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Peoples Pension — Pension Deductions
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Introduction

This guide will give you an overview of how to configure your Peoples Pension deductions in the
payroll. Creating the output file is covered in a separate guide, see the Pension Guide for more
information.

The guide covers:

m Creating an employee pension deduction

m Creating an employer pension deduction

Peoples Pension permit employers to calculate the pension deduction based on a percentage of
Qualifying Earnings, Pensionable Earnings or Total Earnings. The tax basis of the pension deduction
can be via Salary Sacrifice (also known as Salary Exchange), Gross or Net. For more information about
People’s Pension terminology click here.

For instructions on how to setup the employee and employer pension deduction, select your pension
scheme option from the list:

Salary Sacrifice (Salary Exchange) pension — based Qualifying Earnings

Net pension — based on Qualifying Earnings

Gross (Net Pay Arrangement) pension — based on Qualifying Earnings

Salary Sacrifice (Salary Exchange) pension — based on Pensionable Earnings or Total Earnings

Net pension — based on Pensionable Earnings or Total Earnings

Gross (Net Pay Arrangement) pension — based on Pensionable Earnings or Total Earnings
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http://thepeoplespension.co.uk/employers/files/2014/11/3874b.1014-Glossary-of-terms-F.pdf
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Salary Sacrifice or Salary Exchange pension - based on Qualifying Earnings

A Salary Sacrifice (Salary Exchange) pension deduction is deducted from the employee’s pay before Tax
and NI is calculated, which means the employee is due to pay less Tax and NI.

A Qualifying Earnings pension deduction is calculated as a percentage of the employee’s Qualifying
Earnings between the lower limit and upper limit. For tax year 2015/16, the lower limit is £5,824 and
the upper limit is £42,385.

Add employee pension deduction:

i & W N H

® ® N o

11.

Go to the Company menu and select ‘Alter Payments / Deductions’

Click on ‘Add New’

Click *No’ to the message asking if you want to use the wizard

Enter the Name of the pension deduction

In the Category field select ‘Apply Before Tax & NI
Calculation’

In the + or - field, select ‘Deduction’
In the Type field, select ‘Percentage Auto Enrolment’
In the Range check field, leave the default as *‘None’

In the Report Group field, leave the default as
‘<None>'’

. When Clear Totals field is set to *Annually’, during

Year-end Restart the year to-date total for this pension
deduction will be clear along with other year to-date totals

Click ‘OK’

Add employer pension deduction:

I — N
m Settings for New Payment/Deduction 22 g

1D Number |22 Mame IAE Salary Sacrifice - EE|
Categary
IAppIy Befare Tax & NI Calculation LI
+ar-
IDeduction LI
Type
I Percentage Auto Enrolment d
% Settings ...
Range check ﬂl .
INone LI
Settings ... |
Feport Group
|<N0ne> j
Clear to-date totals S B
ubtract B asic
Anrually vl [= Fle Tars
W Pension [~ Qualifying Earmings
[ Benefit in kind I~ Pensionable Earings
ok Lancel

1. Go to the Company menu and select ‘Alter Payments / Deductions’

2.

Click on ‘Add New’

3. Click *No’ to the message asking if you want to use the wizard
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4. Enter the Name of the pension deduction l] Settings for New Payment/Deduction 21 =)
5. In the Category field select ‘Display Item Only’ ot [21 Mo Sy S £
Category
This option is chosen so the employee’s pay isn't [Display ttem Oy =]
affected. If you don't want to show the employer’s vor-
deduction on the employee’s payslip, select ‘Display Lz;:“d'”” =l
Item Only - Hidden from Payslip’ IPercentageAuto Enralment LI
% Settings ... |
6. Inthe + or - field, select ‘Deduction’ IF‘Na:f: check =
7. In the Type field, select ‘Percentage Auto FeEetEmE Lseigs.. | !
Enrolment’ |<Hne: =l
Clear to-date totals )
. \ ’ I IAnnuaIIy LI [= E‘L;I?;rgrc:KBaS|c
8. In the Range check field, leave the default as ‘None
¥ Pension [~ Qualifying Eamings
9. Il’l the Report Group ﬁeld, IeaVe the default as I~ Benefit in kind I~ Pensionable Earnings
‘<None>’
Ok | LCancel |
10. When Clear Totals field is set to ‘Annually’, during - 4
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Year-end Restart the year to-date total for this pension deduction will be clear along with

other year to-date totals

11. Click ‘OK’

Enter default percentage for the employee and employer pension deduction:

1. Go to the Company menu and select ‘Alter Payments / Deductions’

2. Next to the employee pension deduction,
click in the ‘Standard’ field and enter the
default percentage

3. Next to the employer pension deduction,
click in the *Standard’ field and enter the
default percentage

= ™
m Company Payments & Deductions M
No | Description | Standard | Wweekly | Weekly Account
Lower | Upper

22 AE Met-EE 1.00 %)

23 AE Net-ER 1.00 2]

24 AE Gross - EE 1.00 %)

25 (AE Gross-ER 1.00 2]

26 | Salany Sacrifice - EE 1.00 %]

27 | Salary Sacifice - ER 1.00 )

28 Met-EE 1.00 %]

28 Met-ER 1.00 %)

30 | Gross -EE 1.00 % I

3 Gross-ER I 1.UDI% -

Formulas Edit I Add New | Insert I OK LCancel I

= J
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Configure pension deduction pay elements:

1. Go to the Pension menu and select *Configure (T
Earnings’ oy | Fates | Paecs

2. Tick ‘Qualifying Earnings’ box for all =l )

. ying Earnings’ box for all pay Saim i} T

elements to include in employees’ total earnings E;“dp:l.riif % E
when payroll assesses employees for automatic o sl v = ¥
enrolment
The employees’ pension contribution will also be B
calculated on these pay elements o o =

3. Click ‘OK’
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Net pension - based on Qualifying Earnings

A Net pension deduction is deducted from the employee’s pay after Tax and NI is calculated, then the
employee receives basic rate tax relief on that pension deduction; for tax year 2014/15 the rate is
20%. Higher rate tax payers need to claim the remaining tax relief from HMRC. This method of
deducting pension contributions HMRC call relief at source (RAS).

In payroll, if say the employee’s pension deduction is 1%, you would enter 1% in the employee’s
pension deduction standard value but the actual deduction will be 0.8% from their pay.

A Qualifying Earnings pension deduction is calculated as a percentage of the employee’s Qualifying
Earnings between the lower limit and upper limit. For tax year 2015/16, the lower limit is £5,824 and
the upper limit is £42,385.

Add employee pension deduction:

1. Go to the Company menu and select ‘Alter Payments / Deductions’
2. Click on'Add New’
3. Click *No’ to the message asking if you want to use the wizard
4. Enter the Name of the pension deduction Bl et o New Py Decucion 22 1 B85S
ID Number [22 Name [E Net- EE
5. In the Category field select ‘Apply After Tax & NI -
Calculation' IAppIy After Taw & Ml Calculation LI
6. Inthe + or - field, select ‘Deduction’ v E
Type
7. In the Type field, select ‘Percentage Auto Enrolment’ l [Percentage Auto Ervolment =]
| % Settings ... |
8. In the Range check field, leave the default as ‘None’ | IF‘NQ chece : =
9. In the Report Group field, leave the default as | Repor Group Ledtiss. |
\<None>l 1 |<N0ne> LI
Clear to-date totals q
- - 1 7 - e hd
10. When Clear Totals field is set to ‘Annually’, during I =l
Year-end Restart the year to-date total for this pension i ZE"S':"_ B E E“a"_”'”g;a:'"g_s
enefit in kin Ensonable Earnings
deduction will be clear along with other year to-date
totals s Lo

11. Tick ‘Subtract Basic Rate Tax’ box

12. Click ‘OK’

Add employer pension deduction:

1. Go to the Company menu and select ‘Alter Payments / Deductions’
2. Click on ‘Add New’

3. Click *No’ to the message asking if you want to use the wizard
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Enter the Name of the pension deduction

In the + or - field, select ‘Deduction’

© ® N o U &

In the Report Group field, leave the default as
‘<None>’

10. When Clear Totals field is set to ‘Annually’, during

Year-end Restart the year to-date total for this

deduction will be clear along with other year to-date

In the Category field select ‘Display Item Only’

In the Type field, select ‘Percentage Auto Enrolment’

In the Range check field, leave the default as *‘None’
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' ™
m Settings for New Payment/Deduction 23 g

pension

D Mumber [23 | Mame |4E Net-ER

Category
IDispIay Itern Only LI
+0r -
IDeduction LI
Type
Percentage Auto Enrolment
% Settings ...
Fange check _gl
INone LI
Settings ... |
Feport Group
|<N0ne> LI

Clear to-date totals S Basi
ubtract Basic
IAnnuaIIy 'l I Rate Tax

¥ Pension I Qualitying Earnings
totals I~ Eenefit in kind ™ Pensionable E armings
11. Click ‘OK’ (s Caice]
Enter default percentage for the employee and employer pension deduction:
1. Go to the Company menu and select ‘Alter Payments / Deductions’
2. Next to the employee pension deduction, (I Company Payments & Deductions ===
S \ e
click in the *Standard’ field and enter the | e | s | [V s
default percentage 22 |AENet -EE 1.0 )
23 AE Met-ER 1.00 %
. . 24 |AE Gross - EE 1.00 %)
3. Next to the employer pension deduction, 25 A Gross-£R 1.00 %
26 | Salany Sacrifice - EE 1.00&
click in the ‘Standard’ field and enter the 2l SR 10l
23 |Met-ER 1.00 )3
default percentage IR e
31 |Gross-ER [ 1o =
Formulas Edit I Add New | Insert I 0K LCancel I
Configure pension deduction pay elements:
1. Go to the Pension menu and select *Configure [ [ r—

Earnings’

2. Tick ‘Qualifying Earnings’ box for all pay
elements to include in employees’ total earnings
when payroll assesses employees for automatic
enrolment

The employees’ pension contribution will also be
calculated on these pay elements

3. Click ‘OK’

Salow | Fates | PapDeds

Pensionable
Eamings

Qualifying
Earnings

Salary

Statutory Maternity Pay
Statutory Paternity Pay
Shared Parental Pay
Statutory Adoption Pay
Statutary Sick Pay
Holiday Pay

[EHCHCHCHCHCY )
Uoooool

Ok Save Cancel
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Gross (Net Pay Arrangement) pension - based on Qualifying Earnings

During payroll, a Gross (Net Pay Arrangement) pension deduction is deducted from the employee’s pay
after NI is calculated but before Tax is calculated. This means the employee’s Taxable Gross pay is
reduced and the employee is due to pay less Tax from their pay. HMRC call this method of deducting
pension contributions “Net Pay Arrangement”.

A Qualifying Earnings pension deduction is calculated as a percentage of the employee’s Qualifying
Earnings between the lower limit and upper limit. For tax year 2015/16, the lower limit is £5,824 and
the upper limit is £42,385.

Add employee pension deduction:

i & W N RH

© ® N o

11.

12,

Go to the Company menu and select ‘Alter Payments / Deductions’

Click on ‘Add New’

Click *No’ to the message asking if you want to use the wizard

Enter the Name of the pension deduction

In the Category field select ‘Apply After NI Calc but
Before Tax Calc’

In the + or - field, select ‘Deduction’
In the Type field, select ‘Percentage Auto Enrolment’
In the Range check field, leave the default as *‘None’

In the Report Group field, leave the default as
‘<None>’

. When Clear Totals field is set to ‘Annually’, during

Year-end Restart the year to-date total for this pension
deduction will be clear along with other year to-date
totals

Leave the ‘Subtract Basic Rate Tax’ box un-ticked

Click ‘OK’

s = ™
m Settings for New Payment/Deduction 24 u

1D Mumber IF Name [4E Giass - EE]

Category
IAppIy After NI Calc but Before Tax Calc

L

+ar-

I Dreduction

Type

I Percentage Auta Enralment

*% Settings ...
Range check 4T

INone

Settings ...
Feport Group

I‘_\_P_\_I; L

I <Maones
Clear to-date totals

Subtract B asic
Anrually vl r Bate Tax

¥ Pension [~ Qualifying Earmings
[ Benefit in kind I~ Pensionable Earings

ok Lancel
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Add employer pension deduction:

1. Go to the Company menu and select ‘Alter Payments / Deductions’

2. Click on'Add New’

3. Click *‘No’ to the message asking if you want to use the wizard

4. Enter the Name of the pension deduction (M0 settings for New Payment/Deduction 25 it

. — ’ | 1D Humber IE Name IAE Gross - ER

5. In the Category field select ‘Display Item Only

Cateqgory

6. Inthe + or — field, select ‘Deduction’ |Disply tem 0y =

+ar-

7. In the Type field, select ‘Percentage Auto Enrolment’ [Deduction =~

Type

8. In the Range check field, leave the default as *“None’ [Percentage Auta Ervalment =]

. Range check 4|°/° peltinsf |

9. In the Report Group field, leave the default as |ng8 = :
‘< None>' Benor Settings .. | i

eport Group [

10. When Clear Totals field is set to ‘Annually’, during Lj::”t:_}date - =l
Year-end Restart the year to-date total for this pension [Bnely o] R
deduction will be clear along with other year to-date 7 Pension I Qualiying Eamirgs
totals I I Benefit in kind [~ Pensionable Eamings

I
. ak Cancel
11. Click ‘OK’ - = = )
Enter default percentage for the employee and employer pension deduction:

1. Go to the Company menu and select ‘Alter Payments / Deductions’

2. Next to the employee pension deduction, (1 Company Payments & Deductions =)
click in the *Standard’ field and enter the | omoren | s | [V [V peenm
default percentage 22 AENat-EE 1.00 /3%

23 |AE Net-ER 1.00 3%
. . 24 |AE Gross -EE 1.00 %]
3. Next to the employer pension deduction, 25 |AE Guoss -ER 1.00 3]
26 | Salany Sacrifice - EE 1DDE
click in the ‘Standard’ field and enter the 27 [Saay Samifia - EF 10l
23 |Met-ER 1.00 3]
default percentage 2 Wt ER_ e
T |Gross-ER | T =
FEormulas Edit I Add New | Inzert I oK LCancel I
Configure pension deduction pay elements:
1. Go to the Pension menu and select *Configure [ TfEr—
Earnings' Salow | Fates | PapDeds
. e ., EEE=
2. Tick ‘Qualifying Earnings’ box for all pay Sainm 7 T
R . R Statutory Matelqily Pay g a
elements to include in employees’ total earnings Stofular PototrA Por & o
. Statutory Adoption Pay jrig a
when payroll assesses employees for automatic Statulry Sick Pay = o
Holiday Pay I3 =]
enrolment
The employees’ pension contribution will also be E
calculated on these pay elements o sase Concel
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3. Click ‘OK’
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Salary Sacrifice or Salary Exchange pension - based on Pensionable Earnings

or Total Earnings

A Salary Sacrifice (Salary Exchange) pension deduction is deducted from the employee’s pay before Tax
and NI is calculated, which means the employee is due to pay less Tax and NI.

A Pensionable Earnings or Total Earnings pension deduction is calculated as a percentage of earnings

you specified when setting up the People’s Pension scheme. For example, this could be a percentage
of Salary only or Salary plus bonus etc.

Add employee pension deduction:

1. Go to the Company menu and select ‘Alter Payments / Deductions’
2. Click on ‘Add New’
3. Click *No’ to the message asking if you want to use the wizard
4. Enter the Name of the pension deduction (] Settings for New Payment/Deduction 26 (SE |
. \ 1D Hurnber lf NameISalary Sacrifice - EE
5. In the Category field select ‘Apply Before Tax & NI
Calculation’ et
IAppIy Before Tax & NI Calculation LI
6. Inthe + or - field, select ‘Deduction’ | 5
Dieduction -
i | . I
7. 1Inthe Type field, select ‘Percentage’ | IT:'D =il
Il ercentage - fl
8. In the Range check field, leave the default as *‘None’ | Range check [reae | |
Il INone j
9. In the Report Group field, leave the default as D — Settings .|
‘<NOI‘Ie>' I |<N0ne> LI
i Clear to-date totals St B
10. When Clear Totals field is set to ‘Annually’, during Annualy S Ll
Year-end Restart the year to-date total for this pension : I Duslifying Earings
deduction will be clear along with other year to-date totals (lfEczcitn ol Imlerscnabel s
11. Tick the *Pension’ box | oL Corcd_| )
12. Click the *% Settings’ and then tick all the pay elements W e - |
you want the pension deduction to be calculated on Br:‘ v e e
k|-l (Hierarchical)
) . , . I Basic Hours Pay * Listed Items Only
13. Click 'OK’ on the Percentage calculation screen gwmw —
14. Click *OK’ on the Settings for New Payment/Deduction I™ SHP.54P. OSFP & A5FF
I Holiday Pay
screen to save the new employee pension deduction B
I Less i add L
ok Cancel
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Add employer pension deduction:

1. Go to the Company menu and select ‘Alter Payments / Deductions’
2. Click on ‘Add New’
3. Click *‘No’ to the message asking if you want to use the wizard
4. Enter the Name of the pension deduction B tingsforNew Paymen Deduction 7B
ID Number [27 Mame [Salay Saciiice - ER
5. In the Category field select ‘Display Item Only’ Cotegon
. - IDispIay Itern Only ;I
6. Inthe + or - field, select ‘Deduction’
7. In the Type field, select ‘Percentage’ I Li;:“m” =
8. In the Range check field, leave the default as *‘None’ | [Peceniage =
g : e % Seftings .. |
9. In the Report Group field, leave the default as il [Nane =]
‘< None>' : Report Group %I
I |<None> ;I
10. When Clear Totals field is set to ‘Annually’, during | Cleartodate totals N
Year-end Restart the year to-date total for this pension [ ™ e
deduction will be clear along with other year to-date L
[T Benefit in kind ™ Fenszionable Earmings
totals
Ok | Lancel |
11. Tick the ‘Pension’ box . /

12. Click the ‘% Settings’ and then tick all the pay elements you want the pension deduction to
be calculated on

13. Click 'OK’ on the Percentage calculation screen

14. Click *OK’ on the Settings for New Payment/Deduction screen to save the new employer
pension deduction

Enter default percentage for the employee and employer pension deduction:

1. Go to the Company menu and select ‘Alter Payments / Deductions’

2. Next to the employee pension deduction, (1] Company Payments & Deductions S
click in the ‘Standard’ field and enter the e T
Nol Description | Standard | Lrizely Ussery Account
default percentage T AENel-EE 100 )
23 |AE Net-ER 1.00 %,
. . 24 |AE Gross - EE 1.00 3]
3. Next to the employer pension deduction, 25 |AE Gross -ER 1.00 %)
2B | Salary Sacrifice - EE 1.DUE
click in the ‘Standard’ field and enter the e R 100
et - . &
29 |Met-ER 1.00
default percentage B he jase
31 Gioss-ER [ 700z, I
Formulas Edit I Add Mew | Inzert | oK Cancel
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Configure Qualifying Earnings:

1. Go to the Pension menu and select *Configure
Earnings’

2. Tick ‘Qualifying Earnings’ box for all pay
elements to include in employees’ total earnings

when payroll assesses employees for automatic
enrolment

3. Click ‘0K’
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I Configure Eamings ==
Salay | Ruates | PapDads
Qualifying Pensionable |~
Payment | Earnings Eamings
Salary = 0
Statutory Matesnity Pay = ul
Statutory Paternity Pay g ]
Shared Parental Pay 54 =
Adoption Pay = o
Statutory Sick Pay C:j u]
|Holiday Pay 24 =]
oK Save Cancsl
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Net pension - based on Pensionable Earnings or Total Earnings

A Net pension deduction is deducted from the employee’s pay after Tax and NI is calculated, then the
employee receives basic rate tax relief on that pension deduction; for tax year 2014/15 the rate is
20%. Higher rate tax payers need to claim the remaining tax relief from HMRC. This method of
deducting pension contributions HMRC call relief at source (RAS).

In payroll, if say the employee’s pension deduction is 1%, you would enter 1% in the employee’s
pension deduction standard value but the actual deduction will be 0.8% from their pay.

A Pensionable Earnings or Total Earnings pension deduction is calculated as a percentage of earnings
you specified when setting up the People’s Pension scheme. For example, this could be a percentage
of Salary only or Salary plus bonus etc.

Add employee pension deduction:

1. Go to the Company menu and select ‘Alter Payments / Deductions’
2. Click on ‘Add New’
3. Click *No’ to the message asking if you want to use the wizard
4. Enter the Name of the pension deduction ([l settings for New Payment/Deduction 28 s |
) ID Nurber [28 Mame [Net -EE
5. In the Category field select ‘Apply After Tax & NI
- ’ Categor
caICUIatlon IAppi .:fter Tax & Ml Calculation LI
6. Inthe + or - field, select ‘Deduction’ |+D°fd' c
eduction -
7. In the Type field, select ‘Percentage’ IT:D . -
ercentage i
8. In the Range check field, leave the default as ‘None’ Range check % Setings...|
INnne ;I
9. In the Report Group field, leave the default as oot Grop Settings |
‘< None>’ |<N0ne> LI
Clear to-date totals J——
10. When Clear Totals field is set to ‘Annually’, during iy ] Wi
Year-end Restart the year to-date total for this pension W Pension I Gualiting Eamings
deduction will be clear along with other year to-date totals [ElBenetinkind = H Rensionatic Eamings
11. Tick the *Pension’ box - Lance

12. Tick the ‘Subtract Basic Rate Tax’ box

13. Click the ‘% Settings’ and then tick all the pay elements you [ semnsseaiuson o sy socrice -t baseson. WSS
want the pension deduction to be calculated on [P P Bemene e e
¥ i M)
. . , . [ Basic Hours Pay @ Listed Items Only
14. Click 'OK’ on the Percentage calculation screen FMHMM —
S5P
15. Click *OK’ on the Settings for New Payment/Deduction I SMP.54P.D5PF . p6PP
[ Holiday Pay
screen to save the new employee pension deduction T
I Lesshi Add Delete
oK Lancel

14
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Add employer pension deduction:

2 Farmplan

Time to grow

Go to the Company menu and select ‘Alter Payments / Deductions’

Click on ‘Add New’

Click *No’ to the message asking if you want to use the wizard

Enter the Name of the pension deduction

In the + or - field, select ‘Deduction’

In the Type field, select ‘Percentage’

In the Range check field, leave the default as *‘None’

In the Report Group field, leave the default as

‘<None>’

10. When Clear Totals field is set to ‘Annually’, during
Year-end Restart the year to-date total for this pension
deduction will be clear along with other year to-date

totals

11. Tick the *Pension’ box

1.
2
3
4
5. In the Category field select ‘Display Item Only’
6
7
8
9

f ™y
E‘Settings for New Payment/Deducticn 29 u

D Number [23 Name [Net -ER

Categary

IDispIay Itern Only ;I

+ar- a

IDeduct\on LI

Type

IPercenlage LI
% Setings ...

Fange check &I

INone LI

Settings ... |

Feport Group

|<N0ne> LI

Clear to-date totals Sl B
ubtract Basic

Annually ~| itz T

¥ Pension I~ Qualifying E armings

[~ EBenefit in kind I~ Fensionable Earnings

oK | LCancel |

12. Click the ‘% Settings’ and then tick all the pay elements you want the pension deduction to

be calculated on

13. Click 'OK’ on the Percentage calculation screen

14. Click *OK’ on the Settings for New Payment/Deduction screen to save the new employer

pension deduction

Enter default percentage for the employee and employer pension deduction:

1. Go to the Company menu and select ‘Alter Payments / Deductions’

2. Next to the employee pension deduction,
click in the ‘Standard’ field and enter the
default percentage

3. Next to the employer pension deduction,
click in the ‘Standard’ field and enter the
default percentage

—
m Company Payments &

Deductions

=

Na | Description

| Standard |

Weekly
Lower

Weekly
Upper

Account

22 AE MNet-EE

23 AE Net-ER

24 AE Gross-EE

25 |AE Gross -ER

26 | Salary Sacrifice - EE
27 | Salary Sacrifice - ER
28 Met-EE

29 Met-ER

30 | Gross-EE

3 Gross-ER

100 %
1.00 %]
1.00]5%
1.00 %]
1.00 %
1.00 %
1003

-

FEormulas Edit

I Add New | Inzert I

oK LCancel
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Configure Qualifying Earnings:

1. Go to the Pension menu and select *Configure
Earnings’

2. Tick ‘Qualifying Earnings’ box for all pay
elements to include in employees’ total earnings

when payroll assesses employees for automatic
enrolment

3. Click ‘0K’

2 Farmplan

I Configure Eamings ==
Salay | Ruates | PapDads
Qualifying Pensionable |~
Payment | Earnings Eamings
Salary = 0
Statutory Matesnity Pay = ul
Statutory Paternity Pay g ]
Shared Parental Pay 54 =
Adoption Pay = o
Statutory Sick Pay C:j u]
|Holiday Pay 24 =]
oK Save Cancsl
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Gross (Net Pay Arrangement) deduction - based on Pensionable Earnings or

Total Earnings

During payroll, a Gross (Net Pay Arrangement) pension deduction is deducted from the employee’s pay
after NI is calculated but before Tax is calculated. This means the employee’s Taxable Gross pay is
reduced and the employee is due to pay less Tax from their pay. HMRC call this method of deducting
pension contributions “Net Pay Arrangement”.

A Pensionable Earnings or Total Earnings pension deduction is calculated as a percentage of earnings
you specified when setting up the People’s Pension scheme. For example, this could be a percentage
of Salary only or Salary plus bonus etc.

Add employee pension deduction:

1. Go to the Company menu and select ‘Alter Payments / Deductions’

2. Click on ‘Add New’

3. Click *No’ to the message asking if you want to use the wizard

4. Enter the Name of the pension deduction (Bl Settings for New Payment/Deduction 30 (e |

. \ 1D Nurnber W NamelGrDss-EE
5. In the Category field select ‘Apply After NI Calc but
’ Category
Before Tax Calc IAppIy After MI Calc but Before Tax Calc LI
6. Inthe + or - field, select ‘Deduction’ |+D°'d' =
eduction i
7. In the Type field, select ‘Percentage’ IT:DE . -
ercentage i
8. In the Range check field, leave the default as ‘None’ Rr— %sgtings..|
INone ;I

9. In the Report Group field, leave the default as S Settings |

‘< None>’ |<N0ne> LI H
Clear to-date totals .

10. When Clear Totals field is set to *Annually’, during Annualy o
Year-end Restart the year to-date total for this pension i I Quslifving Earmings
deduction will be clear along with other year to-date totals [BBenetinkind M Rensionatic Eaminas

11. Tick the *Pension’ box | - Coreel_| )

12. Leave the ‘Subtract Basic Rate Tax’ box un-tick e |

13. Click the ‘% Settings’ and then tick all the pay elements w L e/

. . I Basic Hours Pay  Listed ltems Only
you want the pension deduction to be calculated on ;mww.spay r—;,

14. Click 'OK’ on the Percentage calculation screen E SHP S4P. OSPP kASPP

15. Click *OK’ on the Settings for New Payment/Deduction Co el
screen to save the new employee pension deduction = o
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Add employer pension deduction:

© ® N o U & W N H

[y
o

11.
12,

13.
14.

. When Clear Totals field is set to ‘Annually’, during

Go to the Company menu and select ‘Alter Payments / Deductions’

Click on ‘Add New’

Click *No’ to the message asking if you want to use the wizard

Enter the Name of the pension deduction (I settings for New Payment/Deduction 31 o

In the Category field select ‘Display Item Only’

In the + or - field, select ‘Deduction’

In the Type field, select ‘Percentage’

In the Range check field, leave the default as *‘None’

In the Report Group field, leave the default as
‘<None>’

Year-end Restart the year to-date total for this pension
deduction will be clear along with other year to-date
totals

Tick the ‘Pension’ box

1D Number |31 NamelGross-EH
Categary
IDispIay Itern Only ;I
+ar-
IDeduct\on LI
Type
IPercenlage LI
% Setings ...
Fange check &I
INone LI
Settings ... |
Feport Group |
|<N0ne> LI
Clear to-date totals Sl B
tract
Annually ~| Hgte@l'c;x e
v P i I~ Qualifying E armings
[~ EBenefit in kind I~ Fensionable Earnings
oK | LCancel |

L5

Click the ‘% Settings’ and then tick all the pay elements you want the pension deduction to

be calculated on

Click ‘OK’ on the Percentage calculation screen

Click *OK’ on the Settings for New Payment/Deduction screen to save the new employer

pension deduction

Enter default percentage for the employee and employer pension deduction:

1. Go to the Company menu and select ‘Alter Payments / Deductions’

2.

Next to the employee pension deduction, (10 Cormpany Payments & Deductions =)
click in the ‘Standard’ field and enter the |
Na | Description | Standard | L\iiery UssEly Account
default percentage 22 |AENet -EE .00 |
23 |AE Net-ER 1.00 %
. . 24 |AE Gross - EE 1.00 3]
Next to the employer pension deduction, = [ Gon R __ Lol
alary sacnhce - R E
click in the ‘Standard’ field and enter the 27 |t 1003
gt - | E
29 |Met-ER 1.00
default percentage 5 e et
31 Giross-ER [ 002 I
FEormulas Edit I Add New | Inzert I oK LCancel
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Configure Qualifying Earnings:

1. Go to the Pension menu and select *Configure
Earnings’

2. Tick ‘Qualifying Earnings’ box for all pay
elements to include in employees’ total earnings

when payroll assesses employees for automatic
enrolment

3. Click ‘0K’

2 Farmplan

I Configure Eamings ==
Salay | Ruates | PapDads
Qualifying Pensionable |~
Payment | Earnings Eamings
Salary = 0
Statutory Matesnity Pay = ul
Statutory Paternity Pay g ]
Shared Parental Pay 54 =
Adoption Pay = o
Statutory Sick Pay C:j u]
|Holiday Pay 24 =]
oK Save Cancsl
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