10 passwords.

The password must contain at least one of:
uppercase letter, lowercase letter, digit




You should change the password on a regular basis to maintain the system security. Change
Password option can be accessed from the left hand screen menu. The below screen
appears when the password is successfully updated.

Pensions

Welcome to your Pension portal e Login to begin

You have successfully updated your
password.

PLEASE DO NOT WRITE THIS PASSWORD DOWN.
However, do make every attempt to remember
what it is as it will be required next time you

login.

4. Welcome Screen
Click on continue to view the welcome screen.

NOW: o Lostogincme 23012014 12153 ([EGRBUREY

Pensions

Home Pensions Employees Reports Import Data Q

Record Maintenance

R Welcome to your Auto Enrolment Portal

Admin Login The list below represents some of the most common activities.
Reference Data

Company Details

Password
There are no outstanding notifications
Change Password

Change Email Address

®  Your Auto-Enrolment Employee Summary

View the number of employees in each worker category and scheme.




5. Verify Company Details
Company Details can be verified by selecting Company Details from the left hand screen
menu. Check the existing details and make any changes or additions as required. Please
enter all the mandatory fields marked with *.

w. 0 Last login time: 23,/04,/2014 121538 Logout e

Home Pensions Employees Reports Import Data Q

Record Maintenance

e Company Details
Admin Login
Company Name

Reference Data
Company Details Company Trading Name F - o
) Bank Derails.

Company Number *
» Company Address

Type of Company Limited Liability Company ¥ | *

Password

Change Password

Change Email Address

Please ensure that you add your Pension Regulator Reference, which is a 10 digit number.
Select the Save button to update the entered company details.

PAYE Reference
Staging Date
Pension Regulator Reference 2]

Company Code o
s Holding Company
Bureau

Bureau Code

01/01/2014



No Of Included Employees 101-150
Mo Of Included Employees Actual
Start Date 01/01/2014
Payroll Contact Name
Payroll Contact Email
Payroll Contact Phane
Payroll Provider

Assessment Responsibility

Fields marked with an asterisk {*) must not be left empty

Save
Bank Details @
Add
Company Address @
Address Line 1 Postcode

Open  Delete

6. Adding Bank Details
Bank details are required from which contributions will be made as well as to make
payments in respect of reversals for Auto Enrolment (AE) opt outs. To access the bank
details input screen, select Company Details from the left hand screen menu, then Bank
Details. Select the Add button and enter your company bank details in the fields provided
and click on Save.



w‘ e Last login time: 23,/01/2014 12:29:25 Logout ¢

Home Pensions Emplovees Reports ImportData Q

Record Maintenance

Bank Details @

Employee

Admin Login "
Effective Date
Reference Data
The date and time when this data will become effective, and can be seen in the system.
Company Details
Last Updated Date

» Bank Details
Bank *
» Company Addrass
Password Bank Sort Code *
Change Password Account Number .
Change Email Address
Account Name *

Building Society Roll Number

Fields marked with an asterisk (*) must not be left empty

Save

Once the save button has been selected, the screen will display the effective date and time
of when these changes will be effective. Existing bank details can be amended in the same
place at a later date if required.

w. 9 Last login time: 23,/01,/2014 12:2925 Logout e

Home Pensions Employees Reports Import Data Q,

Record Maintenance

— Reference Data
Admin Login e
Effective Date 28/01/2010 12:58:24

Reference Data
The date and time when this data will become effective, and can be seen in the system.
» Company Contact Details

» Pensionable Salary Definition

Company Contact Details
Company Detzils Valid from Valid until Company Contact Type ContactName  Email Address

Password Open  Delete
TR RS

Change Email Address Add



7.

Employer/Admin role account setup

As the site owner, you are able to create or edit login details for other members of staff,
authorised to use this system. To create additional users, navigate to Admin Login on the left
hand screen menu. Select the Add button to enter the input screen.

®
. 9 Last login time: 23/

Home Pensions Employees Reports ImportData Q

Record Maintenance

Admin Login List
Employee Ogl ls
Admin Login
Reference Data . . . .
® chrisd@nowpensions.com chrisd @ nowpensions.com
Company Details
® anna@nowpensions.com anna@nowpensions.com
Password = P = H
Change Password & garry@nowpensions.com garry@nowpensions.com
Change Email Address
®  justin@nowpensions.com justin@nowpensions.com
@ nadine@nowpensions.com nadine@ nowpensions.com
® owen@nowpensions.com owen@nowpensions.com
e NOWOSU mplementations@ nowpensions.com
® matthewl@nowpensions.com matthew!@&nowpensions.com

Add

User Roles:

Please note that you should only select ‘Employer’ when creating additional users on the
system.

Setting up the Payroll

It is essential to set up your payroll data in the system to ensure that your employee pension
information is correctly calculated and exported to your pension provider. To set up your
payroll, please navigate to Reference Data from the left hand screen menu, then Payrolls.

/2014 121557 Logout



w. 9 Last login time: 23/01/2014 122925 Logout ¢

Home Pensions Employees Reports ImportData Q
Record Maintenance
I Payrolls
Admin Login
Acterence Data Payroll Code
» Company Contact Details Payroll Type Maonthly v
1 Payrolls
R e e R e Payrolls List  Save
» Company Type .
o e Payroll Details

Password

Change Password

Change Email Address

Add your 4 letter Payroll Code and select a Payroll Type from the drop down menu. Select
save. Once you have added your payroll code, select Payrolls List. The payroll code you have
just created will appear in the list.

Payrolls

Payroll Code ABBC

Payroll Type Fortnightly E

Payrolls List Save SaweAll

Payroll Details

Add

Now input the details for this payroll code by selecting the payroll from the list and then
click on the Add button below the heading Payroll Details.

10



Payroll Details

Pay Period
Processing Date
Pay Period Start Date

Processed
Processed Date
Pay Date

Payroll Details List

1
25/01/2014

01/01/2014

No [«]

111172011

00[~]:|00[~]:00[~]
27/01/2014

Save Sawe All

Once you have selected the Add button, the input screen will appear.

1. Now enter the required information in the fields provided. Ignore the Processed and

Processed Date fields.
2. Select the save button.

3. Select Payrolls on the left screen menu, and then select Add under the Payroll

Details heading for the payroll code you are working on, which takes you back to the

input screen. Now enter the details for the next pay period e.g. Pay Period

4. Continue with steps 1 — 3 until you have created all the periods for this payroll type

e.g. 12 periods for a monthly payroll.

A completed payrolls list might look like this.

Payrolls List

@ ABBC Fortnightly

@ AABB Monthly

@ ABCD Weekly

@ ABDD Manthly
Add

11

Open

Open

Open

Open

Delete

Delete

Delete

Delete



9.

A completed monthly payroll setup might look like this.

Payrolls

Payroll Code AABB

Payroll Type Monthly E

Payrolls List Save Save All

Payroll Details

Pay Period Processing Date  Pay Period Start Date Processed Processed Date  Pay Date

2

25/01/2014 01/01/2014 No 27/01/2014 Open  Delete
25/02/2014 01/01/2014 No 27/02/2014 Open  Delete
25/03/2014 01/01/2014 No 27/03/2014 Open  Delete
25/04/2014 01/01/2014 No 27/04/2014 Open  Delete
25/05/2014 01/01/2014 No 27/05/2014 Open  Delete
25/06/2014 01/01/2014 No 27/06/2014 Open  Delete
25/07/2014 01/01/2014 No 27/07/2014 Open  Delete
25/08/2014 01/01/2014 No 27/08/2014 Open  Delete
25/09/2014 01/01/2014 No 27/09/2014 Open  Delete
25/10/2014 01/01/2014 No 27/10/2014 Open  Delete
25/11/2014 01/01/2014 No 27/11/2014 Open  Delete
20/12/2014 01/01/2014 No 23/12/2014 Open  Delete

Importing Employee Data

You are required to input your employee data into the system. This data needs to be

imported for each pay period, to ensure that up to date information is passed to your

pension administrator. You will receive a reminder before each upload is due, to ensure that

your employee details are received and processed in good time.

Where does my employee data come from?
Your employee data will come from your payroll system. This data should be in the
required format for the system to recognise during a data import.

How is my employee data uploaded to the system?
To import employee data, navigate to the Import Data menu at the top of your
screen.

e  From the Import Name drop down field, select Generic Input File.

e Browse to locate your employee data file.

e The e-mail address will be used to send notifications once the import is

complete.
e Select the Import Data button.

12



e A pop up notification will appear — select OK.

w. 9 Last login ime: 23,/01/2014 121557 Logout

Home Pensions Employees Reports ImportData Q

Data

Impaort Data Imp Ol't Data

EEES Depending on the size of the file you are importing this could take several minutes, so please be patient.

Import Name i Generic Input File v
p— ;  Mormal ki
Import's maintenance mode I
€SV File 9 Browse | No file chosen
Email Address i
Import Data

P

Message from webpage Iﬁ

Your file will be imported to the server.
@' ‘You will then have the chance to specify how you want your data to be
loaded into the database.

] 4 l ’ Cancel

e You will now be presented with the Importer Options Screen. This screen
allows you to select ‘Add’ and/or ‘Update’ options, depending on your
preference. Most commonly, both options are selected, which will allow the

system to import additional (new) records, as well as update existing
records.

13



Generic Input File Options

Importer Options

Please specify the options below according to how you wish to manage your data import. An option will appear against each section depending on
how it can be manipulated through the import process. Options will not be provided to sections that can only be updated.

Add New records to be added.
Update Existing records to be updated.
Delete Remaove all existing records before imperting new data.
Forename
Employee Middie Name
add ¥ Update ¥ S
NI Mumber
Title
Employee Mumber
Payroll
Personal Details Dste of Birth
5ex
Personal Details will automatically update.
Address Line 1
Addl'e SS Address Line 2
Address will automatically update. Address Line 3
Address Line 4
Address Line 5
Postcode

e Once you have made your selection, select the button below this screen to
begin the data import process.

Begin Loading Data into the Database

e You will be presented with a progress screen. Depending on how much data
you are importing, this process may take a little while.

Importing (Step 2 of 2)

Your data has been successfully processed and is now being loaded into the database. Any exceptions will be emailed to your specified address.

Progress so far...

[
|Estirnated time remaining: 00:00:18
Abort
Details
|Imp0rt: ||GenericlnputFiIe
[Fite: |[sIF3a.csv
[started: ||o3/01/2014 10:02.58
User:
Status: Running
|Option5: ||Add, Update

14



e Once the import is complete, a results page will appear. Be sure to note the

‘Results’ section of this screen, where any import errors will be listed. You

will also receive notification via e-mail which confirms how many files were

imported successfully as well as any rejected or skipped files.

Import No. 11 is complete

Details

|Imp0rt: ||Gener|'c Input File
[Fite: |[siF3a.cov

Started: 03/01/2014 09:20:50
Finished: 03/01/2014 09:21:34
User: “

Time Taken: 0:00:44.627

Status: Complete

|Statu5 Dretail:

|| Import complete with some records rejected {Failure)

(Options: Add, Update
Starting Maintenance Mode: Nermal
|Requested Maintenance Mode: || Normal
Notification E-Mail Address: I
ValidationThreshold: 100
|Retention period (days): ||CI (Forever)
|Imp0rted file: || CSW
Results: Import completad with error(s) - please check the error report for further details.
4 record(s) in the import file
1 record(s) rejected
3 record(s) skipped
0 record{s) imported into the database
Error Log: || CsVv

c. What if an error occurs?

Should you receive notification that an import or part of an import has failed you

will be required to correct the affected files. This may be due to unexpected data in

a field/s or using a data file which does not match the required format.

i. How will I know if a failure has occurred?

The system will display a results screen, which lists any records which have

failed to import.

15




Import No. 11 is complete

Details

|Imp0rt: ||Gener|'c Input File

[Fite: |[siF3a.cov |
Started: 03/01/2014 09:20:50

Finished: 03/01/2014 09:21:34

User: “ |
Time Taken: 0:00:44.627

Status: Complete

|Statu5 Dretail:

|| Import complete with some records rejected {Failure)

(Options: Add, Update
Starting Maintenance Mode: Nermal
|Requested Maintenance Mode: || Normal |
Notification E-Mail Address: I
ValidationThreshold: 100
|Retention period (days): ||CI (Forever) |
|Imp0rted file: || csv |
Results: Import completad with error(s) - please check the error report for further details.

4 record(s) in the import file

1 record(s) rejected

3 record(s) skipped

0 record{s) imported into the database
|Err|:|r Log: || CsVv

Rejected records:
Skipped Records:

records that contain an error

existing records that have not changed since the last import

ii. How do | know what has caused the failure?
The above screen contains an Error Log. Click on the CSV button. This action

will call your data file. The error message will appear in the last column of

the file.

A2 - Jx | The value '1234' does not exist in the drop-down list for PAY CODE.

AF AG AH

Al Al Al

OPTOUT GROSS PA EXIT DATE EE CONT % ER CONT ¢ PAY CODE ER CODE  SCHEME C ERROR FOUND

Q R 5 T u \ w X Y z AA AB AC AD AE
ADDRESS | ADDRESS : ADDRESS « ADDRESS ! POSTCOD| EMAIL SAL SACRI EE CONTS ER CONTS AVCS OPTIN
]ADDRESS {ADDRESS | ADDRESS < ADDRESS | PC1 N 50 80 A£728.00 1000 3
ADDRESS | ADDRESS : ADDRESS < ADDRESS ! PC1 test@mai N 50 30 A£728.00 1000 5
ADDRESS | ADDRESS : ADDRESS - ADDRESS ! PC1 test2@mz N 50 80 A£728.00 1000 5
ADDRESS | ADDRESS : ADDRESS : ADDRESS | PC1 N 30 30 A£728.00 1000 3

8 1234 test
8 AAAM test
8 AAAM test
8 AAIM test

103|The valuel'1234'
103 Skipped record
103 skipped record
103 Skipped reco

In the example above, the PAY CODE for one of the records does not follow
the expected format. This may be due to an error in data entry, or due to
that particular pay code not being present in the system. To correct this
error, follow the process as described in Setting up the payroll. Once you
have created the pay code reference and entered the payroll details, you

can reimport your data. The error should not reoccur, as the pay code will

now be recognised.

Note that the e-mail notification received after the data import process has

completed, will also contain hyperlinks to your system login screen, as well

as the CSV file, where you can read the error message.
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