Gateway user quide

The future is now



Pensions

Gateway user guide - for payroll bureaus Page 2



Introduction

NOW: Pensions Gateway offers you a simple, modern interface to manage submissions for
multiple employers and payroll groups.

Gateway was designed in consultation with payroll bureaus, accountancy firms and workplace
pensions experts. We focused on helping your clients meet their auto enrolment obligations while
keeping administration overheads as low as possible.

A guide to the Gateway file cycle

Once you're up and running with Gateway you’ll go through this cycle each pay period.

Run your payrolls Upload your files to Check your Confirm and Check your employee
and download your nowgateway.com upload import your files actions and update
pension data files your client payrolls

Once you've run your payroll for each client, download the pension data files covering the last
pay period.

Log in to your website at nowgateway.com (see ‘Logging in’ on page 5 for more details).
Then upload your pension data file. See ‘Uploading files’ on page 17 for more details.

Gateway automatically checks your file for errors in formatting and data. It will flag any errors
so you can update your files. See ‘Errors and warnings’ on page 21 for more details.

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 23 for more details.

Before you run your next payrolls, download an employee action file for each client. 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 payrolls. See ‘Using the employee action file to update your
payroll’ on page 25 for more details.
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https://www.nowgateway.com/login?

Before you start

Check your compatibility

Most payroll software providers are compatible with NOW: Pensions and have a CSV template you
can use to upload pension data.

Alternatively, please use our blank CSV file template.

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.

Gateway
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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.

HELP CENTRE

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’ button.

LOGIN

Put in your email address and click ‘Request a password reset’.

Gateway

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’.

Gateway

CHANGE MY PASSWORD

You can now log in with your email address and your new password.
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Your home page

Your home page will show all the employers you manage and their payrolls. You'll get an email each
time a new employer is added.

XYZ Bureau
Bureau code:
B0001

# Home & Bureau Users A Notifications

Payrolls 4| a|
Status 5 Employer Pay code ER Code * Payroll Next Pay Period Null Submission Action
o ent ABCD Ltd POO1 ABCI Monthly Payrell (Menthly) None Null Submiss.on
(] ent Af td f ABCI Weekly Payroll (Monthly) None Null Submission
a ent EFGH Ltd POO1 EFGH Management (Monthiy) Null Submission
Downlosd employee sction fle

1. Notifications: this shows all the notifications you’ve received such as successful file imports
and opt outs or ins.

2. User account settings: click here to change your password or log out.

3. Select files: click here to upload pension data files. You can also drag and drop files directly
here from your computer’s file explorer.

4. Search payrolls: if you have more than 10 employer payroll groups, you can search for the
following items: employer name, pay code, ER code or payroll name.

5. Payrolls section: this has information about all your employers’ payroll groups. It shows the
current status of the last file you imported and when the file import for the next pay period
is due. You can click through to each employer’s payroll page from here. You can also make
a null submission directly from here.
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Checking your employers’ information

From the payroll section you can click through to each employer’s payroll page.

Payrolls

Status Employer Pay code ER Code * Payroll

Client ABCD Ltd  POO1 ABCD Monthly Payroll (Monthly)

The payroll page shows all the contribution-based information. From here, you will see a link to ‘View
Statement of Account’. You can use the buttons at the bottom of the page to see the Direct Debit and
contribution history for the relevant employer.

4 XYZ Bureau
Pensions Bureau code
B0001

(V] %= Payrolls W Employees & Users ¢ Employer settings

y Payrol . For support please call 0330 100 3399 or e-mail

# Home A Notifications

Client ABCD Ltd (Monthly Payrol

Bureau code: BOOO1 > Client ABCD Ltd > Montt
Monthly payroll (P001) - pay period 11

O @

Download the pension Upload the pension data
wpdate Sle fle

Upload the pension data file

Pay period c— | v—

Please upload your pension data file for the pay period shown above. All

files must be » Simply drag and drop the file in the box or

select a file from your system

Selact a fle Downicad employes action fle
Nuil Submission
Statement of account (P001)
Total contributions £100.00
A dated contribut 2y
Amount reserved for opt outs £100.00
Still to be collected £0.00
Currently processing £0.00
Awat fArmat t e

Collected £0.00

e
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Remember, contributions only start to be collected once employees are out of their one-month
opt-out window (which is why there’s an amount shown at ‘Amount reserved for opt outs’).

Now click ‘Employer settings’ at the top right, on the green bar.

XYZ Bureau v
Bureau code
B0001

°
@ # Home A Notifications

Pensions

Client ABCD Ltd = Payrolls W Employees & Users ©f Employer settings

Employer Information

01/03/2021 Client ABCD Ltd

O O OOdd

Schemes tiers

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

If any of the non-editable fields - such as the start date - have errors, please contact our client
support team on 0330 100 3336.
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Setting up communications for your clients

You'll also find the communication settings on the Employer settings page, just below the Scheme
tiers button.

If you're using our statutory communications for your clients, you'll need to make sure the '‘Common
mailbox address' field for each employer has a central email address that can receive communications
for employees and is monitored so that employees communications sent to that addreass are
distributed promptly. This could be, for example, their HR email address.

NOW: e oot
o # Home & Employees A Notifications m A v
Pensions _ O Administrator

Client ABCD Ltd > Employer Settings  For support please call 0330 100 3399 or e-mail

Employer Information

Hover and click to edit a field if the pencil icon ¢ shows. When editing a field press the ESC key to cancel.

Client ABCD Ltd 01/02/2021

100 Test Houses?.

) tree

Client ABCD Ltd Auto enrolment

6.2
897542 23df?
999/2299999 ADOS

LONDON67?
01/03/2021 Client ABCD Ltd =

4ff
Schemes tiers

Communication settings

test@test.com
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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.

W. Kavitha Kannan
® # Home & Employees A Notifications m A v
Pensions — O Administrator

Client ABCD Ltd . For support please call 0330 100 3399 or e-mail clientsupport@nowpensions.com.
Payrolls Py Q
Status “ Paycode ER Code Payroll Next Pay Period Null Submission Action

] P01 A009 Monthly (Monthly) 9 Null Submission

] P002 AD09 Weekly?2 (Weekly) 11 Null Submission Download actions

Download company Employee
Actions File (EAF)
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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.

- .
ml # Home & Employess A Haotifications

Prensions

CMRE = Waekly L. For suppadt pledde call 0530 100 1189 o &-ma

Weekly payroll (POOL)

© @
Downiaad the penalen Uiplosd the pention data
updaze fila fle

Upload the pension data file

Aart
" o . W S R e B T e o
thee o lect a Ale fram y 1 s et B £ | ; ;
| . |
B # fEar] with the earilest piny period vou { :
" uphasd | fed in date crder | i
. Drag and drop your fle hars
................................................... 4

& Selecra Bls Dawmizad mepioyee sikian Sl
WIT&EMM‘LWMIWthIMﬁewmmwa!H{mhﬂm L Py Ll

1. Home: click this to return to the home page.

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).

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.

N

v
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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:

e enter these into your payroll, or
e 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.

AG | AH | Al
PAY CODEER CODE SCHEME(C
P00l ABCD 101

Employer (ER) code
You'll find your employer code, labelled ‘NOW: Pensions reference’, on each employer’s payroll page.
(As a reminder, you get to the employer payroll page from your payroll list - see screenshot below.)

Payrolls
Status Employer Pay code ER Code “ Payroll
im Client ABCD Ltd ~ P001 ABCD [Monthlv Payroll (Monthlv)]

Pay (payroll) code

Each payroll has its own pay code. This is also on the employer settings page.

Payroll information

Pay code Frequency Status

Weekly Active

MName

Weskly &

Monthly Active

Monthly #
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Scheme tier (contribution model) code

This tells you which contribution structure you’re using for your employer and employee
contributions. To check this, please go to the employer settings page and click on ‘Scheme Tiers’.

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

101 - Aute enrolment standard

Datan I=piayi {antribud e 1 gt {oeiEr s ot b
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If any of your clients have separate groups of employees with different contribution rates, you can set
up separate tiers for these groups. Please contact us on 0330 100 3336 to discuss any additional tiers

you would like to set up.
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 any of your
employers use customised percentages, you'll need to make sure you've set them up in your

payroll software.

Home > Scheme Tiers

101 - Auto enrolment standard

Pensionable earnings basis: band

Dates Employer Contributions Employee Contributions

Employer’s staging date to 05 Apr 2018 1%

104 - Saving plus

er name: Managers

Pensionable earings basis: basic

Employer Contributions Employee Contributions

Apr 2018 1%

n

06 Apr 2018 — 05 Apr 2019

06 Apr 2019 onwards

103 - Stepped saving

Pensionable eamings basis: basic

Dates Employer Contributions Employee Contributions

2018 2%
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Uploading files

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

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

e |s your payroll software set to the correct tax relief basis: net pay, not relief at source?

o Are all 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?

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

e 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 your files. There are two ways to do this.

From your bureau home page

You can upload multiple files at the same time from your bureau home page. Drag and drop your files
into the area shown (see screenshot below).

® M Mome B Notifications Xibommn o

Bvau e
#0001
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After you've dropped the files in you'll see the following screen. Click on ‘Check upload results’ to
look at your files.

XYZ Bureau
Bureau code
B0001

& Bureau Users A Notifications

Payrolls

2 1 0 5 st

Payrolls Q
Status Employer Pay code ER Code = Payroll Next Pay Period Null Submission Action
e tABCD Ltd  POO1 AB( Menthly Payroll (Menthly) ~ None Null Submission Check upload results
[»] t Al td  POOZ AB( Weekly Payroll (Monthly) None Null Submission
[+] FGH Management (Menthly) None Null Submission
] ent EFGH Ltd POC EFGH Staff (Monthly) None Null Submission
Download empioyee action fle

From an employer’s payroll page
You can only upload files for one employer at a time in this way.

Click through to the employer’s payroll page from the payroll section.

Payrolls

Status Employer Pay code ER Code “ Payroll

Client ABCD Ltd  P001 ABCD Monthly Payroll (Monthly)
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From this page you can either drag and drop your file, or click on ‘Select a file’.

# Home

Client ABCD Ltd (Monthly Payroll)

Client ABCD Ltd > Monthly Payroll

Monthly payroll (P001)

& Bureau Users

A Notifications

2= Payrolls

. For support please call 0

O

Deownload the pension
upcate fle

Upload the pention data
fle

W Employees

330 100 3399 or e-mail

XYZ Bureau
Bureau code:

80001

& Users ©f Employer settings

Upload the pension data file

the box or select a file from y

ad. Pay periods need t

t pension data file for this p

r system. All files must be
be uploaded one at a time. Please start with the earliest pay period you

10 be up

»ayroll simply drag and drop the file in

loaded In date order

Drag and drop your file here

O

I I Download employee sction Mie

Find the file in your computer’s file explorer and choose it to upload.

I Desitop
8 Downloads

«» Recent places

A Thes
i Deskiop
Documents

B Downloads

Chents » Chent ABCD Ltd

ABCD _Monthiy P
P10.csv

~

File name:  ABCD _Monthly PP10_clean.csy

v Al Files

Open i v Cance
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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 21 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.

Monthly payroll (PO01) - pay period 9

O—— @

Dormnlosd the pensien Upload the pendsan dats
update file il

Upload the pension data file

File check - expected values

Pension data file Pension data file uploaded

file format Yau have uploaded the corect file
ER code ADGS
Pay code POOH

Pensis

Wiew ipload details I l Cancel and uplasd eocredted il

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.

Upload Results

Weekly payrall (POD1)
O O ®
[=re——p Lipload R
Dearized Rewdhy
£k Pumber of B
€ humber of Matching Queries ldentified £ 0
Carddl i plieed § Sew i Cevlrig
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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 clients’ 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.

Client ABCD Ltd > Monthly . For support please call 0330 100 3399 or e-mail

Monthly payroll (P001) - pay period 9

© @
Download the pension Upload the pension data
update file file

Upload the pension data file

File check - expected values

Pension deta fle type .cov Pension data file uploaded

Pension data file format You ha

Pay code P0O1 dat:
Pay period 9

Pay frequency Monthly View upload details Cancel and upload corrected file

Pay period dates 6 Dec- 5 Jan
A 1«
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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.

Home > Payrolls » The Howard Partnership ITust > Upload Results

Monthly payroll (P001)
© O ®
Download Upload Review
Download Results

A Number of Errors : 1
Please correct all errors in your payroll system before uploading a new payroll file

Number of Warnings : 0

€ Number of Matching Queries Identified : 0

2 RHONA BARNFIELD YY256208B 22 Jul 1953 50075352 P0O01 02 Aug 2016

A EECONTS “511.21": EE CONTS cannot be negative

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

RHONA BARNFIELD YY256208B 22 Jul 1953 50075352 P0O01 02 Aug 2016

A  EECONTS -511.21": EE CONTS cannot be negative

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

o Are your employer (ER, also known as company) code, pay code and Scheme tier
code - also known as contribution model code - correct?
e Are contributions only showing for enrolled employees (Scheme members)?
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Importing files

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.

e The total amount of contributions we will collect.

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

e 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.

Home > Payrolls > Import preview

Weekly payroll (PO01)
O, O O ®
o e
Download the pension Upload the pension data View upload details Confirm pension data to
update file file be imported
Uploaded 08 Apr 2021 at 10:00:34 by Weekly

Status: Imported

New contracts Contracts with Ilgnored Employee Communications
Total contracts . Enrolled Leavers N
created contributions contracts issued
Enrolment notice
obholder -0
Enrolment notice
Results for pay ) . . , entitled - €
period 1 . . - ; Postponement
notice-0
Assessment notice -
0
Current Pay period 1 Previous Pay period Difference
Employee Contributions £1,000.00
Employer Contributions £1,000.00

Additional Voluntary Contributions £1,000.00
gnored Employee contributions

Total accepted contributions £3,000.00 - £3,000.00

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. You can upload multiple files
for different employers, or upload one payroll file at a time.
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You'll be able to see the next pay period to be uploaded (in this case, pay period 2).

2
w. # Home & Employees A Notifications

Pensions

CMRE . For supp 30 100 339 3
Payrolis
Status *  Paycode ER Code Payroll Next Pay Perlod Null Submission Action
(=] P0O1 Weekly (Weekiy) Nedl Submission
(] P02 Menthly (Monthiy) Nedl Submission
Demnioad company Employee
Actions File (EAF)
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Using the employee action file to update your payrolls

Before you run the payrolls for your next pay period, log into Gateway and check if there have been
any employee actions you need to update your payrolls for.

Status ¥  Paycode ER Code Payroll Next Pay Period Null Submission Action ¥
[ POO1 \BCL Client 4BCD (monthly 12 Null Submission
Download company Employee
Actions File (EAF)

Clicking on '‘Download employee action file' downloads a CSV file showing the employee action
details (see the example below). This file shows all the actions employees have taken since your last
payroll and the updates you need to make. It covers all the employers and payrolls you manage.

You'll use these details to update your payrolls. Depending on your payroll system, you may be able to
import the file directly into your payrolls. If not, you'll need to update your payrolls manually. (See our
Guide to the Employee Action File for more details.)

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

e contributions
e new employees enrolled

e changes to employees' details
e communications to go out.

# Home & Employees B Hotifications

9 Dec

Mﬂ'ﬂ::;:gl‘;p:ﬂid1 L'hl'.m]‘..‘wﬁ:ﬂum L
Upload the pension data file
Pay period —_—n I

(T) Puease upioad your pension
ftes mst

P for the piy pediod Shiwm abive. All
¥ arag A crop th AL in th Do oF

Statewent of account (PO01)

Srtrct o fhe

‘

Crag ane deop your fe here

Tortal m_nf":_'-%imf:

lmn: .'eu-.nﬂ' for opt r.u-u
Sttt 4 be cotbeeted
Currentty procataing
Codiected

Rejecied

Whew Camritanbon, Bieakiows

Wi Camtritartions Dirakdoss
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If you click on ‘Null Submission’ you'll see the following disclaimer.

Are you sure? ®

A Null submission will mean that no data is processed for pay period 9 and the next
submission due will be for pay period 10.

By clicking submit, you are confirming the following for pay period 9:

e There are no contributions to be allocated

s There are no new employees

* There are no updates required to existing employees data

e There are no statutory communications to be issued by NOW: Pensions

Is this correct?

“

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 obligations towards your clients under
UK pension law.
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Adding a new payroll

When you need to add a new payroll group for one of your employers, first go to their employer
settings page. You can get there by clicking on any of that employer’s payrolls, as shown in the
screenshot below.

Payrolls

Status Employer Pay code ER Code “ Payroll

Client ABCD Ltd P0O01 ABCD Monthly Payroll (Monthly)
Client ABCD Ltd P002 ABCD Weekly Payroll (Monthly)

Then, click on ‘Employer settings’ on the right-hand side of the green bar.

# Home & Bureau Users A Notifications ’gf"::":;‘r‘
80001
Client ABCD Ltd (Monthly Payroll) = Payrolls 4 Employees & Users  ©Of Employer settings
Bureau code: B0001 > Client ABCD Ltd > Monthly Payroll  For support please call 03 313

Scroll down to the payroll information section and click on ‘Add payroll'.

Payroll information

Name Pay code Frequency Status

POO1 Monthly Active

Monthly Active

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 need a separate Direct Debit for each payroll group - so you’ll need to download and submit a
new Direct Debit form.

Pending payroll

Home > Payroll

s > Client ABCD Ltd > Pending payroll

Payroll PO06 - Weekly Staff (Weekly)

Please download a Direct Debit Instruction form. You won't be able to upload files for this payroll until we receive the completed Direct Debit Instruction

Company Code: AOD9

Download Direct Debit Instruction form

Save the Direct Debit form to your desktop, then email it to the employer with their employer (ER)
code and the new pay code that's been created (you can see this on the payroll information
screenshot below).

The employer will need to print the form, complete it and get it signed and dated by someone
authorised to do this. They can scan and email it directly to us at directdebit@nowpensions.com.

Payroll information

Name Pay code Frequency Status
Monthly # POO1 Monthly Active
Weekly ## PO02 Weekly Active
Weekly Staff POO3 Weekly Pending

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.
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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.

Editing payroll schedule

> Client ABRCD Lt

Last imported pay period

Payroll ABCD Payroll (P001)

Pay pericd Start date

Future pay periods

End date

Length

Pay petica Start date

Save schedule

O O O 0o o O

End date

o o o o o 0O

Langth

Pay period

Start date

oo oo 0o o

End date

o 0o o 0o o 0

Length

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. Scroll down to ‘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.

Future pay periods

Paypericd  Start date End date Length Payperiod  Start date End date

12 | [16/02/2021 O]  [15/03/2021 0] 28days l6 | [16/08/2021 0]  [ts/09/2021 w]
1 | [16/03/2021 O]  [15/04/2021 O] stdays 7 | [16/09/2021 8]  [w5/2002021 w]
2 | [16/0472021 O]  [15/05/2021 B  s0days B | [16/10/2021 B8]  [ws5/117202 w])
B | [16/05/2021 O]  [iskosjz021 0] 5idays B | [16/11/2021 B8]  [ws/12/2021 w]]
@ wmm 0 mems 06 088 [0 | jgwon 6 o 6
B womm 6 mwms 0 S8 [ | o 6 |fseas 6

Save schedule

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

Future pay periods

Alternatively please confirm that you will not be uploading a file for pay period 12.

Please note you will not be able to upload a file for this pay period once you have elected to delete it from the payroll schedule

You have deleted an entry for pay period 12 (following period starting 16/01/2021) and no payroll file has been uploaded for this pay period.

Pay period  Start date End date Length Pay period  Start date End date Length
[1 [16/02/2021 0| 157032021 O]  28days [ | [16/08/2021 B [t500020 0] tdays
|2 |16/03/2021 0] 157047202 B  3idays s | [16/09/2021 B |15/1072021 0| 30days
|3 |16/04/2021 m] |15/05/2021 O] 30days |9 | [t6/10/2021 =] 15/11/2021 m] A1 days
|4 [16/05/2021 O]  [15/06/2021 O] 3tdays [10 | |16/11/72021 8]  [15/12/202 0| 30day

s [16/06/2021 (m] |15/07/2021 0| 30 days 11 | [16/12/2021 u]| 15/01/2022 [m] 31 days
le |16/07/2021 0|  [w5/082021 O] tdays [12 | [16/01/2022 8]  |15/02/2022 O stday

We would recommend that you upload a file for all pay periods that you have processed to ensure continuity within the data and to ensure all relevant communications are
issued, therefore please re-instate pay period 12 so that you can upload the relevant file.

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.

Pay period Start date End date Length

11 16 Jan 2021 15/02/2021 m] 31 days

Future pay periods

Pay period  Start date End date Length Pay period  Start date End date Length
11 | [16/02/2021 [w] 15/03/2021 [w] 28 days 5 16/08/2021 =] [15/09/2021 =] 1da

12 | [16/03/2021 [m] 15/04/2021 [=] 31 days 5 16/09/2071 o [15/10/2021 =] 30 day
1 | [16/04/2021 =] 15/05/2021 [u] 30 days 7 16/10/2021 O]  [1s/120n =]

2 | [16/05/2021 [m] 15/06/2021 [=] 31days 8 16/11/2021 B [is/12/201 m]|

3 | [16/06/2021 [m] 15/07/2021 [=] 0 16/12/2021 O] (157012022 =]

4 | |28/07/2021 [} 15/08/2021 =] 10 16/01/2022 =] [15/02/2022 a

You have edited your schedule to have multiple consecutive entries with the same pay period:

2 x pay period 11 (starting 16/01/2021)

lead to incorrect data being si

being made twice for members.

«ng to import a file for a pay period that has als y been processed, please contact our support team.

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.

Payrall “Menthly” (MNTH)

L¥5S imporied pay penad

Prypariedd  Sawt dete End daze Lasgth

Future pay periods

Py paricad | Start e Erd detn Langth Pay pacios | Start detn End cuta Largth

o o o al ool
o o o o o lo
oo o.ooo
o o oo oo

The system always shows a year’s pay periods based on the changes you've made.
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Adding additional users

As a payroll bureau or accountant administrator, you may need to add other users to your website
- for example, to look after specific clients.

There are two levels of user.

¢ Bureau admins have full access to all employers and payrolls, and can create other users.
e Bureau users only have access to specific employers and their payrolls, and cannot create
other users.

On your home page, select the ‘Bureau users’ menu.

XYZ Bureau
Bureau code:
B0001

& Bureau Users A Notifications

Click on ‘Create new user’.

# Home 8 Bureau Users A Notifications XYZ Bureau

12
Pensions == Bureau code:
B0001

Bureau code: B0001 > Bureau Users . For support please call 0330 100 3399 or e-mail bure

Bureau users

Users User Permissions Employer Permissions

First name Last name Email address Last logged in

Helen ne: helen jones@example.com 21 Oct 2016 Edit details
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You'll see the following ‘new user’ screen. We're creating a new bureau user named Bryan Mitchell.
You can see we've put his name and email address into the boxes provided and given him a password.
We've selected ‘Bureau user’ as his role and ‘Client ABCD’ as his client, so he will only have access to
that client and their payrolls.

The process for creating a new bureau admin is the same, except you select ‘Bureau admin’ as the
authorised role. This automatically selects all clients.

When you’ve finished, click ‘Save’. The new user will receive an email with a link to activate
their account.

Home > Bureau Users > Create new user

Details

Email address Password

.
© Abure Is assigned permissions on one or more companies on a per- Employer name
compar

o Client AB

© A bureau admin has full permissions across all bureau companies
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. Information correct as at April 2024. NP/D0106/04/2024.
. nowpensions.com +44 (0)330 100 3336.
NOW: Pensions Ltd. Registered office: 6 Bevis Marks, London, EC3A 7BA.
The future is now Registration number: 07766398. Registered in England and Wales.
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