Auto Enrolment
Module Overview

This guide is intended to give you an
overview of setting up the Auto-Enrolment
suite for Earnie. Detailed information can
be found in the help guides located in the
Pension menu of Earnie. These guides can
be viewed on your computer or printed
out for reference.
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An overview of setting up the Earnie
Automatic Enrolment Suite

This guide is intended to give you an overview of setting up the Auto-Enrol suite for Earnie. Detailed
information can be found in the help guides located in the Pension menu.

These guides can be viewed on your computer or printed out for reference.
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12 months before staging

“Before anything else, Ry
preparation is the key to  ¢rors e saars

» Working out your client's costs

Success ,, 6 » Checking records and payroll processes
L4 ‘ » Choosing a pension scheme

On your client's staging date

» Assessing and enrolling staff
‘ Staging » Writing to your client's staff

date ‘ » Knowing your client’s ongoing duties

After your client's staging date

Alexander Graham Bell

» Completing the declaration of compliance

‘ After

staging ‘

Source: www.thepensionsregulator.gov.uk
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Find out your Staging Date and your duties as an Employer at
www.thepensionsregulator.gov.uk

Decided on your Pension Company?
Staging Date approaching?

Gather together all the relevant information:

v Name and Address of Pension Company

v" Who is sending the communications to Employees — Name, Address, Email etc.?
v How are the Contributions to be calculated — Pre Tax/NI, Post Tax/NIl, Percentage?

v" Specific references for your pension — Unique 1D, Worker Group, Payment Source?
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Automatic Enrolment Configuration Tool - 10 Steps to Compliance

[ Automatic Envaiment Canfiguration Tocl =
- These are all the steps you need to take to
o Gomekte % Picow b et B b P Gk 1 T s et oy e e comply with existing legislation. You don’t
1. Yous conpary's Stoging dale Tobo == need to complete all of the steps at once as
e LB T e Tope | = | you can return to this screen at any time.
et ) fobe % Use the Previous and Next buttons to
4 Pre-stagng worklforce astesiment To Do — .
navigate between the screens.
5. Chooss yor person provider Topo = |
6 Pension Providar tchemms detals you vl e o automasic srvokment TeDo = |
7. et thapoy Qulying E i and o Tooo = # Click on each green arrow to open the
9. Penion Frovider cufpes e detals Todo = relevant screen
9 Conbipae ous Potponesment Peiod Tobo = » As you complete each step, “To do’ will
10 Declaration of Comphance ragisiar) e Tha Perison: Regstor Toba = | change to zcomplete;
¥ Once all steps are marked as Complete,
After your Staging Date the IRTS AE Suite™ will start assessing your werkforoe using the rules you have entered. If atany stage -
ous wish bo smand sny of the rules or detals you can return i She Configuration Tool and make the necessary smandments. VOU can return to the T00| a‘t anv t|me to
. make changes
[t Z| aze g
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1. Staging Date

Dmmmrﬂ-hl-mm

Step 1 - Staging Date

‘four Staging Darte s kery becanse this date &5 when automatic enroiment dubies start to apgly b you, 5o youTl need to be ready by then,

gng o o d by the of persons in your langy scheme at 1 Aprl 2012,

i s the ik belaw your PAYE

reference number {e.g. SLIWZS121A):

gk heve b chedk vour Stagng Date

Enter your Stagng Dste.  pLuE |

Plense Mobe: Your stagng date doesn't change if you ool . o enmply o o St date.
Previous | Het | geae |

The date when automatic
enrolment duties begin to apply to
your company. You need to meet
your key duties by this date.

Click on the link find out your
Staging Date this takes you to The
Pensions Regulator website. Enter
your PAYE Reference number (e.g.
913WZ5121A) to find your Staging
Date.

2. Contact for The Pension Regulator

] [

Toel - Step 2 - Momis Contact

Step 2 - Nominate a contact with The Pensions Regulator

Reguiator r for your company. Thsis
> ensure that e o person. They wil recesve:

« Key communcatons sbout te plannng orocess
+ Emals to help you keep on Fack

Chck o0

regter your This wil take i 85 the Permions Regulabor webmte.

"wummwmmw |

When, you harve compieted ths step please chok the Mark o Complete” taatton below.

Mark as compiete

2 Farmplan

You need to inform The Pensions Regulator
who they need to send important
communicationsto regarding automatic
enrolment.

Click the button Nominate a contact with
The Pensions Regulator. This takes youto
the section of The Pensions Regulator
website where you need to enter your
details.

You will need to click the Mark as

Complete button to mark this step as
complete.
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3. Scheme Administrator

These are the details of the individual
in your company who will be

the
R communicating with your pension
cmee rovider regarding enrolling workers
mdmmmhm ,Tﬂ p
etc.

Chckc'AE s coming bution b generaite alletter 1o your workdorce
them that automabic ervolment i coming.

Tre “AE 5 coming letaer vl only be generated o you enter & Stagng
Datein the flture. This letter is not lsgaly required bt itis
recommended.

It’s important to complete this section

The penerated ketier wil appesr i Pensions | Publish Persion
etters,

e as these details are used in
o s . communications sent to your
===] | employees using the Auto Enrolment
pomn | _wm | _ow | suite.
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=] Config Tool - Sep 4 - Pre-staging Worklorce. =|
Step 4 - Pre-staging Workforoe Assessment
Y g e your woekfarce peagie enrole: scheme, when you
e bl a pas e e . such s Sadary, Borus, Wages, 55° .

« s ot . - 3 This screen enables you to get an
e B - = | estimate of how manyemployees are
e I likely to be automatically enrolled at

R your Staging Date.
Waorker Status Humber of Emplogaes | E=0oree Contibations | Englones Coniiutions
ol E b == | You can print a report out of the
Soren Lt | estimated figures.
Toesl 19 3964 55 &t!#
Pz frevous | pet | oee |
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5. Your Provider

Step 5 - Pension Scheme Providers.
One of your key dutes for There e
- Hhat offer o qualfy the dropdown field contans the ones we currenty work

NOTE: IRIS is not IFA approved and cannot provide any financlal advice.

Name of Persion Scheme Provides

Aviva Penson for Auto Ervolment

Friends Ufe Pension for Auto Ervoiment
Nasonal Erployment Savngs Trust

Now Pensions for Auto Ervolment

The Peopies Pension for Auto Ervolment
Reyel Londen Persion for Auto Ervolment
Scotssh Widows Person for Auto Ervoiment

Good 10 go workgiace permon skitons

SEEEEEEEE

pevos | Met | gose |

Step 6 - Pension Provider Details
‘Tour persion provider will be sble to supply you with your pension scheme detals. [tis vital you set the up corectly.
1F: e of any of your vou with
- AL — " -
‘selecting your pension provider and compl OTE: Inmost cases you vl b cheme fi
the first time, however, ﬁma:mm:mmﬂmmhﬁwdhmmumgw vou vl need to
o 50 either n
l' unmmwm-e |
Permion Scheme mmmmuﬁ
Scheme Mame: EE Address Here Hal
Schame Referonce he. Emm
Scheme Type Defined Contrbuson =
|
Unigue ID [
Penson Contribution Bass il
= After taox ancd M - (with basic rate tax rebef) Tebephane No. ﬁmmﬁl
" After tax anci i - (no tax redef) — —
(‘ufenwuem - (Salary Sacrifon)
- (et Websie nestpensons. ong .k
Qualifyng g = Esplayee Portal
Employes Contributon % 100
Employer Contributon % M
M erwdo | et | O chou
Crof L tock | Business & Accounts | Training | IT Sclutions Ipport

Select the Pension Provider you are using
from the drop down list.

We only list the companies we currently
work with in order to provide pension
outputfiles.

If yoursis not listed, please contact
Farmplan for assistance on 01594
545022.

I? Farmplan

Your pension provider should supply you with the details

you need to complete this screen.

You are also able to select an existing pension scheme. If
you are using NEST you must tick Use existing scheme and
select the NEST fund already created in the system. This
will then add the pension deductions to the existing NEST
fund.

Completing this screen creates your pension deductions
for you. To ensure that these are setup correctly this
screen all options must be completed in full. If you do
not have all the relevant information do not start to
complete this screen until you do.

Alternatively, you can set up your deductions via
Company - Alter Payment/Deductions.

I Farmplan

Correct as at 21/07/2016 - Please check for subsequent Legislative or Program Changes



/. Earnings

(=] i Tool - Step 7 - Quakly =
Step 7 - Qualifying Eamings and Pensionable Earmings
mmﬂ!‘! your Tick the pary that are Quald and Pensoruble:
wnwnmwwmm f g P Hedday Pay, 559,
pay slements such as: SAF, 5P, i
Y iy Eamings.
o iages - -
Qualiying | Pensionable | =
+ Commssion Pay Element I : | o
. B Eamings | Eamangs
+ Holiday Pay & [ =
+ Overtme Stalutory Maleinity Pay = o
sy Seatutory Patesnity Pay ] Q
i Shaved Parentsl Pay o ]
. P Stabutory Adoptien Pay L] o
T 2 Statutocy Sick Pay ® o
o Huliday Pag ] o
Doctor [} ]
Hurse ® ®
Susgean "] I
Poates o ®
1F o are aperatrg an erwolment tyme penson schere,
E«w-la-rme»ummnn Comsnltant o ]
contrnsens. Acdministiz ] I}
Maatron ® ®
Your prersion provider wil be ble: to tell you the type of scheme you  (Cleanar i i |
e and eamings. Maoutician o} ] -
Midwile ® I
‘oibuer yous o Erisbued configuring your qualifying and permornabie (Phaimacist =3 I
arrangs chck at Mark s Complete’ button belor. Bonus ® o
Expanins a =]
Lolteiy a o
Met o Gioss ® [=] =
Mark a5 compiete predos | mext | goe |

8. Pension Output Files

=) Tool - Step® Outpes File Details

Step & - Pension Provider Gutput File Details

The [RI5 AE Suite ™ slows you mmwtmhmmww 50 that they can be uploaded deectly b your provider’s
portsl. By defult, your chosen provider vl be selected.

il reguire differer doiry) the pssessment.
cuum mudmuwmummuuwmmmwwm{u 1 o awe Lnsre whe sheudd be:
irchuded in your output flies, pleate contact your pension provider for darificabion.

MEST hd
[Thes fund only. -

Fie Qutpat
Incude
‘Set Default Values
HEST requires you b enter your Employer Refierence Number. You aiso need o enter e Group and Payment Seurce you oonfigured on

HEST's website, which you want i use & defoult for ol empioyees. If you want 1o enies mutple Groups or Fayment Souces, you cn
tyme them in the combs press enter, and then

Employer Reference Mo | EMPIZHEETE
My G | Payment Source

Grow My Source -

Brevieus pet |

Qualifying Earnings and Pensionable Earnings

This screen describes the difference between
the two, and enables you to tick/un-tick
elements of employees’ pay as required by
your pension scheme.

You will need to click the Mark as Complete
button to mark this step as complete.
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The AE module allows you to produce output
files for your chosen providerto be uploaded
directly to their web portal.

Pension providers will require different
employees included in the output file
depending on whether payrollis doingthe
assessment. Generally, payroll will do the
assessment and the ‘include’ option will be
set to ‘Thisfund only’ by default. If you are
unsure who should be included in your
outputfiles, please contact your pension
provider.

2 Farmplan
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9. Postponement

It is possible to delay automatic enrolment
o assessment for up to three months at Staging
o - Date or a new employee’s Start Date.

You can also delay automatic enrolment
ostporcrentperad  [pars G EN assessment for employees who become
eligible jobholders for up to three months.

Fostponement for Exgble Xishokders

an Eigiie Jobhoider. The Postporement Period alows
o b ey Butemalic ervelment atsessment e L 1o 3 months.

Enter your postponement requirements on this
screen. You will need to click the Mark as
Complete button to mark this step as

Poaorement Prd [Merts DIER
complete.
Orce you hinve configured your postponenent penicds, dik the Mark o Complete’ button below,
Mark o complede Erevicss et I e
Crops | Livestock | Business & Accounts | Training | IT Solutions | Support ﬂ Farmplan

10. Declaration

Once you've enrolled your staff, you must complete your
Declaration of Compliance with The Pensions Regulator.

The declaration confirms that you’ve complied with your legal

Py Yeanay e ey = duties.
Youneed trsusn e, 1o o el of the parmin scheme you've uoed for momatc Even if you haven't had to enrol anyone (but had employees on
vt o ettty e,y et e g, teushod st oo e s ndte | Y OUT staging date), you still need to complete your declaration.
ks Yo P o roces. Click the button Complete Declaration of Compliance

R T (registration) to complete this online.

ootk Tormehea e apet e o e ek sl -

e You can start at any time, however you cannot complete it until a
month after your Staging Date (and must complete it within five
& » oy tme, bt it one morih after your We

months).

Cerpiete Decly atim of Compharne (regas atent)
3. W you e compltid e e st ik e Mk as Complte bt bekm. The payroll software provides a report, which you can print from
this screen, containing much, but not all, of the information you
need to complete the declaration. The Pension Regulator’s
Declaration of compliance (registration) checklist is available here.
When you have completed your declaration onling, click the Mark
as Complete button.

Business & Accounts | Training | IT Solutions | Support ﬂ Farmplan
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Ready to Stage....

(7] Actomatic Envoiment Configuration Teol =
Automatic Enrolment Configuration Tool
&G"‘(-bﬂ!kltﬁ:’h:"&";ﬂ:::u:vlm Todl, wm‘:::::' te of 10 stegs & comply wih legalation, homever you don't need
1. You compary's Stagig date Conglete =9 |
2 ominale a cortact vt The Penions Regaokn Conplete = |
3 Contict detads of the persce admroe o youst compary Conplato 3] Ba C ku p YO u r Data
4 Prstagng wktercn smssmert Conplote 5 |
5 Choose you peaniion provides Complete =9 |
5 e eveinert Complete = | d t h
7. Detrn 0n Complate =5 | a n e n
0 Ponsion Povides ot e deods Conplete =5 |
9 Configure yous Posporement Pesiod Conplete & |
g == Run your Payroll
After your Stagng Date the IRIS AE Suite™ wil start assessing your workforce using the rues you have entered. 1f atany uor
you wish 8 amend any of the rues or detals you can refum 1o the Configuration Tool and make the necessary amendments.

r Farmplan

What happens when you run the Payroll?

Behind the scenes, as you run your normal Payroll routine, Earnie will:

®* |ook at the Dates and apply a Postponement period if relevant or
= Assessesyour employees — Eligible Worker, Non Eligible Worker, Entitled Worker?
= Decide on the correct communications to be published
=  Those that are Eligible will be:
— Enrolled into the Pension Fund
— Employee and Employer Contributions are added to their record
— The correct Worker Group/Payment Source (NEST) are assigned

2 Farmplan
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With Postponement, at the end of the Payroll....

Payroll Run - Automatic Enrolment Process o)
@ Automatic enrolment changes have been made to employees. At the end of the payroll run you will get a
Do you want to view these changes now?
message
Yes I No
. Riverside Hospital PLC Date: 23022016
You should choose to printthe Automatic Enrolment Summary for Week No. 04 and Month No. 01 Time: 01:33:38
< - Payroll Date: 30042016 Page: 1
report, this will show you what has | p i pues assiaes
happened
PP Employee Deferral Date
s OGILVY L 01072016
Crops | Livestock | Business & Accounts | Training | IT Solutions | Support

Employee Record is updated.......

o] o] gy | Tom| Py 1o e g o 557 [ E] o]

Automatic Encolment
Worker Status |Elgiie Jobhoider Bl
Member of a Qualifying Scheme r Works outside of UK r
Ponsion Fund | <Nooe> S

AdomatcEnvomentoate [ 8| Transtiona peros r
Ostora ate. (0072016 a |
Optn Date li l] Join Date ﬁ l]
Om«noato[—ll tout

Opt-out Reference Number |

Pension nfomatonProvded [ |

Conbutons Ceasedate | 2|

User-Defined J Cone | o« | Cancel

Crops | Livestock | Business & Accounts Training | IT Solutions | Support r‘ Farmplan
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When you arrive at the Staging date or Deferral date....

T nemn /£ Payect Detads =]
Employes Panod Stahutory Paymments
Code: 4 — Numiber of Periods 1 Prapaous:
Name:  OGILVY, Lucnda e I ! None 000
Dept Matemity Cancel
Assumed Pensionabis Fay- Click arron bo view of alter __h(”
-
Assuened Pay 000 | | Salary. 3556 00 dotasds
|
Hours l Rate l e ‘ Factor ‘ Mutt. By | To Pay
Mo | PayiDed l Arncant | | Standard | To-Date ‘ Lorwer Upper
1 0 000 000
2 Bpenses 30000 0000 H00.00
| 20 Medical Insurance Plan 62 a2 28086 12337
- Employees Pension 100% 100 uln)
22 Emplayers Persion 1.00 % 1.00 400
Crops | Livestock | Business & Accounts | Training | IT Solutions | Support r- Farmplan

At Staging date or

Deferral date...

Payroll Run - Automatic Enrolment Process

Automatic enrolment changes have been made to employees.
Do you want to view these changes now?

I [

get a message

Time o qrow

At the end of the payroll run you will

You should choose to print
the report, this will show

Date: 23/0222016

you what has happened

Crops | Livestock | Business & Accounts | Training | ITS

Riverside Hospital PLC
A ic Enrol S y for Week No.17 and Month No. 04 Time: 02:15:13
Payroll Date: 31072016 Page: 1
Employees Automatically Enrolled this period
Employee AE Date

4 OGILVY L 01/072016
2 Farmplan
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Employee Record is updated

gemrall genodlsgay] 53195] Iatlml %yl[_)edslToDatgl Qa*lOosmglgsw A;moEnrolI Pgns:oml

Automatic Encoiment
Worker Status | Eligible Jobholder B
Member of a Qualifying Scheme ~ Works outside of UK r
Pension Fung |NEST -l

Automatic Enrolment Date W j Transitional Penod r
Deferral Date ,— nl
Optin Date l_' ﬂ Join Date l— j
Opt-out Date I— j Optout

Opt-out Referance Number |

Pension Information Provided ﬁ j

Contributions Ceased Date [— -|

User-Defined e | x| i Gancel

Crops | Livestock | Business & Accounts | Training | IT Solutions | Support r‘ Farmplan
Time to grow

Employee Record is updated

o o] sty s ]| Parods | 7-0ote| | ot | 557 |t vt pansons|

NEST Persion

Guowp [MrGeop E|

omassowgs [ 1 . .
e = and Contributions are added to

v s serwgs [
i Employee record

Ot Pl P
Mot inuse for T fund [ .
Mot im urse for B Sund e — : - )
i [ General Perioa| saary | Rates| Taami ‘To-l}atg| gank| Costing| 55P | Auto Envol| Pensions|
Usor-Duofined Cone. | ok | : 4
— e Period Period I
No Description Standard l Upper To-Date | Camy Over | H
1 Bonus -] 000 =
2 | Expenses 300.00 1200.00
20 Medical Insurance Plan 43 62 1123357 37448
21 Employees Pension 1.00 -24.78
22 Employers Pension 1.00 -30.97
Crops | Livestock | Business & Accounts | Training | IT Solutions | Support r‘ Farmplan
Time to qrow
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Sending Information to Pension Provider

o. Petiod
Date o Period

@ Peid ::“M You will be able to create a file for your Pension
« oae Pufieanocy oy 3] provider to give them the information about
DR ST — contributions.
Fiom r”__mj Wesk o Fj L4
Month No |._j ~
T 773l || e [mwEa]

- Payment Source & NEST Detais

Payment Source |My Souce .|
Datef [ |
NEST Payment Frequency lum vl

Crops | Livestock | Business & Accounts | Training | IT Solutions | Support r‘ Farmplan

Tima to qrow

Telling your Employees — Publishing Letters

Refresh | Resst I

Code I Name | Date Worker Statug | Desciption Period | Sent —|
"DGILVY Lucinda 23/02/2016 Eligble Jobholder "1 - Auto-erolment Dae set 200617M04
OGILVY Lucinda - i 0087M01.

0 Pension communications have been published successfully.

=]

Earnie will tell Open Enrol which letters
need to be published

.............................................................................................................

Crops | Livestock | Business & Accounts | Training | IT Solutions | Support r- Farmplan

Time to grow
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Pubdshed | Audk  Templates

Company Filter Emgioyes Searcn
: B v a5
-
. Luongs OOLVY NB5ITI6A Letier 1 %or Edgible Jobhokders (1o postponement Roversde Hotpeal PLC 2302016
4 Luongs OGRLVY NBSISTIOA Letier 6 - %or al workens - postponement Riversde Hozpaal PLC 232016
4 Luonss OO VY NEBSISTIEA Lotter 1 - for Ebgibie Jobholdars (N0 pesiponement) Roverude Hospeal PLC 22000018
‘ Luongs O0RLVY NBSISTIEA Latier 6 - 51 M workars - SOMPONRMINT Roversce Hotptal PLC 2022018
el arry x Duplaying toms 1 - 4004

Letters can be printed for employees without email addresses.
Those with email addresses will receive a message.

For the Employees....

They can access their communicationsvia Computer or by using the App.

’\ Easy, Intuitive and Streamlined

The IRIS OpenPayslips app can be downloaded by employees for smartphone and
— tablet as well as being accessible via desktop. The payslips, P60s and pension

letters are organised clearly into groups allowing you quick and easy access to the
< documents that you need. Need a payslip from 6 months ago? No problem, simply
e . scroll through your payslips and locate all of your previous documents quickly and
o T———— efficiently!

— B The electronic payslips app (IRIS OpenPayslips) is available to download for free on iOS,
Android and Windows Mobile devices. Join the 6,000 plus people that have already
download the app. Simply search for "Payslips” in your app store or click on one of the

links below:

© Get a free trial

#  Download on the TIVON
@& AppStore P> Google play

Training | 7 Salutons | Support ? Farmplan

Correct as at 21/07/2016 - Please check for subsequent Legislative or Program Changes



Training
I'-\, _l )

If you have not arranged for training and would like to discuss the options availablethen
please contact our Training Department on 01594 545014

Remote training

The trainer can call you and securely log in to your machine to guide you through using the
program as you do it.

On-site training

We can come to you. This enables you learn how to use our software in familiar surroundings
at a pace to suit you.

Training at our offices

You can come to us. This helps you to learn away from the distractions of your work
environment.

2 Farmplan
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