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Introduction to this guide

This booklet is aimed at pensions scheme administrators and
provides a step by step guide to help you with all aspects of
scheme administration. Prudential are committed to making

the administration of your plan(s) as simple and streamlined

as possible and getting the process right is vitally important.
Ensuring correct data is held on payroll systems will mean
members aren’t financially disadvantaged when payments are
processed. Ensuring correct information is held on hr systems will
mean accurate content for welcome packs, scheme reports and
benefit statements.



Any questions about managing
your scheme?

Call us on 0345 301 3009
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1. Using Pruretire

1.1 Dashboard

When you initially log in, you'll be taken to the Dashboard page. From there you can navigate easily around the site.

Some of these items you may not see depending on your level of access.

Members section

Shows the scheme you're viewing
and the option to download the HR
file report.

HR file section

Shows you the status of the last
HR file uploaded and any relevant
validation reports. You can also
upload an HR file and view your HR
file submission history.

Payroll section

Here you can view the latest payroll
uploaded for that paypoint and any
relevant error reports; view previous
payroll file submissions and change
the paypoint if you have access to
more than one.

Members L MRS
Scheers rumber S189
6'%6 Bitterhnead Ltd Scheme
HR file MR sbrmasion tary
Latest fle upload status b Vet sosiint

.Error

Uzizazad =a OL10/2020 1243

b rare
S138. BOLIC0I0. Themed®ch (v

Payroll

Faypsint cods: 13831
@ Fisher Clinical Services
Change

Payroll 28/03/2020

Status

Not Submitted

Payroll wberisuion history

Payroll 28/02/2020

Total amourt

@ Submitted

Awaiting Payment £28,13040 77

Alloptions

Submitted on

30/09/2020

Members

BACS payment refecence

$1391383128022020 cosy
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Announcements

This section shows any
announcements relevant to schemes
and employers.

Notifications
This section shows any notification
relevant to you.

Announcements
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2. HR Files

2.1.1 Status Types

Joiner - represented with a status of " in the HR file (column AB), this type of file will create a new membership and
join members into the default fund.

Non-member/Member joining into a self-selected fund choice - this code is for selected schemes only and you
will be aware if this code is relevant to the scheme. These members are represented with a status of ‘C’ in the
HR file (column AB).

Updates/Existing members - represented with a status of X', this type of file will update member details (dependant
on what changes via an HR file the scheme allows) such as address, salary, contributions and paypoints. Please note
that no dates can be updated via the HR file

Leaver — For Stakeholder & GPP Schemes only — represented with a status of ‘D’, this type of file will remove

the member from the scheme’s ‘Employer’ group and place them in a ‘Leavers Employer’ group. As a result of the
change, contribution and salary will also need to be set to 0, with the option to restart contribution immediately or at a
later date. For MPP, any D lines on the HR file are ignored and a warning message is provided to the user.

Contribution Holiday — represented by a status of ‘H’. When the member resumes contributions, this will be

signified by the existing ‘X’ status. You'll also need to include the contribution rates/amounts. All updates for members on
a contribution holiday (such as a change of address), will need to show a status of ‘H’ until their contribution holiday has
ended. You can have a mixture of all these statuses within the one file.

A member must only be submitted as a leaver once their final contribution has been submitted to Prudential.
Any contributions received after the member has been made a leaver of the scheme, could result in a refund
of contributions.

2.1.2 Field Format

The link below defines the fields, in order, that can be populated in the HR file. Fields are marked ‘C’ for Compulsory and
‘O’ for Optional. The figure in brackets in column 4 gives the maximum number of characters for that field. Please note
there are some columns that are applicable only to certain schemes.

The list also denotes which fields are required for each file format, and which fields are compulsory or optional for each
of the HR file types being the following:

i

Non AE & SS HR
File data table.docx



2.1.3 File name format

The HR file needs to be saved as a CSV (comma delimited) file and with a specific naming convention. In the file name field,
this should be as follows:

“NnnnNn_B_DDMMYYYY_name.pru” or “nnnn_B_DDMMYYYY_name.csv”

where

e nnnn is the scheme number (provided by Prudential)

e B denotes file format

o DDMMYYYY is the date (typically the date on which the file was submitted.)
e ‘name’ is text to describe the file (eg company’'s name) — max 10 letters

e the file must end with either .pru or .csv

When saving a .pru file in Excel, the file name must include inverted commas (“..") to stop the .csv extension adding to
the file.

Please note, no spaces are permitted in the file name.

. . . Get file name ;x'
You can retrieve a file name by selecting ~ Getfiename
We've created the below file name for you. Please save your HR file as
A333_09112020_SunValleyP.csv

Copy
‘Wi recommend saving your HR files in csv format.

More information on exparting C5V files is available in Help » How To >
Creating an HR file.




2.2 HR file upload process

2.2.1 Upload HR file

When submitting an HR file, this will process directly onto BaNCS and member records will be updated immediately.

Step 1 Either from the main Dashboard page, in the ‘HR file’ section, or in the Members page, click ‘Upload HR file":

o MR fie Gt fie name HR wutwrission history

Step 2 Select the file you want to upload from your browser and click ‘Submit’

@ Active members

Upload HR File

[rr—r.
51802207 2020_irdividual ooy xiz: @ n

When processing an HR file, there are three levels of
validation that will take place to ensure the file is correct 0 File name valldation error

and the right member records are processed.
G479_2T022020_Gradient Transport. o5y
Stage 1 - File name

If there's an error in the file name, the following message This [le rame daed not mest the reguired

will appear on screen, confirming what format the file format “nnnn_ B_DOMMYYYY_name”
. The “rame” string is o long Max lengeh
name should be in.

should baln leteers,

Pleage amend the ke rame and dubmit the

HE file again




You can retrieve a file name by selecting Get file name

Seq e name I:'-:j

T e ereabed the Belows file mame for you Flease save pour HA [l a3
S1ES FRO7 00 alvidual o

=

=k

‘We recommend saeneg your MR files in cov format
More imformartion on exportng S5 hies i availbble n Helg > How To >
Creating an HA Tila

Stage 2 — File format
If there are any errors in the format of the HR file, the following screen will appear, detailing at a high level the number of
errors and warnings.

A detailed validation report is available to download to see the exact errors.

ﬁ?‘? Active members

.- File format valldation orror
FPleas= download the WaidaSon epart b helg vou fix e errois. This repoct S available also in HR submiksion himery S=clion

oy Walidietion repart

Btk i HR pages Ligdcad HR




Stage 3 — Data validation

If there are any errors in the member data in the HR file, the following screen will appear, detailing at a high level the
number of errors and warnings.

A detailed validation report is available to download to see the exact errors.

Scherre numbar S138
Polleniferous Ltd Scheme
. Data Walidation errar 11 =rrars
M wamings 1 waming || lgnore Waming
&, Vakdation repon | Submil parta
1} P& Fie Hask ia mhﬂnE Tubmit partal
Warnings

Warnings won't stop the file from being processed, but they will highlight discrepancies or data on the file that aren’t
required or don't match our systems. Therefore, it's beneficial to review and correct these prior to submitting the file.

Warning messages can be viewed on the validation report which can be downloaded.

[t's also possible to ignore these by clicking on ‘Ignore warning’ and then ‘Submit HR file.
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Successful submission
Once the file has processed successfully with no errors, the below screen will appear:

@ Active members

Upload HR File
Upioad complated Thank you for submitting HR file
Validation completed i e LCH2 T10TI000 Mambs v
Fiw pas = OK SeVTR] 4 200 PA2Y
Fée format - OK Your fhe has successtuly pasied checks ond il be o
Duta vaitaton - OK Or AN SyThem
PRate check “Sabmissnn (Latus” SeChon in Oroer 10 G4t upcen o0
peccessng
-n--‘-&

2.3 Download HR file

To assist you on the administration of a scheme, we've created a report that can be used to create an HR file. This
contains all active members of an employer.

From the Dashboard page, on the ‘Member tile, click ‘tHR file’ This will open a csuv. file of your HR report that you
can save.

Members & MRt
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b OoInX Commonima WSS 8 ' 10819 2w iow TS Overmot SComventmsaliond  Grsted Or 821 57X
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2.4 View member information

On this page you'll be able to see member information for active members of a scheme. This information is data that’s
been provided to us on an HR file. Some data may have been updated if a member has contacted us directly.

You can use the search bar to find a particular member.

& Adive members Yeercy Q = SamShy
Sarroeve $ Farrome  Mneeder > l v D_" Jowred ol "1.:.‘ Heharsree Peypumt Dt et AM S
Comre ECIS0N HLEASL97C HL128C11% 24112018 HL12€0115€ 221023 ({ABD >3 ]
Uetel o20n Margoerte RSS! 75y 43905 211014 A3 221023 191201 &
e
Poskronfidor Ruthiax 15232240 29680 €08 203804 221023 Q01988 .:.
AL
Ureddeatie Nizhaeie ANTCRORSA 2656 24112018 56 221023 [:\ 0§ = -.'.~
Stasoentc Meria NIb324370 111349 112014 111349 221023 11018 __‘_:.‘.
STALS
A
ud

To see a detailed member view, click i, next to the member you wish to view.

Personal details

Nave Dxacfbrn Codloy

Az Stephanie Johnzon 18127972 ¥

Ny TEer Kanis watus Dpeted v eTen Cate
ADGIT30EIN tamiod 28072040

Address

hrame / Sament Coarty Poieads
N Maryictene House Betiehire WY
Mol

(e 7} Caunry

Loewbon Uinivex ] Keygrhoen
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Scheme details
Scheme oode
G543

Employ== catepory code
CRATAR

Er by s ey P ber
STL5335E

Lile srgle sraregy oode
HA

Contribution details

Currenl persicnatls salary

DRSO

Ernfilepes caninibaiticn
3%

AV percamiagn
Kl

Dt poined scheme HE certificatian

10aAms Tierl

Basiz of membership sember iderptifier
ELJCy- Eligsitohes Fertsbalder AS-EIRS

Ernihiyess il | redprdnce nuambsr
EPRM-53368

Servioe S1aIT dae
170arss

Qualirg walary Zalary wacrfige
E65000 =

Emniplayer caninbaimion
8%

oGS calary
EGGICK

2.5 HR submission history

The online portal will keep a history of all HR files uploaded and their status. The Dashboard will show the status of the

most recent HR file uploaded, but you can access the ‘HR submission history’ from the Dashboard or Members pages.

HE submission history

This will list the last 24 months of HR files uploaded for an employer. There's also the ability to search for a specific file

and filter by status type.

HR submission history

Last 24 months
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Status types of the file are as follows:

Error —file has errors that need to be addressed. It hasn't yet been submitted to our back office system.
Submitted — file is clean with no errors and has been submitted ready to be processed on our systems.
Processed — the system has processed the file and updates have been made to member records.
Warning — there are discrepancies between the file and what's on our system but the file has still been
processed successfully.

HR submission history _-— “ X
@ Error 2/07 ( 17:04 R — LU BB i
. Error ‘i 07 L 16:48 P e— LU LROE e
0 . tte 20 . 01:41 e el e
@ Error 20 01:27 Jrv—— T
3 Payroll files

On or after a scheme’s payment due date (agreed at installation), a payroll file must be submitted to Prudential. The file
provides details of the individual payment amounts to be applied to each member of the scheme and must be received
BEFORE the payment.

Payroll files are submitted electronically and must reach us no later than the 22nd of the month following a deduction
for electronic payments and the 19th of the month for cheque payments . Files must also be sent in sequential order. To
ensure that members don't suffer any financial loss, it's crucial that these instructions are followed accurately.

Once afile is submitted and payments applied to members’ plans, they can’t be easily changed.

Do not include negative amounts in the payroll file. If there’s been a previous over payment, this must be reclaimed by
contacting the service centre.

The following link defines the fields that must be populated in the payroll file. @

SHP GPP MPP Non
SS Payroll File Forme
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3. Payroll files

3.1.1 Creating a payroll file

The payroll file generated must have a file name with the following format:
KXXX_Z277777_DDMMYYYY_MMYY_name.pru” or XXXX_7Z277777 _DDMMYYYY_MMYY_name.csv
e where XXXX is the scheme code (provided by Prudential)

e /77777 is the paypoint number (provided by Prudential)

e DDMMYYYY is the due date held in Prudential's system*

o MMYY/WWYY is the payroll period number**

e ‘name’ is text to describe the file (max 10 letters)

The file name must end with either .pru or .csv

When saving a .pru file in Excel, the file name must include inverted commas (“..") to stop the .csv extension attaching to
the file.

* This is the payment due date provided to Prudential at outset and then subsequent dates ie: if monthly and first due
date is 28/01/2009 then next due date should be 28/02/20009.

** This number must be sequential and can be calendar monthly or Financial year, month or week of the year (the YY
represents the scheme year, not necessarily the actual year).

Please note no spaces are permitted in the file name.

You can retrieve the file name when you select ‘Upload payroll file!’

You can also select

Upload payroll file

Maming file=
‘Save your payroll fle with e following name
L1839 _FIOFER 01033020 _Indddusl oo Get flle name ®
Copy

Wa've (reated the buow 21 nams for you. PEace ave your payroll ks
W recommend srving payrols as oo files. B

S189 220228 01032020 _Individual cxv

Coy

- We recommend saving your payrcll flesin cov formet.
Sl et film Mere informaticn on cxperting CSY 8kes is yvaiadie in Help > How To »
Cro3dng 3 payroil fie.
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3.1.2 Submitting payments — a quick recap

1. Make appropriate payroll deductions.

2. Create and submit the payroll file via the website on or after the due date and in sequential order
3. Submit the BACS payment AFTER you've submitted the payroll file.

REMEMBER - By law, you must have submitted the payroll file and electronic payment before the 22nd of the month
following a deduction.

3.2 Upload payroll file

Only one payroll file and one BACS payment should be sent per paypoint per due date. To upload a payroll file
you've created:

Step 1 Select the relevant paypoint the payroll file is in respect of from the top of the screen on the Dashboard page.

*Note: If the paypoint is already showing on the Dashboard, click ‘Submit payroll.

Trge ww ww 'S
Irdvidual Merbers
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Step 3 Once you've selected the relevant paypoint, you'll be taken back to the Dashboard.

Click ‘Submit payroll file'.

Fayrol DLADIR2020

Statuz Wampers
Mot Submitted 135
Preferences

m .ﬁllcpjms E

Step 4 Once on the Payroll page, click ‘Select file’ within the ‘Upload payroll file’ section.

s

{".;:_: Finerisl dus @bl J20 252019

Femuse Lt parynodl

1w hed ilals ST 1000F

ST b ALCS T TRl Cbdoak
Wems e e Sl e el theoagh poor Praferessmm

Upload Payrod File Expecied contribution payroll

Marrang Heu
Bl g eyt e s g B s o § e LT — M,

T ) A, TMCEHRE | EE el g ey E7R2GLAS GE7
oy
R L T
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Step 5 — Select the file from your browser

N
Name Date modified Type
£3:) $189_220228_01032020_Individuel.csv 23/07/202011:38  Microsoft
< >
jme: vl All files VJ
| Open |:| [ Cancel J
=]

Step 6 Once you have selected the file, click Submit

@D Payroll due date 01/03/2020

Upload payroll file ANl eplions 2

o g

5183_z22022E 01032020 _indniduallcsy iz [E =
ok il incem
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Step 7 When all validation checks have been completed and the file is clean, you'll see this screen confirming
successful submission.

For details on any validation errors, please check the “Validation report’ section of the ‘How To’ guide

NOTE: If you realise there's an error on the uploaded payroll file, providing the file has not been matched to a BACS
payment, you can recall the file by clicking on ‘Recall submitted file’ and thereafter re-upload the correct file.

Thank you for submitting payroll due date 01/04/2020
Your BACS payment reference is MOOBB45301042020 cow
Saeaaing payesdat £819.25 4 0LO42020 30042020  2107/2020

[ a5 oy s

3.2.1 Re-use last payroll

You can re-use the last payroll file submitted to us to match to a BACS payment, providing there are no differences to
members or payments from the previously submitted payroll file.

Step 1 Select the relevant paypoint the payroll file relates to from the top of the screen on the Dashboard page.

*Note: If the paypoint is already showing on the Dashboard, click ‘Submit payroll.’

Paypoints

[S——
"e
i Mer bers

T o v

Ihdwvaoued Mertons
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Step 3 Once you've
FPeyrol 0132020
selected the relevant oyrcll 010
paypoint, you'll Tlatus Mamibers
be taken back to Mot Submitted 135
the Dashboard.
Preferenoss Subrmet payroll All cpfions
Click ‘Submit
pavyroll file'.
Step 4 Once on the e
‘Payroll’ page, click dE)  Payroll due date 221202019 P 1am vt el et teugh o Piefereesen
‘Review and submit’
within the ‘Reuse last
payroll’ section. i ,::,m idiuns Upload Payroll File Expected coniribution payroll
Mprmirg s,
Tras! s Bk e Foel il DT S et T Sl ng mar Fazam bl aren L=
s ] e X T 57 P A TR 1500 s el T i ET AG1 G P
Lowy
Step 5 If all members Fouselastpayroll  wiopies PR

and payments are the Wair Bhan D del i submiiian repihad for Dhis payponl”

same as the previously = ;
submitted payroll, click | FassE i
‘Submit payroll

Step 6 You'll then receive confirm of payroll
submission, the amount and the BACS reference.

NOTE: If you realise there's an error on the
uploaded payroll file, providing the file has not
been matched to a BACS payment, you can recall
the file by clicking on ‘Recall submitted file’ and
thereafter re-upload the correct file.
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3.2.2 Upload expected contribution payroll

Based on information provided to us by an Employer or the member, we hold details of expected contributions on
our systems. These don't determine the contributions that must be sent, but it's beneficial if the member expected
contributions are similar to the contributions you're paying.

To find out how to amend member details, please go to the FAQ section.

Should the expected contributions we hold match what you're paying for members, you can use the ‘Expected
Contributions Schedule’ to submit the payroll.

Step 1 Select the relevant paypoint the payroll file relates to from the top of the screen on the Dashboard page.

*Note: If the paypoint is already showing on the Dashboard, click ‘Submit payroll.’

Step 2 Select the relevant paypoint the payroll file relates to.

l"w".u(':

Paypoints

Employer code: GRADD2
Gradient Transport

936482 - EastHom || 735284 - East Ham West 447865 - Easingwold North

302855 - East Ham South 126534 - Ed=nbridge branch

513722 - Newcasthe upon Tyne

Step 3 Once you've selected the relevant paypoint, you'll be taken back to the Dashboard. Click ‘Submit payroll file'.

Payrolldue date 22/122019

Stetus Members

Notsubmitted 567

Preferences Mloptions $
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Step 4 Once on the ‘Payroll’ page, click ‘Review and submit’ within the ‘Expected contribution payroll’ section.

A @ WLTasOn et ol Bolow
0‘/ Payroll Oue cate 22/12/2019 Tons Lo et 3 St methid Prongh your Preferesces
R crpdononzosbisnd Upioad Payroll e Expected contribution payroll
NKaming fies
Vs avanrt L TR St s s ok Ve el ) g Lkt Aot @ Lagom bnd st Ve ey
£9962436 567 CATL 604 TMI2000. 1220 Co o Trarm coe £78.26L86 567
(n
,.". R
Aevew o o) sl d St g Spvew ar) wlona
Step 5 If all members and contributions are correct, click ‘Submit payroll.
F.:[pededmntrll.umm pa;l‘mIJ Alephone § & Coamad

Mske this the dedslt mubmiveion meshod for the pegpoint?

Expitied il VSR —
M ARAT6 557 saard o

e e Rl L pdower RE nf e SRY Crpop=r 5E A

aruelfi o [ b L R 4923 Baysa

ezhi o ROAZZ2105 210,22 (2R

Step 6 You'll then receive confirm of payroll submission, the amount and the BACS reference.

NOTE: If you realise there's an error on the uploaded payroll file, providing the file has not been matched to a BACS
payment, you can recall the file by clicking on ‘Recall submitted file’ and thereafter re-upload the correct file.

Thank you for subentting payroll due date 01042020
Your BACS payrrent reference i MO0E845301042020 owr

® Payrad SR eeed

57 Awating cayrrect 81925 4 0042020 SO0 2002020

Pt vomme o
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3.2.3 Payroll file validation

When processing a payroll, there are three levels of validation that will take place to ensure the file is correct and the
right member records are processed.

Stage 1 - File name
If there's an error in the file name, this message will appear on screen. It'll also confirm what format the file name should
be in.

i i neme waidstion erer

SLED 20228 DLO3AZ0E0 Indhidaal covolsy

Flmmars rcorecd s 2@ naseonoed kel e scherm

s UEVEEYT E o WA Y s | 18 hls st
kerradd r et e pre o Yo Pl el En Pl
Fil i Splonger il

Forgred b e e v o e with the fellosing dnmast
LHLE DR MY

NN tha: <fweree na 33 iposadod by Prosdoenl ol
TEEEA T st o] i s il v Sy v ]
DO Y i b o dana ek i Prumiende e spmien
W YT g P ol prar e 1 L

Heme e faod o demcdas fae F e (rses D0 ek

Toucer une Hre f2 o oo nere
SIHE CALITY DI el o

oy

Stage 2 — File format
If there are any errors in the format of the payroll file, this screen will appear. It'll detail at a high level the number of
errors and warnings. A detailed validation report is available to download if you want to see the exact errors.

& Nextpayroll Gue date 28032020

@ File format validation error

P e bt the abdation eport 1o hilp oo fix e smon
o Member countin traeker reccrd 1s miss ng or incoerect,
Thas report 15 avie lebibe also in Paysed sebevischon Nsaory secticn

Lo Veldaign regert
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Stage 3 — Data validation
All data validation errors discovered will be displayed on screen and in a validation report. When you correct an error, the
message will be grayed out to help you work through the errors.

If you need to leave this page, a “Save draft” facility is available.

Once you resolve all errors, click ‘Submit payroll.” This will then revalidate the changes made to the payroll.

@ vata validation errars & Dasesbnd yul shathan upess
can fo thess srram ankre Bng +28 In placs functizradty by o LG 20 11w s 15ac o WITE 5 A o
* 1 incomec NI number * Zunknown members * 1 dupiicaced regular contribution
o 1 rmgalise wecunt o 1 duphosted NI ke
NMerrher AW Inghape RL Werbe- 2N Crpiower 3L RA
J | 1 38952 1 352
T Fapls %
Smith sL S— 4 H
Tashi BE ROT2221CA a2
T - 05337235 §r. 3 3N
DS3372345 £l
Fragera CF CF7363338 2011214500 £9.28 i
A Warnings 3 corvitedon: identified  Show detets 1§02 warmngs
u-‘] -
Warnings

Warnings won't stop the file from being processed, but they will highlight discrepancies or data on the file that aren’t
required or don't match our systems. Therefore, it's beneficial to review and correct these prior to submitting the file.

Warning messages can be viewed on the validation report which can be downloaded.

It's also possible to ignore these by clicking on ‘Ignore warning’ and then ‘Submit payroll.

A\ Warsings ) cortrtnsons dernfed  vaie sty e Mgy

Wi BN oy B Varder W Umgoyee 3 LY
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3.3 Payroll submission history
The online portal will keep a history of all payroll files uploaded and their status.

The Dashboard will show the status of the most recent payroll file uploaded, but you can see a history of all files by
accessing ‘Payroll submission history’ from the Dashboard or Payroll pages.

Payroll submissicn history

This will list the last 24 months of payroll files uploaded for an employer.

You can also search for a specific file and filter by status type.

Payroll submission history Searc o

Last 24 montes

Status types of the file are as follows:

Warning — the payroll listing has been uploaded but there are warnings on the file that need to be fixed or accepted.

Payroll submitted — the payroll listing has been uploaded and processed successfully.
Payroll processed — the payroll listing and payment has been processed for that paypoint.
Cancelled — when you've cancelled a file that was previously in an errored state.

Error — when you've uploaded a file but it hasn't been processed due to errors on the file.

Recalled — the payroll listing uploaded has been recalled and a new listing is required.
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4. BACS file format

All payments to Prudential must be made by BACS. The BACS fields should be completed as follows to remit a
contribution to Prudential.

Prudential Bank Account details are (For all Plan Types):

Account name: Prudential Assurance Company Ltd PRU BACS Receipts
Branch address: HSBC, London, City of London Corporate Office

PO Box 125, 8 Canada Square London E14 5XL

BACS payment
The BACS payment should be received by Prudential after the Payroll file is sent.
It should match exactly the total amount on the Payroll file.

Field no. | Field title Contents
1 Destination Sort Code Sort code — 40-02-50 6
Account Number
2 Destination Account Number | If your scheme code begins with S, G or M - 51200607 3
If your scheme code begins with W - 31015141
If your scheme code begins with T, A, L or U — 31029142
Destination Type of e
3 Account Code This field is always zero — 0 1
4 Transaction Code Transaction code is always 99 for Direct Credit 2
5 Or!g!natlng sort nge |dentifies the account from which the payment is originated 6
Originated (numeric)
Originating |dentifies the account from which the payment is being
6 . 8
Account Number made (numeric)
7 Free Format Always zeros — 0000 4
8 Amount in Pence Values of the payment that is being paid (numeric — cannot be 11R
all zeros)
9 User’'s Name Identifies the originator of the account 18L
Prudential requires this to be completed to identify the payment.
Format is: Scheme code XXXX (alphanumeric)
User’s Reference ) . .
10 Mandatory Field — your Paypoint code ZZZZ77 (alphanumeric/numeric) 8
payment will be rejected Due date ref (DDMMYYYY) — this date must match the date used in the
if this is not completed. Payroll File name
So the format will be: XXXXZZ72277ZZDDMMYYYY
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b. Viewing member investment information

Depending on the type of scheme you have, you may have the ability to see lower level detailed information for members.
From the Dashboard screen click ‘Investments’ found on the left hand menu.

You'll see a list of active and (if applicable) deferred members.

To see the lower level member information, click =

next to the member you wish to look at.
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This will then show you the lower level member information such as investments, contributions and contact details.
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0. Scheme information and reports

6.1.1 Scheme documents

From the Dashboard, click the ﬁ'g'ﬁ icon found on the left hand menu. Once in the ‘Scheme’ section, select the

‘Scheme information’ link i mm
Individual Members
Sche cLo S188
Hitterhead Ltd Schweane
Paypn il rerise. 220028
InaSichual Mosduss 1
5%, Scheme b beumation
Scheme Employer Paypoints
Scremw: At danz Haon: AcSes . 135
DUI 1/2014 Individual Members r'mv:ﬂ — Dus 2 1stof overy
Indirvidual Members 1 ) i
Sreeme snrhvrsyy fote Code s ECH ivhveas doin Lo It fecery
01012021 TBUG s
Prpart marie 221030 Artws mambace ]
Individual MEMDEIS 6 11 cowsas coen
Paypairt number 221028 Arves raambace 12
individual Members 10 00

This will display a list of documents relative to the scheme you've accessed.

Scheme information
Unit Price Dates Leaflet N
SHP Technical Guide Mewr
SHP Key Fealures ewr
SHP Policy Document e
Key Facls about Prudential Vicw




6.1.2 Reports

There are a number of reports available to assist you in the administration of a scheme, depending on your scheme type
and access. From the Dashboard, click on the ‘Reports’ option found on the left hand side of the page.

HR file — this report shows all active members in a scheme and relevant member data in the format of an HR file. This
can be amended and submitted as part of the administration process.

Temporary National Insurance number — this report is only viewable for Auto Enrolment schemes and shows active
members of a scheme who have a temporary NI number (beginning with TN) on our systems. Permanent NI numbers
should be provided to us as soon as available.

Opt Out Refund — this report is only viewable for Auto Enrolment schemes. If you've advised us on an HR file that a
member has opted out and contributions have already been applied to the member record, we'll advise you that a refund
is due. This report provides a detailed breakdown of any Opt Out Refunds for members.

Contributions Received — this details contributions received and invested for a particular paypoint.

Expected Contributions — this details all active members for a particular paypoint and the contribution details we're
expecting (but have not yet received) per member.

You can also view historical reports.

@ | Ropors e | |REpPOrts History
Last 5 months
Raquasted sa
HRAE L Dot Q2220200252 Select H'EFIDI'". HIE".‘DW e
Tamrgorary NatCnal IZurance nambar report L Dowedant
HA fik:
CptO:tResndrepce Froen gy Team 3 )
Cennrizutizns Recsed regort Frundass 5 Todan ]  —" Ot Out Refind report
Temporary Ml munbar repon
Gereratedon
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/. Important Information

Leavers (Stakeholder and GPP schemes only) A minimum
of 2 weeks after the final contribution has been submitted
to Prudential:

e Send an HR file for the relevant employee with the
status (Column AB) set to D; this will move the member
into the “leavers scheme” Should any contributions be
received after the member has been processed as a
leaver, this may result in a refund of contributions.

Leavers (MPP only) A minimum of 2 weeks after the final
contribution has been submitted to Prudential:

e Submit either a “Notification of Withdrawal” form or
an email with the members details, including date
of leaving, to the MPP Service Centre. Should any
contributions be received after the member has been
processed as a leaver, this may result in a refund
of contributions.

Change of address Amend your HR file line for the employee
and submit it via the website. This will automatically
overwrite our records. Please ensure a postcode is included.
The status code in column (AB) should be set to X.

Change of salary Amend your HR file line for the employee
and submit via the website. This will automatically
overwrite our records. The status code in column (AB)
should be set to X.

Retirement Date The retirement date on the file enables us to
set up the members record and will be used for any quotes
and illustrations. If the member is investing in a lifestyle
strategy the retirement date will be used to determine the
fund splits. For Stakeholder and GPP schemes, the member
can change their retirement date on records at any time by
contacting Prudential. For MPP schemes this should normally
be changed via the scheme trustees initially. This cannot be
changed via subsequent HR files.

Protected Pension Age The normal minimum pension age
(NMPA), excluding individuals who are suffering from ill-
health, is the earliest age from which pension benefits can
be taken. However, individuals who meet the necessary
legislative requirements will qualify for what is known as

a “protected pension age” (PPA), individuals don't need to
register this right with HMRC. A PPA gives an individual the
right to take their benefits prior to the NMPA.

Claiming Benefits with continued payments If a member
chooses to claim benefits via annuitisation after the age
of 55 (57 from 6 April 2028, unless you have a protected
pension age) but remains in your employment and wants
to continue making contributions, Prudential will need

to be advised prior to the claim. If we are not aware of
this prior to the claim, then further contributions will

be refunded.

Salary sacrifice or salary exchange If you move to a salary
sacrifice or salary exchange arrangement, please notify
Prudential at least 6 weeks in advance, as the way in
which these payments will need to be submitted differs
to the current submission. We will need to retrain your
administration team.

Name change If notified of an employee’'s name change
you should verify it and amend your HR file to show the
new details. Then submit the file via the website. The
records will be amended (the assumption will be that the
details have been verified by the employer).

Change of category Should you wish to change the
category code for a member (Column AD — this dictates
the eligible employer contribution), you should amend the
HR file to reflect the change and submit via the website.
This will change the category automatically.
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Paypoint changes If a member moves between paypoints,
this should be actioned via the HR file (Column AA needs
to change to reflect the new paypoint number). Once

the HR file has been uploaded, you need to remove the
member from the old paypoint’'s payroll file and add them
to the new paypoint’'s payroll file.

Contribution Holiday It is also possible to reduce or to
stop paying regular contributions on either a temporary
or permanent basis. Employer and member contributions
can be stopped, provided that there is no infringement of
the contract of employment or employment law. Stopping
all regular contributions on a temporary basis is known as
a “contribution holiday”. There is no charge for increasing,
reducing or stopping contributions. Additional Information

Closing the scheme (Stakeholder and GPP only) Once you
have sent across the final payment you we will be required
to provide an HR file for all members with a status (in
column AB) set to D. The members will then be provided
with an options letter regarding their policy. Change

of Administration personnel As an employer you are
responsible for who has administrator access to HartLink
and for ensuring they are trained appropriately. New
administrators should be trained internally by yourselves
in the first instance. Please advise us as soon as possible
when a new administrator needs to be set up and when
access needs to be removed.

pru.co.uk

“Prudential” is a trading name of The Prudential Assurance Company Limited which is registered in England and Wales. Registered Office at
10 Fenchurch Avenue, London EC3M 5AG. Registered number 15454, Authorised by the Prudential Regulation Authority and regulated by the Financial

Conduct Authority and the Prudential Regulation Authority.

Other changes

National Insurance number These cannot be changed via
the HR file due to legal requirements. Should there be an
error in the notified NINO please advise Prudential.

Gender changes The gender recorded must be as at birth.

Date Changes Any changes to members dates

such as Date of Birth, Retirement Date, Date joined
scheme, cannot be updated via the HR file. Should
there be an error in the notified dates, please contact
Prudential separately.
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