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This guide will give you an overview of how to configure your payroll to include information

Introduction

required in the NEST output file. You can create an output files for NEST to enrol workers and

inform them of the contributions taken.
The guide covers:

m Configuring output file information

m Creating an output file each period
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NEST require you to supply your Employer Reference Number in each output file. Also as part of

NEST configuration

the configuration for NEST, you need to set up at least one Group and at least one Payment
Source. For more information about configuring Groups and Payment Sources click here

Company configuration

If you have only one Group and one Payment Source configured, when employees are
automatically enrolled during Payroll, these will be populated in Employee Details.

1. Go to the Pension menu and choose B confoue AutoErvlment =
. , Pensions  NEST | Contact Detais |
‘Configure Auto Enrolment
Employer Reference Number EMPO00000000
2. Se|eCt lN EST' tab ~ Group - Payment Source

Desciiption B Desciiption B
Group 1 Payment Gource 1

3. Enter your Employer Reference Number
that is supplied by NEST

4. Create the ‘Group’ and ‘Payment Source’

exactly as you configured them on NEST's 5 5

website. These fields are case sensitive, e.g.

Delet= oK Save Cancel

Group must be entered as ‘Group’ and not
‘GROUP".

5. Click ‘OK’
Employee Details configuration

If you have more than one Group and Payment Source configured, then you will need to select
the appropriate one for the employee in Employee Details once the payroll has assessed and

automtically enrolled the employee.

1. Go to the Employee menu and choose ‘Select Employee’

[l Evpteyes setsin - amaesans eien @y =]

2. Choose the employee and click ‘OK’ i o e o ] i B e
L, o B

3. Select the ‘Pensions’ tab bommprems o
P e [ions Bl

4. Choose the appropriate Group and - e | =l
Payment Source from the dropdown e —— .
ﬂe|dS ‘ Pwupli-sPnnmun-kaan‘wp\E j

5. Click ‘OK’ = B | =

If you have any employees that are an oversea national waiting for an NI Number, in

Employee Details you must tick the Overseas National Awaiting NI Number box before

creating a NEST Enrolling Workers file that contains that employee
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You should create an Enrolling Workers file and upload to NEST each period you have employees

NEST - Enrolling Workers

that were automatically enrolled, opted in or joined the pension scheme
Create a NEST Enrolling Workers file:

1. Go to the Pension menu and select ‘Create Pension File’

2. On the Select File to Create screen, choose ‘NEST - Enrolling Workers’

3. Click 'OK’
4. On the Period for Enrolling Workers screen, enter L ———
~Date Range—————— ~Who loinclude
’ ' To' & al
the ‘From’ and ‘To’ dates for the date range to create fon [ ] o
the file.

~PayFrequency—————————
To o [zogeng A | | poy
Frequency |<Nnne) -

5. Inthe Who to include section, accept the default of
 Selected Emplo

‘All’ @
Field | Condiion | Detai -

6. Inthe Pay Frequency field, to choose the payment

frequency of employees you want to include in the

output file
Mext I s0L Clear Cancel

7. Click ‘Next’

8. Onthe NEST - Enrolling Workers for...screen, click | NEsT-Enrolling Workers for 05/06/2015 to 12/06/2015

'Print' tO pr|nt a report Of the employees that are Summary of file contents
|ncluded In the ﬂle Number of employees without an NI Number

Number of Eligible Jobholders automatically enrolled

Mumber of Mon-eligible Jobholders opted-in

9. Click ‘Create File’ to create the NEST - Enrolling ber o entied iorkers optedn

Wor ke rs fl Ie Number of employees enrolled for other reasons

Total number of employees induded in the file

@ o o o @ o

Print Back
NEST file successfully created ===
10. A message will advise the location where the @R NESTEW00002015060520150612.c5v has been created in the 0000 folder

W' of the NEST directory within the program folder.

NEST Enrolling Workers file has been
created
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You shouldn’t open the file in Excel prior to uploading it to NEST because

Upload the Enrolling Workers file to NEST

Excel changes dates in to formats that will fail NEST's validation.

1. Login to your NEST account on NEST's website

2. Onthe ‘Welcome to your NEST home' page, select ‘Enrol workers and view or edit their
details. You can also view any inactive workers'. This is where you enrol workers and

perform other tasks, such as changing a member’s group.

3. InYour Workers, go to Upload a
file to enrol workers and then
click ‘Upload a file’.

Online enrolment
through your NEST
account

Choose this option if you want
to enrol workers online one-by
-one. You might want to use
this if you're only enrolling a
small number of workers.

Upload a file to
enrol workers

Choose this option if you want
to upload a file containing the
details of the workers you
want to enrol. You might want
to do this if you're enrolling a
lot of workers at the same
time You'll need to have a file
in the right format before you
can do this.

Set up file
transfer to enrol
workers

Choose this option to set up a
file transfer facility to enrol
warkers in NEST. Once set up,
you can manage and transfer
files that have been created
from a payroll or other system
you use for managing your
warkers. You can find out
more about how to do this on

the Set up and manage file
To download a template for =57 pre
the file that you can complete

and upload, visit Download a

template for file upload.

Enrol workers online File transfes
o/

4. Browse to the location where payroll
created the NEST Enrolling Workers
output file, select the file and click the
‘Upload file’ button.

NEST check the file, to ensure the format

1 - Select the file you're going to upload

Click the Browse button to find the file you're going to upload. Once you've selected the file, click the
Upload file button.

o the il to uploads

2 - Upload the file

and Employer Reference number is

-anzel
correct. (et

5. Once the file checking has been completed successfully, click ‘Process this file' to upload
the file to NEST.

Click here for more information about uploading a NEST Enrolling Workers file to NEST.
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You should create a Contribution Schedule file and upload to NEST each period you have

NEST - Contribution Schedule

employee and/or employer pension deductions taken.
Create NEST Contribution Schedule file:

1. Go to the Pension tab and click ‘Create Pension File’

2. Onthe Select File to Create screen, choose ‘NEST - Contribution Schedule’

3. C(lick "'OK’
4. Onthe Period for Contribution Schedule screen, L
~Date Range——————— ~Whotoinclude
' r r ’ « lm!
enter the ‘From’ and ‘To’ dates for the date range to o [ ] || s
create the file. . | | i
® |12.v‘DEf2015 kil 5
. . Ereyquency Weekly -
5. Inthe Who to include section, accept the default of e et o
[ Fapment Source il
JAI I' Payment Source: Payment Source 1 x
Date Payment Due IME
6. Inthe Pay Frequency field, to choose the payment WEST Paprrent Freguency Moty =
frequency of employees you want to include in the e | cotn | — %
output file
7. If you have configured only one Payment Source, the -
field will be disabled. If you have more than one e Gew E=

Payment Source, choose the appropriate one in the
dropdown field

8. Enter the Date Payment Due to NEST in the field.

9. Inthe NEST Payment Frequency dropdown field, choose the frequency you will be paying
NEST that you configured on NEST's website

10. Click ‘Next’

Your payroll has the ability to hold back contributions until the end of the opt-out window. This is
available when creating the pension output files. Whilst an employee’s contributions are being
withheld, NEST expects the employee to be included in the file with zero contributions and

pensionable earnings.

[ NEST - Exclude Employess for 05/06/2015 - 12/06/2015

11. Tick the box in the ‘Exclude’ column to exclude an

o | Exclude |Exc\udeunnl =

il [DUNSTON Bunoid NM3122198 | 0B/0B/2015 ERET
5 PETERSON Ralph JASOGEMC  08/06/2015
3 TAYLOR An MABASIGA | 0B/0B/2015

employee from the file. This will hold back the

i
i

1 H H H H El EBROADBENT Teny. NAT234744  08/06/2015 =
employee’s contributions until the date entered in | = doe < S s
14 EMMANUELLE Gladys NM7ES3408  DB/06/2015 =

7 NIGHTINGALE Pam JB564E534 08/06/2015 =

18 FOSTER Jdim NM77ES40B  08/06/2015 =

the Exclude until column.

11. Click ‘Next’ B
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12. You must inform NEST of any employees that -
didn't have a pension contribution taken or made :
a reduced contribution.

You can change the Reason for Reduced

Employee Contributions if you want to by

S Back i Lol

clicking in the field and selecting another option.

13. Click ‘Next’

14. On the NEST - Contribution Schedule NEST - Contributions Schedule for 05/06/2015 to 12/06/2015
for...screen, click ‘Print’ to print a report of the [ Summary of fie contents
. . . Total Pensionable Earnings 4328.92
employees that are included in the file. Totel Enployer Contrbusons 5500
C o Total Employee Contributi 8§2.00
15. Click ‘Create File’ to create the NEST - o
Mumber of employees with Reduced Contributions 1
contrl b Utl on SCh ed u Ie fl | S Mumber of employees with Exduded Contributions 1}
Total number of employees induded in the file 8
Print Back

16. A message will advise the location where the NEST (et e creaes [
OUtpUt ﬂle has been Created ‘:::I IP!\ERlRE:tHE;::ItE;JES\:\E?Tp\SSUS\ehasbeen created successfully in

The name of the file is NESTC500002015060520150612.C5V.
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You shouldn't open the file in Excel prior to uploading it to NEST because

Upload the NEST Contribution Schedule file to NEST:

Excel changes dates in to formats that will fail Nest's validation.

1. Login to your NEST account on NEST's website
2. On the ‘Welcome to your NEST homepage’, select Manage your contribution schedules

3. In Manage your contributions schedules, go to Your unpaid contribution schedules
and look at the table to find the contribution schedule you want to send to NEST

4. Select the link in the ‘Edit/Pay’ r—
column of the contribution o u .
schedule you want to send. The Ss@  ametoesse O pamentsuree Permest sy g peid ©
dates shown for the Earnings e o
period and Payment due date

must match those used to create
the NEST Contribution Schedule file.

5. Click ‘Upload file’ : _ .
Complete a new | — Upload a file LV
contribution

schedule

Choose this option if you want Choose this option if you want

to enter new contribution to upload 2 file containing

information. “fou may want to your workers' contribution

do this if you're paying information. You may want to

contributions for the first do this if you have a large

time, or you don't want to number of workers to

base this payment on the one contribute for.

you made for the last earings

i You can find more about
templates for uploading files

here.

. (oo 5]

6. Browse to the location in your

paer” Where the N EST 1 - Select the file you are going to upload

Click the Browse button to find the file you're going to upload. Once you've selected the file, click the
Contribution Schedule output file G
was Created, Select the ﬂle and C”Ck Choose the file to upload: | \\NEST-FAP-00C1ihomw Browse... |

‘Upload file' button. NEST check the
file, to ensure the format and

2 - Upload the file

Employer Reference number is

( Cancel )

correct.

7. Once the file checking has been completed successfully, click ‘Process this file’ to upload
the file to NEST.

Click here for more information about uploading a NEST Contribution Schedule file to NEST.
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Once you have uploaded the NEST Contribution Schedule, you must manually approve your
Contribution Schedule for payment on NEST's website.

Approve your schedule for payment to NEST:

1. Login to your NEST account on NEST's website

2. Onthe ‘Welcome to your NEST —

167I00XPS3 = o
homepage’, select Manage your | ... ...
contribution schedules and S @ Poyment dvo date R G Eamings period @ cawray

then select the link under the

Edit/Pay column of the

contribution schedule you want
to submit

3. Atthe bottom of the same
screen click ‘Make payment' Payment due i calculated from the valid member contributions you have added 5o for, Paymant due: £0.00

Payment summary

Click here for more information about approving a schedule for payment for NEST.
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IRIS AE Suite™

The IRIS AE Suite™ works seamlessly with all IRIS payrolls to easily manage
auto enrolment. It will assess employees as part of your payroll run, deduct
the necessary calculations, produce files in the right format for your pension
provider* and generate the necessary employee communications.

IRIS OpenPayslips
Instantly publish electronic payslips to a secure portal which employees can
access from their mobile phone, tablet or PC. IRIS OpenPayslips cuts payslip

distribution time to zero and is included as standard with the IRIS AE Suite™.

IRIS Auto Enrolment Training Seminars

Choose from a range of IRIS training seminars to ensure you understand both
auto enrolment legislation and how to implement it within your IRIS software.

HMRC online service helpdesk HMRC employer helpline
Tel: 0300 200 3600 Tel: 0300200 3200
Fax: 0844 366 7828 Tel: 0300 200 3211 (new business)

Email: helpdesk@ir-efile.gov.uk

For IRIS Payrolls For Earnie Payrolls

Tel: 08448155700 Tel: 08448155677

Email: sales@iris.co.uk Email: earniesales@iris.co.uk

Your Product Phone E-mail

IRIS PAYE-Master 0844 815 5661 payroll@iris.co.uk

IRIS Payroll Business 0844 815 5661 ipsupport@iris.co.uk
IRIS Bureau Payroll 0844 815 5661 ipsupport@iris.co.uk
IRIS Payroll Professional 0844 815 5671 payrollpro@iris.co.uk
IRIS GP Payroll 0844 815 5681 support@gppayroll.co.uk
IRIS GP Accounts 0844 815 5681 gpaccsupport@iris.co.uk
Earnie or Earnie 1Q 0844 815 5671 support@earnie.co.uk

IRIS & IRIS Software Group are trademarks © IRIS Software Ltd 06/2015. All rights reserved
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