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About this Guidance

This guidance document will provide you with the
detailed procedures regarding employee migration
from HMRC Basic PAYE Tool (BPT) to aeExchange.
This document details how you can carry out all the
AE related tasks you will encounter using our
service, such as creating pension scheme, download
contribution file, printing AE Comm. Letters,
Declaration of Compliance etc. This document will
provide you with a step by step guide on how to

complete each process.
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Getting Started with aeExchange for HMRC BPT Users

aeExchange is the best choice for any HMRC Basic PAYE Tools (BPT) user to fulfil their auto
enrolment duties. You can easily migrate your employees from HMRC BPT to aeExchange. You
need to simply upload the DB Data file (sqlite3.db), and our system will automatically extract the
employee data from the file.

IMPORTANT: Login to aeExchange with the machine that you use for HMRC BPT.

1. Create aeExchange Account

Firstly, you need to have an account with aeExchange to carry out your auto enrolment duties.

If you do not have one, please sign up and create an account.

1.1 Sign Up

Please follow the below procedure to sign up to aeExchange.

Action 1 : Visit www.aeExchange.com and click 'Sign Up'.

Action 2 : Enter company details and click 'Continue'.

Once you have submitted your company details, we will send you an activation email containing a
User ID and an activation link. You cannot change your user ID.

1.2 Activate Account

To activate your account, click the activation link within the e-mail. Follow the below procedure.

Action 1 : Click 'Activation Link'.

Action 2 : Check “l agree to ...” checkbox to accept the aeExchange Terms and Conditions of
Service, click 'Continue’'.

Action 3 : Enter Sign In details, click 'Continue’.
Action 4 : Once onto the next page enter your details, then click 'Continue'.
Action 5 : Create sign in security details (password, pattern word etc.), click 'Continue’.

Action 6 : Enter in all the sign in credentials, click 'Confirm'.

Remember , never disclose your credentials to any one, as some one may misuse it. So keep it
safe for your future reference.
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1.3 Signin

Sign In to aeExchange account using your sign in credentials. Please follow the procedure below.

Action 1 : Visit www.aeExchange.com and click 'Sign In' link in the home page.

Action 2 : Enter Sign In ID and click *Continue’.

Action 3 : Enter User Sign In Details, click 'Sign In".

Now, please follow the step by step guide below to carry out your auto enrolment duties.

2. Setup Pension Scheme

You need to first setup a pension scheme before you migrate the employee data from HMRC BPT.
The below procedure will show you how to setup an auto enrolment pension scheme in
aeExchange.

Action 1 : Click OPTION-2 “I am a HMRC BPT User”.

Welcome to aeExchange

Good Morning Mr. Robert Redford

To start using aeExchange service, please choose which type of user you are

Op
) "

lam a
Bureau user

If you are a Pay Bureau which manages
payroll for multiple clients then please
select this option, this option will allow
you to manage multiple clients, process
batch assessments, batch process comm
letters and submit contribution data to
pension providers.

Click here »

7

Cp
i, "

lam a
HMRC BPT User

If you are a user of HMRC Basic Payroll
tools then please choese this option. This
option will allow you to import employee
data from HMRC BPT database into
aeExchange. You will then be able to use
our service for assessment, comm letters
and to submit pension data to your
pension provider,

Click here »

Figure 2.1

Op
o) "

lama
Employer user

If you are an individual company. which
uses payroll seftware other than the
HMRC basic tools then please select this
option. This option will allow you to use
our service for assessment, comm letters
and to submit pension data to your
pension provider.

Click here »

Action 2 : Next click 'Continue’.
Action 3 : Select the pension provider.

Action 4 : On the next page , enter the Auto Enrolment Pension scheme details. Fill in all the
mandatory fields and click 'Save & Continue'.
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New Auto Enrolment Pension Provider Setup | = Back | save & Continue

)= required fields

Auto Enrolment Details

Auto Enrolment Pension Staging Date * [}
Deferral Date (Optional) [}
Employer's PAYE Ref. * 067 V30456
Employer's UTR Type = Select = b

AE Letter Signatory Details

Authorised Signatory Surname Smith

(Company Pension Manager)

Figure 2.2

IMPORTANT : You need to setup the pension provider credentials on the following page, if
the pension provider you have chosen is any of NEST,Smart Pension or Super Trust. This
allows you to directly eSubmit the AE pension data to the pension provider.

Action 5 : Now enter your aeExchange password to give us the consent for data migration
from HMRC BPT. Then click 'Confirm'.

Consent for Data Migration | = Back Confirm

To proceed you must consent us to extract the data from the HMRC Basic Payee Tool
(BPT). Ensure that you have logged-in using the machine where you have you BPT tool
installed. If not you will have to log out and log in again using the system where the
BPT tool is installed.

| here by authorised aeExchange with out reservation to extract from by BPT tool
to aeExchange server.

Enter User Password to confirm * FH A EE

Back Confirm

Figure 2.3
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3. Migrate Employee Data to aeExchange

Once you have given consent for migration, the following screen will allow you to upload the DB
Data file (sqlite3.db) which holds your employee data.

The next steps will show you how to migrate employee data to aeExchange.

Please Note : Before proceeding to Action 1, login to HMRC Basic PAYE Tools (BPT) and click
'Settings'. Go to 'Database location’, select the location,right click the selection and then click
'‘Copy'.

@ Basic PAYE Tools - RTI - o ¥

Back Forward | Jesttings/ | Print

Settings  Details of employee payment

HM Revenue Basic PAYE Tools

&Customs Home | Calculators | Cymraeg | Help | Settings

. ™
Settings \ | General
¥ General . o

?
» Application Assistive software support? s
» Update ® No
¥ Backup Language: O Cymraeg
¥ Export .
® English
Proxy settings: Please change your proxy settings in your internet options
Application

Database location: C:\Users\ UserNameFolder \AppData\Roaming\HMRC\payetools-rti

Version number: 17.0.17068.356

Update
Last checked for updates on: 17/04/2017 10:11:39
Check for updates: "
Figure 3.1

Action 1 : Now return back to aeExchange, click 'Browse".
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Auto Migrate All Employee Data to aeExchange @ Back

Upload HMRC Basic PAYE Tool DB Data File

Select HMRC Basic PAYE Tool DB Data file Mo file selected. Browse ...

Click Browse / Choose to upload DB Data file.
Our system supports DB Data file formats only.

Please note- To migrate your employee data from the HMRC Basic Paye Tool(BPT), click on 'Browse"
button and select the HMRC Basic PAYE Tool DB Data file (sglite3.db) which contains your employee
information. Once you upload the file, our system will automatically extract the employee data from
the file.

You can browse and upload the DB data file (sglite3.db) from the following locations based on your
operating system.

For windows user : C\Users\<SystemUserName=\AppData\Roaming\HMRC\payetools-rti

For Linux user : /fhome/<SystemUserMName=/HMRC/payetools-rtifuserdata

Back

Figure 3.2

Action 2 : Paste the Database Location and press 'Enter'. Then select sqlite3.db file from the
screen, then click 'Open'.

Auto Migrate All Employee Data to aeExchange @ Back

Upload HMRC Basic PAYE Tool DB Data File

Select HMRC Basic PAYE Tool DB Data file No file selected. Browse ...
Click Browse / Choose to upload DB Data file.
@ File Upload w pta file formats only.
N <« HMRC » payetools-rti v | D 2
Organize v New folder =~ [ @ PT). click on 'Browse
- tains your employee
&=/ Pictures 2 Mame Type employee data from
B videos backups File folde
‘e Local Disk (C:) I 2] sqlite3.db Data Bise ]
. Local Disk (D) ations based on your
- Local Disk (E:) < N
——— .
etools-rti
File name: |sta\Roaming\HMRC\payetools-rti | LAl Files () | I
———
Open Cancel
Back
Figure 3.3
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Action 3 : Then click 'Migrate Employee'.

Auto Migrate All Employee Data to aeExchange @ Back L. Migrate Employee

Upload HMRC Basic PAYE Tool DB Data File

Select HMRC Basic PAYE Tool DB Data file sqlite3.db Browse ...

Click Browse / Choose to upload DB Data file.
Our system supports DB Data file formats only.

Please note- To migrate your employee data from the HMRC Basic Paye Tool(BPT). click on 'Browse"
button and select the HMRC Basic PAYE Tool DB Data file (sglite3.db) which contains your employee
information. Once you upload the file, our system will automatically extract the employee data from
the file.

You can browse and upload the DB data file (sglite3.db) from the following locations based on your
operating system.

For windows user : C:\Users\<SystemUserName=\AppData\Roaming\HMRC\payetools-rti

For Linux user : /home/<SystemUserName>/HMRC/payetools-rtifuserdata

Back X Migrate Employee

Figure 3.4

Please Note : If the HMRC Basic PAYE Tool (BPT) DB File contains more than one employer, a
pop up will appear with the list of employers. You need to select the employer you want and click
'OK'.

List of Employer

HMRC Basic Payee Tool (BPT) DB File contains more than one employer.
Please select anyone of the employer from the list to upload.

Select an employer to import employee data*| iDemo Employer LTD

Demao Employer LTD 2
Demao Employer LTD 3

Demo Employer LTD 4
Demao Employer LTD 5

Figure 3.5
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Action 4 : Once you have uploaded the DB File successfully, you can then view the AE
assessment status page. Here you can enter the Employee AE Statuses , AE Status Assessed
Dates and Deferral Dates(This is an optional process). Entering the AE assessment details here
will cater for the reassessment requirement in aeExchange. Finally click 'Commit Data' .

Confirming AE Assessment Status

Row Employee

No. Works
No.

1 E012

2 EQ10

3 E007

4 E004

5 EO11

Employee
NINO No.

AB122332A

AC112233B

AD223344A

AE334455B

BABGT788A

Employee
Name

Gary, Morrison

Christina, Boyle

Caroline, Dyke

Harrison, Ford

Calla, Black

Employee Employee
Join Date AE Status
01/04/2012 <Select >
01/05/2012 <Select >
01/06/2013 <Select >
01/03/2013 < Salect =
01/03/2013 <Select =
Figure 3.6

AE Status
Assessed Date

Commit Data

Deferral Date

Please Note : If you wish to enter the AE details later or edit the entered details, please follow the

road map below.

Others — Amend Migration AE Assessment Data — Continue — Amend

Action 5 : After successful migration, the screen below will be displayed.

AE Migration Status

+ Your Migration is completed Successfully

What to do Next:
» To start assessing your employees, you can click on Key In Data

and follow the instructions to start assessing you employees.

© Intersoftware Solutions Limited.
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4. Enter Pensionable Earnings Data

Once you migrate all your employee details, the next step is to enter their AE pension Data into our
application. This process is called 'Key In Data'. Based on the AE pension data entered here, our
application will assess your employees. Please follow the procedure below.

Action 1 : Go to 'Key In Data' menu in the task bar.

X Upload Data X eFile Data Ll Reports

& Employer / Setup

& Employee

Upload Data
Please select one of the function to continue
AE PENSION DATA APPROVE AE DATA FILE
® AFE Pension Data ® Approve AE Data
{ Supported templates )
> PAPDIS 1.0
AE data template and
> PAPDIS 1.1 instructions
> Universal AE 1.1 ® PAPDIS 1.0
> Genlife Report Version 2.0 ® PAPDIS 1.1
® Migration of Employees AE Data ® Universal AE 1.1

® Employee Migration Data

Figure 4.1

Action 2 : Click 'Enter Pensionable Earnings ' and select the pay frequency

Key In AE Pension Data

Flease select below function to continue

® Enter Pensioanble Earnings (Total Gross Pay)

Figure 4.2

Action 3 : Here you can enter the AE pension data of your employees. Click Save & Assess.

All the employees will be assessed based on the AE Pension data entered here.
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& Employer / Setup | & Employee KeyInData | X UploadData | G eFile Data | Ll Reports | B Others

Key In AE Pension Data Save Data & Assess
Month 10 Reset to view other periods 2016 -17
Current Pay Period To Assess Pay Period Month 01 ( 01-04-16 to 30-0. |~ Ly T
Period
Works Employee Pensioanble Earnings®  Qualifying Earnings @ Employee AVC@® Select
No. Name (Optional) Payee
1 Gary. Morrison $20.00 920.00 10000 [
2 Christina, 1200.00 1200.00 20000 [
Boyle
3 Caroline, Dyke £91.00 891.00 000 [
Figure 4.3

Action 4 : Here you can download Draft Payroll Deduction File to verify the AE pension data for
all the employees. Once verified, click 'Approve'.

S2Exchange Demo Employer Limited & Robert Redford (Sign Out) v

i Employer / Setup | & Employee KeyInData | X Upload Data | X3 eFile Data | bl Reports | B Others

Home / Monthly AE Pension Data Search.. by QGo! Reset

Monthly AE Pension Data a Download Draft Payroll Deduction File | Approve
Employer Name Month 10 Uploaded Period Month 10 ( 01-01-15 to 31-01-15) 2015-16

Demo Employer Ltd. - 1 Current Period Current Tax Year

Works Employee Qualifying Pensionable Employer Employee Employee Employee Employer Total AE Total AE AE

No. Name earnings earnings contribution contribution AVC Contribution Contribution Pension Pension Assessed
(Gross Pay) Rate Rate contribution contribution  Status

(Previous

Period)
E012 Gary, 2986.22 2986.22 29.86 29.86 29.86 1.00% 1.00% 59.72 5972 Auto
Morrison Enrolled
E010  Christina, 2147.12 2147.12 21.47 21.47 0.00 1.00% 1.00% 43.94 4394 OptedIn

Figure 4.4
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Action 5 : Enter your user sign in password and click 'Confirm' to authorise the AE pension data.

Approve AE Pension Data | - Back | Confirm

Submission Period 10 Submission Frequency Monthly

Enter User Sign In

Password *
aeExchange Signin
Password

MNOTE: Before you proceed, please Authorise by entering your password and click on the "Confirm”

button to proceed.,

Back Confirm

Figure 4.5

Action 6 : The screen below will be displayed after you approve the AE Data successfully.

AE Pension Data Appraved Successfully Done

« You have successfully approved AE Pension Data for

Tax Year: 2016 - 17 Period: Month 1 (06/04/2016 - 05/05/2016)

What to do Next:
* You can click on eFile Data to eFile your contribution Data to Pension Provider

or

* You can manually download the contribution csv file from Reports and upload
to your pension provider portal.

or

* You can click on Reports to Print / e-Mail the Communication Letters.

Done

Figure 4.6
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5. Download Payroll Deduction File

The payroll deduction file will provide you the AE pension data such as Pensionable earnings,
Employer contribution, Employee contribution etc. You can enter these pension contribution details
in HMRC BPT when you add payment for the employee.

Action 1 : Go to 'Reports' menu in the task bar.

& Employer / Setup | & Employee Key In Data | X UploadData | X eFile Data | [l Reports & Others

Upload Data
Please select one of the function to continue
AE PENSION DATA APPROVE AE DATA FILE
® AE Pension Data ® Approve AE Data

{ Supported templates )

> PAPDIS 1.0
AE data template and
> PAPDIS 1.1 instructions
> Universal AE 1.1 ® PAPDIS 1.0
> Genlife Report Version 2.0 ® PAPDIS 1.1
® Migration of Employees AE Data ® Universal AE 1.1

® Employee Migration Data

Figure 5.1

Action 2 : Click 'Approved AE Payroll Deduction Data' link.
Reports - View / Print | =

Please select one of the following Pension Reports item to view / print for current and previous period.

Comm. Letters AE Payroll Deduction Data

® AE Comm. Letters ® Draft AE Payroll Deduction Data

A d AE P Il Deduction Dat
o AE Comm. Letters - History ® ~pprove ayrof Deduction Vata

Download AE Data Reports
o Download AE Enrolment Data Report

AE Pension Setting / Edit

@ AE Pension Scheme Setting / Edit

e AE Credential Setting / Edit o Download AE Contribution Data Report

Contributor & Non Contributor Reports
& Monthly Consolidated Contribution Report

e Pay Frequencies Contribution Reports

e Non-Contributor Report

Figure 5.2
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Action 3 : Select the pay frequency. Then click the 'View/Print' corresponding to the client.

& Employer / Setup | & Employee Key InData | % Upload Data | XCeFileData | [um]Reports | B Others

Home Search... by | Employer Name ~ Q Go! Reset

Client Approved AE Payroll Deduction Data Monthly Report

Client Approved AE Payroll Deduction Data Monthly Report ° Back
Month 10 Reset to upload other periods Current Tax Year
CUIET IR To View Period Month 01 ( 01-04-16 t0 30-04-16 ) v 2016-17  |v
Row Client Name User own Total No. Action
No. File Ref. of Employees
1 Demo Client Ltd. 1 RTIOOOS 112 View / Print
Show 5 v EntriesShowing 1 to 5 of 15 entries | Total Pages 3 First | Prev n 2 Next Last Go to
Figure 5.3

Action 4 : Here you can view the monthly consolidated approved AE payroll deduction Data. click
'Download PAPDIS1.1 CSV' to download the file.

i Employer / Setup | & Employee KeyInData | X UploadData | X eFile Data | Lul Reports | Es Others

Monthly Consolidated Approved AE Payroll Deduction Data a Back | & Download PAPDIS1.1CSV
Client Name Demo Client Ltd. -1 User own File Ref. RTI0005
Works Employee Pay NiNo Enrolment Leaving Pensionable Employer Employee AVC
No. Name Frequency Date Date earnings contribution contribution contribution
E012  Gary. Monthly ~ NR728522A 02/01/2016 2986.22 259.86 29.86 10.00
Morrison
E010 Christina, Maonthly JA521893B  23/05/2015 01/01/2015 214712 21.47 21.47 10.00
Boyle
EOO7 Caroline, Maonthly 16/11/2016 1627.23 16.27 16.27 10.00
Dyke SC212167D
EO04 Harrison, Monthly  AB342165A 01/03/2016 1340.33 13.40 13.40 10.00
Ford
E011  Calla, Maonthly SC342166B 06/06/2015 1941.49 19.41 19.41 10.00
Figure 5.4
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Action 5 : You can enter these pension contribution details in HMRC BPT when you add payment
for the employee.

¥ Statutory payments
Total 5P paid in this period: £ @
Total SMP paid in this period: £ ®
Total SPP paid in this period: £ ®
Total ShPP paid in this period: £ @
Total SAP paid in this period: £ @
¥ Payrolled benefits in kind
Payrolled benefits in kind subject to PAYE tax: £ ®
Benefits in kind subject to Class 1 NICs: £ @
¥ Employee pension contributions
Value of employee's pension contributions paid £ ®
under 'net pay arrangement”:
Value of employee's pension contributions paid, but £ ®
not under 'net pay arrangement”:
} Other details
Figure 5.5

6. Download AE Contribution Data

We will provide you with both contribution and enrolment reports. You can e-file the contribution
report directly to the pension provider (Currently this facility available only for NEST, Smart
Pension and Super Trust Pensions). For other pension providers, you can download the
contribution file and upload the file to the respective pension provider portal.

Action 1 : Go to the 'Reports' section in the task bar.
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|
& Employer / Setup & Employee Key In Data &, Upload Data 3 eFile Data Ll Reports | & Others

Home

Upload Data

Please select one of the function to continue

AE PENSION DATA APPROVE AE DATA FILE
® AE Pension Data ® Approve AE Data

{ Supported templates )

> PAPDIS 1.0

AE data template and

> PAPDIS 1.1 instructions

> Universal AE 1.1 ® PAPDIS 1.0

> Genlife Report Version 2.0 ® PAPDIS 1.1
® Migration of Employees AE Data ® Universal AE 1.1

® Emplovee Migration Data
Figure 6.1

Action 2 : Here you can download either AE enrolment Data Report / AE Contribution Report as
per your requirement. Those who cannot e-file directly, can take this downloaded data and upload
to the respective pension providers. click 'Download AE Contribution Data Report'.

Reports - View / Print | =

Please select one of the following Pension Reports item to view / print for current and previous period.

Comm. Letters AE Payroll Deduction Data
® AE Comm. Letters Bulk Processing e Draft AE Payroll Deduction Data

Approved AE Payroll Deduction Data
e AE Comm. Letters - History e ApP v

Download AE Data Reports

AE Pension Setting / Edit

e AE Pension Scheme Setting / Edit e Download AE Enrolment Data Report

@ Download AE Contribution Data Report

e AE Credential Setting / Edit

Contributor & Non Contributor Reports

e Monthly Consoclidated Contribution
Report

Figure 6.2

Action 3 : Click 'Download CSV'.
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& Employer / Setup | & Employee Key In Data | & Upload Data | 3 eFile Data | [ulReports | Bs Others # Home

Home / Download Contribution Data Search... by QGo! Reset
Download Contribution Data ° Back
Row Client User own Upload Tax Tax Total No. Total Validation Uploaded Action
No. Name File Ref. Timestamp Year Period of Payment Status Files
Employees
1 - AEMO815c 2015-11-28T16:35 2016 Month - - - -
-17 08
2 - AEMOB15b  2015-11-28T15:40 2016 Month - - View NA
-17 08 Details
3 Demo AEMOB15b  2015-11-28T15:40 2016  Month 7 £355.00 SUCCESSFUL View Download
Client -17 08 Details csv
Ltd. 1
Figure 6.3

7. E-file AE Contribution Data

You can e-file the contribution report directly to the pension provider (Currently this facility
available only for NEST, Smart Pension and Super Trust Pensions). With the following procedure
below.

Action 1: Go to 'eFile Data' menu in the task bar.

]
& Employer / Setup & Employee Key In Data L Upload Data 3 eFile Data il Reports | E& Others
Upload Data

Please select one of the function to continue

AE PENSION DATA APPROVE AE DATA FILE
® AE Pension Data ® Approve AE Data

{ Supported templates )

> PAPDIS 1.0

AE data template and

> PAPDIS 1.1 instructions

> Universal AE 1.1 ® PAPDIS 1.0

» Genlife Report Version 2.0 ® PAPDIS 1.1
® Migration of Employees AE Data ® Universal AE 1.1

® Employee Migration Data

Figure 7.1
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Action 2: click 'Continue’.

E-file AE data

Continue

E-file AE data is only available for certain pension providers which are

listed in our application. Nest, Smart pension and SuperTrust

For those pension providers which are not listed here you cannot

e-file the data. but you can download the data from the Approved AE
Data section to download the respective pension provider's csv data.

To E-file AE data you need to ensure that you have setup the e-filing
credentials.

Figure 7.2

Action 3: Click 'eFile AE Contribution data'.

eFile Dashboard

© Intersoftware Solutions Limited.

Please select one of the function to continue

eFile Data

® efile AE Contribution data

® eFile Enrolment data
( For NEST, Awiva, Royal Londeon, L & G,
Standard Life pension users )

® Approve for Payment

( For NEST pension users only )

eFile Status

® AF Contribution eFile Status & CSV
Download

® Enrolment eFile Status & CSV Download

® Approve for Payment eFile Status

Figure 7.3

Continue
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Action 3: Select the checkbox under 'Select to eFile' and click 'eFile'.

& Employer / Setup & Employee Key In Data | X Upload Data X eFile Data [l Reports & Others # Home
Home / eFile Uploaded Contribution Data Search... by QGo! Reset

eFile Uploaded Contribution Data | = e

Row Client User own Upload Tax Tax Total No. Total Validation Uploaded Files  Select
No. Name File Ref. Timestamp Year Period of Payment Status to
Employees eFile

1 = AEMO815c  2015-11-28T16:35 2016 Month - - - -
-17 08
2 - AEM0815b  2015-11-28T15:40 2016 Month - = View  Remove
-17 08 Details
3 Demo  AEMO815b 2015-11-28T15:40 2016 Month 7 £355.00 View  Remove
Client -17 08 Details
Ltd. 1
Figure 7.4

Action 4: Enter User Sign In Password and click 'Confirm'.

NEST Authorisation | = Back Confirm

Employer's Authorisation
Please Authorise NEST Consolidated Amount to Pay.

Submission Period 10 Submission Frequency Monthly Mo. of Payees 9

MNEST Consolidated Amount to Pay £2732.91
Payment Due Date 05/02/2017 =

Enter User Sign In Password *

NOTE: Before you proceed, please Authorise NEST Consolidated Amount to Pay by entering your password and dick on the

"Confirm” button to proceed.

Back Confirm

Figure 7.5

Please Note : To check the e-filed status, follow the road map below.

eFile Data -> AE Contribution eFile Status & CSV Download

© Intersoftware Solutions Limited. Page 20 of 27
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8. Print/ E-Mail AE Comm. Letter

You can print / e-mail the AE Communication letters to the respective employees after the first
assessment and subsequent assessment if there is a change in previous assessed status. The
content of the comm. letter is based on TPR provided templates. Please follow the below
procedure to print/ e-mail the AE Comm. Letter.

Action 1: Go to 'Reports' menu in the task bar.

& Employer / Setup & Employee Key In Data X Upload Data 2 eFile Data Ll Reports & Others
Home

Upload Data
Please select one of the function to continue
AE PENSION DATA APPROVE AE DATA FILE
® AE Pension Data ® Approve AE Data

( Supported templates )

> PAPDIS 1.0
AE data template and
> PAPDIS 1.1 instructions
> Universal AE 1.1 ® PAPDIS 1.0
> Genlife Report Version 2.0 ® PAPDIS 1.1
® Migration of Employees AE Data ® Universal AE 1.1

® Employee Migration Data

Figure 8.1

Action 2 : Click 'AE Comm. Letters'.

& Employer / Setup & Employee Key In Data X Upload Data 3 eFile Data lshl Reports & Others

Reports - View / Print | -

Please select one of the following Pension Reports item to view / print for current and previous period.

Comm. Letters AE Payroll Deduction Data
o Draft AE Payroll Deduction Data

e AE Comm. Letters Bulk Processing

o AE Comm. Letters - History e Approved AE Payroll Deduction Data

. . . Download AE Data Reports
AE Pension Setting / Edit P

Download AE Enrolment Data Report
® AE Pension Scheme Setting / Edit ° p

e AE Credential Setting / Edit e Download AE Contribution Data Report

Contributor & Non Contributor Reports

o Monthly Consolidated Contribution
Report

Figure 8.2
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Action 3 : Select the submission frequency. On the next screen, select the checkbox under
'Select to Print'. Then click 'Print Selected' or 'E-Mail Selected' to print or e-mail comm. Letters
respectively.

9.

it Employer / Setup | & Employee Key InData | & Upload Data | X eFile Data | [mReports | B Others | # Home

Home / AE Comm. Monthly Letter Search... by QGo! Reset
AE Comm. Monthly Letter |- Back & Print Selected £ E-Mail Selected
Month 10 Reset to upload other periods Current Tax Year
ST To View Period Month 01 ( 01-04-16 to 30-04-16 ) v 2016-17 ¥
Row Client  Total Eligible  Non-eligible Jobholders Entitled Postponed Deferment Already Action| Select
No. Name Assessed Jobholders Jobholders Opt-In Workers  Workers in to
qualifying Print
pension
1 Demo 30 2 1 1 1 1 0 1 View
Client Details
Ltd. 1
Figure 8.3

Declaration of Compliance

Our system will remind you to e-file the Declaration of Compliance to The Pensions Regulator
within 90 days of assessment or re-assessment. You are provided with the ready to upload
Declaration of Compliance data in CSV file format. Follow the procedure below to download

Declaration of Compliance data in CSV file format.

Action 1 : Click 'Employer/ Setup' menu in the task bar.

© Intersoftware Solutions Limited.
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&k Employer /Setup & Employee KeyInData | X Upload Data | X} eFile Data | lul Reports | B Others

Upload Data
Please select one of the function to continue
AE PENSION DATA APPROVE AE DATA FILE
® AE Pension Data ® Approve AE Data
( Supported templates )
> PAPDIS 1.0
AE data template and
> PAPDIS 1.1 instructions
> Universal AE 1.1 ® PAPDIS 1.0
> Genlife Report Version 2.0 ® PAPDIS 1.1
® Migration of Employees AE Data ® Universal AE 1.1

® Employee Migration Data

Figure 9.1

Action 2 : Click 'Declaration of Compliance'.

& Employer / Setup | & Employee KeyInData | X UploadData | XeFile Data | Ll Reports | B Others

Demo Company Limited

Network House, Arundel Road. Uxbridge, Middlesex, UB8 2RR, United Kingdom.
Tel. No.: 020 8731 9981 Fax Mo.: 010 5678 1234
E-Mail: democo@democo.com Website: http://www.democo.com
Employer's PAYE Reference: 067 / V30456 Accounts Office Reference: 067 /

067PA00045678
CHART OF SETUP PENSION
® Employer Contact Details ® AF Pension Setup
® Employer Bank Details ® Declaration of compliance
® Pay Period Setup

CUSTOMISATION
MANAGE USER A/C ® Upload Company Logo
® Add / Manage User A/C

Figure 9.2

Action 3 : Click 'Continue’.
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AE Declaration of Compliance | = Continue

Auto-Enrolment
Declaration of compliance

Completing an Automatic enrolment declaration of compliance (registration) is the
legal requirement to submit information to the pension regulator about how you've
complied with your employer duties. The deadline for completing your declaration of
compliance is five calendar months from your staging date. For example, if your
staging date is 1 November 2014, you must submit your declaration to us no later than
31 March /2016. For More information you can visit the Pensions Regulator website.

The first Declaration of Compliance is always based on the first auto enrclment
assessement you have done on or after your staging date. After you do that, system

will auto generate the data for you to complete the Declaration of compliance process.

Click on the "Continue" button to proceed with AE declaration of compliance.

Continue
Figure 9.3
Action 4 : Enter the details and click 'Save & Continue'.
AE Declaration of Compliance | - Back Save & Continue
( * ) = required fields

Enter your Employer Details

Employer Name Demo Company Limited

Employer Address Metwork House
Arundel Road
Uxbridge
Middlesex
UBS& 2RR
United Kingdom

Employer's PAYE scheme reference 067 / W30456
VAT Registration Number GB227198351
Companies House Number AA23A567

Industrial and Provident Society Number
Registered Charity Number

Letter Code *

Figure 9.4
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Action 5 : Then click 'Download CSV' to download the declaration of compliance data in CSV
format.

AE Declaration of compliance @ -

Auto-Enrolment (AE)

Declaration of compliance - Download

L. =

Download CSV View / Print PDF

Click here to download the Declaration of Click here to View/Print the declaration of
Compliance data in CSV file format which Compliance details if you wish to use the
you can upload directly to the Pensions details to key in the data directly at the

Regulator website. Pensions Regulator website. You are not
The link to the Pensions Regulator website allowed to post the declaration data to the
is https://www.autoenrol.tpr.gov.uk Pensions Regulator website.

Figure 9.5

Please Note : You may click 'View / Print PDF' to download the Declaration of Compliance in PDF
format. You can use this to enter data directly to the Pensions Regulator website.
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10. Migrating New Employee Data From HMRC BPT

When a new employee joins after migration, you will need to migrate the new employee data from
HMRC BPT to aeExchange. Please follow the below procedure to migrate new employee.

Action 1 : Go to 'Employee' menu in the task bar.

cEExchange Demo Employer Limited & Robert Redford (Sign Out) v

& Employer /Setup | & Employee KeyInData | &UploadData | X3eFile Data | Lul Reports | & Others | # Home

Home

Employer Details e

Click here to upload company logo

Demo Company Limited

Network House, Arundel Road, Uxbridge, Middlesex, UB8 2RR, United Kingdom.
Tel. No.: 020 8731 9981 Fax No.: 010 5678 1234
E-Mail: democo@democo.com  Website: http://www.democo.com
Employer's PAYE Reference: 067 / V30456 Accounts Office Reference: 067 / 067PA00045678

Figure 10.1

Action 2 : Click 'Add New Employee' .

& Employer / Setup | & Employee KeyInData | X UploadData | 33 eFile Data | Lul Reports | Es Others

Employee Dashboard

Please select one of the function to continue

EMPLOYEE DETAILS AE PENSION

® Add New Employee ® Opt In A E Admin

® View / Edit Active Employee Details ® Opt Out A E Admin

® View / Edit Former Employee Details ® Assign Pension Scheme (Individual)

® Assign Pension Scheme (Batch)

Figure 10.2
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Action 3 : In this section you are given two options; you can manually create an employee or
upload the HMRC BPT DB Data file (sqlite3.db). You can choose either of the options. To proceed
with uploading the DB data file click 'Upload Employee’'.

& Employer / Setup | & Employee KeyInData | X Upload Data | X eFile Data | Lul Reports | B Others

Add New Employee

Add New Employee

Add New Employee
Please click here to Add New Employee Data.

Manually Upload
Create Employee Employee

Figure 10.3

Action 4 : Then click 'OPTION 2 - BPT Upload employee (BPT DB File)'.

& Employer / Setup & Employee Key In Data X, Upload Data 4 eFile Data Ll Reports

1 Upload Employee

Batch Upload Employee

‘ OPTION 1 ‘ ‘ OPTION 2 ‘
csv BPT
Upload employee Upload employee
X (CSV File) X (BPT DB File)
Figure 10.4

Action 5 : Now repeat the actions in the Migrate Employee Data to aeExchange section to
browse and upload the HMRC Basic PAYE Tools DB Data file (sqlite3.db).
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