Uploading your
employee data file

Employer Online Services guide

This guide is designed to help you upload an employee data
file in your Online Services account. Some payroll providers will

create an employee data file for you, although you can easily
create this yourself. ‘
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After you've signed up with The People’s Pension, you'll be able
to log in to your Online Services account. Once you've signed in
you'll reach the home screen. Here you'll see all the accounts
you have access to.

Choose the account you'd like to add employee
data to by selecting ‘Show accounts’ and then
clicking on the cog that appears beside the
,e* e+« admin account name. If you have access to lots
o° of accounts, use the search box at the top of your

evc00s0000e’ screen to find the one you need quickly.

o If you see an exclamation mark beside the select
button, this means you have an ‘Action required’
on the account you see this against.

Just the one T Account

account with us?
Your home screen will R

look a little different. You'll Sub gy dlo

be able to click ‘Submit I

employee data’ from the
on-screen options.

Manage scheme leavers/opt outs

Qoand

View documents



Submitting your employee data

Manage account

You'll reach the ‘Manage account’ screen for the admin account
you selected. In the ‘Manage employees’ section select ‘Submit

1g"gop|e|s :......0..................0.............0..... employeedatal.
pension . You'll be able to view our quick guide and choose your account
° . . .. . . ) .
Manaae account seftings if this is the first time you've submitted your employee data.
L]
7o Help & g °
*  support .
Manage employees @ Manage payments
Submit employee data Make a payment
None t
Manage scheme leavers/opt outs mc:]r:;; S u b m
PO m Account transactions m
Automated collection m
Manage employer Help

Manage worker groups Select View documents Select

You'll need to complete your declaration of compliance when:
Company details Resource library

e your duties start date has passed

Declaration of compliance Give us your feedback

e you've submitted your first employee data.

gl

P PP (ou1 | needfocompleTEThiSW"hThePenSionSRegU|010r10
show you're meeting your duties as an employer. Don't forget,
yoU'll need to complete your declaration of compliance again at
your re-enrolment date every 3 years.
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Submitting your employee data
Getting started

Getting started - submitting your employee data [ Back to my account |

Intro

oo

Familiar with our system? ;)

You con fum off our getiing staned pages for this occount now that you are fomifiar with the procedure. You can fum them back on again from the guides & seffings
Tab.

cmmm’m <...........................................................

Making sense of it all
Hello Luke, the first thing to know about submitting your employee data is that it isn't

scary! The following few pages will intfroduce you to the process so you are fully
prepared.
Step 1

Choose your settings
and preferences

o
Skip the tour

N
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From here, we'll take you through a quick guide to submitting
your employee data - you can turn this off after you've
submitted your employee data for the first time or if you've
changed the upload process by clicking here.

It's useful take the tour to find out
more about using your account, but
you can skip this if you want.

You'll also see the account settings
page after completing the tour.



Your settings
Getting started

.+« There are several different ways to give us your employee data:

Getting started - submitting your employee data Back to my account .
. e you can arrange with your payroll provider to send us
s oy . your employee data directly (not all providers can offer
L]
Choose your options : e you can upload a file yourself
L]
There are a number of ways to customise the way you submit your data to us. And you can change these at o ¢ you can manually enter your employee data. We'll
. . . o °
any time using the guides & settings tab. . remember what you've selected for next time, but you
: can change this at any time by going to the ‘Account
].Howdoywwomfosubmnyoufemp'oyeedda? (0..00..0...0..0...0..0...0...0..0...0..0: seﬁanSTGb
I want to submit a file Nt | | want to enter my details manually
* Ideal If your payroll software creates a file for you * ideal If you have just a few employees
* Ideal If you have lots of employees or just a few * ideal if you don't have payroll software
* ideal If you plan to use postponement (o delay putting employees
into the pension scheme)

You can ask us to alert you if your contributions have changed
«s0o from the previous time you sent us your employee data through

o° any submission.
-
L]

2. If you're sending your data to us through file upload, would you like to be alerted if your contribution .o. vees To make su_re we handle YO.UI‘ contributions corregtly, _V\_/eI” ask
levels change? .° o° you to confirm your tax basis. To learn more on this visit
o* o* our website.
Q You would like 1o be alerted at +/- 25% Edit (0ooooooooooooooooooooooooooooooooo’ o’
L]
[ ]
[ ]
o.. p g 0 .
3. Understand your tax basis? o The ‘Terms and conditions’ should be read before making
®© « R i e . veo.  Thefirst submission. This should be confirmed as read by
knowledged ni Show . . . annn
PR E e ot ey = €oooooonneeennaciiianaees . the individual submitting the data only and not on behalf
L]
o° of someone else.
[ ]
4. Terms and conditions o’
L]
You have accepted Show 000000................OOOO.................OO...
epl

Clicking on ‘Continue’ will take you to the next step where you
can send us your data file if you've reached your staging/duties

m ( «ssssee start date. Please note the continue button will only appear
once all the steps have been completed.
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Your settings
Getting started

Getting started - submitting your employee data

Helping you along the way

We've created a handy guides & settings tab for you, which will follow you through the
site. Familiarise yourself with the info below. You can find this anytime when you're
submitting a file to us by clicking this icon (it'll be at the top of your screen).

M&WE 00 000000000000 00000000000000000000000000000000000000000000000000000000000000000000000000000000000000000

L]
L]
L]
L]
. L]
Your account info o
L]
Here are some of your basic account defails. You can edit or add worker groups by dlicking 'Manage worker groups' from your account homepage. o
°
L]
Account number v
WOl‘kel' gl’OUp le Ermployer comvibution: SX, -Employes conmiuon: 4% Your account info & help guides Account settings Your account info & help guides Account settings
EPSR number 3
1 Your account info Seftings
Tax bos's Account number Submitting your data Manual eniry
For help understanding your tax basis - click on: Helping you with tax relief.
Worker group IDs Employer confribution: 3%, Employee contribution: 4% Contribution change alerts m Off - 25 %
EPSR number
Tax basis
YOU can access y0UI’ Occoun‘[ informqﬁon qf Gny For help understanding your tax basis - click on: Helping you with fax relief.
time. You'll need this for when you complete your
declaration of compliance olnd when you set up Guides and temlates |
your payroll software, if you're using one.
Flle upload guide & Fullfiie template
If you need to change some of the settings you
. . Manually enter data guide -‘ﬂ Error guide
selected on the previous screen, you can do this
from the ‘Account settings’ tab. Employer Online Services guide
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Submitting your employee data
File upload

the ..,
people's testitest.com -
pension GARC 2 06 42851, 52, 53 554 - 371750 (ielatieglesd
Submit your data - file upload | mdtfile upload |
Ermor check Starters & leavers Review & submit Mzke 3 payment Complate

Let’s get going.

Your employee data file's ready, so let's begin adding your employee details fo our
system. Simply follow the steps below, and remember help’s at hand in our 'guides
and settings' tab.

1 - chack the dates on your file
our poy frequency s sat o weekty
We'Te expecting your pay pefied fo be:
10/07/2020 - 16/07/2020

Good fo knaw

These caes filow oniom your last fie.

The pay period dates
must match your
file submission.

R T YR TP TLRRNS 3

Assessed os Enfifled or Mon Bigible

Before you get stred. make sure any empl n Eligioie ar Enfiled aui-enmoiment SToRus have sent you @ wiisen opr-Tvioning nofice e0000000000
osking you o enrol fhem in e pension rformatiar °
°
°
A4
2 - Choose file
Naad o know:
Mow choose your file fo upload: 1 yoUTE Using « poyod provicer the Soitwone they Lse may be obies
recte o fied 1 . o
Brawse for He = ";’-’“ i e This alert will
: % 2on okzo ams the i you one of our
\We ol accept e Tolowing Ses e e e T prompt you to check
C;JI :;: ‘o MUt Ncude your employess B NUTDSrS. WMo Tese, we wanT if \/OUlVe received a
b b ol Ty chaim 7eze el fromm HVIRC for your employees £ youTe : PRy
= St © daducting empkcyes cantioutions fom ther pay offer tax YouTlfing written opt In/|0|n|ng
: maore infrmiation on s in our hei o T notice from any

employees whose
auto-enrolment
status is ‘entitled’ or
‘non-eligible’ before
you enroll them.

This example shows a full file (FL). If you're using maintenance (MA) and
contribution (CO) files you'll have the option to select which file you'd like
to upload. A maintenance file holds employees’ personal details and
should only be used with new starters, scheme leavers or if a member
has changed their personal information. These don’t need to be submitted
every pay period. A contribution file holds employees’ pay period salary
and contributions. This needs to be uploaded every pay period.

Employer Online Services guide — Uploading your employee data file

To upload your file click ‘Browse for file’ and then select your file from
your computer.

You can download our template from our website, if you're not using
payroll software to output your file. We're compatible with most payroll
providers, but occasionally you'll need to edit your file to match our
requirements.

2 - Choose file

0 You are uploading Full File Version 1.csv Change file

Tell us about your file

Does this file contain column headings?

- -

Please select the date format being used in ddimmiyyyy (e.g. 12/1212019)

your file
Good to know:

All the dates in your file must be written in the same way.

We'll check the way your file is laid out here. If your file has column
headings they’ll look something like this:

H

Record Type Title

01/12/2019 30/12/2019 FL

Gender Forename 1 Forename 2



https://thepeoplespension.co.uk/resource-library/a-to-z/?char=D

Submitting your employee data
File upload

Next, we'll ask you to choose an upload method. If you've not

8 - Choose upload method \ already worked out your employee’s pension contributions,

we'll do it for you here. You can do this by selecting ‘Assess and
Has your file already been assessed, with automatic enrolment statuses and contribution amounts added? ., y , , Y .g

upload’ or ‘Assess only’. If you're uploading a maintenance
file this doesn’t need to be assessed. If you're using payroll

Yes, my file's complete — please upload. Mo, please assess my file and suggest No, please assess my file and suggest SOﬁWQ re to WOfk out YOUI' conTribUTions YOU ShOU'd selecT

automatic enrolment statuses and automatic enrolment statuses and . | d, !
coniributions for my employees —then coniributions for my employees — but don't JUSt Up 0ad.
upload my file io your sysfem. upload my file 1o your system just yer.
Assess & upload Asse , ,
) Just upload O P [ Assess only Once you've chosen your upload method, you'll be able to

submit your data for assessment by clicking ‘Upload file’'.

: g Or if you prefer, you'll be able to choose to run in training
mode at this point. Go for this option if it's the first time you're
uploading your file, or you just want to practice before actually

r N submitting your data to us.

Submit my data Run in fraining mode

You're ready fo start submitfing data to us. We recommend a litile praciice in Training mode is great if you're new 1o this and fancy a litile °

training mode first but there's still plenty of help along the way. praciice. You can check out the whole process without actually :

sending us any daia. And you can do it as many fimes as you °
like, you'll be an expert in no time! :
Full File Version Z.csv Full File Version 2.csv o
o
Upload file .
.
. S 2 J L4
IN IN :
o .
. . : You'll be able o view and download your
® 000 0000000000000 0000000000000 0000000000000 O0COCCCRIINOINOINOINONONOINOINOPNONONOPOPOTOTOOTOS previoussubmissionshere OryoUCGn
view them by going to ‘Account home’ and
then ‘Account transactions’. These can be
Submitted employee data history downloaded in excel format.

Previous submissions will be stored here. You can download these 1o keep frack of the information you have provided us with. o

L]

:

. - L]

Uploaded file name: Full File Version 1.csv °

Employee coniributions: £61.66 Employer confributions: £37.00 (0 ©00000000000000000000000000000000 :

Employer Online Services guide — Uploading your employee data file



Initial error report
File upload

There’s a problem with your file
But don’t worry - it’s easily fixed.

e s

Download error guide

We've had a quick look at your file and there are details that don't match what we

were expecting. We've added more info about this below.

o Account number is incorrect

logged info the account.

The account number on your file doesn’t match this account with The People’s Pension. This is always in the fop right hand comer of Online Services once you've

0 File start and end dates are different to your account seftings

Your pay frequency is sef to monthly

We're expecting your pay period to be:
01112/2019 - 31/12/2019

Submit your corrected file - what nexi?

1. Open your payroll software or data file.
2. Check through the errors we've highlighted.

3. Correct the errors and save your file again. (If you're making comections
using your payroll sofiware you may need fo generate a new file)

4. Then click the button below. We'll return you to the start so you can
submit your corrected file.

Upload my corrected file

Want to try something different?

You can change the way you submit your dara to us. instead of uploading
a file, you can odd the data manually directly info our system.

Switch to manual entry

Employer Online Services guide — Uploading your employee data file

Our system will carry out some initial checks on your file to
make sure it can read the information you've provided. It will
also check that none of the mandatory details we need are
missing.

If you don’t receive any errors, you'll be able to move straight to
matching the columns in your file — there’s more about this on
the next page.

This screen shows some example error messages, this is just a
guide and not a full list of those you might receive.

You may need to contact us in order to correct some of these.
Our troubleshooting error guide will help you.

If you've only got a few employees or aren’t already using

< eessses Payroll software, you might find our manual entry method more
convenient. You can switch to this at any time. This can also be
changed in the "Account settings’ at the top of the screen.

You should open up your own file and move through the
errors, correcting or updating each one as you go.

You'll need to open your file and make any changes needed.
When you're ready, click ‘Upload my corrected file’ to re-submit.
Our system will perform the same validation checks again.

10
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Matching the columns in your file
File upload

Column matching o When you upload a file our system tries to figure out what
information you've got in each column. This allows our system
Here are the columns we've struggled fo match Let s know which column to read your file and enter the correct information about your
we can find the information in by selecting the marching column. r employees infO our System.
Cl
T isld e ‘e, It's best to use the column headings we suggest in our file
Date of Birth — select your fild - *e, requirements — then you won't need to map your file at all.
L)
Mool Mswnanee Bumber = aelect e S ‘e, Once you've uploaded your file, we'll try to match the columns
° . . e .
Personal Email Address — select your fiek - ., to our requirements. This means that we'll identify the employee
Mobile Phone Number Optiond T ‘e, data in each column and ensure your headings reflect ours.
L]
Starter/Leaver Flag Opfional — salact your s - %o, If any mandatory details are missed, we'll highlight these to you
000 00000000000 OCOCCOGIOINOGISIS . . .
in a separate box. This will need to be corrected before you can
continue.
Matched columns

After you've finished matching your field, you'll be able to
These are the fields we've successfully matched | Res Ippings | (o 0000000000000 000000000000000000 0 p"eVieW YOUF flle If 1he mGTChed COIUmnS are inCOfreCT yOU can
click 'Reset mappings’ and start again.

Our field Your field ) )
Once all the columns have been matched, click ‘Continue’.
Title Title
Gender Gender
Forename 1 Farename 1
sl ST Our system’s reading the information you‘ve uploaded
Sometimes we'll need your help matching the columns on
your file to what we're expecting. If you have ‘Unmatched
m columns’ you may need to change this. (If you can't, please
click ‘Continue’).
Do you want fo see this page again? You'll need to map your file the first time you use this
Now all your columns are matched. You won't usually need fo see this page again - unless you change your column headings. We'll hide this for you, unless SerVice WeI” save YOUr Seﬁings SO as |Ong as YOU use 1he

you select Every ime’, then you'll see this each time you upload a file.

<ooooaooooaoooo
Show column matching When needed

same file format next time you upload a file, you won't
need to map it again.

Employer Online Services guide — Uploading your employee data file n



File Validation
File upload

: Each time you upload a file we'll check the data you've supplied.
We've found @ error(s) If we find any errors or inconsistencies within the file you'll
Follow the steps below to fix the errors, then you can resubmit your file. receive an error report.

1 - Review the errors
This screen shows some example error messages, this is just a

ot fomc eoxs whth e following exoplcyeen] €oeeeeceaes guideand not afulllist of those you might receive.
Eror no Employee Row Data with error Hints You may need to contact us to correct some of these. Our
1 Adam Sample 3 Incorrect gender for the fille troubleshooting error guide will help you.
2 Adam Sample 3 Incorrect fitle for the gender
Download your error report

If you've only got a few employees, or aren’t already using a

Gand 10 ko _ o : payroll software, you might find our manual entry method more
e aond engosyp e IEmit ang s g e . convenient. You can switch fo this at any time from the ‘Account
Error report - xis : settings’ tab.
v
2 - Fix the errors Want fo try something different?
4 e = ‘You can change the way you submif your data o us.
Let's begin fixing those errors. We think i's easiest if you open up your payroll softwore or :
your own data file, then work through the list, comecting them one-by-one. E?Lﬁg.ﬁ;ﬂ?ﬁ:&%gme‘ You con add the data manually
If you need help along the way, take a look at our error guide where we explain what might ‘You can change the way you do this by clicking the Open
be the problem. If you get really siuck, confact us af suppori@peoplespartnership.co.uk seftings button below, which will open up the Guides &
seftings tab in the right place for you.
Download error guide | <ooooooooooooooooo.
o . . .
%, Click download error guide as either a pdf or excel report,
. . “ececcccccccccsccsccccccccccccccccsccsce (depending onyour own computer settings you might need to
3 - Submit your corrected file - what next? click ‘Enable editing’ so that you can see the error comments).

1. Open your payroll software or data file.
2. Check through the errors we've highlighted.
You'll need to open your file and make any changes needed.

3. Correct the emrors and save your file again. (f you're moking comections

using your payroll software you may need to genarate a new file ) (o ©0000000000000000000000000000000000000000 |\ YOU‘re |,eqdy click 'Upload my corrected file’ to re-submit

4. Then ciick he button below. We'll refurn you o the start . y N . ’

i e (AR B S Our system will perform the same validation checks again.
Upload my corrected file

Employer Online Services guide — Uploading your employee data file 12
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File Validation
File upload

ERRCR REPORT
. Locate your error(s) - highlighted in red.
Hover your mouse over the error
. Open your own file and amend the incorrect information.
Save and close your amended file
Upload your amended file
ource Row RecordType Gender [i '
A

2
2
3

GRS

. — = ~

RROR: Incorrect gender for the title

Employer Online Services guide — Uploading your employee data file

Surname

If you download your report in excel we'll highlight any issues in
red. Hover your cursor over these for an explanation. You'll need
to click ‘Enable editing’ before the error message will appear.

Check out our troubleshooting error guide for a full list of errors
and explanations.

You should open up your own file and move through the
errors, correcting or updating each one as you go.

If you're making changes to your employee details, don't
forget to update your own systems and payroll software (if
you use any).

13
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Not your first file upload?

File upload

Time to check your scheme leavers

We've compared your file to the information you gave us last time. We've found
members that were on your last file but aren’t on this one.

— Potential scheme leavers

Unique ID NI Number Forename Surname
2 Michelle Sample
3 Sandra Sample

Actions
O Set all as scheme leavers
C Set all as ignore this time

O Scheme leaver <
0000000000000 000000000000

O Ignore this fime

O Scheme leaver
O Ignore this fime

Employer Online Services guide — Uploading your employee data file

Employees missing from your file

If an employee is not on this file but was on your last file, we'll
ask you to check and confirm why they’re missing. It could

be that they’ve left your business or the scheme, or because
they’ve no contributions for this pay period. Please confirm
why they’re missing by selecting either ‘Scheme leaver’ or
‘Ignore this time”".

14



Starters and leavers
File upload

T;?t‘-'a.-ople's

i id i —
penSIon Guides & settings =
Submit your data - file upload | Exit file upload |

Upload file Starters & leavers Review & submit Make a payment Complete

Time to check your new starters

We've compared your file to the information you gave us last time and have found
members that might be new.

— You have new members on your file with possible matches that require action What's this? —

Unique ID NI Number  Forename Surname Action
[]
Select all matched

5439 Smith O Match- Smith, 0141171990
© New scheme member
© Remove

Employer Online Services guide — Uploading your employee data file

Are these existing members?

We'll check your file and compare it to your previous submission
to see if any of your employees have changed their details. If
you've changed one of your employee’s unique identifiers, you
might see this screen. We need you to check if these are:

e An existing member

Select ‘Match employee’. We'll add any contributions for this
person to the existing matched member.

¢ A new employee

Select ‘New scheme member’. We'll add this person as a
new member. They'll receive new joiner information.

e Added in error

Select ‘Remove’. We'll ignore this person on your file and
won't create a new membership record for them.

15



If we assess your file
File upload

.
Review and download
We have now assessed your file based on our understanding of current auto-enrolment legislation. The data from the assessment summary can be uploaded into your payroll

system, copied into your file or you can confirm the amendments using the next steps.

We will confirm if the information you have provided matches our expectations or if it does not. If it does not you will either need fo correct the information on your file or you
can make these corrections using the next sieps.

We have also validated the personal details supplied within your file. If there were any issues with the information supplied, we will remove the data and you will need to
update this under Action's Required once your file has been submitied.

3 employees assessed

Assessment summary | Meets expectations | Doesn't meet expectations

Auto enrolmeni sialus | 2 1

w

Employer confribufions 0

w

Employee confributions 0

You can now download your assessment summary and confinue uploading your file

Download CSV assessment summary l [ Download Excel assessment summary ]

Employer Online Services guide — Uploading your employee data file

If you've asked us to assess your file we'll show you an
assessment summary. We break this down into ‘Meets
expectations’ or ‘Doesn’t meet expectations’ based on the
auto-enrolment statuses and contributions. If your employee
joins or leaves the scheme part way through a pay period,
you may want to work out their pro-rata contributions — our
assessment tool can’t do this for you.

We'll suggest the employee’s auto-enrolment status. Scroll
across your assessment summary fo see suggested auto-
enrolment date and contribution amounts for each employee.

If you selected ‘Assess my file only’ click ‘Finish’. You could
use our assessment suggestions to update your payroll
and produce a full file (with auto-enrolment statuses and
contribution amounts added) ready to upload to us.

If you're uploading your file to our system now (you selected
‘Assess and upload my file’) review our suggestions and
click ‘Continue’.

Click to download an assessment summary. Use the red
and green indicators to identify employees where we've
suggested a change in contributions. The suggestions we
make are based on the minimum contribution amounts
set by your worker group.

16



If we assess your file
File upload

Submit your data - file upload

Upload fil ;m Starters & Ieaver Review & submit Make a payment

Automatic enrolment statuses

Exit file upload |

Complete

Here are our suggested statuses for your employees. We've worked this out based on the

age and salary you've given us. Have a look through and accept or ignore our suggesfions

for each employee.

| What's this? |

[ O Keep all supplied statuses O Accept all suggested statuses

A

Unique ID: 1 | Name: Adam Sample
‘ Total earnings: £1000.00 | O Keep the supplied status of Eligible

Pensionable
eamings:

£1000.00 | ® Accept the suggesed siatus of Non Eligible

' Date of birth: OV/0I/950

[ Download CSV assessment summary H Download Excel assessment summary

Employer Online Services guide — Uploading your employee data file

We'll give you the option to accept our suggestion of
auto-enrolment status for each employee (or you can choose
"Accept all suggested statuses’). This'll be based on their age
and earnings.

We'll then give you the option to accept our suggested
contribution amounts for each employee (or you can choose
"Accept all suggested values’). These amounts are based on
the worker group settings selected when you set up your
worker groups.

To refresh your memory on what you chose for your
worker groups, select the guides and settings icon on the
top right of the page.

17



Final summary
File upload

| st s upiond |

Ty
Ginrtery B mwesrm ‘_!- ‘Maviwwy & aubmi Maks 3 D3ITHESL Camght

You're almost thaerel

Your data is nearly ready for submission. Just check over the summary and if you're
happy hit the submit button. We'll process the info overnight and youll see it an this

CCCOUNT B0,

Famnxyed cu Enfriled o Mon Elighem
1 ok o v 1 roy rrs b Jo e pear o b e weilh 2 Sion Bhobis o0 bl oolo-errolrees] s P

e pouve receved o wril e op s o ng molas woakany vou oo sl P e e pmersor actuaim. Dy shwrcicn s
srroli] outormaticolly. Sy sobrnillirgg vour e, moe confem pose necssed e oo wrilen noce

i you Bk Phi ] vigghtl, e check. P emplorys s Jobe of Bl ol somesgo ces ighl. O corsc? youe deoio e ard
eyl sad e ] o oo i o e Bve arrpsiosess ol B vl e oo hies S resasess] beaforw re-sctnaling
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We'll summarise the details in your file, broken down into an
employee summary and a contribution summary.

If you've realised there is an error in your file and you'd like
to return and start the file upload process again, you can
click ‘Cancel".

If you're happy with the information you've provided please
click 'Submit’. You won't be able to edit or delete your data after
you've submitted it.

Our systems will process your file within 30 minutes and you'll
be able fo see it in your Online Services account the following
day. You'll also need to sign a declaration stating that to the
best of your knowledge, this meets your requirements.
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Make a payment

Manage payments

Once your file has been submitted, we'll ask you to make a

@ Mk _ _ payment. We can collect your payments automatically on a
We've got your data. You'll see this on your account when you log in tomormow. de Of YOUl' choosing. YOU’” iUSt need to 1|Ck the bOX to octivoTe
and select the day you want us to collect any amount due.
Time to make a payment Schedules need to be uploaded 6 working days before the
You've submitted your data, the last step is to make a payment for these contributions. collection date to ensure they are collected on time. If you

prefer, you can choose to make a payment every time you
submit employee contribution data to us by leaving this box
unticked. You'll need to enter the amount you want to pay and
then select ‘Authorise payment’.

Check the payment details and select from the payment options below.

Payments awaiting collection

Collection date Amount [£)
2771272019 600.00 Please make sure you have the authority to authorise a
payment on behalf of the company - if you dont, select ‘Do
) not authorise payment’. You can then ask the person with the
Did you know your payments can be faken automatically each month? appropriate authority fo log in fo their own Online Services
Simply tick the automated collection box fo aciivate and choose a date between the Ist and 19ih. For more information click help and suppor. If the date you submit account and select ‘Make a payment’ from the account

your employee data is less than 5 doys before your colleciion date, we'll collect the money for this the following month. home screen.
If you don‘twant fo set up automared collection and you know the amount you want fo pay — just key this amount into the payment box.

Payments are due before the 22nd day of the month following
your pay period. You can find out more about making a

payment on our help and support page.

Payment needed
Paymaent detalls

Account name

Sorf code

If you already have a Direct Debit set up with us it's really
easy to make a payment. We can collect this automatically
— simply tick the box to activate and select a day of your

Account number

Total pension confributions | £98.66

Paymen amount g casn choosing each month. Or if you'd prefer, you can just enter
] O ko aavaie (0o0oooo0oooo0oooo0oooaooooooooooooooooooooo. 1heam0Unfy0UldIikefOpOyandCliCklMOkeGprmenfl—
B % you'll need to do this each time you send us contributions.
Payment date 02 January 2020 .'.
Authorise payment “*veee Please note, if a file was uploaded previously, without a

payment being made, the total contribution amount from that
file will also be included on the ‘Payment amount’ along with
the value of your new file. The “Tick to activate” is for automated
collection only. This won’t authorise the payment.
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http://www.thepeoplespension.co.uk/help/
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The People's Pension), accident and death insurance and a range of financial welfare products. To help us improve
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