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

Introduction

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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You only need to complete the Multiple Pay Frequency Configuration if your company has more
than one pay frequency, for example weekly paid employees and monthly paid employees. For
companies that have multiple pay frequencies, Standard Life require a Site Code in the output file
for each employee.

Standard Life Configuration

If you only have on pay frequency, for example all employees are paid monthly, you don’t need to
complete this configuration.

Company Configuration:

1. Go to the Pensions menu, select ‘Configure Auto Enrolment’

2. On the Configure Automatic Enrolment [(ganomAvomee troment
screen, select ‘NEST' tab Pensions  NEST | Contact Detas |
Employer Reference Number IEM P0000000DD
3. Inthe Employer Reference Number
~Group ~ Payment Source
field, enter a dummy number such as No_|Description No_|Description
1 ‘Weekly
‘EMP000000000’ 2. Montily
3 2'Weekly
, , 4
4. Inthe Group section, create your site
codes by typing directly into the
Description field, for example ‘Weekly'
and ‘Monthly’ Help Delete oK Save Cancl

5. Click ‘OK’

Pension Fund configuration

Please Note: You may have completed the Pension Fund configuration when you created the
pension deductions.

1. Go to the Pensions menu and select ‘Configure Pension Fund Details’

2. Select the Standard Life pension fund and | © Perionfund pewic R
FundNo [ Standard Life
H 1 v
ClICk Edlt General | Bank | Contibutions |
3. On the General tab, in the Output File o 'i‘:"“::“’a‘ S s—
igh Street andar e hd
dropdown field select ‘Standard Life o i =
p Postcode | TS18 3TP Scheme Type -
G ZG’ Telephone Scheme Ref
Contact l— Minimum Contribution I—DOD
X Email Last P -
In the Include Employees field, select Aess : —— —=
i el ecial TanFiules [ No
‘This fund only’ (unless you have been o | Speciel T A "
told a different option by Standard Life) = _ _ ___lf'a“ o= |

4. Click ‘Save’ and then ‘Close’
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1. Onthe left-hand Selection Bar, select the appropriate employee to open their Employee

Employee Configuration:

Details

2. Select '‘Pension Refs’ tab

3. Select the appropriate Site Code in the 42 EmploycDeals Wl g eey
Employee No. [2 Emolovee List Auto Ssence Caleulation
Group drodeWﬂ f|e|d for each emp'oyee Personal | General | Pay Rates | Pay Method | Tax Detais | N.I. Detais | Sundry | Pension ~Pension Refs |
~NEST Di
that is a member of the Standard Life g [ —]
Date Group Changed -
scheme
Payment Source <None> -
. . . , Date Payment Source Changed ,—L,
4. Click 'save’ and then click ‘Close e S =
~Output File Field:
Friends Life/Now Pensions - Category |_ > _|
Peoples Pension - Woarker Group ID - _I
Scottish Widows - Pay Group,/ Now PAY CODE - _I
Wb | 14] a] B[P (F‘-NE‘:«,(- 204 CNEA New Save Cose
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You should send a Joiners output file to Standard Life if you have any employees automatically

Joiners File

enrolled or opted in the pay period.
Create Standard Life G2G Joiners file:

1. Go to the Pensions menu and select ‘Create Pension File’

2. Onthe Select File to Create screen, choose Standard Life G2G Joiners

3. Click "OK’
4. On the Period for Enrolling Workers screen, select the (D Perioa For envoling workers 2. [l
‘Pay Frequency’ and ‘Period No’ you processed the payroll B
. . r— Pay Period
for and had employees automatically enrolled or opted in Pay Frequency [y 2]
. Period Mo m
5. Click "OK’
- Date Range
From I LI
To I LI
Heb | ok | Cancel |
6. Onthe Standard Life G2G - Joiners () Standard Life G2G - Joiners for 27/04/2015 to 03/05/2015 B
for...screen, click ‘Print’ to print a report of [ ey offe cortems
. . . Number of employees without an NI Number 1
the employees that are included in the file. . .
Mumber of Eligible Jobhelders automatically enrolled 1
7. Click ‘Create File’ to create Standard Life Hmber of omeligible dobhalders cpted-in ¢
. MNumber of Entitled Workers opted-in 0
G2G file
Number of employees enrclled for other reasons 0
Total number of employees included in file 1
Back Pit | [ Creae il | Close

8. Onthe Save As screen, choose the location where the Standard Life G2G Joiners file will

be created and then click ‘Save’

9. A message will advise the location where the (‘Standerd Life 626 file successfuly created =)
Standard LifeJOiners flle has been CreatEd @R The Standard Life G2G - Joiners file has been created successfully in
@ C:\Program Files (x86)\IRIS Software Ltd\PAYE-Master NET

The file name is StandardLifeG2GEWPMO0082015042720150503.C5V
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2. Onthe Home page, select the ‘Assessment, communications and joining’

Upload Standard Life G2G Joiners file:

1. Login to your GPZ

3. On the Assessment, communications and joining page, select the option ‘Assessment,
communications and joining’

4. On the Options page, select ‘Join’

5. Inthe Step 3 section, select Standard Life

Heme  Scbeoms Lt sk Prymscn: [[INRTETIDISENRINEN ©.\mue Cpcions  Useder Optiume  Reperts  Commasiestons Cantrs

‘Send the file you have
created’. Thereis no need to

complete the other steps

because your payroll has

created the file for you

6. Read the Declaration on Standard Lt

screen. When you're happy to

continue, click the ‘Accept’
button

7. Onthe Select file screen, click

Standard Life
‘Browse’ and go to the location

where your payroll created the o

Standard Life G2G Joiners e P
output file. When you have - o
selected the file, click ‘Send file’

Click here for more information about uploading a file to Standard Life.
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You should also send a Payments output file to Standard Life each period you have paid your

Payments file:

employees.

Create Standard Life G2G Payments file

1. Go to the Pensions menu and select ‘Create Pension File’

2. On the Select File to Create screen, choose Standard Life G2G Payments

3. C(lick 'OK’

4. On the Period For Contribution

schedule screen, , the NEST E—':;L::—:mewm“ Nate: Orly periods that have be_e::yn::se: can be used to creste the pension file
Payment Frequency field is NEST PamentFreaueney [ T5oa TEST o] PoFreasency [Wesky -]
disabled =T
Date Payment Due I = r Di‘:’:m g _
5. In the Pension Fund field, Feyment Soree o —

choose your Standard Life fund

-

Period For Contribution Schedule

===

Help

OK Cancel
/

6. Date Payment Due and Payment Source fields are disabled

7. Choose the Pay Frequency and Period No you processed the payroll for and had
employees and/or employer pension contributions taken. Only periods that have been
finalised can be used to create the pension file.

Date Range fields will be disabled.

8. Click ‘OK’

Your payroll has the ability to hold back contributions as per the Pensions Regulator’s advice.
However, Standard Life said they strongly prefer this option isn't used.

Standard Life G2G - Exclude Employees for 04/05/2015 - 10/05/2015

9. Tick the box in the ‘Exclude’ column to exclude
You are able to omit pension deductions from this file for employees for up to two months after they were enrolled.
Below is 3 list of employees that have been enrolled in the date range selected or they have been excluded previcusly.
Tick the exclude box for any employee you wish to exclude from the file.

| Exclude? | Exclude Unil
~

3010612015

the worker from the contributions file. This will

No | Surname | Forename

2 Blogas doe

| NI Number | AE Date:
NXIZMB6A  0B/U2015

hold back the worker's contributions until the
date entered in the Exclude Until column.

10. Click ‘Next’

Pt Back Next Close
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12.

13.

14.

You must inform Standard Life of any
employees that didn't have a pension
contribution taken or made a reduced
contribution.

You can change the Reason for Reduced

JIRIS

Standard Life G20 - Payments for 04/05/2015 10 10/05/2015.

Mo | Sumame
Bloges doe

Forerame

NI Mamber | Pen Eatrings | Emp Contr | Ressan ot reduced employes contibubors
o paymerd o oot doducted

Fotial Hoe-pay Dae
WNZEA 000 [

S O T

Employee Contributions if you want to by clicking in the field and selecting another

option.
Click ‘Next’

On the Standard Life G2G - Payments
for...screen, click ‘Print’ to print a report of

the employees that are included in the file.

Click ‘Create File’ to create the Standard
Life G2G Payments file

rm Standard Life G2G - Payments for 04/05/2015 to 10/05/2015 M’
- Summary of file contents
Total Pensionable Earnings 600.00
Totel Employer Contributions 6.00
Total Employes Contributions 6.00
MNumber of employees with Reduced Contributions 0

Totel employees included in the file 1

Print | Creste File | Close |

On the Save As screen, choose the location where the Standard Life G2G Payments file

will be created and then click ‘Save’

A message will confirm the location

p
Standard Life G2G file successfully created

[S)

where the NEST Contribution
Schedule file has been created

@l The Standard Life G2G - Payments file has been created successfully in
W' C\Program Files (x86)\RIS Software Ltd\PAYE-Master. NET

The file name is StandardLifeG2GC5PM0082015050420150510.C5V

=)
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Upload Standard Life G2G Payments file:

1. Login to your GPZ

2. Onthe Home page, select the ‘Make Payments’

Group Pantion Zone

3. Inthe Step 3 section, select ‘Send Schedule’.

Standard Life’

e sonarme ot [T 1,000 agnsmy & dom Mermbcrs | e Opsann  Member Opsens | Rapwn | Sommevestuns Gerwe

There is no need to complete the other steps
because your payroll has created the file for

you

Grop Pension Zene

4. On the Confirm Payment Details screen, Standard h

enter the pay period’s Payroll Date for the | ...
file you're sending to Standard Life. 8

5. Check the displayed bank details are correct.

If you are happy with the details, click ‘Bank
o @

Details are Correct’

6. Browse to the location where your payroll created the Standard Life G2G Payments
output file. When you have selected the file, click ‘Send Schedule’

Growp Pension Zone

7. On the Confirm Column Headers screen,

Standard Life

check the column headers match the file you
want to upload and the click ‘Continue’

Click here for more information about uploading a file to Standard Life.
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IRIS AE Suite™

The IRIS AE Suite™ works seamlessly with all IRIS payrolls to easily manage
auto enrolment. It will assess employees as part of your payroll run, deduct
the necessary calculations, produce files in the right format for your pension
provider* and generate the necessary employee communications.

IRIS OpenPayslips
Instantly publish electronic payslips to a secure portal which employees can
access from their mobile phone, tablet or PC. IRIS OpenPayslips cuts payslip

distribution time to zero and is included as standard with the IRIS AE Suite™.

IRIS Auto Enrolment Training Seminars

Choose from a range of IRIS training seminars to ensure you understand both
auto enrolment legislation and how to implement it within your IRIS software.

HMRC online service helpdesk HMRC employer helpline
Tel: 0300 200 3600 Tel: 0300200 3200
Fax: 0844 366 7828 Tel: 0300 200 3211 (new business)

Email: helpdesk@ir-efile.gov.uk

For IRIS Payrolls For Earnie Payrolls

Tel: 08448155700 Tel: 08448155677

Email: sales@iris.co.uk Email: earniesales@iris.co.uk

Your Product Phone E-mail

IRIS PAYE-Master 0844 815 5661 payroll@iris.co.uk

IRIS Payroll Business 0844 815 5661 ipsupport@iris.co.uk
IRIS Bureau Payroll 0844 815 5661 ipsupport@iris.co.uk
IRIS Payroll Professional 0844 815 5671 payrollpro@iris.co.uk
IRIS GP Payroll 0844 815 5681 support@gppayroll.co.uk
IRIS GP Accounts 0844 815 5681 gpaccsupport@iris.co.uk
Earnie or Earnie 1Q 0844 815 5671 support@earnie.co.uk

IRIS & IRIS Software Group are trademarks © IRIS Software Ltd 06/2015. All rights reserved

| I R I S Call: 0844 815 5700 for IRIS or 0844 815 5677 for Earnie

Visit: iris.co.uk



