Manually entering
employee data

This guide is designed to walk you
through entering employee data manually
in your employer Online Services account.

This method is suitable for employers

who don‘t use a payroll company or who

prefer to enter employee details rather
than upload a file.
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@ Manage account - home

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. It's best you select ‘Manage account’ from your home screen if you'd like

to submit employee data.

e N Choose the account you'd like to submit employee
the e data for by selecting ‘Show accounts’ and then m
peopies clicking on the cog that appears to the right of the
pension admin account name. If you have access to lots of
i< (2} accounts, you can use the search box above the
ome ! . .
?eggo &n accounts section to find the one you need quickly.
2 U|
[ i °
1 Accounts °
S .
Filter your accounts by action required | All accounts )
[ ]
Employer Staging/dutles start date No. of ocoounts :
[ ]
Help Guide 012019 1 °
..
Help Guide 011072019 1 <ooooooooooo’
If you see an exclamation mark o
Help Support 011072019 ! beside the ‘Select button’, this means
you have an ‘Action required’ on the
FRp AR SRS ! account you see this against.
Page 1 of 1 °
[ ]
Show all °
L " Y
[ ]
P )
I Account v
Just the one e
account with us? Open account
- Your home screen will look | submitempiojes goro
a little different. You can
H a paymen Select (]
submit employee data SR &=
by SeleCﬂng, IMQnOge Manage scheme leavers/opt outs
account’ from this page.
View documents
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B Manage account - submitting your employee data

You'll reach the ‘Manage account’ screen for the admin account you selected. In the ‘Manage employees’ section select ‘Submit employee data’.
Please note, if you see an exclamation mark beside the ‘Select’ button, this means you have an “Action required’ on the account you see this against.
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Manage account

test@email.com

Test Account Monthly - 123456
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Manage employees

Submit employee data
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=
g2
= &
85

Manage employee details

Manage payments

Make a payment

Request a refund

Account fransactions

Automated collection

Select

<

Manage employer
Manage worker groups
Company details

Declaration of compliance

Help

View documents
Resource library

Give us your feedback

If you'd like to view your previous
submissions, you'll find this by selecting
‘Account transactions’.

Terms of Use | Legal | Contact us
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You'll need to complete your declaration
of compliance when:

e your duties start date has passed or

e you've submitted your first
employee data.

You'll need to complete this to show The
Pensions Regulator that 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.

Visit our website for more information
about re-enrolment.


http://www.thepeoplespension.co.uk/re-enrolment/
http://www.thepeoplespension.co.uk/re-enrolment/

Getting started - submitting your employee data

_

~
Getting started - submitting your employee data ccount |
Intro
—
Familiar with our system? ;i
You can fum off cur getting stared pages for this account now that you are Tamifior with the procedure. You can tum them back on again from the guides & sefiings
tab.
Getting started pages | Tum off
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 introduce you to the process so you are fully
prepared.
Step 1
Choose your seﬂings
and preferences
T STy
®
Skip the tour (oooooooooooooooooooooooo
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Goooooo

From here, we'll take you through

a quick guide to submitting your
employee data. If this isn't your first time
submitting employee data or you've
changed the upload process, you can
click the “Turn off’ button to stop viewing
the ‘Getting started’ pages.

It may be useful to take the tour to find
out more about using your account, but
you can skip this if you've submitted
employee data to us before.



Getting started - your settings

(" There are a number of ways to customise the way you submit your data to us. And you N
can change these at any fime using the guides & settings tab.
1. How do you want to submit your employes data?
I want to submit a file | W' tres? | 1 want to enter my detolls manually
= Ideal if your poyroll soffwore creahes o fle for you = Ideol f you howe just a few employees
= [geal I you Hove IoNs OF eMplIyess or |UST O Tew = jieol It you GoN'T NVE POyroll SR
= Ideql if you plon o use postponement [ho deloy putting employees
Info the pension scheme)
2. If you're sending your data to us through file upload, would you like to be alarted if your contribution
omounts change?
0 ou woukd Iketo be dierted of «/- 25% | ot | <ooooooooooooooooooooooooooooo

3. Undarshand your tax basis?

@ scknawiedged | Show |

4. Terms and conditions

o Youhgveacoepted | Show

o
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There are several different ways to submit your employee data:

* You can submit your data directly from your payroll software using
automatic payroll integration, also known as API, if your payroll
software provider has this functionality.

e You can upload a file yourself. Depending on your payroll software
provider, you may have a full file or maintenance and contribution
files to submit.

* You can manually enter your employee data.

We'll remember what you've selected for next time, but you can
change this at any time by going to the ‘Account settings’ tab of our
‘Guides and settings’ menu.

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

The “Terms and conditions’ should be read before
making the first submission. This should be
confirmed as read by the individual submitting the
data only and not on behalf of someone else.

To make sure we handle your contributions
correctly, we'll ask you to confirm your tax basis.
To learn more on this visit our website.

° Clicking on ‘Continue’ will take you to the ‘Getting

° started’ page where you can manually enter your
data if you've reached your duties start date. Please
note, the ‘Continue’ button will only appear once all
the steps have been completed.


https://thepeoplespension.co.uk/pension-tax/#what-employers-need-to-know-about-tax-relief

Getting started - your settings
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Intro Setup Useful Info

oaasssssee@e————————(

Helping you along the way

We've created a handy guides & seftings 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 dicking this icon (itll be at the top of your screen).

O..........O..O..O......................

Your account info

Here are some of your basic account details. You can edit or add worker groups by clicking ‘Monage worker groups' from your account homepage.

Account number

Account number
For help understanding your 1ax basis - dlick on: Helping you with 1ax relief.

Worker group IDs

EPSR number

Tax basis

For help understanding your tax basis — click on: Helping you with tax relief.

You can access your account information at any time by clicking
on the ‘Guides & settings’ option. This may also appear near
the top right of your screen when submitting your data.

You may need to access this page when you complete your
declaration of compliance or when you set up your payroll
software, if you're using one.

v

WQrker QmUP |DS Employer confribution: 3%, Employee confribution: 4% Your account info & help guides
EPSR number ]

Your account info
Tax basis

Employer confribution: 3%, Employee contribution: 4%

Account seftings Your account info & help guides Account settings

Seftings

Submitting your data

AL Manual entry

Contribution change alerts m Off

+- 26 %

Guides and templates

File upload guide

Manually enter data guide

Full file template

Error guide

<
<
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Manual entry - submitting your employee data

This is where you'll submit your employee details. If you'd like to manually add your employees to the scheme, click ‘Add’.

[ Intro Sefup Useful info Ready \
Let's get started
In order to start the process we'll need your employees’ details.
Submit your employee details
Good fo know:
You'll need 1o have your employees’ name, address, dafe of birth, National Insurance number and salary fo hand.
Start adding employee data
- J

'°-...§

If you've submitted details for any other
employees previously, this will appear
on the next page.

You can check the next pay period we

[ )
are expecting contributions for here. ceccccoccccosces

The file upload option allows you to submit employee
data using a file containing all of the relevant details

for the pension scheme. To find out more about this
method, contact your payroll provider or take a look at our
Uploading employee data file guide.
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Enter employee data

P PG Siom: O1/11/2019  End: 30/11/2019
Tax basks: Met
Pay frequency Monihly

You are sending employes contributions ofter deducting too.

Tell us about your employees

You must include your employees’ Ml numbers. Without these, we won'T ba able to claim tax relief from HWRC for
your employees if you're daducting employee confributions from their pary after tax. You'll find more information on
this in our help ond support.

Assessed as Entitied or Non Eligible
Before you get starfed, moke sure any employees you're enrolling that may have a Mon Eligible or Entitied

autc-enrciment siafus hove sent you a written opt-in/joining notice asking you to enrol them in the pension
scheme. Visir gur website for mone information.

Unicqua ID



https://thepeoplespension.co.uk/wp-content/uploads/2015/11/Uploading-an-employee-data-file-guide.pdf

Manual entry - submitting your employee data

Complete all of the mandatory fields for your employee. After you've entered an employee’s details click ‘Save and continue’.

Please note, if you're
re-enrolling an employee,
their unique ID will need to
be different to the one you

used before.

°'-........>

-

\_

Housa nurmber

Posicode:

] o

| don't know the postcode

~
Enter employee data
Add new employes
You must include your emplovess” Ml numbars. Without thase, we won' be able to daim tax relief from HWRC for
your emplovees if you're deducting employes contributions from their poy after te. Youll find more information on
this inour help and suppor.
For help on what is needed for each field, please dick the @ bution.
Trtle: | Flzase selsct... W | b Gander- | Flzase ssl=ct... w |
Forename: & Sumame: :
Date of birth: s M number: €
Unigue ID: ) & Mobile nurmiber:
Email address: Worker group: @ M - Morthly v <'
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Worker groups are used to
identify a group of employees
who have the same level

of contributions.



Manual entry - entering your employee data

Enter employee data

Pay pericd: Start: OUT/2019  End: 30/11/ 20719

Tax basis: Net

Pay frequency Monthly

You are sending employee contributions affer deducfing tox. m

Tell us about your employees

You must include your employees’ M numbers. Without these, we won't be able to claim tax relief fram HMRC for

your employees if you'ne deducing employes conmibutions from their pory ofter tooc. Youl find more information on
this in our help and support.

Assessed as Entitied or Non Eligible

auio-enrclment siafus have sent you a writlen opt-in/joining nofice asking you o enrcl them in the pension
scheme. Visit our website for more information.

Surname Forandarme D.0.B Unigue ID Options

sample 1 Test 2000719859 1
=3 3
More desolls +
sample 2 Test 041071934 2

g [ ada |
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s )

Before you get started, make sure any employees you're enrolling that may have a Mon Eligible or Entiled <. p

This alert with prompt you to check if you've received a
written opt in/joining notice from any employees whose
auto-enrolment status is ‘entitled’ or ‘non-eligible’ before
you enroll them.

Once saved you'll return to a list of the employees you've
entered. You can see additional information by clicking
‘More details’ beside each employee, and you can edit their
information if you need to.

10



Manual entry - entering your employee data

(e - : N Once you've added all your employees’ details click ‘Save
_ | and continue’. We'll then ask you to enter earnings details

for each employee.

Enter employee dﬂ"'ﬂ This will allow us to work out which employees need to be
Pay period: SIaESHETEDIEL Ee Al E] automatically put into the pension scheme and to calculate
Tox basks: Net their contributions.

Pay frequency Monthly After this, we'll assess each employee and calculate the
T —" contribution amounts based on the percentages you entered.

If the contribution amount differs from your payroll after our
assessment, yoU'll need to enter each employee’s pension
Enter employee earnings to work out who needs to be put into the pension 7] contributions for the relevant pay period.

You must include your employees’ NI numbers. Without these, we won't be able to claim tax relief from HMRC for

your employees if you're deducting employee confributions from their pay affer tax. You'll find more information on
this in cur help and support

Employes
Test Sample

| Check the eamings for each employee. amending as
Tast Sample 2 required, then dick ‘Canfirm Eamings’ below

When you're happy the details are

o e happy he dta
_ B o j <°°°°"'°"" correct click ‘Confirm Earnings’.
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Manual entry - calculating contributions

We'll calculate pension contributions based on an employee’s age and earnings and in line with the worker group settings for the account.

{ |
-
Enter employee data

Pay peried: Stare: 01122019 End: 31122019

Tax basks:

Pay frequency
You are sending employes contributions after dedudting ta.

Met

Monthily

Enter employee earnings to work out who needs to be put into the pension 7]
You must indude your employees’ Ml numbers. Without thesa, we won't be able 1o claim tax relief from HWRC for
your employees if you're dedudting employee conmributions from their poy after too. Youll find more information on

this in cur halp ond support.

Assessed as Enfitied or Non Eligible
It books Eke you've a new member to the pension scheme with a Mon Eligible or Enfitied
auto-enrolment status — we've highlighted them in the table below:. Plaase chedk you've
received a written opt-in/joining notice asking you fo enrcl therm in the pension scheme.
They shouldn't be enrolled autornatically. You should rot continue unless you've received
the coract writhen notice.
If you think this isn't right, pleose check their date of birth ond eaomings are cormect. Or
dlick the ‘Cancal” button fo return o the ‘Enter employee data’ poge and remove the
employea(s) until the written notice has been received. Visit our website to read more

about this.
Earnings Enrolrmant Employer Employes
Employes Age [Gress) S S derte amount amount S
Tast Somple 1
kvl 750 | Mon Eligible 0.00 0.00
Test Somple 2
1500.00 Eligibds 0mA209 2054 3052 5]

m Save and continus
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This example is based on 3% employer contribution and 4% employee contribution.
You can manually amend the earnings and contribution amounts for each employee

if you need fo.

When you submit employee data in each ongoing pay period, there’ll be a tick box in
the leaver column alongside each employee that's been included in a previous pay
period. You'll need to wait until the employee has opted out before ticking this box.

You'll know when an employee has opted out as the ‘Leaver’ column will say ‘Opted

out” and we'll also contact you to let you know.
If you add contribution amounts for an employee who hasn’t previously been enrolled,
we'll ask you to provide an enrolment date.

When all information has been added click ‘Save and continue’.

If a member has been enrolled to the pension scheme but
has now left due to opting out or leaving employment, tick

..............
the leaver box to remove the member.

~

-
Confirm cancellafion [ x |
o WARNING

Cancelling will delete all your current progress including
Please note, if you click ‘Cancel’, - m&m s
all new employees added for
that pay period will be deleted. ° °>
So if this is the first pay period,
-

all employees will be deleted.

Do you wish 1o proceed?

12



B Manual entry - final summary

We'll summarise the details in your submission, broken down into an employee summary and a contribution summary.

-

Enter employee data

Pay period: Stort: O1/01/2020 End: 31/01/2020
Tax basis: Mt
Pay freaquancy Micnthily

ou are sending employes contributions after deducting oo

~

Summary

Total Employess
Eniitled Emploveas
Mon Ellgible Employees
Elligibde Emploveas
My scheme members

Scheme leowars

Ernployer
Employes

£20.54
£310.52

£69.16
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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’. Please note, this will remove any employees you have
already added.

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 to 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.

13



Manage payments - make a payment

S~

Pmdﬂuﬂm-m?d-m
| Conribution basls: | HET

[Hmﬂewm‘ymuﬂnm due

Yiour employee dofa has now been submifed ond processed.
Your recent transactions

Darba R arenn Dol Cradh [£) Baoksnco [E)

TR & 07 Mow = 30 Mo 19 Paymeant

Schadu b s

DbLESTR £4T.1&

T

& Admin Chorge: nveica (nd. VATH

A Account Balonoe

DEAT1E

Did you know your poyments con be foien outomolically each month?

Smply fck e ouromared coliectian bax % activie and choose 0 dole between the 15t and 19h. For more
Irforrniatian dick. help and suppart. (f the dome you subm it your employes data i less than 5 days befone
your collieciion dofe, well collect the maney for this fe following month.

1 you dor T want fo sef up eutomoted CoBectian and you Endw e amount you want o pay — |ust ey this
QLT I e payTment bas.

Payment needed

Arrodnt name

Sort coda

Arcount rumbar

Taodal persion confibutions

Porement amouni E

Auiomated coliedion

Poypmnant ooke

Employer Online Services guide - Manually entering employee data

Once your data has been submitted, we'll ask you to make a payment. We can collect
your payments automatically on a day of your choosing. You'll just need to tick the
box to activate and select the day you want us to collect any amount due. Schedules
need to be uploaded 5-6 working days before the collection date to ensure they are

collected on time. If you prefer, you can select to make a payment every time you
submit employee contribution data to us by leaving this box unticked, and entering the
amount you want to pay then select ‘Authorise payment’.

Please make sure you have the authority to authorise a payment on behalf of the

company — if you don't, select ‘Do not authorise payment’. You can then ask the person

with the appropriate authority to log in o their own Online Services account and select
‘Make a payment’ from the account home screen.

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.

Please note, if you previously submitted data without a
payment being made, the total contribution amount from that

» Submission will also be included on the ‘Payment amount’

along with the value of this submission.

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 choosing each month. Or
if you’d prefer, you can just enter the amount you'd
like to pay and click ‘Make a payment’ - you'll need
to do this each time you send us contributions.

14


https://thepeoplespension.co.uk/support-for-employers/
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People's Administration Services Limited
Manor Royal, Crawley, West Sussex, RH10 9QP. Tel 0300 2000 555. www.peoplespartnership.co.uk

Registered in England and Wales No. 2207140. People's Administration Services Limited is authorised and regulated
by the Financial Conduct Authority. Ref: 122787. It acts as a distributor of, and an administrator for, pensions (including
The People's Pension), accident and death insurance and a range of financial welfare products. To help us improve
our service, we may record your call.
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