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

Introduction

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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Now: Pensions configuration

file.
Pension Fund configuration:

1. Go to the Pension tab and click
‘Configure Pension Fund’

2. Select the Now pension fund and click
‘Edit’
3. Select ‘Output Files' tab

4. Inthe Include Employees field, select
‘This fund only’

5. Enter your ER Code, Scheme Code and
Pay Code

6. Click ‘OK’

Employee Details configuration

JIRIS

Now: Pensions require you to supply your ER Code, Scheme Code and Pay Code in each output

& Configure Pension Fund Details

General Dutput Files | Bark Details |

Outpu Files

File Dutput
Include
ER Code

NEST Employer Fief Humber

Scheme Code

Motinuse for this fund ‘ ‘

Pay Code

#idd Employee Contributions to Employers

|| Camcel || Heb

You only need to enter the Scheme Code and Pay Code for an employee if they have a different

one to that configured in the Pension Fund.

1. On the left-hand Selection Bar, double-
click on the appropriate employee to
open their Employee Details

2. Select the ‘Pay Elements’ tab and the
select ‘Pension Refs’

3. Choose the appropriate Scheme Code
and Pay Code from the dropdown fields

4. Click ‘Save’ and then click ‘Close’

m Employee Details - Akhtar Hirishita (8)

| Code [ s ]

Sumame [akhar
Forename 1 |Hiishita

| Depatmnent  [Cachier J

Personal Tax &NI | Pay Elements | pay Method To-Dates Absence Notes

Salap & Rates FayDeds AEO  Fensions | Pension Refs | gans

~MEST Details

Group MNones Payment Source

I

Overseas National Awaiting Ml Mumber

Date Graup Changed Diate Payment Saurce Changsd

<Nane

I -

~Mow Pensians Dutput File Fislds

Scheme Code LM

Mot iruze for this fund

Pay Code 5578

Opriur || Swve

[ ome || Hep

You can create new options in the Scheme Code and Pay Code dropdown field by typing directly

in the field and then click ‘Save’.
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Create Output File

To create a Now: Pensions output file:

1. Go to the Pension tab and click ‘Create Pension File’ IR ericd for Contribution Schedule x|
~Pay Period Date Range
. . Pay el - Fram =
2. On the Select file to create screen, choose ‘Now ey [ ' 2
Period Nov = To l:l ﬂ

Pensions v1.2'

wiho to include
{ & al Selected

3. Click ‘Next’

Selected Emplopess

Code Surname Forename

4. On the Period for Contribution Schedule screen,

choose the Pay Frequency and Period No you

processed the payroll for and had employees

automatically enrolled or opted in

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

‘All’
6. Click ‘Next’
Bl row Pensions V1.2 - Contribution Schedule for 13/07/2015 to 19/07/2015 X ]
7. Onthe Now Pensions V1.2 - Summary of file contents
contribution Schedule for...screen, Total Pensionable Earnings 326689
click ‘Print’ to print a report of the Totel Employer Contibutens 15922
employees that are included in the file. oSy Contutors o
Number of employees with Reduced Contributions 1}
8. C(lick ‘Create File’ to create the Now Total number of employees induded in the fle 11
Pensions V1.2 - Contribution
Print | | Back

Schedule file

Now Pensions V1.2 file created x

The Now Pensions V1.2 - Contributions Schedule file has been created
successfully in C:AIRIS Bureau Payroll - May\Mow Pensions V1.2Y

9. A message will advise the location @

where the Now Pensions V1.2 -
N . . The file name is Now PensionsCS00002015071320150719.csv
Contribution Schedule file has been

created oK
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Upload the Now Pensions V1.2 file to Now: Pensions

1. Login to your employer portal
2. Select the Import Data menu item
3. Choose the Generic Input File option, unless you have been told otherwise by Now.

4. Browse to the location where payroll created the Now Pensions V1.2 output file and then
upload the file.

Click here for more information about uploading a Now: Pensions file.
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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

IRIS OpenPayroll

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
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 4)
Fax: 0844 815 5665
Email: ipsupport@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





