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This guide will give you an overview of how to configure your payroll to include information
required in the Peoples Pension output file. You can create an output file for Peoples Pension to

Introduction

enrol workers and inform them of the contributions taken, all in the one file.

The guide covers:

m Configuring output file information

B Creating an output file each period
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Peoples Pension configuration

JIRIS

People’s Pension require you to supply your B&CE account number, for the pension scheme, in

each output file.

Pension Fund Configuration

1. Go to the Pension menu and select ‘Configure Pension Fund'’
2. Select the Peoples Pension fund and click ‘Edit’
3. Onthe Configure Pension Fund  [Bestrmmpms =
- General D - Scheme Typ
. || Fnane SchomeTspe  |DefnedContibuion  «|
DEtaIIs screen and enter your Name [Peopies Persiorl Unique I [1235 Qualiying Scheme v
‘Unique ID’ supplied by Peoples g S|
P ens | on R LI Scheme Ref ‘Adc‘i : mployee :unm:nn:s t: Em‘pluyev‘s r
Email Address | SCON No [ )
| k Websie | Employes Ponal | Pension II Standard [ Selected | =
4. Click'OK’ HEEEE e Erriores om 5
Name [ Sotcade [ Pension Employer (XTI
o s 0
e [ |penee e
anar [ |moee Lol 8
Posooce: | Bank Ref 2 ,— Salary Sacrifice - EE 100 O =

oK Save Cancel

Employee Details Configuration

People’s Pension require at least one Worker Group to identify the different contribution rates and
earnings bases for different groups of employees. You could separate employees by different

departments, sites or contribution levels.

The Worker Group is configured when you set up the employer’s account with People’s Pension,

for more information click here.

1. In Employee Details, select the
Peoples Pension - Worker
Group ID for each employee
that is a member of the Peoples
Pension scheme. This is AE
Worker Group in People’s
Pension for the employee.

If the Peoples Pension -

[ Ermployes detate - ATINSCH Feten 2]

MEST Pension

Cutput File Fiskds

Group

Date Group Changed
Payment Sourca
Date Payment Source Changed

Ovarseas National Awaiting M| Number

Friends Lifa/Now Pensions - Category |
Peoples Pension - Worker Group ID

Scottish Widows - Pay GroupMow PAY CODE

@eneral| Period| Salary | Rates| Tadi| Paypeds | To-Date| Bank| Costng| 53P| autoEnal Pensions

User-Defined

=]

o 5|
0

[<None> El
[ ]|

E

[admin =]

[ E

ok Save cancel |

Worker Group ID doesn't contain any options, you can create a new one by typing directly

in the field and then click ‘Save’. The new Peoples Pension - Worker Group ID option will

be available to select in the dropdown field.
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You should send an output file to People’s Pension each period you have paid your employees.

Peoples Pension file

This file will contain joiner and contribution information.
Create output file

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

[l Period for Contribution Schedule

~Wwho to include

2. On the Select file to create screen, choose ‘Peoples [[7oe Reree e
D |h9/05/2014 ﬂ ~ Selected

- Pay Frequency ———————
To [mmsems & | p
3. Cl |Ck ‘Next’ Fl?a}é]uency ‘weekly -

Pension v8.1’

. . . Payment Source & MEST Detail
4. On the Period for Contribution Schedule screen, enter Peyriert Source [Sdect Payment Sowem> ]

the ‘From’ and ‘To’ dates for the date range to create the PrE R [ ol

MEST Payment Frequency |<Se\ecl MEST Payment FquuELI

file. @
5. In Who to include, leave the default setting as ‘All’ S E— -

unless you want to create the output file for a selection =

of employees -
6. If your company has employees in different pay L | ek [ e [ G ]

frequencies, for example weekly and monthly paid employees, select ‘Pay Frequency’ to
choose the payment frequency of employees you want to include in the output file

7. Click ‘Next’

Your payroll has the ability to hold back contributions until the end of the opt-out window, as per
the Pensions Regulator’s advice. However, Peoples Pension prefer you don't use this option but
instead send them contributions when they are deducted.

H 1 7 m P les Pension V8.1 - Exclude Empl for 19/05/2014 - 25/05/2014
8. Tick the ‘Exclude’ box to exclude the e =]
worker from the contributions file. This will oo Sunane Foerene | nunie | 220 | s | eucituni ||
h Id b k th k ’ t b t tI 1 DUNSTON Amnald NM3422198 19/05/2014 I /072014
2 ATEINSON Helen NBEEZ391D 19/06/2014 ¥ 3/07/2014
o ac e Wor erS Con rl u Ions un I 5 PETERSON Ralph JARDAR3AC 13/06/2014 - /072014
. . El BROADBENT Temy NAT234748, 19/05/2014 o
the date entered in the Exclude until w xS s NS (T |
12 KILDARE Kewvin RTA37124C 19/06/2014 =
14 EtaNUELLE Gladys NM7E53404 19/06/2014 =
17 MIGHTINGALE Pam JB5G48094 19/05/2014 o
column
18 FOSTER Jim NM7768408 19/05/2014 o

You must check with Peoples Pension if
you are permitted this option.

9. Cl |C k ] N extl Print Save Back Meat Cancel
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(W Pecpis Perion - Contrbuton Scheul for 18/05/204 1o 5752004

10. You must inform People’s Pension of any

JIRIS

Peraonatie Erphyen Reasson fos Recuced € mployes. Daie of Partial o1 | 4|
e [ v [ romeme [ [ e [ o [ E
O - [ NS Wt S

employees that made a reduced
contribution, left the company or stopped
contributions.

Select the ‘Reason for Reduced Employee

Contributions’ most appropriate for the

o fok | [ e Concel

employee.

11. Click ‘Next’

12. On the Peoples Pension - Contribution Schedule Peoples Pension - Contributions Schedule for 19/05/2014 to 25/05/2...
for...screen, click ‘Print’ to print a report of the [ Semenary af e contents
Total Pensionable Earnings 2890.21
employees that are included in the file Total Employer Contributions B30
Total Employee Contributions 21.96
13. Click ‘Create File’ to create the Peoples Pension - e T TP .
cOntribution 5ch ed ule flle Number of employees with Exduded Contributions o]
Total number of employees induded in the file ]

Print | Back | i CreateFile ;

14. A message will advise the location where the Peoples pensonfe ceated 8 0 [l
Peoples Pension file has been created @ 1o eion e b st succstlyn :Progrm

The name of the file is People PensionC500002014051920140525.C5V.

Upload Peoples Pension file:

1. Login to your Peoples Pension account on the People's Pension website

2. Please refer to Peoples Pension Help facilities for more information
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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
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