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Set up Auto Enrolment parameters for Payroll Scheme

.

' RTIPayroll Standard by Hartigan Softasare
Exit  Settings  Payrolls  RTISubmissions  Motifications

Payroll Processzing Ermploye
Payroll Name Surnan
F&YE Ref M1 Mun

Toaols | Help

Backup

Process Year End
Print Pa0s

Run Payroll

Auto Enralment

Include inactive Payrolls

Restore from backup

Select the [Tools / Auto Enrolment] menu item to set the auto enrolment parameters. The following

screen will be displayed:

Penzion Scheme Details

E Auto Enrolment &]
Payrall [HSD Test 20 This is the unique employer identifier given to you by NEST when
HSD Test 31 setting up your employer record. Itis 12 characters is displayed

ABC Lid on most screens when you are logged into your NEST account.
E.G. EMP123456789. The reference is case sensitive so make
sure that you use capital letters where required — ‘EMP’ not ‘emp’.

Provider Type @ MEST Other M A4

Provider Mame

Mezt Employer EMP123456789

Reference Mumber

Mest User 1D support@&EC.com

Mest Pazzword queerty] 23

Payrment Source Source 1

Contribution Schedule |Week|_l,l hd |
Tax Relief

@ Relief at Source [Contributions deducted from net pay and paid net of 207% tax)
Met Pay Arangement [Contnbutions not taxed under PAYE and paid gross)

Ma Tax Felief [Contributions deducted from net pay and paid grozss]

Calculation Baziz

All Pay Basgic: Pay Only @ Qualifying E armingz

Cancel ok

Currently only NEST Pension Scheme payroll contribution reporting functionality is provided.

If ‘Other’ Provider Type is selected a generic report can be exported.

Note: The Pension Scheme Details, Tax Relief and Calculation Basis options selected will be used as

default values for all new employees.
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Set up Auto Enrolment parameters for Payroll Scheme

Select the Provider Type
If NEST is selected:

e NEST employer reference number. This is the unique employer identifier given to you by
NEST when setting up your employer record. It is 12 characters long and is displayed on
most screens when you are logged into your NEST account. E.G. EMP123456789. The
reference is case sensitive so make sure that you use capital letters where required — ‘EMP’
not ‘emp’.

e Payment Source. This is the worker's payment source. Payment sources are created when
you set up your pension scheme. All enrolled workers are assigned to a payment source.
The payment source text is case sensitive so ensure the text entered exactly matches your
NEST record.

e Contribution Schedule — The frequency of payments for each contribution schedule is set up
when your pension scheme is set up. The frequency is displayed in the NEST contribution
schedule.

Tax Relief

Select the option that corresponds with how the tax relief is dealt with under the pension scheme.
NEST schemes will be automatically set as ‘Relief at Source’.

Calculation Basis

Select the employee earnings basis on which the pension contributions are to be calculated.
Qualifying Earnings are the earnings used to calculate minimum contributions to a pension scheme.
For the 2017/18 tax year qualifying earnings are those between £5,876 and £45,000. Employers can
choose to calculate contributions on another definition of earnings and the RTI Payroll software
supports ‘all pay’ and ‘basic pay only’ options in addition to qualifying earnings.
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Set up Auto Enrolment parameters for an Employee

H  RTIPayroll Standard by Hartigan Software

Exit  Settings  Payrolls  RTI Submissions

Payrall Pracessing

Payrall Nane

FAYE Ref

Include inactive Pagrolls

Payrall List

Select a Payrol

ABC Ltd

]

Run Paproll

Motifications

Tools  Help

Ernploves Processing

Surname
MI Mumber

Wharks Nurber

Include Employees that hawe left
Employee List

Select an Employes

(]

J 10 ohn

M aternity, Michelle Mary
Moorgate, Maria

O'Mat Inz-5R1T, Sandra-Jane
St Manthly, Hilda

l Wiew / Edit Employes Details

Select the Employee from the list and press the [View / Edit Employee Details] button. The following

screen is displayed:

;3 Ernployee Details
Title: Initials Tax Code 10500
Farenames John [T week 1 # Month 1
Surname Jones MI Categary
Gender @ Male () Femalz aa:ﬁebn;?[g%rgﬁ]cted-out
Date OfBith  03/03/1979 Student Loan Deductions
NI Mumber AB342511C Employee Pay Period [Monthly v]
Warks Humber poneranouserked 242333 s -
Passport Mumber Regular Pay Amount Calculate
Address 15 Laws Street Direct E arnings Attachment Gross
Hitchin DEA Rate
Period of Emplayment
StatDate  01/02/2017
UK Postcode  SG5 20D Leaving [ ate
or
Nan LK Country Employed as a director Mo -
Refiz Director's NI Calc Method
1 Diirectar Appointment D ate
Benefits taxed via payrol [Yes v] [ Car Details ]
Partrier Details ] ’ Statutory Payments ] [ Auto Enralment l ’ Undo Changes ] ’ Delete ] ’ Close ]

Press the [Auto Enrolment] button on the bottom of the screen. The following screen is displayed:
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Set up Auto Enrolment parameters for an Employee

E Auto Enrolment Details @
‘worker Categary
@ Eligible Jobholder Mon eligible Jobhalder Entitled 'worker
Enralment Status
Opted In @ Dpted Out M2
Enralment Date
Opt Out Date

Motice to opt aut of penzion saving form submitted by member within allowed opt-out
periad

Motice to opt out reference number

Employee Calculation Bagis

Fixed Amount All Pay Basic Pap Only Qualifying Earnings @ N/&
Emplayee Contribution Percent %
Employee Contribution Amount

Tax Reliet
@ Relief at Source Met Pay Arangement Mo Tax Felief

Employer Calculation Basis
Fixed Amaunt All Pay Easic Pay Only Qualifing Earnings @ M/4

Emplayer Cantribution Percent %

Employee Contribution Amount

Clase

Worker Category

Select whether the worker is an eligible jobholder, non eligible jobholder or entitled worker. The
following link provides guidance on assessing the workforce and the different category of workers:
http://www.thepensionsrequlator.gov.uk/doc-library/automatic-enrolment-detailed-
guidance.aspx#s11494

Enrolment Status

Select whether the employee is opted in, opted out, or if the status is not applicable e.qg. if they are a
non eligible jobholder and have not opted in.

Employee Calculation basis

Select the employee’s earnings upon which the employee pension contributions are to be calculated.
Qualifying Earnings are the earnings used to calculate minimum contributions to a pension scheme.
For the 2017/18 tax year qualifying earnings are those between £5,876 and £45,000. Employers can
choose to calculate contributions on another definition of earnings and the RTI Payroll software
supports ‘all pay’, ‘basic pay only’, and ‘fixed amount’ options in addition to qualifying earnings.

Tax Relief

Select the option that corresponds with how the tax relief is dealt with under the scheme. NEST
schemes should be set as ‘Relief at Source’.

Employer Calculation basis

Select the employee’s earnings upon which the employer pension contributions are to be calculated.
Qualifying Earnings are the earnings used to calculate minimum contributions to a pension scheme.
For the 2014/15 tax year qualifying earnings are those between £5,772 and £41,865. Employers can

choose to calculate contributions on another definition of earnings and the RTI Payroll software
supports ‘all pay’, ‘basic pay only’, and ‘fixed amount’ options in addition to qualifying earnings.
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Calculate pension contributions for each pay period

The pension contributions will be calculated automatically based on the values entered on the Auto
Enrolment screen for the employee (see above). The auto enrolment values for each pay period are
displayed when the [Auto Enrolment] button at the bottom the Pay Details screen is clicked

5 pay Details @

Emplopes M aternity, Michelle bary Payment D ate 10/04/2007 Month Mo 1
Pay Period Morithly Full Payment Subrission Complete  Emplayee Calculation Basis

P — . Fixed Amaount All Pay Basic Pay Only @ Clualifying E armings Mda
Hours "Worked 24-29.99 hrs - | Periods Covered 1

- Employee Contribution Percent 2 %
Basic Pay 5.000.00 Calculate Basic & Employee Contribution Amount
Overtime Pay Dvvertime Pay Tax R elief

@ Relief at Source Met Pay Arangement Mo Tax Relief

Bonus Pay
Grozz pay this period [excluding statutory payments] 5.000.00 Employer Calculation Basis

Auto E nrolment Fixed Amount All Pay Basic Pay Orly @ Qualifying Eamings M
W'orke.r Fategory - i Employer Contribution Percent 2 %
Eligible Jobholder Mon eligible Jobholder Entitled ‘worker

Employer Contribution Armount
Enrolment Status

Opted In Opted Out MAA
o] i B 2 Pension contribution for this earmings period
nralment D ate . 5
0/01/2016 Penzionable E armings 3.260.00
Opt Ot Date . -
& Employes pension contributions deducted from salary B2 1E
Feazon for partial or non- - . -
payment of contributions Emploper pengion contributions ER.20
[ate contibutions paid to pension scheme
Payment MI & Statutary
‘ Details ‘ ‘ FPayments Close

The values for each pay period can be amended on this screen. If contributions are reduced or not

paid in this pay period, the [Reason for partial or non-payment of contributions] drop down box should
be selected.
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Report pension contributions to NEST

Include inactive Payrollz

¥ rm Payrall Standard by Hartigan Software E'E'@
Exit  Settings  Payrolls  RTI Submissions  Motifications | Tools | Help
Backup
Payrall Proceszing Emplaye Process Year End
Pawroll Mame Surnan Print Po0s
PAYE Ref M1 Mun Run Payrall

Auto Enrolment

Restare frorm backup

Select the [Tools / Auto Enrolment] menu. The following screen will be displayed:

[

E Auto Enrolment

-

(3]

Fayrall [HS5D Test 20

HSD Test 31

ABC Ltd
HSD Test 29

| Generate NEST File |

[ Contribution Schedules ]

Fension Scheme Detailz

Frovider Type @ MEST /) Other

T M,

Click the [Generate NEST file] button. The following screen is displayed:

H,’ Generate MEST File

@ Direct submizzion to MEST

(71 Gernerate file for manwal upload to MEST

-,

(]

k. ] [ Cancel

Select [Direct Submission to NEST] click the [OK] button.
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Report pension contributions to NEST

The following screen is displayed in order to select the earnings period that is to be submitted to
NEST:

H Select schedule for contribution update
Payment Source Frequency Earmnings Period Payment Due Date
by zource wheekly 24/10/2016 - 30410/2016 15/11/2016
by source Wweekly 17/10/2016 - 2310/2016 08/11/2016
My zaurce wheekly 10/10/2016 - 16410/2016 01/11/20168
ty source Weekly 03/10/2016 - 09410/2016 25/10/2016
ty source Wwheekly 26/09/2016 - 02110/2016 18/10/2016
by zource weekly 19/09/2016 - 25/09/2016 1141042016

ty source weekly 12/03/2016 - 18/09/2016 041042016
l 05/09/2016 - 11/09/2016 27
My source Weekly 23/08/2016 - D4/09/2016 2040

3/2016
3/2016

My source Wheekly 22/08/2016 - 28/08/2016 13/09/2015
My source Weekly 15/08/2016 - 21/068/2016 05/09/2015
My source “wheekly 08/08/2016 - 14/08/2016 30/08/2016
My source Wwheekly 014068/2016 - 07/08/2016 23/06/2016
[ Retrigve Cont)ibution Schedules from MEST ] ’ I“ienelate File ] ’ Wiew FiIE ] ’ Submit ﬂle ] [ Cloze ]
7 7 . i
Press the [Retrieve Click here to Click here to Click here to
Contribution Schedules generate the file view the file submit the file
from NEST] button if the

relevant contribution
schedule is not listed.

Viewing the file

The file will be displayed in a new window as per the following screen and can be printed via the
[Print] Button:

B L viewer [ -E | E]
NEST: Update Contribtutions Request

NEST Employver Ref EMP000035011
Frequency: Weekly

Earnngs Period Start Date: 2016-09-05
Earnings Period End Date: 2016-09-11
Payment Due Date: 2016-09-27

Member
Contribution

Pensionable
Earnmgs

Alternative Employer

Contribution

‘Ralph
{Ursula

Employee Count:
2

’ Save XML ] [ Print ] ’ Close ]
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Report pension contributions to NEST

Submitting the file

The following screen is displayed when the files are being submitted to NEST:

B Subrission to NEST @

Submitting zervice request a
Lumaiting responsel

Cancel

0 of 1 Complete

The process can be cancelled by pressing the [Cancel] button.
The progress bar on the bottom of the screen will provide an update on the progress.

The screen will update to display a list of submissions when the submission process is complete:

This button will display the exceptions for all submissions where an error occurred.

]‘_l,’ Submission to MEST

B

File Mezzage Wiew Exceptions

WESTAE-EMPOO0035011-20161 01 8. Completed with erars: Please review the exceptions

y | Wiew Submission

Wiew Responze

This button will display the submission
file for the selected submission

This button will display the response A Export To Excel
from NEST for the selected submission

1 of 1 Complete (including 1 with ermorz]. Please review the excephions.
Close

I I |

This button will export the items in the list to Excel for further analysis.
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Report pension contributions to NEST

Clicking the [View Exceptions] button will list the exceptions for all submissions where an error
occured. See the following screen for an example of this:

H nEsT Exceptions @
Employer Mame  Employer Ref Surmame MNIND Meszage
iHSD Test 02 ErPOOOOI3108 L AB993509C IFCO1636: 'Wwe haven't got a record of the group My group 1 in our systerm, This fiel..
HSD Test 08 EMPOOOOZ3TE L ARBS93509C IFCOTE97: This isn't a valid Payment source for thiz employer.

Export To Excel oK
—_

The list can be exported to Excel for further analysis.
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Approve NEST contribution

The contribution schedules will need to be approved for payment once they have been submitted to
NEST. This can be done either online or via the following procedure using the RTI Payroll software:

¥ rm Payroll Standard by Hartigan Software EI = @
Exit  Settings  Payrolls  RTISubmissions  Motifications | Tools | Help
Backup
Paproll Processing Employs Process Year End
Payrall Hame Surhan Prirt P60
PAYE Ref NI Nun Fun Payrall

I/V Auto Enrolment

Restare from backup

Include inactive Payrolls

Select the [Tools / Auto Enrolment] menu. The following screen will be displayed:

Parall | HSD Test 30
[ ]

B auto Enrolment @
Generate MEST File
HSD Test 3 _
ﬁ%% Irl'tgst 29 Contribution 5 chedules

Pension Scheme Details
Provider Type @ MEST Other B,

Press the [Contribution Schedules] button. The following screen is displayed:

B NEST Contribution Schedules @
Selection Criteria
Eamings period end date Status Select an emplayer
. Schedules
From @ Awaiting Approval Name H5D Support -
Al HSD Test 01 ——
Ta Ermnployer ref HSD Test02 5
IPloy D Tost 03 i C\eaéisl:acnon
Employer Fef Employer Name Schedule Ret Amount  Eaming Period End Date  Status Select al
EMPOO0033112  HSD Test 04 GEPO0002511200. 0.00 14/08/2016 AwAITING_APP. " Clear selection |
EMPOO0035016  HSD Test 35 GEPO0002701 600 50.00 28/08/2016 AwAITING_APP.
EMPOO0035023  HSD Test 42 GEPO0002702300. 60.00 07/08/2016 AWAITING_APP. Show selected
EMPOO0035025  HSD Test 44 GEPO0002702500. 60.00 07/08/2016 AWAITING_APP.
EMPO0O035027  HSD Test 46 GEPOOO0ZFO2700. G0.00 07/08/2016 AAITING_APP... Update Status
EMPOOO035028  HSD Test 47 GEPOOO0ZFO2800. G0.00 07/08/2016 AAITING_APP...
EMPOOO035023  HSD Test 48 GEPOO00ZF02300. G0.00 07/08/2016 AAITING_APP...
EMPOOO035030  HSD Test 43 GEPOO00ZFO3000. G0.00 07/08/2016 AAITING_APP...
EMPO0O035031  HSD Test 50 GEPOOOOZFO3100. G0.00 07/08/2016 AwAITING_APP...
EMPO0O035032  HSD Test &1 GEPOO00Z703200. 50.00 30/08/2016 A TING_APP...
EMPO0O035033  HSD Test52 GEPOO00Z703300. 50.00 30/03/2016 A TING_APP...
| Expart list | ‘ Apprave Selected Schedules | Close

Enter the selection criteria to list the contribution schedules. The default is to list all contribution
schedules for all employers that are awaiting approval.

Either select the contribution schedule by ticking the box in the list or press the [Select All] button.
Press the [Approve Selected Schedules] button to begin the submission to NEST.

The status of the contribution schedules can be updated manually by clicking on an item in the list
and pressing [Update Status] button. This process is primarily for housekeeping purposes and can be
utilised if the contribution schedule has been approved directly on the NEST website or if it was
created in error. Please note that this will only update the status of the contribution schedule in the
submission software and not on the NEST website.
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Generate file for manual upload to NEST

NOTE: This process is an alternative to reporting the pension contributions directly to NEST and is
not required if this has already been done.

W RTIPayroll Standard by Hartigan Softasare o] @ |5
Exit  Settings  Payrolls  RTISubmmissions  Motifications | Taols | Help
Backup

Paproll Processing Employs Process Year End
Payroll Hame Surnan Print PG0s
PAYE Fef NI Nun Run Payroll

o I_ Auto Enrolment
Include inactive Payrolls ] Works W Restore from bisckup

Select the [Tools / Auto Enrolment] menu. The following screen will be displayed:

[ o

H,’ Auta Enralment @

Paprall [HSD Test 30 | Generate NESTFile |

ABC Ltd
HSD Test 29

[ Contribution Schedules ]

Penzion Scheme Details
Frovider Type @ MEST A7) Other () MNAA

Press the [Generate NEST file] button. The following screen is displayed:

-,

H,’ Generate MEST File @

@ Direct submizzion to MEST

(71 Gernerate file for manwal upload to MEST

Ok, ][ Cancel ]

Select [Generate file for manual upload to NEST]. The screen will expand as per the below screen:
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Generate file for manual upload to NEST

Direct submission to HEST

@ Generate file for manual upload to HEST

File Location Change

E arnings Period Start D ate

Earningz Period End Date

MEST payment due date [ g ] | Cancel

E’ Generate MEST File @

Press the [Change] button to select the location and name for saving the file.

Enter the start and end dates of the earnings period that is to be reported to NEST along with the
NEST payment due date and press the [OK] button to generate the file.

The following message will be displayed when the file has been generated:

RTIPayroll ==

-

MEST File Generated successfully

The file can now be uploaded onto the NEST website from the location that it was saved to.
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Opting out of NEST

The employee will need to have submitted a Notice to opt out of pension saving form within the
allowed opt-out period. If this has been done they should have received a Notice to opt out reference
number. You will need this reference number along with the opt out date before submitting the

information to NEST.

K RTIPayroll Standard by Hartigan Software

Exit  Zettings  Payrolls

Paproll Processing

RTI Subrmissions

MNotifications

Tools  Help

Employee Processing

==

Payroll Hame Sumame
P&yvE Ref M1 Mumnber
Include inactive Payrolls [ ‘whorks Mumber
Include Employees that have left [
Payrall List Employes List

Select a Payroll

l Fiun Payrall

l Print Payglips

Select the employee form the list and press the [View / Edit Employee Details] button. The following

screen will be displayed:

Select an Employes

I aternity, e bar
Re-Start, Robin

Re-5tart, Robin

St Monthly, Hilda
Startmonth-Twelve, Linda

m

1

Yiew / Edit Emplovee Detail:

l Enter Pay Dietails

Notes

H Employee Details @
Title T Initisls TaxCode 10501
Forenames John [ wiesk 1 Month 1
Surname Jones MI Category
Gender @ Male ) Female iﬁfh":[gégﬁ]cmdﬂm
Date OfBith  03/03/1373 Sturdent Loan Deduclions
NI Number ABI4ZSIC Employee Pay Peiiod
Wots unba S woked
Passpart Mumber Regular Pay Amaunt Caleulate
Address 15 Low Street Direct Earnings Attachment
Hitchin DEA Rate

Perind of Employment

StatDate  01/12/2017
UK Post code SG5 20D Leaving Date

or

Man UK Country Employed as a director No -

Director's NI Calc Method

Director &ppointment Date

i

Benefits taved via payrol es v

Car Details

[ Partner Detail: I [ StatuloéPayments I [ Luta Enralment ]

I yndo Changes

[ pelte ||

Clase

Click the [Auto Enrolment] button at the bottom of the screen. The following screen will be displayed:
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Opting out of NEST

H  Auto Enrolment Details @

YWhorker Categary
@ Eligble Jobhalder Man eligible Jobholder Entitled "W orker

Enrolment Status

@ Opted Out

omAm/2z2me
Opt Out Date

Matice to opt out aof penzsion zaving form submitted by member within allowed opt-out
period

datice to opt out reference number

Employes Calcul St

Fixed Amaunt All Pay Bazic Pay Only [ualifying E amings
Employee Contribution Percent X
Employee Contribution Armount

T ax Reliet

@ Relief at Source Met Pap Arangement Mo Tax Relief

Employer Calculation B asis
Fixed Amount All Pay Bazic Pay Only Cualifying E amings

Employer Contribution Percent x

Employee Contribution Armount

Cloze

Select the [Opted Out] option, enter the [Opt Out Date], select the [Notice to opt out of pension saving
form submitted by member within allowed opt-out period] check box and enter the [Notice to opt out
reference number].

Also select the [N/A] option under Employee Calculation Basis] and [Employer Calculation Basis] if no
other pension contributions are to be paid via the payroll software.
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Opting out of NEST

When adding the first payment after optioning out, select ‘Member has opted out’ from the [Reason
for partial or non-payment of contributions] drop down box and enter ‘0’ in the [Pensionable Earnings],

[Employee pension contributions deducted from salary] and [Employer pension contributions] text
boxes.

E’ Pay Details @
=

Employes Maternity, Michells Mary Payment Date 28/03/2mM7 Month No 12

Pay Period tMaonthly Full Payment Subrmission Complste  EMPloyes Calculation Basis

P X Fixed Amount All Pay Basic Pay Only Qualifying Eamings @) N4
Hours Warked 242393 hes | Periods Covered 1
Employee Contribution Percent 4

Basic Pay 5.000.00 Calculate Basic & Emplayee Contribution Amourt

Overtime Pay Overtime Pay Tax Reliet

BesPap @ Relief at Source Net Pay Arangement Mo Tax Relief

Gross pay this period [excluding statutory payments) 5.000.00

Employer Calculation B asis
Auto Enrolment
Worker Category

Employer Contribution Percent 4
Eligible Jobhalder Mon eligible Jobhalder Entitled Worker

Fixed Amaount Al Pay Basic Pay Only Qualifying Eamings @) NA&

Ermplayer Contribution Amous
Errolment Status

Opted In Opted Qut MNAA
- B gwion contribution for this earnings period
t D at:
nrement Hate n/0/zme ‘ensionable Earings
Opt Out D ate.

01/03/2m7 Emplopee pension contributions deducted from salary

Reazon for partial or non-

Member has opted out
payment of contributions

Employer pension contributions

D ate contributions paid to pension scheme

Payment NI & Statutofy
Details

If you will be refunding the NEST contributions previously paid, also enter the negative amount of the
pension contribution refund in the [Value of employee pension contributions that are not paid under
“net payment arrangement” in pay period] text box. Please note that you cannot refund pension

contribution that have been paid in a previous tax year via this screen. This will need to be done via
an Earlier Year Update return.

Close

'

You will need to contact NEST regarding the procedure for receiving the refund from them.

]j’ Pay Details @
&
Employes 4 atermity, Michelle Mary Payment Date 28/03/2m7 Month No 12
Pay Period M anthiy Full Payment Submission Complete Tax Code KAz Wweek 1/onth 1
Haurs worked 24-29.99 hrs | Periods Covered 1 T axable Pay in this pay period 5,000.00
Basic Pay 5.000.00 m \Ef:u;o:::Id;::::ii:;;elunded fram thiz payment 12:;2
DeeimsFey Overtime Fay ploy g
Deductions from Met Pay
Bonus Pay - .
W, eductions i this period o aEee— |
Grass pay this period [excluding statutary pagments) 5.000.00 Walug of emplayee pension contributions that ane not paid undsr
"net payment arrangement” in pay period. -200.00
Walue of employes pension contributions paid under "net pay 0.00
anangements' in pay period Walue of Direct Eamings Attachments n pay penod .00
Walue of payment nat subject to tax or NICs in pay period 0.00
Walue of other deductions from net pay in periad 0.a0
Walue of benefits taxed via the payroll in period 0.00 X
Pay after all deductions 3.006.88
Items subject to Class 1 NIC but not taxked unded PAYE , Lo
regulations excluding pension contributions in pay period 0.0o The employes's pay in this period has been reduced due to unpaid absence.
The employee's pay in this period has been reduced due to them being on strike,
Auto
Enrolment e

The final step in the process is to submit the NEST return as normal.
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