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

Guide to creating your NEST Pension Output File

required in the NEST output file. You can create an output file 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 Configuration

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

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 with NEST, click

here.

Pension Fund configuration

1.

Go to Setup/ Options | 4 - Practice Pension Details
Select Auto Enrolment Details | Pension Fund Details
Choose NEST and click Edit

Click Pension Output File Details

Enter the NEST Employer Ref Number supplied by NEST

Pension Output File Details

 Output File Detail
Output File ||NEST LI Include Emplayees I This fund anly LI
Unique 1D I Mat i use far thiz fund |<N0ne> ;I
Mot in use for this fund |<None> ;I Mot in use for this fund |<None> ;I
MEST Employer Reference Add Empl (il
EMPOODGT 7007 mployee contributions
Humbier I to Employers =
Group / Site Cad — Payment Sourc
Mo, |Descrption No. | Description
1 tdanthly 1 Direct Debit

=0

Enter the Group / Site Code and Payment Source exactly as you configured them on the
NEST website. These fields are case sensitive, e.g. Group must be entered as ‘Group’ and
not ‘GROUP’

Cancel @ ] l Help @ l

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

If you have Salary Sacrifice pension deductions, tick Add Employee Contributions to
Employers, if your pension deductions are not Salary Sacrifice, this field is disabled
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8.

0.

Click OK

NEST - Enrolling Workers

JIRIS

If you want to withhold contributions to NEST during the opt-out period, on the Pension
Output File Options | Output Files tick the Withhold Initial Pension Contributions box.
This will display the Exclude Employees screen during the submission to NEST process,
allowing you to choose the employees for whom you want to withhold contributions

An Enrolling Workers file needs to be created and uploaded to NEST each period you have

employees who automatically enrol, opt in or join the NEST pension scheme.

To create a NEST Enrolling Workers file:

1.

2.

Go to Setup/ Options |4 - Practice Pension Details

Select Auto Enrolment Details then Create Pension Output File

On the Create Pension File screen, choose NEST - Enrolling Workers

Click OK

On the Period for Enrolling Workers screen, choose

Peried for Enrolling Workers

—Date Range

Select a month number or date range

the Month Number you processed the payroll for and t0 b included in th fis

had employees automatically enrolled or opted in

Click Next

On the Nest - Enrolling Workers
for... screen, click Print to printa
report of the employees that are

included in the file

Click Create File to create the NEST
- Enrolling Workers file

Choose Create CSV File

Create XML File will produce an

@ MonthMo. | j

= From

=
=

To

r Mumber of Employess
& Al
" Choose Employess

Highlight the emplovees you wizh
to includs in the: file

MEST - Enrolling Workers for 01/04/2016 to 30,04/2016

Sureenaty of fle cortents
Humber of employees without an NI Humber ]
Mummber of Eligibls job holders sutomaticaly 4
ervolled
Humber of Mon-E ligibls jobholders apted in ]
Mumber of Erittisd workers opbed n ]
Hurmber of employees ersolled for obher ]
180N
Total rumber of employees inchuded in e 4

XML file which is for reference only and cannot be uploaded to the pension provider
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10. Select Create File

A message will advise the location
where the NEST Enrolling Workers
file has been created

JIRIS

NEST file successfully created

NESTEW20150400 20150430, c5v has been created in the NEST folder of
wyour pragram directory.

How to upload the Enrolling Workers file to NEST

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. In Your Workers, go to Upload a file
to enrol workers and then click
Upload a file

Online enrolment
through your NEST
account

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

Upload a file to
enrol workers

Cheose this aption 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
ot of workers at the same
time Youll need to have a file

Set up file
transfer to enrol
workers

Choose this option to set up a
file transfer facility to enrol
workers 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

workers. You can find out

more about how to do this on
the
tra

in the right format befare you
can do this.

up and manage file
" page.

To dovnload a template for
the file that you can complste
and upload, visit Dovnload a
template for file upload.

Enrol workers online File transfer
w/

4. Browse to the location where payroll
created the NEST Enrolling Workers output
file, select the file and click Upload file.
NEST check the file to ensure the format
and Employer Reference number is correct

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.

Sl Ll

2 - Upload the file

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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A Contribution Schedule file should be created and uploaded to NEST each period you have

NEST - Contribution Schedule

employee and/or employer pension deductions taken.

To create a NEST Contribution Schedule file
1. Go to Setup/ Options tab | 4 - Practice Pension Details
2. Go to Auto Enrolment Details and select Create Pension Output File

3. Onthe Create Pension File screen, choose NEST - Contribution Schedule

4. Click OK
5. Onthe Period for Contribution Period for Contribution Schedule
Schedule screen, choose the Month — Date Range — Mumber of Employess
No you processed the payroll for and Select a menth number ordefe fange | | )
had employees and/or employer @ MonthNo I = (" Chooss Emplayees
pension contributions taken © Fiom l—ﬁ Ei%ﬂﬂ;}él’;:ﬁl;’ﬁlﬁ:eesyou wizh
6. Inthe Number of Employees section, Te ! =
accept the defau|t Of A" — Payment Source & NEST Details
Payrnent Sounce Im
7. If you only configured one Payment Date payment ¢
. . . due
Source, the field will be disabled. If NEST Fayment [ ———
Frequency onthiy =
you have more than one Payment
Source, choose the appropriate one cancel €3 l l ) ]
from the drop-down list

8. Enter the Date payment due to NEST in the field

9. From the NEST Payment Frequency drop-down, choose the frequency 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.
Whilst an employee’s contributions are being withheld, NEST expects the employee to be

included in the file with zero contributions and pensionable earnings

11. Tick the box in the Exclude column | MNesT - Exclude employee for 01/04/2016 - 30/04/2016

to exclude the worker from the Suame | Foeoawe | MMber | AEDwe [ Enche? [Exchieund
Meemal IN'gela IHHU1U1?1A Il]lr'ﬂc!)’éll‘l& | = |
contributions file. This will hold MutFiole Michasla |wHoa7ze  (ovovamis |
Droctor _Ehab-!th _NEIHB?E»Q _01."04.’2015 | =
back the worker's contributions Enphpee [ [NHowoee joroaszoe |

until the date entered in the

Exclude Until column

|l:.arle[| Help e‘| | Brint || <c¢ Back |J Mest 333 |
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12.

13.

14.

15.

16.

17.

18.

JIRIS

NEST expects contributions that are withheld during an employee’s opt-out period to be
paid to NEST, by the employer, by the end of the second month following the employee’s
automatic enrolment date.

Click Next

You must inform NEST of — P . =

any employees that didn't o] e | e | wn [ st | e Ressonlo Redced ncloee Pt i
have a pension 2 |Momal |Nigeta |HHmOTIA | 000 0003 Empopee 4 onfarmdy leave = [nwame =

contribution taken or made

a reduced contribution. - i - [ T [ I -
You can change the (Lo ]
Reason for Reduced
Employee Contributions by clicking in the field and selecting another option

Click Next
On the NEST - Contribution Schedule EST Coniribuion Schedule Confimation for DYANE =001
Sumenary of fle contents

Confirmation for...screen, click Print to print a T -

report of the employees that are included in the Told Enplper Conttatons nw CiateFie

ﬂle Total Emplopes Contrbations: 7394
gt °

Click Create File to create the NEST - Numbesof Emplopess i ecchaed 1

Contribution Schedule file TSl G e 3 i ©

Choose Create CSV File

Create XML File will produce an XML file which is for reference only and cannot be

uploaded to the pension provider

A message will advise the location where | NeTHesuceesfully crested )

the NEST = contribUtion SChedUIe ﬂle [ The MEST - Contribution Schedule file has been created successfully in

CpayrallNEST.

has been created
The file name is NESTC 520060401 20060430, c5v.
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Please Note: We advise you do not open the file in Excel prior to uploading to

Upload the NEST Contribution Schedule file to NEST

NEST because Excel can change 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 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 .
schedule you want to send. The R — e
dates shown for the Earnings
period and Payment due date

must match those used to create
the NEST Contribution Schedule file

-]

5. C“Ck Upload f"e Complete a new o Upload a file

contribution
schedule

Choose this option if you want Choase this aption if you want
ta enter new contribution to upload a file containing
information. You may want to your workers' contribution

do this if you'e paying information. You may want to
contributions for the first do this 1f 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 eamings
rETik ‘fou can find mare about
templates for uploading files

6. Browse to the location in your
payroll where the NEST

Contribution Schedule output file 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
was created, select the file and click Uptoad it putton. e
Upload file button. NEST Check the Choose the file to upload: ?.wzsr-rAP-noohmm- Browse..

file, to ensure the format and
Employer Reference number is 27 Upload the file

correct

{ Cancel )

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 r
homepage, select Manage your e B
contribution schedules and R = pe— mmiiame  Orsesd®
then select the link under the —
Edit/Pay column of the
contribution schedule you want to

submit

3. At the bottom of the same screen ayment sy
click Make payment e e e e

Payment due: £0.00

P )

Click here for more information about approving a schedule for payment for NEST.
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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 contributions, produce files in
the right format for your pension provider* and generate the necessary employee
communications.

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™.

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: 0300 200 3200
Fax: 0844 366 7828 Tel: 0300 200 3211 (new business)

Email: helpdesk@ir-efile.gov.uk

For IRIS Payrolls For Earnie Payrolls

Tel: 0344 8155700 Tel: 0344 8155677

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

Your Product ‘ Phone ‘ E-mail

IRIS PAYE-Master 0344 815 5661 payroll@iris.co.uk

IRIS Payroll Business 0344 815 5661 ipsupport@iris.co.uk

IRIS Bureau Payroll 0344 815 5661 ipsupport@iris.co.uk

IRIS Payroll Professional 0344 815 5671 payrollpro@iris.co.uk

IRIS GP Payroll 0344 815 5681 gpsupport@iris.co.uk

IRIS GP Accounts 0344 815 5681 gpaccsupport@iris.co.uk

Earnie or Earnie IQ 0344 815 5671 earniesupport@iris.co.uk

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