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Introduction

This guide will give you an overview of how to configure your pension deductions, depending on
your pension scheme in the payroll. Creating the output file is covered in a separate guide, see

the Pension Guide for more information.
The guide covers:

B Creating an employee pension deduction

B Creating an employer pension deduction

Aviva permits employers to calculate the pension deduction based on a percentage of Banded
Earnings or Pensionable Earnings. The tax basis of the pension deduction can be via Salary
Sacrifice (also known as Salary Exchange) or Employee Net Deduction. For more information
about Aviva's offering, click here. Aviva also has various factsheets about automatic enrolment.

For instructions on how to set-up the employee and employer pension deduction, select your
pension scheme option from the list:

Salary Sacrifice/Salary Exchange - based Banded Earnings
Salary Sacrifice/Salary Exchange - based on Pensionable Earnings

Employee Net Deduction - based on Banded Earnings

Employee Net Deduction - based on Pensionable Earnings
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http://www.aviva.co.uk/pensions-and-retirement/auto-enrolment-sme-support/basics.html
http://www.aviva.co.uk/auto-enrolment/resource-centre/#factsheets

Salary Sacrifice or Salary Exchange pension - based on Banded
Earnings

A Salary Sacrifice (Salary Exchange) pension deduction is deducted from the employee’s pay

before Tax and NI are calculated, which means the employee is due to pay less Tax and NI.

A Banded Earnings pension deduction is calculated as a percentage of the employee’s Qualifying

Earnings between the lower limit and upper limit.

Add employee pension deduction:

1.

2.

3.

4.

8.

o.

From the Pension menu, select Configure Pensions

Click Add New @ Create Pension %
Enter the Name of the pension deduction 1B New
Name: lAE Salary Sacrifice - EE ]

In the Type field, select AE Qualifying/Ba nded Tope: AE Qualifying/Banded Eamings (Salary Sacifice) |~ |

Method: Percentage

Earnings (Salary Sacrifice)

Contribution: Emplayee ||

Clear Totals: Annually

Method will be set automatically and disabled
(28]

Pension Fund: <None> [~

In the Contribution field, select Employee

. Qancer | | Help —

Enter a Standard Amount to set an employee’s

deduction amount when the employee is
automatically enrolled

When the Clear Totals field is set to Annually, during Year-end Restart the year-to-date
total for this pension deduction will be cleared along with other year-to-date totals

Pension Fund should be the default of <None>

Click OK

Please Note: The Subtract Basic Rate Tax option will be disabled for this Pension Type.
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Add employer pension deduction

1. From the Pension menu, select Configure Pensions

2. C“Ck Add NeW & Create Pension X
3. Enter the Name of the pension deduction o
Nare: |AE Salary Saciiice - ER |
4. |n the Type ﬂeld’ Select AE Qualifying/Banded Type: AE Qualifying/Banded Eamings [SalavySacvifice]}vi
Method: Percentage Optiory
Earnings (Salary Sacrifice) Contibuion Emphyer ]
Standard Amount:
Method will be set automatically and disabled Clear Totaks: Arrualy .
)
. . ] Pension Fund: <None> |l
5. Inthe Contribution field, select Employer
S Hel
6. Enter a Standard amount to set an employee's | ’

deduction amount, when the employee is automatically enrolled

7. When the Clear Totals field is set to Annually, during Year-end Restart the year-to-date
total for this pension deduction will be cleared along with other year-to-date totals

8. Pension Fund should be the default of <None>
9. C(lick OK

Please Note: The Subtract Basic Rate Tax option will be disabled for this Pension Type.

Configure pension deduction pay elements

1. From the Company menu, click Payments & Deductions | Configure

Payments/Deductions
m Configure Payments/Deductions x
. ep o - Pensionable | Quaifying : -
2' Tle the Quallfylng D / ‘ Name ' Type ‘ Taxable ‘ Niable ‘ Mwl |EEW Eamincs Benefitin kind i Method =
1|Bonus Payment [ [ 5] [ = O |value
. 2|Expenses Payment [5] [5] [5] 5] 5] 0 |value
Earnlngs bOX for a” pay 3|Net to Gross Net To Gross =] = =] ~ = [=] Value
4[alary Advance Deduction [5] 5] [5] = =] O |value =
elements to include in 5|Private Mieage Payment = 5] 5] (] 5] [] Value
6|Private Medical Deduction =) =] =] =] = =] Value
B . 7|SSP/SMP Contra SSP Contra = 7] =] =] =] =) Value
employees’ total earnings 3fsory Carecion omet | B | B | B [ & | & | B e
9[Savings Deduction 5] [5] [5] [5] [5] O |Value 1
15|Season Ticket Loan Loan & 5] 5] =] =] =) Value
when payroll assesses : ; :
[ Ea | [ acdNew | Whatarepensonebieand BT [ concel || Hep |

employees for automatic
enrolment

Employees’ pension contributions will also be calculated on these pay elements

3. C(lick OK
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Employee Net Deduction - based on Banded Earnings

An Employee Net Deduction is deducted from the employee’s pay after Tax and NI are
calculated, then the employee receives basic rate tax relief on that pension deduction; for tax
year 2020/21, the rate is 20%. Higher rate taxpayers need to claim the remaining tax relief from
HMRC. This method of deducting pension contributions HMRC call relief at source (RAS).

For example, in payroll, if say the employee’s pension deduction is 1%, you would enter 1% in the
employee’s pension deduction standard value, but the actual deduction will be 0.8% from their

pay.

A Banded Earnings pension deduction is calculated as a percentage of the employee’s Qualifying
Earnings between the lower limit and upper limit.

Add employee pension deduction

1. From the Pension menu, select Configure Pensions

2. C(Click Add New g’ Create Pension
~ Pension
3. Enter the Name of the pension deduction o
) . Namg: | AE Net-EE
4. Inthe Type field, select AE Qualifying/Banded
Type: AE Qualifying/B anded E armings [no T ax Relief] |
Earnings (no Tax Relief) Method: Percertage Dptons
) . . Contribution: |Emp\oyee = |
Method will be set automatically and disabled StndadAreart | o0
5. Inthe Contribution field, select Employee ear Toals Ay d
Penzion Fund: <Mones i}
6. Enter a Standard Amount to set an v ki

employee’s deduction amount when the Save

employee is automatically enrolled

7. When the Clear Totals field is set to Annually, during Year-end Restart the year-to-date
total for this pension deduction will be cleared along with other year-to-date totals

8. Pension Fund should be the default of <None>
9. Tick the Subtract Basic Rate Tax box

10. Click OK



Add employer pension deduction

1.

2.

8.

9.

From the Pension menu, select Configure Pensions

Click on Add New

Enter the Name of the pension deduction

In the Type field, select AE Qualifying/Banded

Earnings (no Tax Relief)

Method will be set automatically and disabled

In the Contribution field, select Employer

Enter a Standard Amount to set an employer’s

deduction amount when the employee is

automatically enrolled

When Clear Totals field is set to Annually,

during Year-end Restart the year-to-date total

ﬂ"r:’ Create Pension

~ Pension
1D:
Name:
Type:
Method:

Contribution:

Clear Totals:

Pension Fund:

Standard Amount:

New

|4E Net €R |

AE Qualifying/Banded Eamings (no Tax Relief) | - |
Percentage Optiory

Employer &2

Annually |}

<None> il

Pension Fund should be the default of <None>

Click OK

Please Note: The Subtract Basic Rate Tax option will be disabled for this Pension Type.

Configure pension deduction pay elements

1.

2.

From the Company menu, click Payments & Deductions

Tick the Qualifying
Earnings box for all pay
elements to include in
employees’ total earnings
when payroll assesses
employees for automatic
enrolment

Click OK

LCancel | | Help
for this pension deduction will be cleared along with other year-to-date totals
m Configure Payments/Deductions x
D/ e ] G | ees ‘ Nisble | Notional ‘P;"ame ‘Q‘E:ﬂg EBEneﬁhnKnd' Method =
1[Bonus payment | & | & 5] F | B | O vake
2|Expenses Payment [=] [5] [5] [#] [¥] [ Value
3|Net to Gross Net To Gross. o] 7] =] ~ ~ =) Value
4|salary Advance Deduction [5] [=] [5] [=] [=] [5] Value =
5|Private Mileage Payment =] =] =] =] =] =] Value
6|Private Medical Deduction = =] =] = = = Value
7|SSP/SMP Contra SSP Contra = 174 5] =} o =] Valu
8|Salary Correction Payment = = =] ~ ~ =] Value
9/Savings Deduction =) a = =) - =] Value |
15|Season Ticket Loan Loan =] 5 =] =] =) =) Value v
I T i [ [ coeel || b
Employees’ pension contributions will also be calculated on these pay elements
7
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Salary Sacrifice or Salary Exchange pension - based on Pensionable
Earnings

A Salary Sacrifice (Salary Exchange) pension deduction is deducted from the employee's pay
before Tax and NI are calculated, which means the employee is due to pay less Tax and NI.

A Pensionable Earnings pension deduction is calculated as a percentage of earnings you
specified when setting up the Aviva scheme. For example, this could be a percentage of Salary

only or Salary plus bonus etc.

Add employee pension deduction

1. From the Pension menu, select Configure Pensions

2. C(Click Add New g’ Create Pension x
~ Pension
3. Enter the Name of the pension deduction :
§ . Name: |Sa|ary Saciifice - EE ’
4. Inthe Type field, select Salary Sacrifice
Type: Salary Sacrifice [}
5. Inthe Method field, select Percentage Hoted il B D
Contribution: Employee ||
6. Inthe Contribution field, select Employee Starad oot 0.00]
Clear Totals: Annually [5]
7. Enter a Standard Amount to set an T =

employee’s deduction amount when the

employee is automatically enrolled | Concel || Heb |

8. When the Clear Totals field is set to
Annually, during Year-end Restart the year-to-date total for this pension deduction will
be cleared along with other year-to-date totals

9. Pension Fund should be the default of

m Percentage Options x
<None> (~ Basic Elements: - Papment Deduction Elements
Name Selected Name / Selected

10. Click the Options button and then tick all the e - o % 1

. . Basic Hours Pay ~ Salary Correction | ~ \
pay elements you want the pension deduction Overtime Hours Pay &
SSP ~
to be calculated on S e
Less Tax l—
11. Click OK on the Percentage Options screen et 2

12. Click OK to save the new employee pension s L

deduction

Please Note: The Subtract Basic Rate Tax option will be disabled for this Pension Type.
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Add employer pension deduction

1.

2.

10.

11.

From the Pension menu, select Configure Pensions

Click on Add New

Enter the Name of the pension deduction
In the Type field, select Salary Sacrifice

In the Method field, select Percentage

In the Contribution field, select Employer

Enter a Standard Amount to set an
employer's deduction amount when the
employee is automatically enrolled

When the Clear Totals field is set to
Annually, during Year-end Restart the

ot Create Pension

~Pension

Name: | Salary Saciifice - ER

|

Type: Salary Sacrifice

Method: Percentage

Contribution: Emplayer

¥ 0 ptionsﬁ 7|

Standard Amount:

Clear Totals: Annually

Pension Fund: <None>

Gorcel || Heb |

year-to-date total for this pension deduction will be cleared along with other year-to-date

totals

Pension Fund should be the default of
<None>

Click the Options button and tick all the pay

elements you want the pension deduction to

be calculated on and click OK

Click OK to save the new employer pension

deduction

m Percentage Options

(~ Basic Elements

¢~ Payment Deduction Elements

Name Selected

Name /

Selected l

Salary

Basic Hours Pay

Salary Correction ‘ ~ |

Overtime Hours Pay
SSP

SMP, SAP, SPP & ShPP
Holiday Pay

Less Tax

Less NI

01| 01| 1| R1| 1| &1 | K1 &

Save —

oK | ;anceli| ‘ ”ﬂelp 77

Please Note: The Subtract Basic Rate Tax option will be disabled for this Pension Type.
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Employee Net Deduction - based on Pensionable Earnings

An Employee Net Deduction is deducted from the employee’s pay after Tax and NI are
calculated, then the employee receives basic rate tax relief on that pension deduction; for tax
year 2020/2021, the rate is 20%. Higher rate taxpayers need to claim the remaining tax relief
from HMRC. This method of deducting pension contributions HMRC call relief at source (RAS).

For example, in payroll, if say the employee’s pension deduction is 1%, you would enter 1% in the
employee’s pension deduction standard value, but the actual deduction will be 0.8% from their

pay.

A Pensionable Earnings pension deduction is calculated as a percentage of earnings you
specified when setting up the Aviva scheme. For example, this could be a percentage of Salary

only or Salary plus bonus etc.

Add employee pension deduction:

1. From the Pension menu, select Configure Pensions

2. Click on Add New

3. Enter the Name of the pension deduction &¥ Create Pension x ]
~ Pension
4. Inthe Type field, select Personal Pension D
Plan (no Tax Relief) Name: [Net-EE |
Type: Personal Pension Plan [no Tax Relief] =)
5. Inthe Method field, select Percentage Method: Percentags \~| | Oplions |
. . ] Contribution: Employee ) -
6. Inthe Contribution field, select Employee — T
7. Enter a Standard Amount to set an selne onks =]
Pension Fund: <Mone> [

employee’s deduction amount when the

v Subtract Basic Rate Tax

employee is automatically enrolled

Gorcel || Heb |

8. When the Clear Totals field is set to
Annually, during Year-end Restart the year-to-date total for this pension deduction will

be clear along with other year-to-date totals

9. Pension Fund should be the default of <None>

10. Tick the Subtract Basic Rate Tax box Bl Percentage Options x
~Basic Elements ————————————————— ~Payment Deduction Elements
11. Click the Options button and then tick Name Selected Name / selcted |
Salary o4 Bonus 1 =B ]
a” the pay elements you Want the Basic Hours Pay ~ Salary Correction [ M ‘
pension deduction to be calculated on oo ey L
SMP, SAP, SPP & ShPP ~
12. Click OK on the Percentage Options oLt 2
Less NI =}
screen
13. C“Ck OK Save - 0K L LCancel H Help
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Add employer pension deduction:

1.

2.

10.

11.

From the Pension menu, select Configure
Click on Add New
Enter the Name of the pension deduction

In the Type field, select Personal Pension
Plan (no Tax Relief)

In the Method field, select Percentage
In the Contribution field, select Employer

Enter a Standard Amount to set an
employee’s deduction amount when the
employee is automatically enrolled

When the Clear Totals field is set to
Annually, during Year-end Restart the

Pensions

suzi' Create Pension

A
~ Pension

ID:

New

Name: INel -ER l
Type: Personal Pension Plan [no Tax Relief] | 1
Method: ' Percentage (28] |E|
Contribution: Employer 5l

Standard Amount: 0 UUI

Clear Totals: Annually 2]

Pension Fund: <None> [~

5 I Goresl || e |

year-to-date total for this pension deduction will be cleared along with other year-to-date

totals

Pension Fund should be the default of
<None>

Click the Options button and tick all the
pay elements you want the pension
deduction to be calculated on and then
click OK

Click OK

Ml Percentage Options

(~ Basic Element:

~ Payment Deduction Elements

Name 1

Name / Selected‘

Salary

Bonus | v ‘

Basic Hours Pay

Salary Correction [ ~ ‘

Overtime Hours Pay

SSP

SMP, SAP, SPP & ShPP

Holiday Pay

Less Tax

Less NI

.,.
alo|ala|alaala %

: _l:_ancelirl ‘ ﬂelp7
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Useful numbers

HMRC online service helpdesk HMRC employer helpline

Tel: 0300 200 3600 Tel: 0300 200 3200
Fax: 0844 366 7828
Email: helpdesk@ir-efile.gov.uk

Tel: 0300 200 3211 (new business)

Contact Sales (including stationery sales)

For IRIS Payrolls For Earnie Payrolls For IRIS Payroll Professional
Tel: 0344 815 5656 Tel: 0344 815 5676 Tel: 0345 057 3708
Email: sales@iris.co.uk Email: earniesales@iris.co.uk Email: payrollsales@iris.co.uk

Contact Support

Your Product Phone E-mail
IRIS PAYE-Master 0344 815 5661 payroll@iris.co.uk

IRIS Payroll Business 0344 815 5661 ipsupport@iris.co.uk

IRIS Bureau Payroll 0344 815 5661 ipsupport@iris.co.uk

IRIS GP Payroll 0344 815 5681 gpsupport@iris.co.uk

IRIS GP Accounts 0344 815 5681 gpaccsupport@iris.co.uk

Earnie or Earnie 1Q 0344 815 5671 earniesupport@iris.co.uk

IRIS Payroll Professional (formerly Star) | 01273 715300 payroll-support@iris.co.uk

IRIS is a trademark.
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