Online Services

A quick guide

This short guide gives you an overview of Online Services
including the different functions available.
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B Logging in

Visit our website — www.thepeoplespension.co.uk for The People’s Pension customers, or

www.bandce.co.uk for Employee Accident/Life Cover.

Manage your account

Manage your account

Members & employees

Our secure sife is s convenient way for you to
view and manage your accounis with us.

Employers

Securely operate and mansge ail aspects of your
‘account with us.

Advisers & intermediaries

Secure logins to the foolkitin your Advisar Centre and

to your oliert sccounts.

Members & employees
Qur secure site is @ convenient way for you 1o view
ond manage your accounis wiih us.

Account login

Just been enrolled? Register your detalls
Sef up account Sef up occount
Already signed up?
Existing member?

Adviser Centre
Mok foved jE47 Mready signed dg? Just been enrolled?
Adviser Cenfre login
Set p ocount

Manage your client accounts

Account login

o YOU can opt out

Existing member?

:..)

For The Peoples Pension - in the top right corner select ‘manage account’, then

beneath ‘employers’ select ‘account login’.

Employers

Securely operate and manage all aspecrs of your
account with us.

Already signed up?

(oooo

For Employee Accident/Life Cover — in the top right corner select ‘manage account’,

then beneath ‘employers and advisers’ select ‘account login’.

Online Services login

< Help &
*_ support

Online Services is available from 7am to 10pm every day.

Please enter your login defails below.

Email address

Password
O Show password characters

Forgotten your password? Just click here fo reset it

o 2 Help &
*  support

Online Services login

Please enter the following lefters from your secunty word.

Second Lefter
Fifth Letter

Forgotten your security word? You can click here to reset it or view your reminder below.

[ Security word remindar %

You can log in using the email address, password and security word you selected when you signed up.

Online Services

Click the 0 icon for help




Welcome home

We'll list all the employer accounts you have access to. Select ‘show accounts’ to see the admin account for that employer. Click

on the cog icon beside the admin account - you can select the account or select a quick action to skip straight to submit
employee data, make a payment or view/submit documents. We'll highlight any actions required with an @ icon.

Use our online help & support
to find out the answers to all
your pension questions!

Help &

¢ support

e o o Messages

If you have an unread message, you'll have the
option to read this when you log in. But don’t worry
if you've not got time to read this, you can always
come back by selecting the ‘messages’ tab on your
grey menu.

g Messages
¥ support

Allyour messages are shown here. Jus click on a message fo hide or show i

INHER i
H

08/03/2017 Welcome fo The People’s Pension ]

Welcome to The People’s Pension
Mark os read &

Sill getling used o us?

around. Our Online Senvices guide wil help.

contribulions. For suppor

‘ ok . ol
Onlne Servces

Pago 1or1

Online Services

—
i Accounts
Filter your accounts by action required All accounts EI
Search by account name or number Q
Employer Staging/duties start dats: No. of accounts
Tescarcaun wooraon .
Testaccouns oaeerao )
P Tols next
Show all
l # Sign up an employer Sign up an employer | 4|

|

[ i
1 Accounts in progress

Search by accountnama | Q,
-

In progress 1

In progress 2 In progress

In progress 3 In progress Proceed

Poge Taf3 et =

I Account

237971 - M User Gulde User Guide

Manage occount
Submit employee data
Make o payment

Manage scheme leavers/opt outs

View documents.

If you have just one account with us, you'll
see all the functions you use regularly. Click
on the ‘select’ button beside the option
you'd like.

You can set up a new account by
clicking ‘sign up a new employer’
or finish setting up an account by
clicking ‘proceed’.



B Manage users and security details

Give another person access by selecting ‘add a new user’. Provide their details and we'll email them about
registering for an Online Services account. You'll need to tick the boxes beside the accounts you'd like this

person to have access tfo. Update your password or security word
If you want to amend a user’s access, click ‘edit’ beside the person’s details. You'll then be able to tick or he o userguide @peoplespartnership.co.uk
untick the boxes beside the accounts you’d like this person to have access to. ggn"s?oﬁs

Change my password (2]

o Help&
< support

Your current password

&+ Manage user access | Add a new user |+|

O show password characiers

‘Your new password

Name User id Active . AT W B
ﬂmrnvinv
v e Lorraine Ba'ry |m|mﬂmmmw Yes m i :;DﬂvavvgzugvpusswordmussbeulleuswschamclevsIungcndmuslrn:ludem\eos‘mofeuchmm
° « an uppercaseletier
* alowercase letter
° & « anumber
: User Guide userguide@bandce.com v N __ i A
[ ]
[ ]
° User Monihily usersidbondce.co.uk Mo “ . [ concal | m
[ )
[ )
° Page [ of 2 next <
°
L4 , . Thgo le's userguide @peoplespartnership.co.uk
o If you have a few users you'll need to click next =» gensli’on
[ ]
° Change my security word (]
Help &
. Add a new user 7
° 2 . . : ; Your current security word
pe To give a new user access to the account please provide us with their details. _
0060000000000 .> Title: Please Select.. _ Please enfer your new security word, which must be at least 6 characters long and must onfy contain lefters. It is not
L | «case sensitive.
Forenamel(s): - ‘Your new security word
, Yihioie: Confirm your new security word
Don't forget to manage users T
P il address:
regularly. If someone doesn’t A
il ‘ou can also choose fo have a security word reminder. Please note that this should net include your security word.
need access anymore —perhaps R - R PR
, Provide a securily word reminder: | Crawley work
they've left or changed roles — Henesnomber
make sure you edit their access. o
What accounts would you like this user fo have access to? e m m

[0 237971 - Mr User Guide User Guide
1237973 - Miss User Guide User
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@ Manage account

After you've selected an account you'll reach ‘Manage account’ where you'll carry out your ongoing admin. Things that need
your attention will be highlighted with an ‘action required’ button.

Manage employees

To add employee data — by
uploading a file or manuall - click
‘select’ next to employee data.

If an employee has told us they'd
like to opt out we'll alert you so

that you can update payroll.
(If you don‘t have any you'll see
‘none to manage’.)

View and update your
employee’s details. We'll highlight
‘action required’ if details are
missing.

Manage employer

You can view and add new worker
groups here.

Online Services

Manage account

it's time to submit your employee data
e Upload a data file or enter it manually on our system - it's up to you
* We have lots of useful guides and help throughout the process
* Don't forget you have to do this every month

Get started

Manage employees

Submit employee data

Manage scheme leavers/opt outs

Manage employes derails

None to
maonage

Manage payments

Make a payment
Request a refund
Account fransactions

Avtomared collection

Manage employer

Manage worker groups

Company deiails

Help

View documents
Resource library

Give us your feedback

Manage payments
Employee Accident/Life

Cover customers can view
payment schedules by clicking
‘select’ beside account
transactions.

Some account options don‘t apply,
so yoU'll be unable to select these.

Manage payments

You can set up automated
payments here




B Manage employees - getting started

Select ‘employee data’ on your account home screen or through the ‘manage employees’ button on the grey menu. From here,
we'll take you through a quick guide to submitting your employee data.

the ,
people's
pension

Gefting started - submitting your employee data | Back to my account

intro

e

Making sense of it all

Hello Lorraine, 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 settings
and preferences

]
Skip the four

Online Services



Manage employees - your settings

Getting started - submitting your employee data Bock o my accournt |

intro Setup

Choose your options

There are a number of ways to customise the way you submit your data to us. And you
can change these at any time using the guides & settings tab.

1. How do you want fo submit your employee data?

1 want to submit a file | want to enter my details manually | What's this? |

« ideal If your payroll soffware creates a file for you * Ideal if you have just a few employees
« ideal If you have lots of employees or just a few + idedl if you don't have payroll software

* ideal if you plan fo use postponement {fo delay led
putting employees into the pension scheme) Se Ed

2. If you're sending your data to us through file upload, would you like to be alerted if your contribution
amounts change?

0000000000000 0000000F0
3. Understand your tax basis?

4. Terms and conditions

Online Services

There are several different ways to give
us your employee data — you can arrange
with your payroll provider to send us your
employee data directly (not all providers
eeeeeeeed canoffer this service), you can upload a
file yourself, or 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.

You can ask us to alert you if your contributions
eeeeoeeee) havechanged from the previous fime you sent
us your employee data through file upload.

To make sure we handle your contributions
eeeeessse) corectly, we'll ask you to confirm your tax
basis.



B Manage employees - employee data

1. How do you want to submit your employee data?

| want to submit a file

= ideal if your payroll software creates a file for you

+ ideal If you have lots of employees or just a few
©0 00000 0 9

¢ ideal if you plan o use postponement (fo delay Seleded

| want to enter my details manually [ whar's thisz |
= idedl if you have Just a few employees

* |deal If you don't have payroll software
Poeoeoeoeoocooo

° putting employees Into the pension scheme) °
[ ] [ ]
: =2 -
[ ] J [ ]
[ ] [ ]
: H
Error check Starters & leavers Review & submit Make a payment Complete _ ‘

Let’s get going.

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

1- Check the dates on your file
Your pay frequency is set to monthly
This is your first data submission

Good fo know

As this is your first submission, make sure the dates within your file are correct.

| More heip

2 - Choose file

Good fo know:
Now choose your file fo upload:

| [t e

We accept the following files:

0 «

@ xlsx
@ o

If you're using a payroll provider the software they use moy be able o
create a file for you.

‘You can giso create the file yourself. Download one of our handy
tempiates 10 use as a staring paint.

Enter employee data

Pay period: Start: 01/07/2017 End: 31/07/2017
Tax basis: bk

Pay frequency Meotly

You are sending employee contributions after deduching tax.

Tell us about your employees

=

Want to try something different? | What's this? |

‘You can change the way you submit your data to us. Instead of manually adding data into our systemn, you can
upload a file. You con change the way you do this by using the button below.

| Switch to file upload ‘

If you upload your own file - either one that you've created yourself or a file
provided by your payroll provider — you can provide us with this here. There are
file templates and guides in our resource library.

Online Services

You can manually provide us with your employee’s details one by one.
This may take some time if you have lots of employees.

We provide you with a guide in our resource library.




B Manage employees - scheme leavers and opt outs

Follow the on-screen instructions to confirm you've acknowledged

Select ‘'manage scheme leavers and
your employee’s decision and have updated your payroll.

opt outs’. (If you don’t have any new
opt outs or leavers you'll see ‘none to
manage’.)

Click on the on-screen title ‘Manage
employees’ or on the grey menu bar.

el Manage scheme leavers & opt outs _

L TE S seiow s st of employees whoe contacted us 0 opt out af pansion saving. Thase are updated on a daly bas' Beople's When an employee has informed us

WETREN s M e e pension that they want to opt out of joining your

Monuge account pension scheme you'll see an @ action
s i required symbol.

+ Opt out with no refund due

+ Opt out where arefund may be due

+ Opt out where arefund has already been processed

Please ensure that you do not deduct further o from any of the

\ployees whove opted cul

Submit employee data Make a payment

Manoge scheme leavers/opt outs Request arsfund

wie'll ask you fo acknowledge each employee that has opted out. it's only pessible to ocknowledge those employees
whesa efther no refund is due or ony refund due has alrecdy been pald. You can acknowledge these by dicking an

the highlightad blue ‘ocknowledge® button besida each for you con salect "acl all opt outs® f you oo aplijcn ek 1 P e e
have several employees opfed ouf). Once you've acknowledged an employee theyll no longer appear on fhis st or
the downleadabile version.

Auomated coliction

Manoge worker groups View documents

Company derais. Resaures isrory E=R

Declaroton of compliance Give us your feedbock -
Opt outs whare a refund has been processad

Or select ‘Manage scheme leavers and opt outs’
il i s e o QUL from your account home screen.

Mo fonger wishes o make any pension contmbutions.
A refund hos been procassed for £18.33 employer and
£14.67 employes. Please arange o refund for these
amaunts,

Opted out of oufomatic enreiment on 16/05/2017

No fonger wishes 1o make any pension contribufions.
A refund has been processed for £16.67 employer ond
£13.33 emplayes. Please amange a refnd for thess
amounts.

i weTe stll working out whether a refund is due to an opted cut employee theyTl remain on this list. Once we've
worked out thelr refund status youll be oble fo acknowledge tham.

if yourd fike more informamon about what 0ping our means please visit our help and rescurces pages.

Opt outs with no refund dus
NI number Forename Sumame Detuils

Download opt outs with no refund

Opt outs where a refund may be dus

the i
people's
pension
Manage employees

A refund has besn procassad for £16.67 empioyer and
£13.33 employes. Please amangs a refnd for these
amounts.

Opted out of outomatic enriment on 26/04/2017
Ad

——
Na tonger wishes 1o make any pension consbutions. knowledge
wiedge

[r——

Opted out of outomatic enrolment on 17/05/2017. _
Mo longer wishes 1o make any pension conmbutions.
A refund has been processed for £20.00 employer and

£16.00 employes. Pliease amange a refund for these
amaunts.

‘Submit employea data Manags schema leavers/opts outs

Opted out of ouTomatic ensolment on 27/04/2017.
Mo kenger wishes fo make any pension confribufions.
A refund has been processed for £15.83 employer and

£12.67 emplayes. Pleasz amange a refund for these
amounTs. \View documents

Download opt outs where refunds have been processed

Resource fibrary

Acknowledge all opt outs Give s your feedback
Manage smployse detcils

Download all fems as a csv file

This flle Bsts all employees that hove contacted B&CE 1o opt ouf of The People's Pension. Plense see the kay below for
explonations on the reference characters used.

Refund shotus Refund due Opt out method

A No refund due ¥ Yes E Electronically ind&idual online / Employer onfinel
B Refund being processed NHo | Telephone finferactive voic responsel

€ Refumd has been processed M Maybe P Paper [Employee hos complened an opt out form)

Online Services 10



B Manage employees - employee details

Use the search bar to find an employee
using their National Insurance number,
unique ID or surname.

You can filter employees to show

only those where an action is

required (like adding a National °
Insurance number) or to include
recent leavers of the scheme use

the tick boxes.

Online Services

Manage employee details

Search NI, Unigue 1D or Sumame

Filter- (] Action required only

o
Download results -

Download results (o eoo0 o

include recent leavers from the last 12 monihs Sortlistby | Sumame

Person

Person

Enfitlied 31/08/2017 m

01/07/2017 Auto- /A
enrolied
01/07/2017
01/08/2017 Auro- MN/R
enrofled
01/08/2017

Tester

010772017 Awno- MN/&
enrofled
01/07/2017

<..

You can download all employees in
an excel spreadsheet.

Click ‘select’ to view or amend the
employee’s details.

n



B Manage employees - employee details

If you ‘select’ an employee we'll show you the details we hold for them.

You're able to add or edit certain details — their forename and title, address and unique ID.

Employee details for Test Person ¢

Please use the following form to update your employeas defails. Iif you amend de‘l'GI|S.‘|'l'.II'OUgh O.nlme Services
please make sure this information matches
Personal detalls your next employee data submission.

Mational insurance number:

Tifle: Mirs
Forenamel:
Teet Automatic enrolment detuails

Forename?- Lige il

Autornatic enrolment status:
3 Person

Surname: Autoenrolment date:

Dote of birth: 01/07/1981 Worker group:
Date joiner information sent-
Delivery type:

Contact detalls End date for refund period lopt
out):

Address line 1:
Date left scherne:

Address line 2-

Town:

County:

Once you're happy with your updates click

Home number:

Maobile number:

Online Services



Manage payments - make a payment

After we've received your employee contribution details, you'll need to make a payment. You can either select ‘manage payments

from the grey menu or from the account home page. Then select ‘make a payment'.

If you'd like to make a payment but you haven't yet set up a Direct Debit, we'll ask you to complete a Direct Debit mandate and
return it to us along with evidence of the bank account.

Once we've received this back and set the Direct Debit up with your bank, you'll be able to log in to Online Services and make a
payment. We'll confirm once the Direct Debit is set up.

Manage payments

ce°d
Help
View documents E=n
E Resource library m
s ==

Online Services

Make a payment

Account name
Sort code
Account number

Account balance

Payrment arnount

Payrnent date

2610772017

If you already have a Direct Debit set up with
us it's really easy to make a payment — just
enter the amount you'd like to pay and the
date and click ‘make a payment’.

13



Manage payments - request a refund

Refund credit

To request a refund, complete the followang and dick Request refund

AcCount Nome Any bank
Sort code o-e-0.:
BCCOunE Aurmbed 12345678
ACCounl Crédd £1.900 00
Fefund omount £ 1900 .| oo lp
Request refund

Request a refund

We don't have active bank details set up for this account. If you'd like to set this up please complete the Direct
Payment instruction and email it back to us at support@peoplespartnership.co.uk

Direct Payment Instuction

In order fo satisfy Anti-Money Laudering Regulations we're required to view evidence of the source of a companies
funds. Email a copy of one of the following to us along with your Direct Payment Instruction: a paying-in-slip, void
cheque or bank statement.

If you'd prefer to send this by post our address is:

The People’s Pension
Manor Royal
Crawley

West Sussex

RH10 9GP

If your account with us is in credit you have a couple of options:

¢ reduce your next payment to us by the amount of your account credit
e request a refund.

To request a refund, select on your ‘manage payments’ screen
or from the quick actions on your ‘manage account’ screen.

Online Services

You can enter your refund request amount and select ‘request a refund’.

If you don’t have a Direct Debit set up on your account we'll need you to complete a direct payment

instruction form and send it back to us, along with evidence (such as a paying-in slip, void cheque
or statement) of the bank account you'd like us to credit.

14



Manage payments — account transactions

You can view all the transactions on your account — select ‘account transactions’ from your account home screen

or from the ‘manage payments’ screen.

Account transactions

Select a fransaction period

7]

or from (dd/mm/yyyyl®: | 100772016 | to (dd/mm/yyyyl:

*The earliest date you can view transactions from is 10/07/2017

(-0l Download this statemant (ooooooooooooooooooooooooooo

10/07/2017 Admin Charge Invoice (incl. VAT 60000 0.00 -600.00
10/07.2007 07 Jut - 31 Jul 17 Payment Schedule 4032 0.00 -640.32
Bage 1 of T

as at 10/07/20177 09:42

This figure may not fake iNfo GCCOUNT any recent Iransacions you may have made.
Your next Direct Debit

Your mext payrment will be collected on 26/07/2017.

Payment schedules
Processed schedules

01 Jul - 31 Jul 17

Bage 1 of T

leostm||m|m (ooooooooooooooooo

Online Services

e o o You can select which period you'd like to view transactions for, either using the
pre-set period buttons or by entering your own dates.

e oo Click if you'd like a copy for your records.

Employee Accident/Life Cover customers can view processed
schedules here.



B Manage employer - declaration of compliance and company

Select ‘manage employer’ from the grey menu or from the ‘manage account’ screen.

Manage employer Company details °

Company name: Miss User Guide User
. Company address:
Email oddress:
Primary phone number:
Admin account reference: If yOU hqve a
Staging date: 01/01/2017 dUTIeS ST(]I’f
———

date, you'll see

eocosiep ‘> Administration contact this date here

Your B&CE administration contact is the person who is primarily responsible for day-to-day operation of your insfeqd
B&CE Account. This person will be our first point of contact. :

Help p—

Do you want to change your contact?

Vi Soouments

You can - select an exisfing contact or add a new person below.

]

Resource orory
Select an existing contact:
Soreey Please select ‘W
———
o L J Lmnﬂmﬁmﬁmmumngwmmu@mﬁs
P employer account by dlicking 'Home' fin the menu on the fefll, then scroll down to
‘manage user access' and dick "Edir - tick the box for this employer account. You can
them come back and add them here as the main admin confact.
The declaration of compliance is a form that an employer needs to send to The Pensions A
Regulator to let them know how theyre complying with automatic enrolment. We may be .
able to help you do this after your staging/duties start date — click to get started (though °
please note, this option won’t appear before your staging/duties start date). Alternatively Select to view the details we hold for the employer. If any of
you can do this online on The Pensions Regulator website. these details are incorrect you can contact us at support@bandce.co.uk.

You'll be able to see who the admin contact is on the account. This person
will be our first point of contact. They'll receive any communications from
us about the account. You can amend the details by clicking ‘view/amend
details’. Click the green ‘add a new contact’ button to add a new admin.

Online Services 16



B Manage employer - manage worker groups details

To help you remain compliant, we use worker groups to check contributions when you submit pension data. These group employees by
contribution level, so it's important you submit contributions that match your worker group settings.

Select ‘'manage employer’ from the grey menu then select ‘'manage
Manage worker groups @ ge empoy grey ; 9
worker group’ on-screen or on your ‘manage account’ screen.
Group Desciption  Confribufion  Employer Empioyes Tax Total Options
Identifier basis confrbution  confrbbution  refief  confribution
M Monith Qualifyin 200% 1.60% 040% 4.00%
Y, e =R ..
[ ]
Page Tafl °
0000 0000OCGFOEOGOOOONONONONONOO
° [ ]
v .
° \ 4
]
° Amend worker group settings
Add a new worker group ¢.. , RETIUpeEgE
You're able to change confribution amounts and postponement settings for this worker group. e
0 Worker group identifier: m
Worker group identifier: Worker group description: Monthly
Basis of confributions: Qualifying eamings
Worker group description: B&CE to apply tax relief: Yes
Basis of confributions: | Qualifying eamings Current employer contribution: 2.000%
B&CE to apply tax relief: Yes Current employee confribufion: 1600 %
Date this change should take
effect:
MNew employer contribution 1.000 % Employer confribution: %
New employee confribution 0.800 % Employee contribution %
0 B&.CE will apply tax relief:
B&CE will Gpplv fox refief : Total with tax relief applied
Total with tax relief applied 2.000%
[ Canca | Corfim |
[ cancel | confirm
You can also add a new worker group. You'll need to give the worker group You'll see a list of worker groups set up on an employer’s admin account. Click ‘edit’
an identifier (name) so that you can add this to your employee data — that if you'd like to amend worker group settings. You're able to edit the employer and
way we'll know what worker group an employee belongs fo. employee contribution amounts and will need to provide us with a date this change

should come in to effect.

Online Services



B Help

We provide help on every screen — just click the 0 icon. You can also select ‘help’ from the grey menu bar or click
‘help’ on the ‘manage account’, ‘'manage employees’, ‘'manage payments’ or ‘manage employer’ screens.

Select ‘'view documents’ to look at and

Help download things like the Direct Debit mandate,
scheme rules and letter of agreement for the
account.

Wiew documents

Resource ibrary

.........................’

Give us your feedbock

In our resource library you'll find lots of user guides and
templates to help you look after the pension scheme.

People's Administration Services Limited
Manor Royal, Crawley, West Sussex, RH10 9QP. Tel 0300 2000 555. www.peoplespartnership.co.uk

F ) U
eople S Registered in England and Wales No. 2207140. People’'s Administration Services Limited is authorised and regulated

Partnership 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.

View documents
]

a Click hera to download curmant direct debit mandate
ﬁ Click hera to download Scheme Rules

E Click hera to download new Direct Debit mandate

Tell us what you think of Online Services

by using our survey - good or bad, your
feedback will help us improve.

OT BACE 0004.0923



