Setting up NEST employer records
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Click the [Auto Enrolment \ NEST Employers] menu. The following screen is displayed:

Enter all or part of the
Organisation Name or NEST
Employer Ref in the boxes on the
left and press the [Find] button to

search for a record or filter the list.

This is the unique employer identifier given to you by NEST when setting
up your employer record. The 12 character reference 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’.

B MEST Employers

Ernplovers List

MEST Employer Details

Organisation Mame

MEST Emplover Ref

MEST Employer
Reference MNumber

Organization Mame
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Organisation N arne Emplovers Ref - Add Mew WEST Uszer 1D
HSD Support EMPO00033013 NEST Password
HSD Test 01 EMPO00033028
HSD Test 02 EMPO00033108 SR e !
HSD Test 03 EMPO00033111
HSD Test 04 EMPOO0033112
HSD Test 0B EMPOO0033114
HSD Test 07 / EMPO00033115 -
| Save | | Delete | | Cloge
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This list will contain the names
of all NEST employer records
previously entered. Click the
name to load the selected
record.

Click ‘Add New’ to clear
currently displayed data from
the right hand side of the
window and enter new a new
NEST employer record.

Click [Save] to
save the selected
record.

Click [Delete] to
delete the
selected record.

Click ‘Add New’ and enter the information on the right hand side of the screen. Click ‘Save’ to save
the information entered. Continue until all required NEST employer records have been set up.




Enrol Workers into NEST
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Click the [Auto Enrolment \ NEST Submissions] menu. The following screen is displayed:

E Auto Enralment MEST @
Enral ‘W orkers l{ This button will create a new Excel
document based on our Enrol Workers

Open Template | S |

This button allows you to import an

Impat File «— existing Excel or CSV document.

<——_ | This button will validate the data in the

YWalidate Data
document.

Submit [ ata — This button will submit the data in the
document.
Yiew Esceptions \ | e Excention
This button will display any exceptions

for submissions where an error

YYiew Submizsions occurred.
I |
Wi This button will display the submission
I TIESRANEES file once a submission has been made.

This button will display the response file
once a submission has been made.

Workers can be enrolled for more than one employer in a single import file.

Please refer to the NEST Import File Guide document for details on the fields that need to be
populated in the Enrol Workers template.

Please refer to the [Submitting the file(s)] section for further details of the submission process.



Update NEST Contribution Schedules
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Click the [Auto Enrolment \ NEST Submissions] menu. The following screen is displayed:

e

E’ Auto Enralment MEST @

’ - Update Contributions
This button will create a new Excel

document based on our Enrol Workers
template.

Open Template

This button allows you to import an

existing Excel or CSV document. Import File

[ | _
This button will validate the data in the Yalidate Data
document.

[ e l Submit Data
This button will submit the data in the
document.

Wiew Exceplions Wiew Exceptions

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

Yigw Submigzions

This button will display the submission
file once a submission has been made.

Wiew Responses
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This button will display the response file
once a submission has been made.

Contribution schedules can be updated for more than one employer in a single import file.

Please refer to the NEST Import File Guide document for details on the fields that need to be
populated in the Update Contributions template.

Please refer to the [Submitting the file(s)] section for further details of the submission process.



Approve Contribution Schedules
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Click the [Auto Enrolment \ Contribution Schedules] menu. The following screen is displayed:

E’ MEST Contribution Schedules

Selection Criteria

Eamings period end date Status Select an employer Lisé cEntcrliblution
chedules
From 9 Awaiting Approval MName HED Support -

HSD Test 01
To Al Ernployer ref HSD Test02

HED Test 03 il Clear Selection

Criteria

Employer Ref Employer Hame Schedule Ref Amount  Eaming Period End Date  Status Select al
EMPO00033112  HSD Test 04 GEPO0O0Z511200... 000 14/08/2016 BBl TING_APP... " Clear selection |
EMPOOD0350ME  HSD Test 35 GEPO0O0Z701600... 50.00 28/08/2016 BWAITING_APP...

EMPOO0035023  HSD Test 42 GEPO0O0Z702300... 50.00 OF/08/2016 BBl TING_APP... Show selected
EMPOO0035025  HSD Test 44 GEBPO000Z702500... 50.00 OF/08/2016 BWAITING_APP...
EMPOO0035027  HSD Test 46 GEPO0O0Z702700... 50.00 OF/08/2016 BWAITING_APP... Update Status
EMPOO0035028  HSD Test 47 GEBPO0O0Z702800... 50.00 OF/08/2016 BWAITING_APP...
EMPO00035029  HSD Test 48 GEPO0O0Z7023900... 50.00 OF/08/2016 BWAITING_APP...
EMPO00035030  HSD Test 43 GEPO0O0Z703000... 50.00 OF/08/2016 BBl TING_APP...
EMPO00035031  HSD Test 50 GBPO0O0Z703100... 50.00 OF/08/2016 BWAITING_APP...
EMPO00035032  HSD Test 51 GEPO0O0Z7O3200... 50.00 30/08/2016 BBl TING_APP...
EMPOO0035033  HSD Test 52 GBPO000Z703300... 50.00 30/09/2016 BWAITING_APP...

| Export ligt | | Approve Selected Schedules | Cloze

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. Please refer to the
[Submitting the file(s)] section for further details of the submission process.

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.



Submitting the file(s)

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

H,’ Submission ta MEST @
File NEST APPR-EMPO00035025-20160927 wml: Awaiting response -
99 of 222 Complete
I ———

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 of the batch as a
whole and will advise if there are any errors.

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.

E’ Submission to MEST

File Mezzage Wiew Erceptions

WESTAE-EMPOOI Carnpleted with erars: Ple i the e L] Wiew Submizsion
WESTAE-EMPOO0033117-201 6091 5.l Carnpleted

MWESTAE-EMPO00033112-201 6097 5.mml Completed Wiew Responze
WESTAE-EMPO00033114-201 6091 5.l Cornpleted b
WESTAE-EMPOO0033115-201 6091 /

NESTAE-EMPODOO3ZTE-2016091  This button will display the submission

NESTAE-EMPO00033117-2016031) file for the selected submission

NES TAE-EMPOODN33118-201 6051

MNES TAE-EMPOO0033119-201 6091 5 sl Complsted Export To Excel
NESTAE EMPOOD03STZ0-20T8091) Thig hutton will display the response

NESTAE-EMPODD033121-201 6091 o
NESTAE-EMPIONITz22mengy|  TFOM NEST for the selected submission

NESTAE-EMPO00033123-201 6091 5w Completed
NESTAE-EMPO00033124-201 6031 Suwrnl Completed -

50 of 50 Complete (including 2 with errors]. Pleaze review the exceptions.

Cloze

This button will export the items in the list to Excel for further analysis.




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

1 MEST Exceptions @
Employer Mame  Employer Ref Sumame MIND Meszage
(HSD Test 02 ErPO00033103 L AB993309C IFCO1 BA6: e haven't got a record of the group My aroup 1 in our system. This fiel .
HSD Test 08 EMPODOO3311E L AB933909C IFC01B97: This isn't a valid Payment source far this employer.

Export To Excel oK
-—_

The list can be exported to Excel for further analysis.




