
Logon to 

secure site 



1. Complete 

details in a 

sequence 

2. Scheme 

details 

3. Qualifying 

scheme for auto-

enrolment will be 

created or chosen 

here 

4. Update 

employees’ 

details 



These details are 

just for 

information 

purposes 



Here include all 

existing pensions 

including the 

ones closed to 

new joiners 



Use this to go 

back and edit 

any details 



Now tell us a bit 

more about the 

Pension Scheme 



Select to add 

scheme details 



Dropdown to 

select 

appropriate type 

of pension 

Use here for 

contribution levels. 

For DC schemes and 

GPPs, total 

contributions must 

equal 8% to qualify 

here 

Tell us about waiting 

periods and whether 

scheme is still open to 

new joiners 

This is here to 

remind IFA to 

discuss life cover 

with employer 



A tick means you have 

passed that criteria for a 

qualifying workplace 

scheme 



Where any criteria fails, 

use this link to access 

help on fixing the issue. 

In this case, the issue is 

with ‘Waiting Periods’ 



Create a Pension 

Scheme with any 

provider here 

including NEST 

Only Schemes 

that qualify for 

auto enrolment 

will appear here 



Confirm scheme 

selection and opt for 

salary exchange if 

required 



Here is a 

summary of your 

workforce re 

auto-enrolment 

You can add or 

edit employees’ 

details 

You will create 

your registration 

report here 

This link will send 

your registration 

document to the 

regulator 

Use this link to 

view payroll and 

compliance 

reports 



This is confirmation 

that your Scheme is 

now registered with 

the regulator 



Use this link to 

return to the 

setup screens if 

you need to 



Select to run 

payroll reports 

Select to run 

auto-enrolment 

compliance 

reports 

Select to run 

employee data 

report 



These values will 

be fed to payroll 

periodically 



These are the 

eligible 

employees who 

have opted out 

Date on which 

they opted out 



These are ineligible 

employees who have 

opted in and qualify 

for employer 

contribution 



These are 

employees who 

have been auto-

enroled 



These employees are not 

eligible to be auto-enrolled 

and also ineligible to opt in 


