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NEST — 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 NEST output file. You can create an output files for NEST 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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NEST configuration
NEST require you to supply your Employer Reference Number in each output file. Also as part of the
configuration for NEST, you need to set up at least one Group and at least one Payment Source. For
more information about configuring Groups and Payment Sources click here

Company configuration

If you have only one Group and one Payment Source configured, when employees are automatically
enrolled during Payroll, these will be populated in Employee Details.

1. Go to the Pension menu and choose [ contoure Ao Evoment o
‘Configure Auto Enrolment’ Pensions EST | Contact Detais |

Employer Reference Hurber EMPO00000000
2. Select ‘NEST’ tab -~ ~Payment Source

Descripl B [ i -
Group 1 Payment Souice 1

3. Enter your Employer Reference Number
that is supplied by NEST

4. Create the ‘Group’ and ‘Payment Source’
exactly as you configured them on NEST's
website. These fields are case sensitive, e.g. B B
Group must be entered as ‘Group’ and not
\GROUP'. ‘ a

5. Click ‘OK’
Employee Details configuration

If you have more than one Group and Payment Source configured, then you will need to select the
appropriate one for the employee in Employee Details once the payroll has assessed and automtically
enrolled the employee.

1. Go to the Employee menu and choose ‘Select Employee’

2. Choose the employee and click *OK’ -—- =
3. Select the ‘Pensions’ o .
Select the ‘Pensions’ tab ) e
. PrymentSource  [eHlane> = |
4. Choose the appropriate Group and R
Payment Source from the dropdown e :
fl el d s Frienos LiMow Fensions -Caoosy | 5]
Foapics Fersion-Waker Gos 1D | ]
. Scotiah Widows - Pay GrougNaw PAY CODE | c]
5. Click ‘OK’

If you have any employees that are an oversea national waiting for an NI Number, in Employee

Details you must tick the Overseas National Awaiting NI Number box before creating a NEST
Enrolling Workers file that contains that employee
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NEST - Enrolling Workers
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You should create an Enrolling Workers file and upload to NEST each period you have employees that
were automatically enrolled, opted in or joined the pension scheme

Create a NEST Enrolling Workers file:

1
2
3.
4

10.

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

On the Select File to Create screen, choose ‘NEST — Enrolling Workers’

Click *OK"

On the Period for Enrolling Workers screen, enter the |l Period for Enrolling Workers

‘From’ and ‘To’ dates for the date range to create the

file.

In the Who to include section, accept the default of

‘All’

In the Pay Frequency field, to choose the payment

frequency of employees you want to include in the
output file

Click *‘Next’

rDate Range—— [ Wha toinclude
o Al

Fram  [o5/08/2015 7| © Selected

~Pay Frequency—————
To [rzee0g Al | | poy
Frequency |<Nome> hd

~ Selected Employs

Field | Condiion | Dietai -

Mext I s0L Clear LCancel

On the NEST — Enrolling Workers for...screen, NEST - Enrolling Workers for 05/06/2015 to 12/06/2015

click *Print’ to print a report of the employees that ~Summary of fil contents

are |nc|uded |n the f||e_ Number of employees without an NI Number a
Number of Eligible Jobholders automatically enrolled 8

Click ‘Create File’ to create the NEST — Enrolling Number of Non-eligible Jobhalders opted-n 0

- Number of Entitled Workers opted-in 1}

Workers ﬁ Ie Number of employees enralled for other reasons 1}

Total number of employees induded in the file 8
Print Back Close |
NEST file successfully created ]
A message will advise the location where the @ NESTEWD0002015060520150612.csv has been created in the 0000 folder
- . W' of the NEST directory within the program folder.
NEST Enrolling Workers file has been
created
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Upload the Enrolling Workers file to NEST

You shouldn’t open the file in Excel prior to uploading it to NEST because Excel

changes dates in to formats that will fail NEST’s validation.

1. Login to your NEST account on NEST’s website

2. On the ‘Welcome to your NEST home’ page, select ‘Enrol workers and view or edit
their details. You can also view any inactive workers’. This is where you enrol workers
and perform other tasks, such as changing a member’s group.

3. In Your Workers, go to Upload a
file to enrol workers and then
click *Upload a file'.

Online enrolment
through your NEST
account

Choose this option if you want
to enrol workers online one-by
-one. You might want to use
this if you're only enrolling a
small number of workers.

Upload a file to
enrol workers

Choose this option if you want
to upload a file containing the
details of the workers you
want to enrol. You might want
to do this if you're enrolling a

Set up file
transfer to enrol
workers

Choose this eption to set up a
file transfer facility to enrol
workers in NEST. Once set up,
you can manage and transfer
files that have been created

from a payrall or other system
you use for managing your
workers. You can find out

lot of workers at the same
time You'll need to have a file
in the right format before you

«can da this. more about how to do this on
the Set up and manage file
To download a template for e e
the file that you can complete
and upload, visit Download a
template for file upload.
Enrol workers online </ File transfer </

4. Browse to the location where payroll
created the NEST Enrolling Workers
output file, select the file and click the
‘Upload file’ button.

NEST check the file, to ensure the format

and Employer Reference number is correct.

5. Once the file checking has been completed

1 - Select the file you're going to upload

Click the Browse button to find the file you're going to upload. Once you've selected the file, elick the
Upload file button.

Cheose the fle 2 uplozct

2 - Upload the file

Cancel

successfully, click *Process this file’ to upload the file to NEST.

Click here for more information about uploading a NEST Enrolling Workers file to NEST.
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NEST — Contribution Schedule

You should create a Contribution Schedule file and upload to NEST each period you have employee
and/or employer pension deductions taken.

Create NEST Contribution Schedule file:

1
2
3.
4

Go to the Pension tab and click ‘Create Pension File’

On the Select File to Create screen, choose ‘NEST — Contribution Schedule’

Click *OK’
On the Period for Contribution Schedule screen, enter

the ‘From’ and ‘To’ dates for the date range to create
the file.

In the Who to include section, accept the default of *All’

In the Pay Frequency field, to choose the payment
frequency of employees you want to include in the output
file

If you have configured only one Payment Source, the
field will be disabled. If you have more than one
Payment Source, choose the appropriate one in the
dropdown field

Enter the Date Payment Due to NEST in the field.

I Period for Contribution Schedule

~Date Range

Fiom  [o5/06/2ms = |
To [izmezns 3| | | pg

==
~Who to include
&l

 Selected

[~ Pay Frequency

Frequency IWeekIy -

 Paprment Source & MEST Detail

Payment Source:
Date Payment Due

MEST Payment Frequency

Payment Source 1 -
1206205 A
Manthly -

Field

[ Condiion |

B

Detail

-

I Clear Cancel

In the NEST Payment Frequency dropdown field, choose the frequency you will be paying

NEST that you configured on NEST’s website

10. Click ‘Next’

Your payroll has the ability to hold back contributions until the end of the opt-out window. This is
available when creating the pension output files. Whilst an employee’s contributions are being
withheld, NEST expects the employee to be included in the file with zero contributions and pensionable
earnings.

11. Tick the box in the ‘Exclude’ column to exclude an

11. Click ‘Next’

L] NEST - Exclude Employees for 05/06/2015 - 12/06/2015

employee from the file. This will hold back the

= | Exclude |Exc\udemmlf

employee’s contributions until the date entered in :
the Exclude until column. 1

EMMANUELLE Gladys
NIGHTINGALE Pam
FOSTER Jim

NM3422158
15096340
NAE45I2%,

08/06/2015 ERNEE
08/06/2015 O
08/08/2015
08/08/2018
08/08/2015

O
NAT294744 O
O
08/06/2015 a
O
o

ATA37124C
NM7ES3404
JB5GARA%

NM77E8408

08/06/2015
08/06/2015

pin |

Save | Bk | MNe | Coneel |
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12.

13.
14.

15.

16.

You must inform NEST 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.

Click *‘Next’

On the NEST — Contribution Schedule
for...screen, click ‘Print’ to print a report of the
employees that are included in the file.

Click ‘Create File' to create the NEST —
Contribution Schedule file

A message will advise the location where the NEST
output file has been created
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Lol

MEST - Contributions Schedule for 05/06/2015 to 12/06/2015

Summary of file contents
Total Pensionable Earnings 4928.92
Total Employer Contributions 93.00
Total Employee Contributions 82.00
MNumber of employees with Reduced Contributions 1
Number of employees with Exduded Contributions 1]
Total number of employees induded in the file 8

Print

P
NEST file created

@& The Nest - Contribution Export file has been created successfully in
P CAEARNIE April 2015\NEST\0000.

The name of the file is NESTC500002015060520150612.C5V.
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Upload the NEST Contribution Schedule file to NEST:

You shouldn’t open the file in Excel prior to uploading it to NEST because Excel

changes dates in to formats that will fail Nest’s validation.

1. Login to your NEST account on NEST'’s website

2. On the ‘Welcome to your NEST homepage’, select Manage your contribution
schedules

3. In Manage your contributions schedules, go to Your unpaid contribution schedules
and look at the table to find the contribution schedule you want to send to NEST

4. Select the link in the ‘Edit/Pay’ [ e
column of the contribution schedule | " _ =
you want to send. The dates shown e i s s e
for the Earnings period and
Payment due date must match
those used to create the NEST

Contribution Schedule file.

5. Click ‘Upload file’ , .
Complete a new — Upload a file P
contribution

schedule

Choase this option if you want Chaose this aption if you wank

to enter new contribution to upload a file containing

information. You may want te your workers' contribution

do this if yau'e paying information. You may want to

contributions for the first do this if you have a large

time, or you don't want to number of workers to

base this payment on the one contribute for.

you made for the last eamings

pEih You can find more about
templates for uploading files

here.

'

6. Browse to the location in your
payroll where the NEST 1 - Select the file you are going to upload
Contribution Schedule output file e o o D e e Ol
was created, select the file and click
‘Upload file’ button. NEST check the
file, to ensure the format and 2 - Upload the file
Employer Reference number is
correct. (cancel )

Choose the file to upload: 3

7. Once the file checking has been completed successfully, click *Process this file’ to upload the
file to NEST.

Click here for more information about uploading a NEST Contribution Schedule file to NEST.
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Approve your schedule for payment to NEST:

Once you have uploaded the NEST Contribution Schedule, you must manually approve your
Contribution Schedule for payment on NEST’s website.

1. Login to your NEST account on NEST’s website

2. On the ‘Welcome to your NEST e
homepage’, select Manage FEa—
your contribution schedules T
and then select the link under the R o = wm
Edit/Pay column of the
contribution schedule you want to I
submit

Bresults B Download results

3. At the bottom of the same screen .
T
C"Ck ‘Make payment’ Payment due is calculated fram the valid member contributians you have added 5o far. Payment due: £0.00

Click here for more information about approving a schedule for payment for NEST.
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