For employers

SmartPay user guide

Paying and managing contributions to your group pension scheme is easy with our online contributions
management system.

This guide takes you through the whole SmartPay process from accessing the site to payment confirmation.

Step 1 Step 2 Step 3 Step 4
Choose your data upload method — Match . Member . Making a

e Load data from SmartEnrol. members payments payment

* |Import data.
e Manual import data (step 2 not required).

Please click on the section you would like to review:

Accessing HerEllig

the site

Importing Manual Match Member Making Any
data data upload members payments a payment questions

payment from
SmartEnrol




Accessing the site

* Loginto online services.
e Enter your user ID and password.

* On the next screen click ‘Go’ next to SmartPay.

Home Login

Access or register
for online services

If you are an adviser:| Log in with Unipass @

Login with user ID

User ID Enter your User ID

Password Password

Password is case sensitive

Forgotten your password? Forgotten your user ID?

Register

‘Who are you? Select user type...

Why register? Problems Registering?

.EGON

olr=ifo

Need help?
» Login help

» Ask a question / browse FAQs

W 8AegonUkCares

Aegon's Independent
Governance Committee
launches third annual

report

Click here to cownloaa your copy.

Staying safe online @
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https://extranet.secure.aegon.co.uk/login/showLoginPgAction.do?method=showLoginPage&loginStyle=PH

Loading payment from SmartEnrol

e To select the scheme, click on the scheme name. [ gEEGON Loogmd e TESTTEST | Log ot

. N Need help?
Secure services f01‘ el]lp]oyers -
J elp
» Glossary
» Contact us
W @pegonlkCares

Select a service o

Scheme Import new . Are your details up
Scheme name number Smartpay entrants Smartview Smartenrol to date?

Schemel  KKKXXX nia fa
Scheme2  XXXXXX nia w2
Scheme 3 MO0 nfa n'a

Scheme 4 XXXXXX niz na

Please note that Smartpay is only available from 7.30 am to 7.00 pm, Monday to Friday.

* Click on ‘Go’ next to 'Load payment from SmartEnrol'. | WEEGON Be ready for life 5 Fiep| 5 Gartact [Log Out
SmartPay
-

————
= Select 8 scheme You are here: SmartPay = Welcome to SmartPay
# View scheme profile ‘Welcome to SmartPay
w View contribution history Scheme name: scheme 1

Scheme number: HR AR

Scheme type: Group Personal Pension

Progress emails will be sent to:

If the email address is wrong, please update your profile with the correct email address.

Payment month and year: March 2020

Flease note the payment month is the month in which the contribuions are actually due, and not necessarily the

month in which you're making payments. If you want to amend the payment date please click an the link for the
payment month and yesr.

Lo=d payment from SmartEnrol El

Innport data El
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* Select the file or files to make the relevant month's payment submission. WEGON Be ready for life 153 Help| 5 Contact | Log Out

SmariPay

o

You are here: SmartFay = SmariEnrcl payments

Contribution process file — the current month's contributions SmartEnrol payments
Scheme name: Scheme 1
q A B R R R R R Scheme number: KHHKHARXK
Helld contribution file — contributions for members previously in their opt-out e o
period
Payment date Fayment name Total contribution amount Select
21 March 2020 Contributions Process 54058.5 I:I
29 February 2020 Contributions Process 4518.75 I:I
e You'll then see a progress screen. Continue
* You now have a data summary showing members successfully matched from
your file(s) to our existing records. Click ‘Continue’. WLEGON be ready for life 5 Utersure| 5] Hep| ) Cortoct | Log Ous
 [f you have any members contributing below legislative minimum on SmeriPey .
SmartEnrol, you'll get a list of these to enter contribution holiday or leaving _’ "'3“
datES You are here: SmartFay = Match members
I Match members
Scheme name: Scheme 1
v Now you've loaded your data please go to the Match members section on i:mwm'* G"""’:"" .
il me pe: roup Personal nsion

page 9 of this guide.

Total number of member(s): 18

IMembens) matched successfully: 12

IMembers) not able to be matched: 4

All membern(s) on the import file were matched to our recaords.

4 member(s) en our records couldnt be matched to your impoert file.
Lesving daterdd [ | mm[ | wyww[ |

Confribution Holidey End Dater gd [ | mm[ | wyyy[ |

NI number Surname  Leaving date Contribution holiday Ignore
To select/deselact all members dick on this button
1 BROWN holiday O
2 DOUGLAS holiday O
3 RAMAGE holiday O
4 RENTON holiday O
Ignore selected memben(s) @l

Include member(s) who are curently on a contribution holidsy in payments
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Importing data

2 Help| [ Contact | Log Out

* To select the scheme, click on the scheme name. WLEGON Be ready for life
* Onthe welcome page, click the ‘Go’ button next to ‘Import data'.

SmartPay

 H s~

Selact a scheme You are here: SmartPay = Welcome to SmartPay

View scheme profile Welcome to SmartPay
For auto enrolled schemes — contributions withheld during the opt-out \iewconiouien o Scheme name:  Scheme 2
. . . . Schame number: KEAEEN
period can be imported as backdated contributions. Scheme type:  Group Personal Pension

Progress emails will ba sant to:

If the email addrass is wrong, plesse update your profile with the correct email address.
Payment month and year: July 2018
Flease note the payment month is the month in which the contributions are actually due, and not necessarily the

rmonth in which you're making payments. If you want to amend the payment date please click an the link for tha
payment month and year.

Importing backdated contributions -
e Add an additional row to your spreadsheet for each employee’s backdated

contribution.

Manuslly input contribution dats |Cosd last payment infarmatian hdl E'

* Add a column called ‘backpayment month due date’ and enter the payroll month
relevant to the backpayment.

Payroll no. Backpayment Notes for your reference
month due date

8001996 SMITH JA1234568B Regular contribution for the month (e.g. September)
8001996 SMITH JA123456B 80 100 31/08/2019 Held contribution for the month of August
8001997 JONES JA123456A 80 100 Regular contribution for the month (e.g. September)
8001997 JONES JA123456A 80 100 31/08/2019 Held contribution for the month of August
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e (Complete and/or confirm the column order within your

spreadsheet.
. l . ’ |- 5o to harme You are here: SmartPay = Import data
e C(lick ‘Confirm'. Import data
Scheme name: Scheme 2
Scheme number: JOKHHK,
Scheme bype: Group Personal Pension

Import data - step 1 of 2

Pleass define the column ordering of your spreadsheet by entering the column 1D in the text boxes.

Pleas= note: you must enter the columns marked with an asteriski( ). Click "Confirm’ when you're finished.

Field

Selary Sacrifiee

NI nurmber

Surname*

Member % based® amount
Company % besed’ amount
Member maretery’ amount
Company monetary” amaunt
Member percent rale
Company percent rate
Member single contribution
Company single contribution
Leaving dala

Yearly pensionable salary

Beck peyment month due date?

Lopbbbusbobono

'Al contributions must b2 impored a5 monetary value. [f the member is paying a % of salary, pleass calkoulate
and import the monstary equivalent.

“If the member contribution is to b2 processed as an amears payments (back payment), pleass provide a date
(dd'mmifeoyy).
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Insert your data range (the row numbers which contain your data) and select
the relevant CSV/Excel file for upload.

Click ‘Import spreadsheet’ to import the data.

You'll then see a progress screen. If the process takes longer than 30
seconds, the system will continue this offline and email you when the
records are available for updating.

The next screen shows if there are any data errors within the spreadsheet.
If you have fewer than 10 errors, these will be listed with the error marked
next to each member. If you have more than 10, you'll receive an email
telling you the errors for the first 10 members.

If you cancel the import, you should manually update your data before
importing again or ask the eService helpdesk for advice.

Once there are no errars, click ‘Continue’.

You now have a data summary showing members successfully matched
from your import file to our existing records. Click ‘Continue’.

v Now you've loaded your data please go to the Match members section on

page 9 of this guide.

ﬁEGON Be ready for life [ Help | [ Contact | Log Out
SmartPay
= Gotohome You are here: SmarPay = Import data
Import data
Scheme name: Scheme 2
Scheme number: XOKNKN
Scheme type: Groug Personal Pension

Import data - step 2 of 2

Data range

Enter your Lop raw: E

Enter your bottam row: o0 |

File information

Type of file La be imported:

I CEV file, what character is usad as a separator? [Please choase -

Import file location:
Import spreadshest

We support XL§ and XL 5X file formats.

|

" Browes.. |
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Manual data upload

e To select the scheme, click on the scheme name.

* 0On the welcome page, click the ‘Go’ button next to ‘Manually input contribution
data,

 [f thisis your first contribution, select ‘Do not include last payment information’,
from the drop-down box. If this is not your first contribution and you have a lot of
updates from the previous submission, you may wish to select ‘Do not include last
payment information’ and update all members.

v Now you've uploaded your data please go to the Member payments section on
page 10 of this guide to continue.
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Match members

The screen opposite shows the tables you might see if there are mismatches in your data. [@EEGON Be ready for life I Literature| [ Help| [ Contact | Log Out

SmartPay

Members appearing in both tables — members where there's a slight difference —7""#‘:‘

in the NI number we hold to what's in your file

You are here: SmartPay = Matzh membears

Match members
Members in top table — members on your file who aren't on our records scheme name:  Scheme 2
Scheme Aumber: XN
Scheme bypea: Groug Parsonal Pension
Members in bottom table — members on our records who Total number of members): 50
aren't on your file (for example leavers). Members) matched successiuly. 44

Mamber(s) not able to be matched: §
3 member(s) within your irnport file dofzs) doesn't exist. or match existing members, an our records.

To match members, click on the button beside the member on both tables and click "Ga' next to the 'Match
rmembers’ instruction.

NI number Surname Ignore

H: yOU have any mismatChES, here’S What to dO: To select / deselect 8l members click on this butten
. 1 O AUSTIN O
NI number mismatch : 0O BRADLEY 0
I ] BURGESS O
* Select the member(s) you want to match up from both the top and bottom Ignars ssbscted member(s) [Ga
tab[es u5|ng the rad|o buttons 3 memk=r{s) on our records coukdn't be matched ta yaur impart file.
Leaving datz:dd [ | mm [ | ww[ |
e (lick the ‘Go’ button next to ‘Match two selected member(s)'. Contriution Hobday End Date: dd[ ] mm[ ] yyyy[ ]
X X i NI number Surname Leaving date Contribution holiday Ignore
° A DOD Up bOX WIH then appeal' to adVISE that we W||.|. use the N| I'ILImbEI’ To select/deselect all members click on this butlon
we hold on our system. If we hold a temporary NI number and you want 110 ABSTIN__|leser e o
. ) ; . z BRADLEY leaver holiday O
to replace it with a permanent NI number, you can do this on the ‘Update 30 BURGESS  leaver ho O
member details’ screen. lgnare sslected member(s)
Match two selected membars)
° C“Ck ‘Ok’ on the pop Up tO prOCEEd Wlth the payment. Include mensheris) who are prrently on 3 condribufion holiday in cersente (Gl
Leavers
* Insert the member’s leaving date in the "Leaving date’ field. Note — members on maternity leave are classed as being on a contribution
e (lick ‘'leaver next to the member's name in the bottom table. holiday and not a leaver.

Contribution holiday Member with future start date

e Insert a date in the ‘Contribution holiday’ end date field. * Click“Ignore next to the member's name.

e C(lick ‘holiday’ next to the member's name.
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Member payments

e Make sure the right payment month/week and year are displayed.

Making changes

If you don't have any further changes to make you can go to the Making a
payment step detailed on page 12 of this user guide. If you need to make
any changes these are the changes you can make at this stage:

Salary sacrifice

 (lick the 'Salary sacrifice’ box to uncheck where necessary.

* Please make sure the flag is correctly checked or unchecked the first
time you see this screen, as this will carry forward to subsequent payroll
periods.

e (Check the ‘All members are Salary Sacrifice’ box at the top of the screen
if all members are opted into salary sacrifice.

If the salary sacrifice box is checked but there is a value in the member
contribution field, an ‘E" will show in the ‘Error’ field and a pop up will
appear with advice on how to correct the error.

Contribution rate
e C(lick ‘Alter contribution rates’ on the left-hand navigation bar.

* Enter the revised contribution rates next to the relevant individuals by
over-typing the revised amount.

e (lick on ‘Update members' to update the changes.

Personal details

Update all the fields.

Click on the member’s surname.

Click on ‘Return to member payments’.

Click ‘Update the member’ to update the member.

Salary sacrifice

£.00

6.00

6.00

£.00

Company Member Company

Total
(£)

E269.40

E171.98

E147.42

£234.97

eeeeeee

Total regular contributions: E823.78
Total single contributions: £0.00
Total back payments: £0.00

Total exclusive walver contributions: £0.00

Total page contribution dus: £823.78
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Singl.e Contri bUtiOnS = Meamber payments You are here: SmartPay > Update member detsils

. , Update member details
e C(lick on the member’s surname. S
Scheme name: Scheme 2
e Enter the single contributions into the right fields. ScEmemimnen | OOOXX
Scheme type: Group Personzl Pansion
e (Check or uncheck the salary sacrifice box if necessary. Member being updated: Da BARKER
Any changes made here to live members will appear online by the following day.
* You can also use this screen to update the member’s other details. Please nate: ¥ o fund choice 1 matde for any single coneriburion peié, th reular fund choice wil be used
 (lick ‘Update the member' to update the member. Personal details
Change title:
Change date of birth: dd[i | mm[i__] wyyy[iS00 |
Change gender:
Change National Insurance ber: | |

A= we now receive NINO updates from HMRC, we are no longer zllowing this
fizld to be manuzlly updated unlzss we hold = tamporary NINO. If you beliave
the NINO we hold is incorrect, please visit vwww.aegon. co.uk/NING

for information on how to contact us.

Change payroll reference: | I

Yearly pensionable salary:

Change address: —
1
1
I

Change postcode: 1

Change email address: ]

Centribution information

Employee salary sacrifice flag [ ]

Member single contribution: ] (net)
Company single contribution: £
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Submitting a payment

When you ‘Submit’ a blank payment field and the member(s) haven't
been identified as a leaver or on a contribution holiday, you'll receive
this message.

We've made changes to SmartPay. Please ensure that no members have
blank contribution values for the current month - unless they've been
marked as a leaver or on a contribution holiday. Please remember to
review your employee file before you upload it.

You should review your employee file before submitting the details
again.

Please note this message will only appear if you're not a SmartEnrol
user.

Sal i Fember Lompany Member Lompany
(met]) s [gross)» [mat]) » [gress) »
— Hstionasl Mambear Conmpuany
Additional info || Insuramce SUIMITS Fesenames contribution contribution Tetal{E)
“ﬂ“_' Contrsbution + Pumber © rate (W] rake (1r ey based amsoust{() mesnatary smount]l])
pagE
Ll IRAYTIENE aEs Srane 200 [ 110 —J C 588 [ T T
10,00 1000 i%0.0:0 130.00
Total regular contribations: £100,00
Total single conbributions £0.00
Totsl back paysents: £0.00
Total L £0.00

Total page contributicn dee: {100,080

Recalculate and save | [Submit|

If your scheme profile has been set up to accept contribution data, then any salary entered will be ignored.

If your profile is set as salary then the salary imported or entered has calculated the contributions. If a salary
changes, the contribution amounts already calculated must be deleted before entering the new salary. Pressing
‘Recalculate’ will adjust the contributions due based on the new salary. However, if the previously calculated
contributions aren't deleted first, pressing ‘Recalculate’ won't overwrite them.

Any negative contributions won't be reflected in the the total coniribution due for the scheme because we need
sufficient funds to apply the current contributions for all members. Any refund due will be sent by BACS, however
if this is not possible we will issue a cheque. The member total and total contribution due for the scheme ignore
any negative contributions, treating them as zeros.

If any member has exclusive waiver, this will be included in the Totals column when the totals are recalculated. To
see the value for the member's waiver, go to the 'Member update’ page.
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Making a payment

If you've made any changes to members' contributions:
* click to ‘Recalculate and save’;
e click 'Submit’ to confirm the transaction;

 if you have a valid Direct Debit Instruction (DDI) set up, you'll be
prompted to make the payment by selecting ‘Submit’ and your payment
will be collected within three to five working days. You also have the
option to pay by a future-dated DDI. Choose the date by selecting it from
the drop-down box. The collection date from your bank account will be
prepopulated at this point, and

e click 'Submit’ to make the payment.

Please note: there might be different levels of authorisation set up for your
scheme.

SmartPay
i
- |

= Member payments You are here: SmariPay = Making a payment
= Gotohome Making a payment
Scheme name: Scheme 2
Scheme number: KN
Scheme type: Group Personal Pension

Total confribution is {(£).823.78
Payment month: April

Flease choose the method of payment:
(@) Direct from bank account

[] Future Payment

Direct from bank account with future automatic collecﬁoﬁ'famo DDI) New!

Date each month future contributions to be collected:

Click 'Help' to find out more about auto DDI. help
() BACSITT *Please ensure that your payment total matches the remittance total submitted.

() Cheque *Please ensure that your payment total matches the remittance total submitted.

Make payment| [Return to member paymenis | [Z] Blank DD
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Any questions

Get in touch with our eService helpdesk team: 03456 100 001
Call charges will vary

aegon.co.uk/onlineform

fEGON
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