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Introduction  

NOW: Pensions Gateway is a simple system designed to make complying with your auto 
enrolment duties as easy as possible.  

From uploading your contribution data to downloading your employees’ actions, Gateway makes 
managing your workplace pension simple.  

 

A guide to the Gateway file cycle 
Once you’re up and running with Gateway you’ll go through this cycle each pay period.  

 

 

1. Run your payroll and download your pension data file  
Once you’ve run your payroll, download the pension data file covering the last pay period.  
 

2. Upload your file to nowgatewayx.com 
Log in to your employer website at nowgateway.com (see ‘Logging in’ on page 5 for more 
details). Then upload your pension data file. See ‘Uploading a file’ on page 12 for more details.  
 

3. Check your upload 
Gateway automatically checks your file for errors in formatting and data. It will flag any errors 
so you can update your file. See ‘Errors and warnings’ on page 18 for more details.  
 

4. Confirm and import your file 
Once you’re happy everything in your file is correct, confirm. You’ll get a message saying your 
file has been imported successfully. See ‘Importing a file’ on page 20 for more details.  
 

5. Check your employee actions and update your payroll 
Before you run your next payroll, download an employee action file. This will tell you about 
any changes that employees have made, such as increasing their contributions or opting out of 
or into the Scheme. You’ll need to update your payroll software with these changes before you 
run the next payroll. See ‘Using the employee action file to update your payroll’ on page 22 for 
more details.  

www.nowgateway.com
www.nowgateway.com
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Before you start 

Check your compatibility 

You’ll need to be able to download a CSV file from your payroll containing all the details of your 
employees who are Scheme members, their contributions and your contributions.  

Most payroll software providers are compatible with NOW: Pensions and will have a template you 
can use, but you may need to work with your payroll provider to set this up. 

You’ll then upload this file to Gateway, so you need to make sure everything in it is correct. 

Check your browser 

To get the best results from Gateway, we recommend using Google Chrome as your browser. 
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Logging in 

You’ll receive an email with the subject line ‘New account created’. It’ll tell you your Gateway 
username and contain a link to set your password. 

Click on the link to go to the Gateway home screen.  
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Set your password 
Type your chosen password into the boxes provided. Your password must be at least eight characters 
long and contain a mixture of upper and lower-case letters and numbers. 

 

 

Log in 
You can now log in using your email address and the password you’ve just set.  

 

Reset a forgotten password 
Click on the ‘I’ve forgotten my password’ link on the front page of the site,  
underneath the green ‘Log in’ box’. 

  

 

Put in your email address and click ‘Request a password reset’.  
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You’ll receive an email with a link to reset your password.  

Click on the link, enter your new password twice and click on ‘Change my password’.  

 

 
You can now log in with your email address and your new password.  
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Checking your employer information 
Go to the drop-down arrow at the top right of your home page, and select ‘Employer Settings’.  

 

 

Please check that all your employer information is correct. It should be the same as the information 
you gave when you registered. The ‘pencil’ icon shows which fields you can edit.  

If any of the non-editable fields – such as your start date – have errors, please contact our client 
support team on 0330 100 3336. 
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Setting up your communications 
You'll find the communication settings on the Employer settings page, just below the Scheme  
tiers button.   

If you're using our statutory communications, you'll need to make sure the 'Common mailbox address' 
field has a central email address – for example, the email address of your HR or payroll department  
– that can receive communications for employees. 

 

 

  



 

Gateway user guide – For employers  Page 10 of 31 

 

Finding your way around 
If you've set up more than one payroll, you'll be able to select which payroll you want to look at and 
use once you've logged in. 
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Once you’ve selected a payroll you’ll see the following screen. You’ll also see this screen if you’ve  
only got one payroll.  

 

 

1. Home: click this to return to the home page. 
2. Employees: click here to see a list of all the employees you’ve imported into Gateway. 
3. Notifications: click this to see all the past notifications you’ve received (such as successful  

file imports and opt outs and ins).  
4. Select a file: click here to upload your pension data files (or drag and drop them here).  
5. Drop-down arrow at top right: click here to see employer settings, the users menu (where  

you can add or remove other system users), change your password or log out.  
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Important codes 
Before you can upload a pension data file you’ll need to ensure it includes the pay code,  
ER (Employer, also known as company) code and Scheme tier (contribution model) code  
for each employee.  

Depending on your payroll software, you'll need to either:  

• enter these into your payroll, or  
• put them directly into your pension data file. 

Below is an extract from a sample pension data file showing these codes in the correct fields.  

 

 

Employer (ER) code 
You’ll find your employer code, labelled ‘NOW: Pensions reference’, on your employer settings page. 
You get to the employer settings page from the drop-down arrow at the top right of your home page 
(see screenshot below).  
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Pay (payroll) code 
Each payroll has its own pay code. This is also on the employer settings page.  

 

 

Scheme tier (contribution model) code 
This tells you which contribution structure you’re using for your employer and employee 
contributions. Click on the ‘scheme tiers’ button to get to these pages.   

This screenshot shows the most popular contribution structure – 101, based on qualifying earnings 
(shown here as ‘band’ earnings).  

 

 

 
  



 

Gateway user guide – For employers  Page 14 of 31 

 

If you have separate groups of employees with different contribution rates, you can set up separate 
tiers for these groups. 

The screenshot below shows a scheme with several tiers, all with different contribution model codes. 
Contribution model 104 has customised employer and employee percentages. If you use customised 
percentages, you'll need to make sure you've set them up in your payroll software. 
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Uploading a file 

Before you run your payroll, you will need to check the following things are correct.  

• Are you using the correct definition of pensionable earnings for your contribution model?  
(See How much should I contribute? for more information about contribution models and  
the pay definitions that apply to them.) 

• Is your payroll software set to the correct tax relief basis: net pay, not relief at source?  
• Are all your employees in the correct assessment category? For example, is there someone 

showing as a non-eligible jobholder when their age and earnings suggest they should be  
an eligible jobholder?  

• Do all your enrolled employees (Scheme members) have the correct enrolment date  
– including those who have joined or opted in, rather than being auto enrolled?  

• If you’re using, or have used, postponement, have you got the right postponement dates?  

 
Once you’re sure all the above items are set up correctly you can run your payroll, download your 
pension data file and check that all the required fields are populated correctly.  

Now you’re ready to upload it. Click on ‘Select a file’ or drag and drop your file to the area shown.  

 
 

https://www.nowpensions.com/employers/employers-responsibilities/how-much-should-i-contribute/
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Find the file in your computer’s file explorer and choose it to upload.  

 
 
 
Gateway automatically checks your file is in the correct format and there are no data file format 
errors. The screenshot below shows a file in the correct format. Click on 'View upload details' to see 
more information about your file.  

If this screen shows you have errors, click on ‘View upload details’ to see more information about the 
errors. If you have file content errors, you will need to check and correct them. Please see 'Errors and 
warnings' on page 18 for more information about common errors and how to correct them.  

If you’ve uploaded a file with format errors, your only option will be to cancel and resubmit the file. 
Click on 'Cancel and upload corrected file' and correct your file before uploading it again.  
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The screenshot below shows a valid contribution file. Click on 'Continue' to see more details.  

If this screen shows your file has format errors, click on 'Cancel and upload a new file' and correct 
your file before uploading it again.  
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Errors and warnings 
 

It’s very important that the details in the pension data files you upload are 
accurate and complete – your employees’ retirement outcomes depend on 
it. Gateway is designed to help you ensure your data is error-free by 
flagging up errors and inconsistencies in each file you upload. 

 
 
 
Here's a quick guide to spotting and correcting errors.  
 
The screenshot below shows a file with a content error. Click on ‘View upload details’ to see more 
details of the errors.  
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We can now see there's an error message saying the employee contributions for a particular employee 
are showing as negative.  

 
 
 
As a result, this employee’s record is showing as incorrect. 
 

 
 

You'll need to choose 'Cancel and upload a new file'. Although you can simply edit your file and  
re-upload it, it's best to fix this kind of error in your payroll software so it doesn't recur.  

 
 

 
Possible errors to check for 

• Are your employer (ER, also known as company) code, pay code and Scheme tier 
code – also known as contribution model code – correct? 

• Are contributions only showing for enrolled employees (Scheme members)?  
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Importing a file 
Once you’re sure your file has no errors, click on 'Continue' to go to the import preview page.  
This page shows the following items.  

The total amount of contributions we will collect.  

• The total amount of contributions you submitted in the last pay period to help you  
compare them and pick up any errors.  

• The communications that will be issued.  

You can download the information from this page into an Excel file to make it easier to check.  

If all the information is correct, click 'Confirm import'. If you need to change anything, please click 
'Cancel import and start again'.  

You can't recall your file once you've imported it, so please make sure everything is correct before  
you import it.  

 

 
 
 
Importing your file will take you back to your home page. You'll get a notification that your file import 
was successful. This completes the process for one payroll submission. 
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You'll be able to see the next pay period to be uploaded (in this case, pay period 2).  

 
 
 
 



 

Gateway user guide – For employers  Page 22 of 31 

 

 

Using the employee action file to update your payroll 
Before you run the payroll for your next pay period, log into your employer website and check if there 
have been any employee actions you need to update your payroll for.  

 

 

 

Clicking on 'Download employee action file' downloads a CSV file showing the employee action 
details (see the example below). You'll use these details to update your payroll. Depending on your 
payroll system, you may be able to import the file directly into your payroll. If not, you'll need to 
update your payroll manually. (See our Guide to the Employee Action File for more details.) 

 

Once you've done all the updates, you can run your payroll and download a pension data file for your 
next upload. Your payroll should automatically calculate refunds of contributions for any employees 
that have opted out during their opt-out period. 

 

 

https://www.nowpensions.com/how-to-guide/how-to-use-the-employee-action-file/
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Null submission 

Use the 'null submission' button if you have nothing to upload for this pay period.  

You'll only need to use it if you have no: 

• contributions 
• new employees enrolled 
• changes to employees' details 
• communications to go out. 
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If you click on ‘Null submission’ you’ll see the following disclaimer.  

 

 

 

You should only use null submission if you're absolutely sure you don't 
have anything to upload. An incorrect null submission could mean you 
fail to meet your auto enrolment duties under UK pension law. 
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Adding a new payroll 
Go to the drop-down arrow at the top right of your home page and select ‘Employer Settings’.  

 

 

Select ‘Payrolls’ and ‘Add payroll’ 

 

Put in a name for this payroll and select how often it is run (for example, weekly or monthly) from  
the drop-down box. Then click on ‘Apply’. 
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You’ll need to download and submit a new Direct Debit form for each payroll you set up. 

You’ll need to complete the Direct Debit form with the employer (ER) code and the new pay code 
that's been created (you can see this on the payroll information screenshot below). It will need to 
be signed and dated by someone authorised to do this, and sent back to us at 
directdebit@nowpensions.com. 

Your new payroll's status will be set to 'Pending'. You won't be able to upload a pension data file 
for this payroll until we've confirmed your Direct Debit. 

mail:directdebt@nowpensions.com
mailto:directdebit@nowpensions.com
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Editing your payroll schedule 
Once you’ve uploaded your first file, the system automatically creates contribution schedules based 
on your uploaded file. You can edit these schedules in the following ways.  

1. Change the end date of your last imported pay period. 
2. Change the number of a future pay period.  
3. Change the start and end dates of a future pay period.   

 

1. Change the end date of your last imported pay period 

Click on ‘Edit schedule’ on your payroll home page. You’ll see the following screen. 

 

Under ‘Last imported pay period’ you’ll see ‘Pay period’ and ‘Start date’ (which are non-editable) and 
‘End date’, which is editable. Change the end date to your chosen date. It can be the same as, or later 
than, the start date.  

This will automatically update the payroll length and future pay periods. Click ‘Save schedule’ to save 
your changes.  
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2. Change the number of a future pay period 

You can see the pay period numbers on the left-hand side of the screen, as in the screenshot below. 
Simply edit the pay period field to change the number. You can make the number lower or higher.  

 

 

Making the number higher involves deleting one or more pay periods. The system will flag this as a 
potential error and you’ll need to confirm you want to continue, as shown below.  

 

 

If you choose a higher number within the range of the current pay schedule – for example, a year,  
as in these screenshots which show a monthly schedule – the system will update the numbers for  
the remaining pay periods automatically.  
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If you choose a higher number beyond the range of the current schedule, the system will reset the 
schedule from pay period 1.  

Making the number lower creates a duplicate schedule with the same pay period number. The system 
will flag this as a potential error and you’ll need to confirm you want to continue, as shown in the 
screenshot below. Once you’ve confirmed, the system will update the numbers for the following pay 
periods. 

 
 

3. Change the start and end dates of a future pay period 

Changing the start date automatically updates the end date of the previous pay period.  

In the same way, if you change the end date, the start date of the following pay period will 
automatically be updated to be later than the new end date.  

 
 

The system always shows a year’s pay periods based on the changes you’ve made.  
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Adding additional users  
If you need other members of staff to access your employer website, it’s easy to add them as 
additional users.  

Click on ‘Create new user’.  

 

You’ll see the following ‘new user’ screen. Put the new user’s name and email address into the boxes 
provided. Then, select the new user’s authorised role – read-only, single employer admin or multiple 
employer admin.  

When you’ve finished, click ‘Save’. The new user will receive an email with a link to activate their 
account.   
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Information correct as at April 2022. NP/HC0025/04/2022. 
nowpensions.com +44 (0)330 100 3336. 

NOW: Pensions Ltd. Registered office: 6 Bevis Marks, London, EC3A 7BA. 
Registration number: 07766398. Registered in England and Wales. 




