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Friends Life — Pension File Creation
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Introduction

This guide will give you an overview of how to configure your payroll to include information required in
the Friends Life output file. You can create an output file for Friends Life to enrol workers and inform

them of the contributions taken.
The guide covers:

m Configuring output file information

m Creating an output file each period
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Friends Life configuration
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Friends Life require you to supply an employee category if you defined Pay Groups in Friends Life’s AE
Hub. If you didn't define Pay Groups in the AE hub, you don't need to complete this configuration.

Employee Details configuration

1
2
3.
4

Go to the Employee menu and choose ‘Select Employee

Choose the employee and click *OK’
Select the ‘Pensions’ tab

In the Friends Life/Now Pensions -
Category field, choose the appropriate
Category for each employee that is a
member of the Friends Life scheme

If the Friends Life/Now Pensions -

4

[ Eores s ATcresosiin 1 =]l
o | o | Sy itos | Tt | Poiios| ToDsts | Berk| Cantra] 58| aorrt Pansons

Category doesn't contain any options, you can create a new one by typing directly in the field
and then click ‘Save’. The new Friends Life/Now Pensions - Category option will be

available to select in the dropdown field.
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Friends Life output file

You should send a New Joiners output file to Friends Life if you have any employees automatically
enrolled or opted in the pay period. You should also send a Contributions file to Friends Life each
period you have paid your employees.

In the payroll, you create the same output file for both New Joiners and Contributions. When
uploading the output file for New Joiners to Friends Life, for the first time you will need to map the
fields. The same will apply when uploading the output file for Contributions for the first time

Create Friends Life output file:

Go to the Pension menu and select ‘Create Pension File’

On the Select File to Create screen, choose ‘Friends Life’

1
2
3. Click ‘OK’
4

On the Period for Contribution screen, enter the Il Period for Contribution Schedule
~Date Range——————— ~'whotoinclude
‘From’ and ‘To’ dates for the date range to create the e o
ﬁle From | o5/08/2015 ﬂ " Selected
; . Te  [iz/eens @ 7§:yﬁaquemy
5. Inthe Who to include section, accept the default of Fequercy [Nore> =
‘A"’ i~ Payment Source & MEST Detail
Payment Source <Select Payment Sources -
6. In the ‘Pay Frequency’ field, to choose the payment Dale Payment Due /7 =
frequency Of employees you Want tO include |n the MEST Payment Frequency <Select MEST Payment Freque
OUtpUt ﬁle Field | Condition | Detail %
7. Click *‘Next’ =

e
ladys HM7ES3406 | 0B/06/2015
JBSEAgElL  0B/0/2015
MM7FES40E 08/0B/2015

14 EMMANUELLE
17 NIGHTINGALE
18 FOSTER

Your payroll has the ability to hold back contributions as per the S oed Ca]
Pensions Regulator’s advice. However, you should check with
Friends Life to see if they permit this option.

8. Tick the box in the ‘Exclude’ column to exclude an Bt stms=immomsmms
employee from the file. This will hold back the T I I T A R
employee’s contributions until the date entered in T e
the Exclude until column. 2 RuowE ‘ Rramaie e 3

9. Click ‘Next’

Pint swve | Back | e Cancel
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10. You must inform Friends Life of any employees that
didn’t have a pension contribution taken or made a
reduced contribution.

You can change the Reason for Reduced
Employee Contributions if you want to by
clicking in the field and selecting another option.

11. Click ‘Next’

12. 0On the Friends Life — Contribution Schedule
for...screen, click *Print’ to print a report of the
employees that are included in the file.

13. Click ‘Create File' to create the Friends Life —
Contribution Schedule file

14. A message will advise the location where the
Friends Life output file has been created
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Friends Life - Contributions Schedule for 05/06/2015 to 12/06/2015

—Summary of file contents
Total Pensionable Earnings 6395.37
Total Employer Contributions 379.45
Total Employee Contributions 313.69
Mumber of employees with Reduced Contributions 7
Mumber of employees with Exduded Contributions 1]
Total number of employees induded in the file 19
Print | Back |
Friends Life file created ===

@ The Friends Life file has been created successfully in C:AEARNIE April
W' 2015\Friends Lif\0000.

The name of the file is Friends LifeC500002015060520150612,CSV.
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Upload the Friends Life new members file:

1. Login to Friends Life e-serve and go into your scheme [Friends_ i AR

by clicking ‘Find Scheme’ i onen o e J
Fibie ey anar
2. Once you have found your scheme, click on = ==

T Prospactive Member Submisson Sammary

e L TR TR PR

‘Prospective Members’ and then click on ‘load
member data’

Fanin 00 St 5 81 003 o et 4 S St

x
3. If this is the first time you are uploading you must [ FriendsL i1 [
configure a template by completing steps 4 to 9. Bt Comart g e J

Load Prospective Mambders - Select File and Template
F66111. Dawr's Schome

If you have already configured your template for new
members go to step 10

Load Data From 2 Fils . Fie anc Tempiate Selsction

4. Click ‘template manager’

5. Click ‘Browse’ and go to the location where payroll [Friends.if-
created the Friends Life output file and select the file e om0 Loy

Load Proapecte amaers . teenpiate Manager
FE5111 . Dawnv's Schame

i
il
H
‘ !
A '

6. In the Field separator dropdown field, choose
‘COMMA’

..... e oA

7. Click ‘create’ to create a new template

8. Enter a name for the template in the Template name [EErEE.....

field = -

Loed Prospective Members - Create Tomplate
FOC117 . Dawn's Scheme

e, Template Manager - Map Flsics

9. You need to match the output file column names on
the left-hand side with appropriate dropdown field on
the right-hand side.

Click ‘save’ to save your template.
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10. Click *Browse’ and go to the location where payroll
created the Friends Life output file and select the file

11. In the drop down fields, choose your template and
field separator. Tick the box to indicate that column
heading exist in your file and then click ‘read file’.

Click here for more information about uploading new members
file to Friends Life.
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[ FriendsLif= S

Ioems | Contmet Loged | Logout J

Load Prospectae Liembers - Select Fie anc Template
FE6111. Dawn's Scheme
-

L83 Data From 2 File . Fie anc Template Selection
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Upload the Friends Life Contribution Submission file:

1. Login to Friends Life e-serve and go into your scheme by clicking *Find Scheme’

2. Once you have found your scheme, click on *Contributions’ and then click on ‘Load
collection data’

3. If this is the first time you are uploading you must configure a template by completing steps 4
to 9.
If you have already configured your template for collections go to step 10

4. Click ‘template manager’ [ Friends. i1 [N

Losd Data From a File - Fis and Template Selecton
B 0 e e oo i o e s e i et

- DOVt ot Srowe

5. Click ‘Browse’ and go to the location where payroll
created the Friends Life output file and select the file

6. In the Field separator dropdown field, choose *COMMA’
7. Click ‘create’ to create a new template

8. Enter a name for the template in the Template
name field

9. You need to match the output file column names on
the left-hand side with appropriate dropdown field on
the right-hand side.

Click ‘save’ to save your template.

o i
10. Click *Browse’ and go to the location where payroll [Friends. (-
created the Friends Life output file and select the file - J

Load Prospecte Liembers - Select Fie anc Template
FE6111. Dawn's Scheme

ey ——

Load Data From 2 File . Fie anc Template Selection

11. In the drop down fields, choose your template and field
separator. Tick the Does your file contain headings
box to indicate that column heading exist in your file
and then click ‘read file'. i =

Click here for more information about uploading a Contribution Submission file to Friends Life.

Software Support — 01594 545022


http://www.friendslife.co.uk/doclib/mpen18d.pdf

