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JIRIS

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 Configuration

JIRIS

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 click here.

Company Configuration:

1. Goto the Pension menu and select ‘Configure Auto Enrolment’
2. Onthe Configure Automatic Enrolment oy e o s =
screen, select ‘NEST’ tab Pensions  NEST | Contact Detais |
‘mployer Reference Numl EMP000000001
3. Enter your Employer Reference Ll
~Group - Payment Source
Number supplied by NEST No [Description | || No_|Descripton
1 Group Name 1 Direct Debit
4. Create the Group and Payment Source
exactly as you configured them on NEST’s
website. These fields are case sensitive,
e.g. Group must be entered as ‘Group’ and
nOt ‘GROUP, Help Delete OK Save Cancel
5. Click ‘OK’
ou have only one Group and one Payment Source configured, when employees are
If you h ly Group and Pay tS figured, wh ploy
automatically enrolled during Calculate, these will be populated in Employee Details.
Pension Fund Configuration
Please Note: You may have completed the Pension Fund configuration when you created the
pension deductions.
1. Gotothe Pensions menu and select ‘Configure Pensions’
2. Select the NEST pension fund and click ‘Edit’
3. Onthe General tab, if you haven't ('@ Pension Fund Details R
configured your NEST pension fund aial e
) General | Bank | Contrbutions
already, enter all the details you
Name [NEST Unique ID l—
have for NEST cess St Dunstan’s House Outputfie NEST :]'
201-211 Borough High Street Include Employees |This fund only -
. . London
In the Output File field, select Postcode | SET 144 Schene Trpe -
‘NEST, Telephone W Scheme: et
Contact Minimum Contribution 0.00
) E’;darlx]ess | Last Payment 4
In the Include Employees field, Webste | New PaymectDue | <]
Empk Special TaxRules V¥ Yes
select ‘This fund only’ pose | ’
Help Save Close
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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.

Employee Configuration

1. On the left-hand Selection Bar, select the (¥ employeeDetat - Wiz Slly Pensions  iMonthiy1
. Employee No. |2 Employee List Auto Absence Calculation
appropriate employee to open their Persona | General | Py Fotes | Py Method | Tax Detas | N.1. Detas | Suncey | StaterLaver | Penson Pensen Refs
H ~NEST Details
Employee Details . .
. Date Group Changed Group Name
2. Select ‘Pension Refs’ tab . _
ayment Source <None> -
) Date Payment Source Changed [—;[
3. Select the appropriate Group and OverseasNationa Awating NI Nober r
Payment Source from the dropdown QUL Pl Pk
Friends Life/Now Pensions - Category l—;l _]
fields Peoples Pension - Worker Group D N
Scottish Widows - Pay Group/ Now PAY CODE I—L] _|
4. Click ‘Save’ and then click ‘Close’ ~

_Heb | 4] 4| b bi] ?—"e‘;;rzmrmaﬂ New | swe | cose

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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NEST — Enrolling Workers

JIRIS

You should create an Enrolling Workers file and upload to NEST each period you have employees

that were automatically enrolled, opted in or joined the pension scheme.

Create a NEST Enrolling Workers file:

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

2. Onthe Select File to Create screen, choose ‘NEST — (] period For Enrolling Workers -2 [ |
Enrolling Workers’ Employee List
3. Click ‘OK’ Rhkiaind
Pay Frequency TEETNN ~ |
4. On the Period for Enrolling Workers screen, select Period No =
€ b ‘ H 3
the ‘Pay Frequency’ and ‘Period No’ you processed et T
the payroll for and had employees automatically From | |
enrolled or opted in To | ~]
5. Click ‘OK’
Hep | oK | Concel |
- >y
6. Onthe NEST - Enrolling Workers (@) NEST - Enrolling Workers for 06/04/2015 to 12/04/2015 )
for...screen, click ‘Print’ to print a report [pScmeaof e corferts
of the employees that are included in the S o wimem Lt !
. Number of Eligible Jobhold Iy lled 1
file.
Number of Non-eligible Jobholders opted-in 0
7. Click ‘Create File’ to create the NEST — Number of Entitled Workers opted-in 0
Enrolling Workers file Dusrie of epioy led for offver 0
Total number of employees included in file 1
Back | Pit | [ CreateFie |  Cose |

8. Onthe Save As screen, choose the location where the NEST Enrolling Workers file will be

created and then click ‘Save’

9. A message will advise the location where ("NEST file successfully created

the NEST Enrolling Workers file has
|

been created

@ The NEST - Enrolling Workers file has been created successfully in
K\J,‘ C:\Program Files (x86)\IRIS Software Ltd\PAYE-Master.NET

The file name is NESTEWPMO0072015040620150412.CSV
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Upload the Enrolling Workers file to NEST

JIRIS

You shouldn’t open the file in Excel prior to uploading it to NEST because

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 afile’.

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'e enrolling a
lot of workers at the same
time You'l need to have a file
in the right format before you
can do this.

To download a template for
the file that you can complete

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

o do this on

4. Browse to the location where payroll
created the NEST Enrolling Workers 1 - Select the file you're going to upload
. . . Click tf‘e_Bra\\se button to find the file you're going to upload. Once you've selected the file, click the
output file, select the file and click the Pl re Bt
Choose the file to upload: Browse.

‘Upload file’ button.
NEST check the file, to ensure the format 2 - Upload the file [ Ut file
and Employer Reference number is

-ancel
correct. (o)

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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NEST — Contribution Schedule

You should create a Contribution Schedule file and upload to

employee and/or employer pension deductions taken.

Create a NEST Contribution Schedule file:

JIRIS

NEST each period you have

1. Goto the Pension menu and select ‘Create Pension File’
2. Onthe Select File to Create screen, choose ‘NEST — Contribution Schedule’
3. Click ‘OK’
4. Onthe Period For [ @) Period For Contribution Schedule (8- [
Contrlbutlon Schedule Emplovee List Note: Only periods that have been finalised can be used to create the pension file.
i ~ Payment Source & Details Pay Period
screen, in the NEST Payment ST PaymentFressecy o = PayAFrequenc‘/ Montty
Frequency dropdown field, Fension Fund 4 5 | |~ B3
choose the frequency you will DRSiFp O CZ I Da::?—_l
Payment Source re v!
be paying NEST which you " —— o [ =
configured on NEST’s website Hep oK Cancel
5. Inthe Pension Fund section, accept the default of ‘All’
6. Enter the Date Payment Due to NEST in the field.
7. If you have only configured one Payment Source, the field will be disabled.
If you have more than one Payment Source, choose the appropriate one in the dropdown field
8. Choose the Pay Frequency and Period No you processed the payroll for and had
employees and/or employer pension contributions taken. Only periods that have been
finalised can be used to create the pension file.
Date Range fields will be disabled.
9. Click ‘OK’

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.

10. Tick the box in the ‘Exclude’ column to exclude
the worker from the contributions file. This will
hold back the worker’s contributions until the

date entered in the Exclude Until column.

[ NEST - Exclude Employees for 06/04/2015 - 12/04/2015

You are able 1o omit penaion deductions from this file for employees for up 1o two months after they were enralled.
Belowis enroll selected or they have been excluded previously
Tick the exclude bax for any empioyee you wish 1o exclude from the file

|| [No T Sumame Forename
‘ 2 Blogss Joe

NilNumber A Date Exclude? | Exclude Unl
06042015 v 30062015

Back Next Close
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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 auto enrolment date.

11.

12.

13.

14.

15.

10.

11.

H 3 )
Click ‘Next
You must Inform NEST Of any NEST - Contribution Schedule for Payment Source 1 - 06/04/2015 to 12/04/2015.
X [No | Sumame | Forename [ NI Number | Pen Earnings | Emp Contrib | Reason fo reduced employee contributions. [Partial | Non-pay Date
employees that didn’'t have a o o don O OW  [5-Eryse s et caree ] eozsts
6~ Translering employee 0 a dfeent payment source.
7-Ch s and b
i tributi tak G s ok gt
pension contribution taken or 5~ Enpoyes hasopted
10 Pay for more than one enrolment type ~ lnutuSEd)‘
11 - Employer duties are being fufiled elsewhere
12-Change of p o

made a reduced contribution.

You can change the Reason
I Y T

for Reduced Employee

Contributions if you want to by clicking in the field and selecting another option.

Click ‘Next’
On the NEST - Contribution Schedule () NEST - Contribution Schedule for 06/04/2015 t0 12/04/2015 |0 e
for...screen, click ‘Print’ to print a report of [ ate cotees
i ) i Total Pensionable Earnings 488.00

the employees that are included in the file. »

Total Employer Contributions 9.76
Click ‘Create File’ to create the NEST — otol Emeloyes Contnb fons ¢
C t b t S h d | fl Number of employees with Reduced Contributions 1

ontripbution scheaule Tie
Number of employees with Excluded Contributions 1
Total employees included in the file 2
Back | Pit | [Ceatefie |  Cose |

On the Save As screen, choose the location where the Contribution Schedule file will be

created and then click ‘Save’

A message will advise the location (FNEST fie successiully created 5)
where the NEST Contribution

Schedule file has been created

\ The NEST - Contribution Schedule file has been created successfully in
\\ ) C:\Program Files (x86)\IRIS Software Ltd\PAYE-Master.NET

The file name is NESTCSPMO0072015040620150412.CSV
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Upload the NEST Contribution Schedule file to NEST:

You shouldn’t open the file in Excel prior to uploading it to NEST because

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

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

JIRIS

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’
column of the contribution schedule
you want to send. The dates shown
for the Earnings period and
Payment due date must match those
used to create the NEST Contribution
Schedule file.

5. Click ‘Upload file’

6. Browse to the location in your payroll
where the NEST Contribution
Schedule output file was created,
select the file and click ‘Upload file’
button. NEST check the file, to
ensure the format and Employer

Reference number is correct.

Show me:

162200XP53 [=

Bress B

status @ Payment due date Payment source Payment frequency

Overdue 85ep2013 162200753

Page| 1 of

Earnings period @ EcitiPay

8 Aug - 7 Sep 2013

Complete a new —
contribution
schedule

Choose this option if you want
to enter new contribution
information. You may want to
do this if you're paying
contributions for the first
time, or you don't want to
base this payment on the one
you made for the last eamings
period.

L]

Upload a file

Choose this option if you want
to upload a file containing
your workers' contribution
information. You may want to
do this if you have a large
number of wiorkers to
contribute for.

You can find more about
templates for uploading files

e

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

Upload file button.

Choose the file to upload:

2 - Upload the file

( 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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Approve your schedule for payment to NEST:

JIR

Once you have uploaded the NEST Contribution Schedule, you must manually approve your
Contribution Schedule for payment on NEST’s website.

1.

2.

Click here for more information about approving a schedule for payment for NEST.

Login to your NEST account on NEST’s website

On the ‘Welcome to your NEST
homepage’, select Manage your
contribution schedules and then
select the link under the Edit/Pay
column of the contribution

schedule you want to submit

At the bottom of the same

screen click ‘Make payment’

Show me:
16220QXP53 = <o

3resuts B powr

Status Payment due date

Payment source. Payment frequency

Overdue 85ep 2013 162200053

Earnings period EditiPay

Payment summary

Payment due is calculated from the valid member contributions you have added o far.

Payment due: £0.00
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Software available from IRIS
IRIS Payroll Basics

Free, RTI compliant payroll software for companies with fewer than 10 employees

IRIS Payroll Business
Intelligent, easy to use payroll software for smaller businesses

IRIS Payroll Professional
Flexible payroll software for medium sized businesses

IRIS Bureau Payroll

Intelligent management for multiple payrolls

KashFlow Payroll

Cloud-based UK payroll software — accessible from anywhere on PC, Mac or tablet

IRIS P11D

The easy way to complete employee expenses and benefits returns

IRIS HR Manager

The easy way to keep employee data up-to-date

IRIS OpenPayslips
A secure web based solution that allows your employees to access, and download their e-payslips via an online portal

Stationery order line
Tel: 0844 815 5656

HMRC online service helpdesk

Tel: 0300 200 3600
Fax: 0844 366 7828
Email: helpdesk@ir-efile.gov.uk

HMRC employer helpline
Tel: 0300 200 3200

HMRC employer helpline (for new business)
Tel: 0300 200 3211

Support

Tel: 0844 815 5661 (Option 1)
Fax: 0844 815 5665
Email: payroll@iris.co.uk

IRIS & IRIS Software Group are trademarks © IRIS Software Ltd 06/2013. All rights reserved

Call 0844 815 5656, or visit iris.co.uk to find out more



