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This guide will give you an overview of how to configure your payroll to include information
required in the Aviva output file. You can create output files for Aviva to enrol workers and inform

Introduction

them of the contributions taken.

The guide covers:

m Configuring output file information

m Creating an output file each month
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JIRIS

Aviva require a Category for each employee to identify which category number the employee is

Aviva configuration

being enrolled in. These numbers are assigned by Aviva once you have created a pension scheme
with them and start with either “TK” or “SP”. The category number prefix indicates which type of

pension scheme you have, for more information click here.

Employee Details configuration

1. Go to the Employee menu and choose ‘Select Employee’

2. Choose the employee and click ‘OK’

[ Eiores s s iin 1 =]

3. Select the ‘Pensions’ tab i o e o ] i B e
. . . Group  [Weskly =]

4. Inthe Friends Life/Now Pensions - bommprems )
. PaymentSowca [ chaner K

Category field, choose the R )

appropriate Group for each employee | .~ -

. X Frisnds Litaaw Panssans - Coisgaey =
that is a member of the Aviva scheme et s .

Scaltah Widowa-Pey Corupybiow PAY COOE ]

If the Friends Life/Now Pensions -
Category doesn't contain any options, you can create a new one by typing directly in the
field and then click ‘Save’. The new Friends Life/Now Pensions - Category option will be

available to select in the dropdown field.
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Aviva - Joiners file

in the pay period.

Create Aviva Joiners file:

Click ‘Next’

included in the file.

Go to the Pension menu and select ‘Create Pension File’

On the Period for Enrolling Workers screen, enter the
‘From’ and ‘To’ dates for the date range to create the

In the Who to include section, accept the default of “All'

In the ‘Pay Frequency’ field, to choose the payment
frequency of employees you want to include in the

On the Aviva - Enrolling Workers for...screen, click

‘Print’ to print a report of the employees that are

Click ‘Create File’ to create the Aviva Joiners file

10. A message will advise the location where the Aviva -
Joiners file has been created

On the Select File to Create screen, choose ‘Aviva - Joiners’

JIRIS

You should send a Joiners file to Aviva if you have any employees automatically enrolled or opted

- Date Range

m Period for Enrolling Workers

From  [on/06/2015 7
T [aomeems A

i Wtho to inchude
Al

i~ Selected

[ Pay Frequency

Pay
Frequency |‘Weekly hd

~ Selected Emplao;

=

=

Field

Condition

B
Dretail o

Clear LCancel I

Aviva - Enrolling Workers for 01/06/2015 to 30/06/2015
— Summary of file contents

MNumber of employees without an NI Number
MNumber of Eligible Jobhalders automatically enralled
Mumber of Mon-eligible Jobholders opted-in
Mumber of Entited Workers opted-in

Mumber of employees enrolled for other reasons

Total number of employees induded in the file

m o o o o o

Print Back [ CreateFile | Close

Aviva file created

i

@ The Aviva - Joiners file has been created successfully in CAEARNIE April

W a0150avivar0000.

The name of the file is Aviva000020150630)ainers.C5V.
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Upload a Joiners file:

JIRIS

1. Login to your Aviva account on the Employer servicing zone home page

2. If you have more than one pension scheme with Aviva, select the scheme you want to

upload the output file for

3. Inthe File transfer section, select ‘Joiners’

4. Inthe Upload your file section, in
the Please choose a CSV file to
upload, click ‘Choose file’ and go to
the location where your payroll
created the Aviva output file.

The output file from the payroll is in
the format required by Aviva, so you
shouldn’t need to map your file.

5. Click ‘Upload file’ button

Weme  Fhe wamatee | Memmesmons  Siheme s

[ "
Joiners

s e e wegate (0.5 @
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e >

Mg your e formmat
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ARy e P W L € o g L o] SROR BT s e & My Wy
. NN A P e Tl I et ] e | s VA i Wy i Vb)) B Mt B ] W Yt g

Click here for more information about uploading a file to Aviva.

When uploading the file to Aviva, errors may occur if you have inaccurate employee data.
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Aviva - Payments file

JIRIS

You should send a Payments file to Aviva each period you have paid your employees.

Create Aviva Payments file:

Go to the Pension menu and select ‘Create Pension File’

On the Select File to Create screen, choose ‘Aviva -

Click "OK’
On the Period for Contribution Schedule screen,
enter the ‘From’ and ‘To’ dates for the date range to

create the file. Aviva expect the payments file on a
monthly basis.

In the Who to include section, accept the default of
‘All

In the Pay Frequency field, choose the payment
frequency of employees you want to include in the
output file

Click ‘Next’

Payments’

~ Date Range

To

I Period for Contribution Schedule

Fram  [o1/0872m5 =)
W/0E205 3|

==
~Wwho to include
oAl

&+ Selected

~ Pay Freguency

Pay
Frequency |<None> -

[~ Papment Source & NEST D

Papment Source
Drate Papment Due

MNEST Payment Frequency

il
il
|<Select Payment Source> vl
—
<5Select NEST Payment Freque +

Field | Cond

D etail o

jtion |

o

Mext I

Clear LCancel

Your payroll has the ability to hold back contributions as per the Pensions Regulator’s advice.

However, Aviva said they prefer this option isn't used.

8.

10.

11.

Tick the box in the ‘Exclude’ column to exclude an
employee from the file. This will hold back the
employee’s contributions until the date entered
in the Exclude until column.

Click ‘Next’

[l Aviva - Exclude Employees for 01/06/2015 - 30/06,/2015

e | Exciud uril |;

il JoONsTON
ATKINSON
OGILYY
PETERSON
QUINN
FEELGOOD
9 BROADBENT
KILDARE
EMMANUELLE
HYDE
MIGHTINGALE
FOSTER
19 STARE
FRANKENSTEIN

eeeeeee

NM3422158
NBEEZ331D
NBB367360
JSOSEAC

NMd5E783D
NBE9ES31C
NA7294744,
RT937124C
NM7ES3408
TYEAZ734E

NECEEY

NM77E3408
JhgBE0RC

SAR7IS0RD

08/06/2015
08/06/2015
01/08/2015
08/08/2015
01/08/2015
01/08/2018
08/08/2015
08/06/2015
08/06/2015
01/08/2015
08/08/2015
08/08/2015
01/08/2018
01/08/2015

e )|

You must inform Aviva of any employees that
didn't have a pension contribution taken or made
a reduced contribution.

You can change the Reason for Reduced
Employee Contributions if you want to by

|

sk [ Conce.

clicking in the field and selecting another option.

Click ‘Next’
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12. On the Aviva - Contribution Schedule
for...screen, click ‘Print’ to print a report of the

employees that are included in the file.

13. Click ‘Create File' to create the Aviva -
Contribution Schedule file

14. A message will advise the location where the Aviva
Payments file has been created

Upload a Payments file:

JIRIS

Aviva - Contributions Schedule for 01/06/2015 to 30/06/2015
—Summary of file contents
Total Pensionable Earnings 41471.51
Total Employer Contributions 1492,11
Total Employee Contributions 1402.48
Number of employees with Reduced Contributions i
MNumber of employees with Exduded Contributions 1}
Total number of employees induded in the file 19
Print Back Close |

Aviva file created =5

I h‘l The Aviva - Payments file has been created successfully in CAEARNIE
WY April 2015\ Aviva\0000.

The name of the file is Aviva000020150630Payments.CSV.

1. Login to your Aviva account on the Employer servicing zone home page

2. If you have more than one pension scheme with Aviva, select the scheme you want to

upload the output file for

3. Inthe File transfer section, select ‘Payments’ and follow the on screen instructions

4. The first time you upload a Payments file to Aviva, you will need to map the column

headings in the file to Aviva data headings.

This file mapping will be remembered for all subsequent Payments file uploads.

Click here for more information about uploading a file to Aviva.
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IRIS AE Suite™

The IRIS AE Suite™ works seamlessly with all IRIS payrolls to easily manage
auto enrolment. It will assess employees as part of your payroll run, deduct
the necessary calculations, produce files in the right format for your pension
provider* and generate the necessary employee communications.

IRIS OpenPayslips
Instantly publish electronic payslips to a secure portal which employees can
access from their mobile phone, tablet or PC. IRIS OpenPayslips cuts payslip

distribution time to zero and is included as standard with the IRIS AE Suite™.

IRIS Auto Enrolment Training Seminars

Choose from a range of IRIS training seminars to ensure you understand both
auto enrolment legislation and how to implement it within your IRIS software.

HMRC online service helpdesk HMRC employer helpline
Tel: 0300 200 3600 Tel: 0300200 3200
Fax: 0844 366 7828 Tel: 0300 200 3211 (new business)

Email: helpdesk@ir-efile.gov.uk

For IRIS Payrolls For Earnie Payrolls

Tel: 08448155700 Tel: 08448155677

Email: sales@iris.co.uk Email: earniesales@iris.co.uk

Your Product Phone E-mail

IRIS PAYE-Master 0844 815 5661 payroll@iris.co.uk

IRIS Payroll Business 0844 815 5661 ipsupport@iris.co.uk
IRIS Bureau Payroll 0844 815 5661 ipsupport@iris.co.uk
IRIS Payroll Professional 0844 815 5671 payrollpro@iris.co.uk
IRIS GP Payroll 0844 815 5681 support@gppayroll.co.uk
IRIS GP Accounts 0844 815 5681 gpaccsupport@iris.co.uk
Earnie or Earnie 1Q 0844 815 5671 support@earnie.co.uk

IRIS & IRIS Software Group are trademarks © IRIS Software Ltd 06/2015. All rights reserved
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