IRIS Payroll

Friends Life -
Pension File Creation

April 2020

IRIS. Look forward




Contents

2
IRIS. Look forward




Introduction

This guide will give you an overview of how to configure your payroll to include information
required in the Friends Life output file. You can create an output file for Friends Life to enrol

workers and inform them of the contributions taken.

The guide covers:

B Configuring output file information

B Creating an output file each period
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Friends Life configuration

Friends Life require you to supply an employee category if you defined Pay Groups in Friends
Life's AE Hub. If you didn't define Pay Groups in the AE hub, you don’t need to complete this

configuration.

Pension Fund configuration

1.

From the Pension tab, click

Configure Pension Fund

Select the Friends Life pension fund
and click Edit

Select Output Files tab

In the File Output field, select
Friends Life

In the Include field, select This fund
only (unless you have been told a
different option by Friends Life)

Enter your Employee Category

& Pension Fund Details

General Output Fies | Bark Details |

~Output Files
File Oulput

Include

Employes Category

Fiiends Lile [

This fund only i

Add Employee Contributions to Employers v/

8RN concel || He

If you have Salary Sacrifice pension deductions, tick Add Employee Contributions to

Employers

If your pension deductions are not Salary Sacrifice, the Add Employee Contributions to

Employers box is disabled

Click OK
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Employee Details configuration

If you have defined more than one Group and Payment Source configured, then you will need
to select the appropriate one for the employee in Employee Details.

1. On the |eft_ha nd Selection M employee Details - Akhtar Hirishita (8) x ]

Sunane [aihiar | Code [ s ‘ p
Forename 1 [Hishita | Depattment [ Cashier |

Personal Tax &NI | Pay Elements | pay Method To-Dates Absence Notes

Bar, double-click on the

appropriate employee to

open their Employee Details

Salary & Rates PapDeds AED Pensions | Pension Refs | Loans

~NEST Details

2. Onthe Pay Elements tab, o - —
select Pension Refs S 1 s

3. In th eEm ployee Catego ry (~Friends Life Output File Fields

Employes Category [officd

field, select the employee’s

Pay Group

4. Click Save and then Close

[>] [»] Opiiut | [ Save || Qose |[ Hep

If the Category doesn't contain any options, you can create a new one by typing directly
into the field and clicking Save. The new Category option will be available to selectin
the drop-down field
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Create output file

You should send a New Joiners output file to Friends Life if you have any employees
automatically enrolled or opted in the pay period. You should also send a Contributions file to

Friends Life each period you have paid your employees.

In the payroll, you create the same output file for both New Joiners and Contributions. When

uploading the output file for New Joiners to Friends Life, for the first time you will need to map

the fields. The same will apply when uploading the output file for Contributions for the first

time.

Create a Friends Life output file:

1.

2.

From the Pension menu, click Create Pension File
On the Select file to create screen, choose Friends Life
Click Next

On the Period for Contributions Schedule screen,
choose the Pay Frequency and Pay Period you
processed the payroll for and want to create the
Friends Life file

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

Click Next

m Period for Contribution Schedule

Pay Peiiod

Pay \weskl - From =
Py | \ | 2l
w'ho to include
{ . Al Selected
 Selected Employess

Code Surname Forename

Your payroll can withhold contributions as per the Pensions Regulator’s advice. However, you

should check with Friends Life to see if they permit this option.

7.

Tick the box in the Exclude M Friends Life - Exclude Emplayees for 08/06/2014 - 15/06/2014
co | umn tO remove an Code Surname Faorename NI Mumber Automatic Enrolment | Exclude Excude Until
1 DUTTON Kaye NH897237A 02/06/2014 [}
H H 8 AKHTAR Hirishita HASB1373A 03/06/2014 o
e m p I Oyee fro m th e fl I e ° Th I S 12 BONIEK Zbigniew ZB566780A 09/06/2014 [}
. 7 CROSS Samantha SZ673764A 09/06/2014 [}
WI ” h0|d baCk the 4 GOLD Susan SGB75675A 09/06/2014 [=]
. . 5 HELMRICH Hugh NH7334924 09/06/2014 [=]
emp | Oyee's contributions 3 JUGovIC Adrianna NA4657098 05/06/2014 =]
9 MALONE Michael MA485485A 03/06/2014 [}
until the date entered in : o
Bint | | Save | | Back | | Mem “Tinse.

the Exclude Until column
Click Next
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10.

11.

12.

13.

You must | nfO rm F ri en d S I Friends Life Contribution Schedule for 09/06/2014 to 15/06/2014 x l
. Pensionable | Empk Date of Partial
Llfe Of a ny em p I Oy ees th at Code | Sumame | Foremame | NINumber E::‘::;‘: il Reason for Reduced Employee Contributions N:";ijgnf =
Akhtar Hirighita HAS81373A  |253.84 7.62 Leaver

didn't have a pension

contribution taken or made

a reduced contribution

[ e || Bk | [ Met || Dee |

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

clicking in the field and selecting another option

Click Next

On the Friends Life - Contribution
Schedule for...screen, click Print to print a
report of the employees that are included
in the file

Click Create File to create the Friends Life
- Contribution Schedule file

A message will advise the location where the
Friends Life file has been created

m Friends Life - Contribution Schedule for 09/06/2014 to 15/06/2014

)

—Summary of file contents

Total Pensionable Earnings 3266.89
Total Employer Contributions 155,22
Total Employee Contributions 93.14
Mumber of employees with Reduced Contributions 1
Total number of employees induded in the file 11

Friends Life file created

L

The Friends Life - Contributions Schedule file has been created
successfully in CMRIS Payrell\Friends Lifel

The file name is Friends LifeC500002014060920140615.csv

oK
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Upload the Friends Life new members

file:

1.

10.

Log into Friends Life e-serve and go into your
scheme by clicking Find Scheme

Once you have found your scheme, click on
Prospective Members then load member data

If this is the first time you are uploading, you must
configure a template by completing steps 4 to 9

If you have already configured your template for new

members, go to step 10

Click template manager

Click Browse and go to the location where payroll
created the Friends Life output file and select the
file

In the Field separator drop-down field, choose

COMMA

Click create to create a new template

Enter a name for the template in the Template
name field

You need to match the output file column names on
the left-hand side with the appropriate drop-down
field on the right-hand side

Click save to save your template

Click Browse and go to the location where payroll
created the Friends Life output file and select the
file

In the drop-down fields, choose your template and
field separator. Tick the box to indicate that column
heading exists in your file and then click read file

[FriendsLifc BN

e | Contart | wgm | Logime

Prospectve Memser Summary
FO8111. Dawn's Schame

PIOsPACive Lember SUbMISEON Sammary
“hart 0 e, 2 ptsam. 4 Momen St Besmm) o bmrese

Fania a0 000 bt 58 e 003 N ed et s St

[ FriendsLifc [

jans Contact (egal | Logewt

Load Prospective Mambers - Select File and Template
FO6111.Dawr's Seheme

Loac Data From & Ss . File anc Tempiate Selsction

[ FriendsL.ic [

Horma | Contact | Logel | Logest

Load Prospectve Memaers . tempiate Manager
F35111 . Dawns Schame

Teensiats Manage:

[ FriendsLifc SRS

aes Comtact | Lnget | Louut
Loed Prospectve Members - Creste Tomplate
FOC117 . Dawn's Scheme
Template Manager - Map Fisics

I e o At o P byt SR ey

Sfeiddl

[ FriendsLifc N

Suamma | Conthet | Logel | Logost
Load Prospectne lembers - Select Fide anc Template
FA6111. Dawn's Screme

L093 Data From a File . Fie anc Tempiate Selection

] G ¥
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Click here for more information about uploading new members file to Friends Life.

Upload the Friends Life Contribution Submission file:

1. Log into Friends Life e-serve and go into your scheme by clicking Find Scheme

2. Once you have found your scheme, click on Contributions and then click on Load
collection data

3. Ifthisis the first time you are uploading, you must configure a template by completing
steps4to9

If you have already configured your template for collections, go to step 10

[ Friends.iic R

Soume | Contact| Lagel | Logout ‘
o s
S

4. Click template manager

T L T e———

Warning: Members Due for Retrement.

oA tinan s At hol e RS

Losd Deta From a File - Fis and Template Selecton
o 0 S e g i g o s e i et

e Dt ot Srowen

o v cowma ¥

[ ——— I

Templats tarage

5. Click Browse and go to the location where payroll created the Friends Life output file
and select the file

6. Inthe Field separator drop-down field, choose PriendsLite]
COMMA — -

Loac Coldection - Create Templats
Featit.

7. Click create to create a new template EEETT tenpn e g s
8. Enter a name for the template in the Template m— ottt
name field o

et e e s S

9. You need to match the output file column names
on the left-hand side with the appropriate drop-

down field on the right-hand side - -
Click save to save your template
y P [Friends - IS
10. Click Browse and go to the location where payroll e o N J
created the Friends Life output file and select the S
file = .
11. In the drop-down fields, choose your template and == 270
=
field separator. Tick the Does your file contain o
headings box to indicate that column heading p—

exists in your file and then click read file

Click here for more information about uploading a Contribution Submission file to Friends Life.
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http://www.friendslife.co.uk/doclib/mpen18a.pdf
http://www.friendslife.co.uk/doclib/mpen18d.pdf

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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