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Setting up a pensionsync account and sending a file

What is pensionsync?

pensionsync is a third party provider of integration solutions which connects payroll to pensions so you
can send your pension feed to the pension provider at the click of a button.

pensionsync offer a link to a number of pension providers and more are being added periodically. At
the time of writing the following providers are supported:

e The People’s Pension

e Legal & General

e Smart Pension

e NEST
Pension providers which will be available soon include NOW:Pensions and Aviva.
The files are sent in a similar way to how RTI data is sent to HMIRC.

To send a file using pensionsync you will need to set up an account with them (details of how to do this
are below) for which there may be a charge. pensionsync have two levels of account; free and premium.
To be able to submit applications for new pension schemes or submit contributions to an existing
pension scheme you will need to set up a premium account.

pensionsync may charge for sending contributions using their service, for details on the costs involved
please visit https://www.pensionsync.com/ForBureausEmployers.

By setting up a pensionsync account you will be contracting directly with pensionsync, this will not
change your Star terms of business.

Before starting:

To set up an account with pensionsync your details will need to be completed by the person who will
be responsible for setting up and managing pension schemes. This can be the agent; accountant; payroll
bureau manager or employer. This person should be a senior manager, ideally someone who can
approve the Direct Debit mandate required to become a Premium Customer.

You will need to know the following information before setting up your pensionsync account:
e Has the pension scheme already been set up with the pension provider?
o Ifit has do you know the employer ID?
e Has the pension scheme already been set up within Star Payroll Professional?

o If not what are the contribution rates, how will tax relief be applied, will it be net of BR
tax?

e How many groups of employees will there be? — Some providers require different groups to be
set up for different payment frequencies or contribution rates etc. These will need to be set up
as different pensions within Star Payroll Professional

Some pension providers, including L&G and NOW:Pensions, will only allow feeds for new pension
schemes to be sent in this way. Existing schemes will need to be sent manually at this time.

This document assumes some familiarity with how Auto Enrolment pension duties are applied in Star
Payroll Professional. If you have not applied auto enrolment before it is recommended you first look at
the Auto Enrolment documentation and videos available on the support website.


https://www.pensionsync.com/ForBureausEmployers

3 steps to sending a file:

e Setup as intermediary
e Create the pension scheme in the pensionsync SMT
e Set up the pension scheme in Star Payroll Professional

e Link the pension to the pensionsync feed in the AEM
e Authorise the pension scheme
2. Sending [N Send the file to pensionsync

a2 * Check for the pension provider response

* Download opt out notifications
<1 0)32e10: | © Sending contributions

processing
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e Setup as intermediary
e Create the pension scheme in the pensionsync SMT
e Setup the pension scheme in Star Payroll Professional

a. Set up as an intermediary

To send information via pensionsync you will first need to set up an account to act as their intermediary.
You will only need to do this once as the same account is used for all of your clients. You can set up
and manage your pensionsync account through their Scheme Management Tool (SMT)

This document is designed to guide you through the whole process however if you need a bit more
assistance pensionsync have produced a user guide for setting up and managing your pensionsync
account, this can be found at: https://www.pensionsync.com/UserGuides
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Select the pensionsync tab and Click on
Open pensionsync SMT.

X pensionsync

Account Registration

Ploase umter your datalls below and read and agree with the End-User License Agreement

The pensionsync Scheme
management tool will open
up in your web browser.

Complete the details to set
up your free account.
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b. Create the Pension scheme in the SMT

Once set up you will be taken to
your account overview and will
have the option to upgrade your
account to Premium (you will need
to do this to be able to submit
contributions to a scheme)

If the pension scheme is not already set up with the pension provider you can do so using the
pensionsync SMT. If the scheme has already been set up with the pension provider you can skip ahead
to step 2 but will need to make sure you have the following details for the pension scheme:

e Employer ID
e Group(s)

e  Sub- group(s) if applicable

X pensionsync

If required you can add your
company logo and SenderID
in the Account details section

= pensionsync

It is recommended before you set up
any schemes through pensionsync
that you set up vyour payroll
Administrators template as this will
save you time populating these
details in every time you set up a
scheme.




X pensionsync

Account Type: Premium
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To set up a new
scheme select ‘New

itar PensionSync Test LM | DM&6228417 | Premium Scheme’

You must read and check
the acknowledgment before
you can select the pension
provider.

Tarms & Conditions

Which provider has your Client instructed you to create an account with?
1 achnowiedge that: (a) This selection of pension previders dess net represent every pension provider in the mariet, ner does i represent » litered st of pensien
praviders wha may be sltabie for sy dient’s needs. (b) | am acting on behall of muy Chant whe has instructed me i writing b open an sccount with the pansien
provider | am about to select. (c) | agres with the Privacy Policy.

General

Wi recommend that prior Lo selecting o workpiace penacn provider, Empioyurs are directed te The Fersns Regulate webste. an independent frnancial adviser or
an online pension provider selection tool.

Complete each screen in turn,
the exact details needed will vary
depending on the pension provider
and at the end details will be sent
Staging Information to the Employer for their

Please tich this bon to ndicate

P a—

Legal & Gerersl Terma of Business, Chavges and Sarvice Offering
Lagel & Gareral Data Pratection Poicy

You can check the status of
the new scheme in the SMT
dashboard.

Until the employer and
pension provider have
approved the scheme it will
show in the ‘Pending’ tab.
Once approved it will move
to ‘Active’.

Product . Company ID  Company Name | Ststus | Date Crested | Actions
,,_ﬁ Lagal & Gerersl Worksave Panson Plan Harper Umited EMPLOYER-PENDING  24/06/2016 1410 L 1=}
]
e Naticna! Employment Savings Trust JONDY Jones Jones Jones Limited  PROVIDER-PENDING  24/08/2016 1337 -
Showing 110 2 of 2 entries. Pravicas . M




c. Ifit’s a new pension scheme set up the Pension Scheme in

Payroll Professional

If it is @ new pension scheme which employees have not started paying into yet you will need to set this
up within Payroll Professional.

Details on how to set up pension duties and pensions policies can be found in the auto enrolment help
guide and video tutorials are available on the support website.

If there are multiple groups set up with the pension provider these will need to be set up as separate
pension schemes within Payroll Professional. Once the file is generated for sending to pensionsync any
pension schemes for the same provider will be included on the same file.
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Once everyone has been calculated (or marked absent/suspended as necessary) you will need to
launch the Auto Enrolment Dashboard (AED) from the Open Run menu.
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Within the AED select Setup. e ‘
e Setup = =
F |4
 E— - Select Add Feed
£ Feed Version 7 Feed Descriplion 7 Pension Provider 7 LastModified ¥ Transfer Mechanism ¥ File Type
E3 Feed Select E1
V-
i Select Cancel
Select pensionsync PASS 1.1 from the list B Feed Verion’ 7| Feed Descrgion v
2 NOW~1.2
3 The Peoples Pension Version &
4 MNEST

Select

@
l ; ‘SchemeType: GPP

i Select Cancel

Policy ID vV Scheme Type™ V| Scheme Name W

bi 1 GPP AE Pension

5 Scottish Widows (Assist Me)
€& Aegon Tiers (1and 2)
9 Scottish Life
14 The Pensions Trust
21 Aegon Tiers (3 and S)
24 NEST (Direct Feed)
37| Standard Life Gooed to Go
40 PAPDIS (Version 1)
41/ Scottish Widows (File Port)
i 49 Pension Sync PASS 11
50 User Defined Feed (Version 1)

Highlight one pension policy that you want to add to the
feed, and click on Select. If you need to add another
Feed, then click the Add Feed button and follow the same
process as above.



Setup

ko
P R

: AddFeed EditFeed Motice Settings

Done

The feed will now show on the
setup screen. Select Edit Feed

Dashboard Settings

V| Postpone validation until file generation

2 FeedVersion ¥ Feed Description

| Hide all validation requests.

7 Pension Provider 7| LastModified v Transfer Mechanism 7 File Type

b 43" Pension Sync PASS 1.1

Pension Sync TBi0Ti0i4 i

Edit Feed

ko
e % 2 X

i OK Cancel AddScheme Edit Remove Scheme

&

Print Form

Feed Pension Scheme Settings
Falder C:\Program Files (x86)'Stari2016_Update 3\PensionLinks\
Type: Web service as XML

Serviee URL

{# FeedVersi 7 Sche 7| Pension Provid = Qualifying Pension 7 Is AutoEnrolment 7 Schemel ©
yi 437 REP Pension Sync Yes il

Yes

This shows the where the feed file will be saved,
the type of feed file produced and the web address
the file will be sent to.

Select Edit

Pension Sync PASS 1.1 (Edit)

=
-

EF

OK  Cancel Show known fields  Print Form

Fill in the employer pension details. Fields

marked with & are mandatory fields and must
be completed.

If you do not know these details and set up the
pension scheme within the pensionsync SMT
you can use the pensionsync SMT to check.

Pension scheme: | AE Pension Provider: |Pension Sync

Feed settings
Feed folder C:\Program Files (xB6)\Star\2016_Update 3\PensionLinks!

Include current employees who have left scheme :

(]

Include current employees who Opted Out of a scheme : Open PensionSync SMT

Authorise Scheme |

AE Pension

Select Open pensionsync

(PASS) Pension Provider Id :
(PASS) Employer Id :
(PASS) Group :

(PASS) Sub -Group :

(PASS) Contribution Deduction Date : mmé‘

(PASS) AE Comms lssued - )(|

-Ix

<Please Select= -

(PASS) Payment Due Date :
(PASS) Group Number :

> P

M pensionsync T

Within the SMT select Dashboard

and select @ next the pension

I scheme you need the details for.
You will then be able to view the
scheme details.




Once the Pension scheme feed is set up select OK to save. You must do this before going onto the next
step.

b. Authorise the pension scheme
You only need to do this step if you did not set up the pension scheme in the pensionsync SMT.

o Pension Sync PASS 1.1 (Edit) = =
Ee 8 &
. . OK  Cancel Show known fields  Print Form

Once the pension feed details are set up

and have been Saved go back Into the Pension scheme: |AE Pension Provider: |Pension Sync

feed edit screen and select Authorise Feed setings

Scheme Feed folder C:\Program Files (x86)\Star'2016_Update 3\PensionLinks! | |

’ Include current employees who have left scheme -

Include current employees who Opted Qut of a scheme : | ‘Open Pensionsync SMT} | Authorise Scheme

The pensionsync SMT authorisations screen will appear. You need to login to the Authorisation
section of the SMT so please ensure this step is done by someone with the relevant credentials (The
login details are the ones normally used to login to the pension provider website).

You will need to complete the Authorisation screens (these may differ depending on the pension
provider).

Once Authorised you will be able to see all of the authorised pension schemes by going to Account
Authorisations within the SMT.

Product Employerid Company Name Status Updated Actions

Your pensionsync feed is now setup.

Before moving on to the next step you may need to complete the setup of notices and any other
pension scheme feeds which you are not sending by pensionsync. For details on how to do this
please visit the support website for documents and videos.

c. Send the file to pensionsync
Once you have finished setting up the auto enrolment dashboard you can start sending feeds.

The Auto Enrolment Dashboard works from left to right, first produce any notices (if needed) and once
done select Send Notice.
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e Auto Enrolment Dashboard [Staging Date : 01/06/2014] - O

oz e et b ) t b\ @z qg
Run date: 30/09/2015 & | ‘ ) @ _ il ) _ +] b | g
Setup = Edit = Pre-Assessment Validate Generate Notice View Notices Send Motice  Generate Feed  View Feeds  Send Feeds Reset © Done
Employees Search @ ¥

Select Generate Feed and the xml file will be saved to a location on your pc in the correct format
ready to send to pensionsync. You should not need to change this file. Any changes to the file may
cause the feed to fail. If you believe data is being produced incorrectly please contact Star support.

Once the File is generated select ‘Send Feed'.

Direct Feed Queue

The Direct Feed Queue will appear ﬁ
showing the status of all Direct Done
Feeds.

PensionSync [AE Pension]

Once sent all employees will be
Ci icati h Pension Sy
updated on the dashboard to show F::d":u";:::g i Fersion Sine

the Sym bOI . The provider ig processing the upload.

S enainn '
swpensionsync P Smart Pension

d. Check for the pension provider response
Once the file has been sent it will be processed by pensionsync and the pension provider. This
typically takes between a few seconds and half an hour, but can take longer depending on a number
of factors (pension provider, number of employees, time of submission etc.) so you may wish to go
away and process another payroll while you are waiting.

You can check if the file has been processed by selecting Check Feed.

o Auto Enrolment Dashboard [Staging Date : 01/09/2016] S n
Finmcri ety BN |1 o ’ ] = | B0 1|&
- b nebrirtofl: Setup | Edit | Pee-Aie Wabdate Cenerate MNobor  View Mobices  Send Notce  Gemerste Feed  Veew Foedfl  Chack Feed Feser | Ders
tmpleyres srarch ﬂ. £
H Eeil T Red 7 Surnae V' Forenme T Workflow Sehm 7 Feed Stalm T Food Hame 7 Schems T Pension Sehm T EeCosd TV ErCont T Tot
F 3 LE Moo Jares Feed Genaraes] Pens vin Sy AE Pensvon Wookly  Asto Essolled TP LT =L 7
i w10 iy Lisgree Fae Geprasinins Permion Sy &F Pergion Weekly  dato Eneclled TP 057 057
nn Marth Grabame Fiond Coprepi afind Permisn Syee AE Posgicn Waskly | Uknows oo oo

This will send a request to the pensionsync and they will return one of the following:
1. A message that the pension provider is still checking the file, please check again later
2. Notification that the file has been processed successfully by the pension provider

3. An error report showing any errors on the xml file

If the file has been processed successfully all employees will be updated to show the symbol ] , you
can then proceed to step 3.

0] Auto Enrolment Dashboard [Staging Date : 01/08/2016] - O
Frequency : Monthly b ) = b\ v 1 2 dﬁ
Run date : 31/08/2016 & _ v p ’ — @ i
Setup = Edit = Pre-Assessment Validate Generate Motice View Notices Send Motice GenerateFeed View Feeds Feeds Sent Reset  Done
Employees Search w ¥
i EeID’ ¥ Ref 7 Surname v Forename W Workflow Salis 'V Feed Stalus 7 FeedName 7 Scheme W PensionSmlus 7 EeCont W ErCont 7 Tot
r B3 11 Bloggs Joe Feed Sent a Pension Sync AE Pension Auto Enrolled TP 20.00 20.00
E3 2|2 Doe Jane Feed Sent 6 Pension Sync AE ion Auto Enrolled TP 20.00 20.00
B . - o o

Smith John Fe Unknown

If the feed contained errors, any employees on the failed feed will show with the symbol: 0
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Frequency : Monthly E ‘ L@
Setup

Run date: 31/08/2016

@ © wm » o B B B.eH

Edit = Pre-Assessment Validate Generate Notice View Notices Send Notice Generate Feed  View Feeds  Send Feed Reset = Done
7| Forename | Workflow Status 7| Feed Stalus 7 FeedName 7 | Pension Sialus ¥ EeCont V ErCont 7 Tot
i i TP 20.00 2000
Jane Feed Generated Pension Sync AE Pension Auto Enrclled TP 20.00 20.00
John Feed Generated Pension Sync AE Pension Unknown 0.00 0.00

If there are errors on the file you Eﬂ l@;dﬁ §> i‘f

will be able to view the errors by o ———————————
selecting View feed. An% failed " e e oAy =

Run date 31 August 2016
(= Menthly
symbol

Pericd 5
ZE | | Total 12
Sent [}
Failed/Cancelled 1
Created [}
Workflow status ok hd

Provider Feed Submissions

‘Show failed / cancelled : (¥

) ¥ ProviderName ¥ FeedName 7 Date ¥ By T FilePah ¥ FileName ¥ FeedStas Y Infor «
E  Pensi e "
> Iz‘ ; Lﬁ . ‘ m

feeds will show the

titeas X @ @

i Prev Next Select Submit GCheck Confim Cancel PrintReport Done

Preferences ~ Detils

Q= e 7 7 Select Details and go to the Details tab to
z Cresedise see the error message returned by

.

s S e pensionsync.

[ —
S —
e
.
S

Transaction ID : Star. Star PensionSync Test
-

Response - Provider specific data error error has been encountered, the file may be corrupt.
17660_pension sync pass 1.1_20160901084155_coniribution__1.SMP.log xmi

Open SMT

|

X pensionsync Doshbosrd Newschome Alers @ Account -

You can also open the proy [V
pensionsync SMT where more
details may be available on the vV =0 A e O X =~ ©
alerts page. pre me=
x Jemee a2 Contribations submission talad pansion provider [y f— .
Freld Name .vanu- .bvduf-hd .qu-D-mvl-w
7 Dewnlond CSV Exror Report

If the errors received mean that employees need to be sent to pensionsync again you will need to
reset the dashboard. To reset all employees in the failed feed select Reset.

‘ Raloue LA oL -Eg".' 'ﬂ?ﬂu"' Motice Ve Moteas Send Motice  Gerrbrute Fesd ﬂ-mﬁ JE«
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Payroll Professional H

The option will be given to only reset employees who are in Only Reset failed feeds?
the failed feed. If you have more than one pension feed you
can therefore select Yes and only the failed feed will be
reset. If you wish to reset all employees select no.

Yes to reset employees in failed feeds.
Mo to reset ALL employees.

Yes Ne Cancel

If the error is with a single employee it will depend on your pension provider whether you have to send
the whole file again or if can send a file containing just this employee. Check out our FAQs document
to see which your pension provider will accept.

Lmpuyces scaiue

il EeID’ ¥ Ref ¥ Surname ¥ Forename W Workflow Staius | Feed Stalus W FeedName 7 Sche

If the pension provider will accept a

> S i Bioggs Joe Feed Generaled [ 1g Ar——= P A .
[ 2|2 . F € 1 file with just the single employee
ST g .-: You can select the employee and
[ 55 € 7 right click to be able to reset just
: 77 g“ Send Feed . this employee.
k ﬁ & Reset REF
Bulk Edit
B Print Grid
By Export Grid to 3

Once you are happy you have sent all of your feeds and they have been processed successfully you
can close the dashboard.

If you attempt to close the pay period without all feeds being sent successfully you will receive the
following warning:

Payroll Professional

|®I Errors or incomplete items exist on the Auto Enrolment Dashboard.

Please use the aem Dashbeard to ensure you have 'Sent feeds' for all
the employees in this payroll run.

To go back and resolve the issues please respond 'MNe'.

To close the period and ignore these errors respond 'Yes'

It will not be possible to re-visit the AED for that pay period once the period has been closed so please
ensure all files have been sent and a success response has been received before closing the period.
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e Download Opt out notifications
ol | @ Sending contributions

processing

a. Download opt out notifications
Once you are in the next pay period you can download any opt out notifications from pensionsync.
From the Open Run select Download Pension Notifications

Ll e | & D5 5 o 8 o R ¥ @

Alarms  Download HMRC| Download Pension  [Import  Batch  Calculations  Uncalculated  ePayslips BACS  Full Payment  Auto Enrclment  Education Close Close Tax

Notifications Notifications > Input Check Submission ~ Dashboard Retums BonusRun  Period
Actions
.c‘, Pension Provider Notifications - 8
o g2 4 4 =Ea
Select Download and the grid will I:“ foh izl s i g it
populate with any available e o o i it vt it s
notifications
T : ) Pension Provider Notifications - olEN|
Dvré?d Maﬁ/‘l.l D;%Alﬂi;.\‘?
i
_fs;wim YD]WUM vﬁlunlo vm::fnn YE‘chi v-r:e v:.::m vsn:.:..v vm?:h ~ Matchod ¥ AutoMarched 7:mmm = Where enough information is
available then the notification will be
matched automatically to the
employee.
Matched employees will show a tick
in the Matched and Automatched
columns.
YOU Can manua”y match an T . ) Pension Provider Notifications = B
unmatched notification by g 4 8 5a
SeleCtIng the employee and Download | Match Employee | Delete Match  Apply  Exit
. . e
clicking Match Employee ,
@Submlnmlﬂ W DocumentiD ¥ RunlD ¥ Downloaded Date v Ee Ref W Title V¥ Forename V¥ Surname ¥ NI Number W Matched V AutoMaiched  Matched EelD ~
» 21 636100128 1 21/09/2016 1 AB010101A
) - o
Be & & &
: OK Cancel MatchEmployee Delete Match  Print Form .
[ A screen will appear where you can
tebee e i select the correct employee.
Notice forename Joseph Msztch Ee forename.
Notice surname Biggs Match Ee surname :
o _ Employees who are members of
::’:;33 e eneer more than one pension scheme will
appear in the list multiple times so
Ee Ref /¥ Surname 7 Forename T Title ¥ NINumber ¥ Policy Number 7 EePensionID 7 Policy Name 7 . .
i Blows % 3 ABBDTA i EPura that the notification can be matched
: s o ABLaLEA : 4EPersin to the correct pension scheme.
5 Williams Barry Mr AED50508A 5 AE Pension
6 \white Sophie Mrs ABOB0606A 6 AE Pension
7 Gray Henry Mr ABO70707A 7 AE Pension
8 Hughes. Catherine Ms AB0B0B0EA 8 AE Pension
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Once all employees are matched select Apply and the notification details will be saved to the
employee’s record. If the employee has already been calculated you may need to re-calculate the
employee to include the natification details.

Once the notification has
been applied it will disappear
from the grid.

You can see a history of all
worker instructions on the

SMT by going to the Prodhuct Company 1D Compary Name Ststun Date Crested If Acvors
dashboard and selecting the ows wonone
relevant icon next to the
pension scheme. v

‘ Worker Instructions A list of all worker instructions

NOWS i ocr will be shown and this can be
‘ e downloaded as a csv file.

b. Sending contributions

Each pay period you will need to send the file as laid out in steps 2c and 2d.
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For more information visit www star-
payroll.com
or contact your nearest Star centra:

STAR

The Professionals’ Choice

HEAD OFFICE

Star Computers Limited
Star Centre

Building 3 Hatters Lane
Croxley Green Business
Park

Watford WD 18 8YG

Tel: +44 (0) 1923 246414
Fax: +44 (0) 1923 254301

PAYROLL SUPPORT CENTRE
Star Computers Limited

4th Floor

Imperial House

40-42 Queens Road

Brighton BN1 3XB

Tel: =44 (0) 1273 715300

Fax: +44 (001273 715330

Email: payrollsupport@star-payroll.com
Web: www star-payroll. com
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