Employer Internet
User manual
Local Government Pension Scheme

Version 5
Last updated: 12/05/2009

If you have any queries, please contact the Pensions Unit on telephone number 01642 727777



1.0 Introduction

Employer Internet has been introduced to allow employers to connect to the Pension Fund'’s
administration system. Once connected, employers are able to:

View, create and amend member data

Perform Benefit Calculations

Produce & View documents

Connections are made to the Pension Fund’s system via the internet using a web client. The web client

runs through a web browser and is secured using 128 bit encryption.

2.0 Accessing the System

To access the system you will need user accounts and passwords, these will be issued by the Pensions
Unit. If new users are required please send an email to the Pensions Unit requesting access to
Employer Internet. The user accounts will be allocated to an individual and must not be shared with
other people as an audit log is produced to show entries made on the system.

You will need to supply the following details:

Name of User, telephone number and email address.



Logging On
Open you web browser and enter the site name (URL) as follows:

https://portal.middlesbrough.gov.uk

The homepage of the site will be displayed as follows:
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¥ou are about to log in ta the Middiesbraugh Councili/HBS private natwork.You are
responsibile for all actions attributable to your log on .

Do not disclose your passvord to anyone |

Access to this network should only be made from authonsed workstations or devices.
Please do not leave the session unattended at any time, and ensure that you log out
carrectly when your session is complata. Clicking on the 'log in’ buttan signifies your
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(Fr).
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Enter your Username and Password, select your connection speed appropriate to your organisation’s
Internet connection and then click ‘Log In’.

Your desktop will then be displayed within the browser window:
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walcoma ta yaur persenaized view of MataFrame XP applcations. The
applications box contans icans far the applications that you can use. Chek an
izan 1o lsunch an application, Click Refrash to view the latest appications.
Click Sattings to change your sattings. Clck a faldar icon to display its
contents. If you have problems using an spphcation, please contact your help
desk or system admirstrator for mone information.

Middleshrough Council /HBS Message Centre

1f you do not knaw your login information, please contact the 1T Services
Helpdesk on (01642) 263454,

IT Helpdesk opering hours are 8:30am = S:00pen (Mon = Thurs) and 8:30am
A 30pen (Fri).

& price 1o conneeting to the applications, users are required 1o have the
Citrix 1CA Web Clent Plug-1n installed.

To download the [CA chent software for Windows - chck here
Eor ather clients and information an Citrix [CA Client software - glick herg

] S @ danat

To open up the Pensions Administration System click (single click) on the Pensions Icon e in the
applications panel.



To access and use the Pensions Administration System you will be asked to supply logon details on each
of 2 screens

These screens will be displayed in sequence and require you to input your user name and password:

{4 AXISe Pension Systems - [Lived.h(] 1S
IE Session  Edit  View ‘Window Help - 8 x

Screen 1

Login to pentaxis E|

Uszer Mame  |emptest
E geeword  [Eesees ,.1 3
Service HLIVE

ak. | Cancel |

Followed by screen 2
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X

AXISE

Journal Ref: EMPTST UNAUTHORISED ACCESS TOD THIS SYSTEM
IS AN OFFENCE UNDER THE
Fassword:  [eisarens COMPUTER MISUSE ACT 1990




After successfully entering your username and password the main menu for Employer Internet is
displayed as follows:

(& AXISe Pension Systems - [Lived. lhi] 1Ead
@gession Edit “iew General ‘Window Help - g x

Xée

Employer Internet

General interrogation screen, search

for members, access different data

views within a member record, update

data, request information, perform [

estimates etc... i Member Maintenance Your inbox, lists all items that
require action. The listis in
date and priority order. Out of
Iﬁ] ew Starter date items are colour coded
New member creation screen —

i_;;_] Task Managenent

/— Menu facilities to access the

. icons above and change your
Main Menu
password




3.0 Using the Pensions Admin System

3.1 NEW STARTERS

From the Main Menu select NEW STARTER .-m

The first thing you must enter is the National Insurance number of the employee.

NEW STARTER
{ NI Number

IIJ171717D

When entered, AXISe will search to check a record does not already exist on the system.

If there is already a record on the system, the starter screen will appear with all the fields completed,

this is displaying the existing record on AXISe.

If a record does not already exist, the screen will appear as below

NI Number T7171717D! Supn Ref I—
Payroll Ref |7 Dept. Id |—
Surname I Title r______z]
Forenames I Sex r________E]
Scheme TO1 r
EmpTyp I_Ll r
Emper No 00888

Part Time I_L[ Part Time % /Hoursli

Pay on Entry

Employment Number

Harital Status -
Date of Birth -

DofB Verified

Disclosure Opt-Out

Date Joined Fund -

Previous Surnamel

Address Line

v
Address Line 2 I
Address Line 3 |

4
|

Address Line

Address Line 5

Telephone Number

—

Check I_I—I—j

Post Code
Fax Number

E-Hail |

The Scheme and Emper No are defaulted to the Employer Internet scheme and your employer code.

This screen should be completed as below.

NI Number Im Supn Ref l—
Payroll Ref W Dept. Id |—
Surname IFLINTSTONE Title Hr -
Forenames [EDGAR Sex rﬁ;I:____E]
Scheme To1 r
EmpTyp ITLI officer r
Emper No oosss Employer Internet

Part Time IY_L[ Part Time % J’Hourslm

Pay on Entry

12500.00 Employment Number

Harital Status|s -
Date of Birth [09,/05/1980 ~

DofB Verified

Disclosure Opt-Out

Date Joined Fund |01/01/2006 ~

Previous Surname|

Address Line 1 [123 THE VILLAGE GREEN Check
Address Line 2 |BEDROCK

Address Line 3 |ROCKVILLE

Address Line 4

Address Line S

—

Telephone Number

I

Post Code TS10 2AH
Fax Number

E-Hail

The Address should be
completed in CAPITALS
using a separate line for
each part of the address and
without any punctuation or
abbreviations.

The address, as input, will be
dropped onto any documents
printed from the member’s
record



Part Time & Part Time %0 / Hours

Whole Time

Part-time

Variable Time:

Casual:

Term Time only

Pay On Entry

This field is left blank to indicate a full-time employee (works 37 hours
Per week 52 weeks of the year. (if term-time only see below)

Enter Y - & Part time hours worked by the employee. These should
always be entered as decimals in the following format: 18.75/37.00
( Employee works 18hrs 45mins per week over a whole time of 37hrs )

Whole time equivalent should be entered as 37.00 hours for ALL
members (if term-time only see below)

Enter V - & average hours worked by employee and whole time as
37.00 hours. (if term-time only see below)

Enter C - do not list any hours worked

ENTER Y in Part-time. Hours need to be adjusted to reflect that they

do not work 52 weeks a year.

Examples;

Employee works 17 hours per week for 44.4 weeks a year, this should be recorded
as 17 x 44.4 / 52.14 = 14.48 per week and entered on system as 14.48/37.00
Employee works whole-time, 30 hours per week for 44.4 weeks a year, this should
be recorded as 30 x 44.4 / 52.14 = 25.55 per week and entered on the system as
25.55/37.00

Employee works 37 hours per week for 44.4 weeks a year, this should be recorded
as 37 x 44.4 / 52.14 = 31.51 per week and entered on the system as 31.51/37.00

This is the Whole-Time Equivalent Pay of the employee. ( /f employee works 18.50 hrs and earns £10,000 per
annum. Amount entered would be £20,000 — WT Equivalent )

For term time only staff the whole time equivalent pay is the pay from the spinal column point before

any adjustments are made.

You will not be able to see the record until the Pensions Unit has processed the relevant interface file.

Any fields not shown or detailed above do not require completion.



3.2 MEMBER MAINTENANCE
From the Main Menu select MEMBER MAINTENANCE i

This is the starting point for member enquiries or amendments.

Type in the employees NINo and click ‘OK’ to search for their pension record. Alternatively, you can use
any of the various fields to lookup the member record. You can enter full or part references to search
on, wildcards are entered by putting an asterisk after the wildcard entry. E.g. BROW™* will search for all
names beginning with BROW...

Once you have located the member, the member maintenance screen is used to view all the associated
‘DATA VIEWS’, view documents and update information.

To ensure easy access to the data views you may need to go to ‘View’ on the top tool bar, select
‘Toolbars’ from the drop-down list and tick;

AXISe Tool Bar

Current Views

User Views

If you log out at this point and ‘save changes to System’ and then log on again these data views will
always appear at the right hand side of the screen.

This screen is the starting point for; dealing with Variations (Contractual or Personal Changes)
producing Pension Estimates and inputting Leavers.

[& 4XISe Pension Systems - [Live1. lhL - Member, Summary Identification]

@gesswon Edit View General : [¥1; Documents o Choice [ window Help - 8 x

Xe mME i By
Employer Internet

Surname Part Time

Forenames Linked Members

Documents

NI Number Supn Ref Tasks
Payroll Ref Dept. Id

Sex

Address Line 1

Post Code

E-Mail Address

Schene TO1 EMPLOYER INTERNET Age Service
Emper HNo OOBEE Employer Internet Date Joined Sch/Fund
Status/Date From - Date Comm Curr Employ
EnpTup - Normal Pension Date
Date of Birth - Eligible Retirement
Spare Sel Last Calc
Payroll - Payee Status

Reason for Leaving
Pay No Employment Number
Access Code ArcEx Checked ’_ -

AdIse 5]




3.3 VARIATIONS (Contractual or Personal Changes)

Amendments to records are instigated from the Interface icon Ié located on the AXIS toolbar and
fall into the following areas:

" Part Time Hours Change:

" General Amendments

[ Leavers

Select the option you want and click ‘OK’.
Part Time Hours Change

The current or last notified hours are shown towards the top of the screen.(If the employee had been
whole-time the PT Hours/Percentage would be blank)

To show a change ‘right click’ within the box and select ‘Insert’. Enter the date the hours changed and
then the new PT Hours/Percentage.(example 1)

If the member is going from p/t to w/t, enter the date the hours changed and then leave the PT
Hours/Percentage blank (example 2)

Example 1

DCCPS PT Hrs/Pcent PT Ind Stat Not Ind Stat Not Prt Reqd
01/04/1996 P ~

Example 2

DCCPS PT Hrs/Pcent PT Ind Stat Not Ind Stat Not Prt Reqd
01/04/1996 20.00/40.00 Y P ~

Date OFf Change |PT Hours/Percentage

You can use this screen to ‘Insert’ up to 10 changes in hours at a time.

If you want to check the full service details of an employee you will need to go to the Service History.



General Amendments
This screen allows you to make changes to the member 'personal’ information.

The screen below shows the fields that can be updated by using the drop-down options or overtyping
the information currently held.

If you update the surname (if the members changes their name e.g. marriage, deed poll) you must
Tick the ‘Update Prev Surname’ box, this ensures that we maintain a permanent record of all names
that have been used by this employee.

If you update the address you must tick the ‘Historise Amendment’ box to ensure that we maintain a
permanent record of all previous addresses used by this employee.

The Address should be completed in CAPITALS using a separate line for each part of the address and
without any punctuation or abbreviations.

The address, as input, will be dropped onto any documents printed from the member’s record

[& AxISe Pension Systems - [Lived.lhl - General Amendments] E@@
@gession Edit Wiew General DataWiews O Prints  Task Man Documents lr= Choice [ - 8 x
Xe mE i f @y
Member F Flintstone THEEE8BBEN
Scheme TO1 EMPLOYER INTERNET
Surname Flintstone [~ Update Prev. Surname
Supn Ref
Payroll RefT 123456789 Dept ID
Title Mr - Date of Marriage -
Marital Status H - Spouses DoTB/DoTD >
Enp No

Address Line 1 |1 THE STREET
Address Line

|The Town

Address Line |The County

2
3

Address Line 4 |The Country
]

Address Line |The World

Postcode T51 1PP

Telephone [T Historise Amendment
emnail Address |hellu@mhc

N /J =

o VA P RO

Creation




3.4 PENSION ESTIMATES

Using the ‘Member Maintenance’ button locate the employees pension record.

Before calculating a pension estimate you will need to check if there is a ‘Divorce PSO Debit Screen
or a ‘Divorce Earmarking Screen’ shown on the Current Data Views list.

If there is you should not produce an estimate of pension entitlement for this employee as the wrong
figures will be generated, instead you should send an Estimate Request form to the Pensions Unit.

You will then need to ensure that the employees personal information (address, marital status etc.) is
up to date and that the dates and hours recorded on the Service History screen are correct.

Incorrect service details will produce an incorrect benefits and costing forecast.

You will also need to calculate and make a note of the pensionable pay at the proposed date of leaving.
As benefits can be calculated using the best of the last 3 years pay, (or longer if a ‘Certificate of
Reduction in Pay’ has been issued) you will need to check whether this applies to this employee, and if
so make a note of the higher pensionable pay figure and the year to which it relates.

To produce the estimate of pension entitlement click on the Benefit Calculation icon % on the
AXIS toolbar, and the following screen will become available;

% AXISe Pension Systems (Test Yersion) - [test.lhl - Benefit Dptions]

Elgass\nn Edit Wiew General DataViews CorrentWiew  Frints  Task Man  Documents BenCalcs Choice  Interface window  Help

T r X = g
XemE i W 2H#phIGEE E e NED L8R X
Nember E FLINTSTONE TN24242 4F x 5
Scheme TO1 CLEVELAND C.C. =
+ EurrentD K|
Y Member Summary
Basic Details
Current Status Active Event Service Histary
h ih
Effective From 01/04/1998 Refund / Deferred o
Type of Calculation IProspective - Beaih Mermber Address
Stat Motice Hist
Date of Ewvent b1/1zfzoos - Redundancy / Efficiency \User Defined Data
Date for Calculation r———————————E] Ill-health Retirement
Transfer In / AVC Serv Credit
I Trace? Transfer Out
Service Purchase
Divorce
Lifestyle

AXISY

The ‘Type of Calculation’ will be ‘Prospective’.

The ‘Date of Event’ will be the proposed date of retirement, and the ‘Date for calculation’ box can
be left blank.

In the ‘Event’ box select the type of estimate that you require;

‘Pension’ for early retirement with consent or normal retirement cases, or

‘Redundancy / Efficiency’ for people over the age of 50 who are leaving under this criteria.

Click ‘OK’

** See Leavers section for more information on redundancy cases



This screen is not to be used to add ‘augmented service’

| ]

‘ Redundancy Retirement ‘

COMPENSATORY RDDED YEARS
This member has 03/000 Entitlement Membership.
Please enter any Special Service to be counted toward Compensatory

Added Years.

Special Service 00 /000

=

b

AX|

¢

If you are going to award ‘added years’ this screen allows you to enter any special service to be counted
towards added years.

e.g.
An employee could have started work for you on 01/04/1997 but not entered into the pension scheme
until 01/04/2004.

As they are leaving on redundancy, the period 01/04/97 to 31/03/04, is classed as special service (non-
pensionable service with an employer).

The special service, in this case 07/000 years, would be entered into this screen and is then taken into
consideration when AXIS calculates the maximum added years available to an employee.

The actual ‘added years’ to be awarded would be entered on the next screen.



& AXT5e Pension Systems (Test ¥ersion) - [test.lhl - Benefit Calculation Results]

Eliasswon Edit VWiew General DataMiews Current Yiew Prints  TaskMan  Documents Ben Calcs  Choice  Interface  Window  Help
— 124
Xe mE Wi w2 P

E FLINTSTONE TN24242 4F
TO1 CLEVELAND C.C.

Eurrent Da |
Member Summary
Basic Details
‘ Early Ret. - Employer Consent ‘ Service History
Scheme Contribs
. Remuneration
Final Pay 31/12/2008 7500. 00 i (il
Prev Yrs Final Pay 9600.00| Effective Date I31;1z/zoo4 - Stat Mokice Hist
Augmented Serwvice 00/ 000 Hser Defined Daka
IR Max Final Pay 7500. 00

rBenefit Options

Benefit Conversion ? Dedn from Lump Sum 0.00

e
v

Waive any Act Red 7

AXISY

The ‘Final Pay’ box will need to be overtyped with the whole-time Pensionable Pay at the date of
leaving.

Do not change the ‘IR Max Final Pay’ figure.

The other boxes do not need altering unless one of the following applies;

If a higher pay figure from a previous year is to be used in the calculation (best of the last 3 years or
longer if a ‘Certificate of Reduction in Pay’ has been issued) this should be input in the ‘Prev Yrs Final
Pay’ box.

If a previous years pay is used then the ‘Effective Date’ will be the year to which the higher pay figure
relates

(remember the day and month must be as the date of leaving i.e 31/12/2004 in the example above)

If the employee owes arrears of pension contributions the amount should be input in the ‘Dedn from
Lump Sum’ box.

The ‘Benefit Conversion’ and ‘Waive any Actuarial Reduction’ boxes will default to ‘N’ but this
can be changed to a ‘Y’ if estimates with these options are required.

When complete click the ‘Thumbs Up’ icon on the AXIS toolbar and ‘Save’ data when prompted.



[24 ax15e Pension Systems {Test Yersion) - [test.lhl - Benefit Calculatiol

lEl B =] ﬂ I‘lts Task Man Documents  Ben Cales  Choice  Interface  Window  Help
: 1 NHee B
¢4 ¥ Generate Documents 7 /Y '
[T HNominated Quote 7 TN242424F x 5
c =

| a +Y

Page 1 | Page 2| Page 3| Page 4| Fage 5|

Early Ret. - Employer Consent (QUOTATION )
———————— RETIREMENT BEWEFITS--------- ---EARLY RET PERCENT REDUCTION---
Retirement Pension 638. 08 Pre 01/01/2007 Service 09/184
Augmented Pension 0.00 Reduction Period 08/128
Spouse’'s Pension 570.25 Pension Redn %age 44,0522
Augmented Spouse Pen 0.00 Lump Sum Redn %age 22.0522
PI on Pension 22.34 Post Service 00/000
Ret Grant Before Conv. 2666, 97 Reduction Period 00/000
Augmented Ret Grant 0.00 Pension Redn %age 0. 0000
Interest for Late Pay 0.00 Lump S x|
PI on Retirement Grant 93.37 ------
Lump Sum Deduction 0.00 Final \gj Quatation Storage
Trivial Commutation 0.00 PI Mul
PI EFff [ye = | p— |
No. Warn 086 No. Res. 01
=7/
:’—_/{JDL}

The next screen will show the calculation details, click on the ‘Pen Nib’ icon on the AXIS toolbar and a
box will appear called ‘Quotation Storage’, click on the ‘No’ box.

(an employee could have several quotes calculated on different scenarios and saving all the details
would ‘clog up’ the system)

Go back to the ‘Member Summary’ screen.

Click on ‘Documents’ on the top tool bar,
then select ‘Document List —All' from the drop-down list.

The documents take several seconds to load but if the screen ‘sticks’ on ‘Merging Documents’

(the system is merging a ‘Word’ document into ‘AXIS’) then hold down the ‘Alt’ and ‘Tab’ keys together,
and ‘tab’ along to the ‘Word’ icon.

The documents list will then appear.



=]
Date/Time User D ocedure | Task Src |Typ | Prt | Doc 25
30/01/2007 12:06 |THS HLREDHEFFH | EST ESTVAN1 C Q Y 0-CURR
30/01/2007 12:06 [TH518A [EARLYCOSTE [ESTWAN  “\ESTWANI C Q Y 0-CURR
30/01/2007 12:06 NS18A | CONVERSION | ESTWAN TVAN1 C Q i 0-CURR
30/01/2007 12:06 [ THS18A | PENLTA ESTVAN E}r\mm C qQ N 0-WORD
30/01/2007 12:06 NTHMS18A |HLREDHNEFFO |ESTWAN EZTVANT C Q N 0-CURR
30/01/2007 12:06 | N{S18A [EARLYCOSTY |[ESTWAN WESTVANT C Q Y 0-WORD
30/01/2007 12:06 [ THSYQ |ESTRETW -Egy ESTVAN1 C Q Y 0-WORD
26/01/2007 14:48 |BDF21A N ESTVANT I I-SCAN
13/12/2006 01:38 [SDM26S | HEWABSHBSI Ben. 50 |C A Y 0-HIST
13/12/2006 01:38 |5DN26S | HLABS Ben. 50 |C A Y 0-HIST
12/12/2006 01:39 | 5DM265 | HLABS Ben. 50 |C A Y 0-HIST
23/08/2006 16:26 |BCB23A | ESTAGEBENW | ESTVAN ESTVANT I 1] Y 0-W/CL
23/08/2006 16:26 |BCB23A | PENLTA ESTVAN ESTVAN1 I Q N 0-W/CL
23/08/2006 16:26 |BCB23A | 001UOT107E | ESTWAN ESTVAN1 C Q Y 0-HIST
25/06/2004 14:21 |BPK30C | PURCHASE I I-SCAN
19/08/2003 16:50 |[TLH26A | STARTER I I-5CAN
19/08/2003 15:20 [THST18A | STACPX STARTER STACPX I I-5CAN
e T EErrT R
Humber of Documents: 26

PCSCAN BACKLOG

Simul taneous Displayl Consecutive Display Refresh

/ /7

AXIS!

(

The documents relating to the calculation that you have just completed will be shown at the top of the
list.

You will need to print off the documents shown with the current date and time of the calc.

Select and open the documents one at a time by clicking once to highlight the required document and
then clicking on the ‘Consecutive Display’ button at the bottom of the page.

To print the calculation, wait until the document has opened then click on ‘Session’ on the top tool bar
and select ‘Print’ from the drop-down list.

To print the ‘word’ documents (EARLYCOSTY & ESTRETW), wait until the document has opened then
click on ‘File’ on the top tool bar and select ‘Print’ from the drop-down list.

The documents should then be produced by your office printer.



3.5 LEAVERS

From the User Data View toolbar select the MEMBER LEAVING screen.

This screen is split into three pages:

1 Leaving Details / Pensionable Pay

2 Early Retirement / Refund

3 Misc Leaver Info / Reduced Service

User Data ¥Yie...

Pension [ Death

Estimates

End Z End Measure

Emplovment [ ABS
.\

C )| Member Leaving

Work through each page and enter the relevant information relating to the selected reason for leaving

Page 1 ]Paga 21 Page 31

Leaving Details

Voluntary Resign. ﬂ Compulsary Redund. (‘7
opt Out ,i Voluntary Redund. ’*
Hormal Retirement l_ Efficiency ’_
Emp Consent l_ I11 Health ’_
Emp Consent-Reduced r‘f Death in Service (‘7
Date of Leaving 16/08/2005 ~
Pensionable Pay
Actual Pay @ DOL 15795.00 Actual Pay @ DOL WT 15795.00
Pensionable Pay 15795 .00 Pensionable Pay WTE 15795 .00
Page 1 Page 2 ] Page 31
Early Retirement
Conpensation Paumen Redundancy Payment
Added Years yy/ddd Augmentation yu/ddd
Retund
Current Year Previous Year
LGPS EES [ 550.00 [ 750.00
Current Year Previous Year
Contracted Out Earn | 5795.00 | 5700.00
Page 1| Page 2 Page 3
Hisc Leaver Info
Outstanding Conts
LGPS EES
Reduced Service
Service Reason SICK SICK / LOA / MAT
Service Reduced Fro 01/01/2005 ~ Service Reduced To 30/01/2005 -
Reduced Pay l_
HIL Pay r;_
A /J ' ]
AAIDE

‘Leaving Details’

If there isn’t a specific ‘box’ to match the
reason for leaving,

i.e. ‘Dismissal’ or ‘Transfer to...’

enter 'Y’ in the ‘Voluntary Resignation’
box as reason for leaving and when the
EMPLEAVE document opens, overtype
‘Voluntary Resignation’ with the actual
reason for leaving ie. “Dismissal” etc.

**Redundancy Cases

Employees under the age of 50 are not
entitled to the immediate payment of their
pension.

In these cases, as above, enter Y’ in the
‘Voluntary Resignation’ box as reason for
leaving and when the EMPLEAVE
document opens, overtype ‘Voluntary
Resignation’ with ‘Redundancy’

We do not need details of redundancy
payments in these cases.

Employees aged 50 or over are entitled to
have their pension paid immediately

tick the appropriate box ‘Compulsory
Redund’ or ‘Voluntary Redund’ and
enter details of any enhancements in the
‘Early Retirement’ section on page 2.



Once the Member Leaving screens are completed go to the Interface icon Ig located on the AXIS
toolbar and then select Leavers from the available options.

" Part Time Hours Change

" General Amendments

Enter the Date of Leaving in the box provided.

If the member address has changed from that which is currently displayed on AXISe, update the
address and check “Historise Amendment”. ( Not to be ticked if address has not changed)

fate of teaving finfosrz00s | The Address should be completed in
Address Line 1 123 ALBATROSS STREET CAPITALS using a separate line for

Address Line 2 ‘guuTH PACIFIC
Address Line 3 ‘

each part of the address and without
any punctuation or abbreviations.

Address Line 4

|
Address Line 5 ‘

Fosteots Ts10 zaH The address, as input, will be

TeEhL MR Cyr dropped onto any documents printed
email Addiess | from the member’s record

AXISY

When you exit the screen by clicking Member Summary from the toolbar, you will be taken directly
into the document Generation menu where a document called EMPLEAVE will be created.

Action: Select GENERATE
Action | Generate j
Document Id ’W\IEL‘
AX]ISE

Click OK and the document will be created through AXIS-Word Integration..



Example of merged EMPLEAVE document (This is a 2 page document)

Page 1 - LEAVING DETAILS

EEEMPI.EAUEJJl7l7l7Zalhatr05503022006l43130.duc - Microsoft Word - il

‘W] Fle Edt View Insert Format  Tooks  Table  Window Help Typeaquestionforhelp - — & X

N EEHS RQIFE % B S - O - Insert Mergs Field - %J == 3 o - @ ..l.lR_ead!EAXISE!
§ AL Mormal + 105 - Avial -10 - (i B £ U E] A-2-A-D@dmoee s soe=HE% ul

5 By B9 Insert Merge Field - !

=*

¥
B An e B B B mewodred- |2 B2 BIK ([ ]r HERIS
K FmacBAH s AR RDisE RS @
[c] 2 --‘l‘l‘-zn-“-u‘-‘laa-- e

s

R T R PN

PeeLAl s e s DBD e L e 2800 e 200 s 1 e s 2200 e 1 e e 240 1 SEONMSINE

[+

MEMBER DETAILS
Surname Albatross Initials NI Kurber 11717172

2me

LEAVER DETAILS
Reazon for Leaving Mormal Retirement Date of Leaving 01 /03 /2006

EARLY RETIREMENT

\Rethundany Payrment | ___g#000 |
COMPENSATOREY ADDED YEARS / LUMP SUM

2 Compensatory Added Years

Lurmp Sum Compensation { Inclusive of redundancy paymert: )

B AUGMENTATION

5 | addltional peried of merbersrip

PENSION CONTRIBUTIONS OUTSTANDING PENSION CONTRIBUTIONS

Current Tax “Year Previous Tay ‘ear
Employees Confributions £0.00 £0.00
Confracted Out Earnings £0.00 £0.00
PERIODS OF SERVICE ON REDUCED / NIL PAY

00 e

Reason Reduced / Nil

PENSIONABLE PAY

T IERE

ey AL Dats o ey £6729.00 Whale time equivalent £13458.00

Pensionable pay £6713.09 whaole time equivalent £13426.19
Misc Information

_
EMPLOYER — USER INFORMATION
Employer - User Meale Watson Date Created gth February 2008

e

6D 1

oo

T Rl R 1= R VAP TR V- |
i b agoshepesr N N DO M AG EE S-Z-A-===ad)

Page 1 Sec 1 1z Ak 16mm Ln 1 Col 1 REC TRE ExT OVR English (UK [ED

The details shown in red ink are automatically put onto the document from the information input on the
member leaving screens, however if alterations are needed they can be overtyped as appropriate.

Pension Contributions: This needs to be completed if the member has left with less than 3 months
service and will therefore be entitled to a refund from the Pensions Unit.

Outstanding Pension Contributions: This needs to be completed if there are arrears of contributions
owed by the employee.

Misc Information: This section can be typed into, to provide any relevant leaver information that
cannot be input on the Member Leaving Screens, such as unauthorised absences or authorised
absences where the unpaid pension contributions have not been repaid.



Page 2 — PENSIONABLE PAY

Actual Pensionable Pa { paid for work carried out during the requested period )
Number of Hours Any other Pensionable Earnings (with Number of
Date Date Annual or Paid description} Contractual
From To Hourly Basic Pay Basic Other £ Weeks Paid
02/03/05 3103/05 £6535.50 18.50 52,14
01/04/05 0103/06 £6729.00 18.50 52,14

Whole-Time Equivalent of Pensionable Pay (shon above )
Number of Hours Any other Pensionahle Earnings (with Number of
Date Date Annual or Paid description) Contractual
From To Hourly Basic Pay Basic Other £ Weeks Paid
02/03/05 3103/05 £13071.00 37.00 52,14
01/04/05 01/03/06 E13458.00 37.00 5214

Both the ‘Actual Pensionable Pay’ and ‘Whole-Time Equivalent Pensionable Pay’ is to be
completed to show the figures that were used to calculate the Pensionable Pay Amounts on Page 1.

As benefits can be calculated using the best of the last 3 years pay, (or longer if a ‘Certificate of
Reduction in Pay’ has been issued) you will need to check whether this applies to this employee, and if
so show details of the higher pensionable pay figure and the year to which it relates. (In these cases we
also still need to know the pensionable pay at the date of leaving)

Shift Allowances,etc. should be shown in the ‘Any other Pensionable Earnings box’

The EMPLEAVE document is generated to ensure a “snap-shot” in time of the information that was provided by
the employer & user. The document does not need to be printed and is permanently stored on the member
record.

Once you have checked the details on the document, click the Sale = AXISe button on the toolbar
and you will be asked to “Save Changes” — choose YES. You will then be returned to AXIS and the

summary screen showing details of your EMPLEAVE document.

To exit out you can now hit the i button and return to the Member Maintenance screen.

A ‘task indicator’ will be automatically generated on the employees record to signal to the
Pensions Unit that the member is a leaver and further action is needed from them.

Please note: You will not be able to see any changes to the member record until the Pensions Unit
have processed the relevant interface file.



If after completing the EMPLEAVE document you realise you have input some incorrect data, you can
re-open the document and make amendments.

From the ‘Member Summary’ screen click the web-style link ‘Documents’ (single click ).
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Surname .LIBBLE Hr Part Time C [orvent DetlBl”
[rre—
Ferenames |nnp.m§\f Linked Members e
Sex - Harried D, Service Habery
S e b > E=
NI b Ref Add Conts Contract
Humbar TN555555M Supn Re 12345 -
Payroll Ref 123455 Dept. Id Rermneration.
Fren Farmat Hess
Address Line 1 [123 The Street it
Comepondence
Post Code AB1 3CD Transter Detats
Sk Nokies Hist
E-Mail Rddress User Defred Gata
Dotumant Hetory
Scheme TOl = CLEVELRAND C.C. Age B1/168 Service 1/231
Emper He 00001 .[ Cleveland C C (Pre: April 96) Date Joined Sch/Fund 01/01/2004
Status/Date From [7 .| O1/08/2004 Rctive Date Comm Curr Employ 01/08/2004
EmpTup o1 - officer Normal Pension Date 22/03/2010
Date of Birth 23/03/1945 - Verified Eligible Retirement 22/032/2010
Spare Sel Last Calc Quotation 14/03 /2006
Payroll - Payee Status
Pay No = Employment Number 07 fensorifongtaning
Access Code ArcEx [ Chacked EREL [p3/08/2004 -
AXISY [« |

You will then be taken to the Document List for that member. The documents are listed in date and time
order and also display the user who created it.

Simply single click the document you created to mark it and then hit the ‘Consecutive Display’ button
at the bottom of the screen to open it.

Procedure | Task p [Prt |Doc =)
WorD M

15 08,2006 1420 EHPLEAVE
15/08/2006 12:28 | BNH GENACK HORD
[15 08 2006 12.27 prean
15 0% 2006 1218
15/08/2006 12:18 HORD
15 08 2006 1216 HORD
15 08 2006 10:41 E HORD
15 08 2006 10:22 REENPLINH WORD
11 08 2006 1659 GENACK HORD
[11708/2006 1658 ENPLEAVE HORD
117082006 16.56 ENPLEAVE HORD
11/08,/2006 15:22 EWFLEAVE HORD
11/08/2006 'II.'!S EMFLERVE WORD
11/08/2006 1129 | ENFLEAVE HORD
11 08 2006 11.00 |BHH25C E HORD
11/08/2006 10:58 EMPLERVE WORD 2
e v ]

Number of Decuments. 237

AY|SY
i PSS P Simultansous Di Splau| Consecutive Nspluui Refresh

Word will now launch and your document will open. As with any WORD document, you can now make
amendments as required.

Once satisfied, click the I H button on the toolbar and you will be asked to “Save Changes” —

choose YES. You will then be returned to an AXISe summary screen showing details of your EMPLEAVE
document. From here you can now leave the record.



