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How to apply for a new pension scheme with Legal &
General

Can | apply for a pension scheme with Legal & General directly?

No. Legal & General have stopped permitting smaller employers to open new schemes
directly with them. To ensure a simple set up process, for smaller employers, Legal &
General schemes can only be set up through pensionsync.

Understanding how to apply for a new Legal & General pension
scheme via pensionsync

This section explains how to go about using pensionsync to apply for a Legal & General
pension scheme. The process breaks down into 3 sections, which normally takes less than
10 minutes to complete (per Legal & General scheme application).

1. One time set-up activities to complete before you apply for your 15t Legal & General
pension scheme.

2. A seven step process which needs to be undertaken for every application for a Legal
& General scheme

3. A process by which pensionsync helps you obtain Employer approval for creating a
scheme on their behalf.

One time set-up activities to complete before you apply for your 1%
Legal & General pension scheme

We recommend that before you apply for your first Legal & General scheme that you:

1. Complete your Payroll Administrator Template
This is the page in your Account Overview area by the same name. Completing this
information will mean you do not have to re-key it every time you apply for a new
scheme.

2. Upload your company logo to pensionsync.
Your company logo will be used when we present a summary of the L&G scheme
application to your Employer Client. This helps reassure your Employer Client that
the scheme application process is being managed by a trusted supplier (e.g. your
company) which is already known to them.

3. Setyour “Senderld”.
The “Senderld” is used by pensionsync when we send Text messages to your

2 The fastest way to ask for support from the pensionsync team is via online chat, which
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Employer Client’s mobile phone. We send messages to your Employer Client’s phone

during the L&G scheme application process to help securely identify the Employer
(using a process known as Two Factor Authentication).

How to upload your company logo & set your Senderld
Firstly, collect your company logo and decide on your Senderld
e Your company logo should be either a JPG or a PNG. We don’t restrict the size of the
image, but we recommend it should be no wider than 400 pixels and not larger than
1MB.
e Your Senderld must be Alphanumeric (A-Z, a-z, 0-9) and with minimum of 3 and
Maximum of 11 characters.

Then go to your “Account details” page which can be found in under your “Account” main
menu item. Click on the “edit” button next to “Company details”.

Test Payroll Ltd | DM6264346 | Premium support

Company Details
Test Payroll Ltd

TastP eyl

Cortact Details

Main Contact Micki Dady nicki@test.com

This will take you to the following screen, where you can upload your company logo and set
your Senderld.
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Applying for a new scheme

Under the main function menu at the top right of the page, there is an option for “New
Scheme”.

Dashboard MNew scheme Alerts Account -

When you choose this function, you can choose the pension scheme that your client has
chosen to use. You must first check the “Acknowledgement” box to confirm that you have
understood the following:

(a) This selection of pension providers does not represent every pension provider in the
market, nor does it represent a filtered list of pension providers who may be suitable for my
client's needs.

(b) I am acting on behalf of my Client who has instructed me in writing to open an account
with the pension provider | am about to select.

(c) I agree with the Privacy Policy.

You can click on the Privacy Policy (highlighted in green) to read and save this.

Until you check the acknowledgement, you cannot choose a scheme so these will be greyed
out until the this has been done.

Once you have checked the acknowledgment box, you will be able to proceed choosing the
scheme.

Which provider has your Client instructed you to create an account with?

B i hrerecledge S (a] This al ¥ e raf ey Ier i b bt nar sboes A represeret o G mil bt ol poesan
prarvida i Fiy b doabl e e cbest L fedie [l | @ ey o bebad o vy Chart mies Rai Feiliadbied Fob 3 sl 18 S b Sidas] with tha puivribes
pravider | oM abeat oo gake (20 | agrid sefth thel Privisp Policp

he )
LBP.‘EII&z people’s c e . H .I
Greneral pension

AVIVA

W reeeremard dhi pria (o seacting § werkplacs garala previdar, Drglopers ars desctsd ra T Fara-enn Begudstor ot B Poepardest ranclsl sdwiier or
| Ira [ bapd

By clicking on the “Learn More” links beneath the scheme’s you can visit the provider’s
website.
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Click the Legal and General icon, and this will open up the scheme application form.

Note: Data you will require in order to set up an L&G scheme is as follows:
e Employers Staging Date
e Number of Employees
e Employers Name
e Employers Email
e Employers Date of Birth (non mandatory)
e Employers Mobile telephone number
e Employers PAYE Reference
e Employers Address
e Scheme Administrator (If bureau not managing)
e Contribution Frequency
e Contribution Plan (i.e. qualifying minimum)
e Employers Bank Details (non mandatory, employer can fill this in later)

Click the Legal and General icon, and this will open up the scheme application form.

Step 1: Enter Staging Date information

Legal &z

General
1 2 3 4 5 6 7
Terms & Conditions Staging Information
Please tick this box to indicate that you have read and can agree the * Staging Dot
Legel &G ol Torms and Conditions of WorkSave Pension Plan for Aute
Enrolment - o
Please read the following d before submitting your applicati

Lego! & Genreral Terms of Busness, Charges and Service Ofanng

By checking the “Terms & Conditions” box on this page you can then continue to apply for
your new Legal & General pension scheme. Terms and conditions can be read in advance by
using the link in green beneath the box.
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Terms of Business, Charges and Service Offering and Data Protection Policy documents are
also on links (as PDFs) and these can be opened and saved. These documents are also
available for download once the scheme has been submitted.

Add in the Employer’s staging date and number of employees to continue.

Legal &\’)

Date created

(;e'wrdl Date of laxt armendmant
Terms & Conditions Staging Information
2 Please tick this box to indicate that you have read and can agree the * Staging Dete 01/07/2016

Legal & G al Terms and Conditi of WorkSave Pension Plan for Auto

Enrolment

Please read the foll

* Number Of Workers a5

ing o before submitting P

Logal & Genoral Torms of Business, Charges and Service Offering

agal & Genersd Dyts Protaction Palicy

Step 2: Enter Employer information

Use this page to enter the details of the Scheme Owner — the Employer.
Each data item marked with a red asterisk is MANDATORY.

Signatory Information Registered Company Information
* Tiele M [ Registered Compary
Numbar
L] T
Forsname James Company $tructbura Lirminadd Company =
* Sumame B
Company 1D & Bond00
q " -
Gender Male - * Company Mama Band Accountancy
Duata of Birth
e * Address lins 1 22 Fisld Closs
* Emall Address arraaiPa i acels Ham e
 Mabils Humbe TR A * Tawn | ity Marlbsarough

PAYE Reference Numbers

* PAYE Ruf Bum 1

O7SAMATZH

Add PAYE Reference Number

* Post Code SNT 3HL|

My oHficn Addrass is di¥ferent o my company's Regitered Address.
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If they have more than one PAYE scheme, you can add another using the “Add PAYE
Reference Number” link.

It is important that you enter the correct email address and mobile phone number for the
Employer. These 2 pieces of information are used later in the process to correctly identify
the Employer: an email is sent to the Employer asking for their approval to submit the
scheme to Legal & General, and a security code will be sent to their mobile phone to
confirm that it really is the Employer who is “authorising” the scheme creation.

Step 3: Enter Payroll Administrator information

Use this screen to enter in the contact information of the organisation which is
“administering” the pension scheme. This could be the Employer. But typically it’s the
Payroll Bureau or Accountant (who is operating pensionsync).

) 2 2 4

Administrator

Plasse choose who will handle the communication with the Pension Provider

el /oo |

Contact Infor: tion Employer |Bond Accountancy Ltd)
Other

* Tle el

If the Payroll Bureau will be administering the scheme then pensionsync can copy in the
data from the “Payroll Administrator Template” in management of your account, using the
“Administrator” drop down box.

7 The fastest way to ask for support from the pensionsync team is via online chat, which
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Administrator Registered Company Information
Pleass choose who will handis the caommunicatian with the Persion Provider Ragluterad Company
Mumiber
Adernisbrater Hureau [Payfno Lid] 5
* Company Mams
Contact Infarmation
= Tita ™ & & ol drnia B
® foransma T Adid e line 7
I e p— = Town | Cley
* Gareder Female & County
ke of Rirth ° Pet Cede
* Enall Address My offe dddoess b odarent o my company's Begaiered Addeess
Phone Mumbar

If the employer will be responsible for administration, then select “Employer” from the
“Administrator” drop down box. pensionsync will the copy in the Employers contact
information into this page.

If another organisation will be the Pension Scheme Administrator then select “Other” and
enter their contact information.

Step 4: Define the Contribution Groups

Contribution Group

* Caollactios Fragquandy N

Add Coniribution Group:

You can add more than one contribution group, if you for instance have a weekly and
monthly payroll with the same PAYE Reference.

IMPORTANT

However, please be aware that if you select '4 weekly/lunar' collection frequency and if you
operate a weekly or fortnightly pay frequency, you must ensure that your payroll software
can roll-up weekly or fortnightly pay data into a single 4 weekly/lunar submissions.
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Contribution Group 1 [[JIEZ200

* Collction Fraquancy LY, :'_.'.r'.l:l-

Contribution Group 2 [

Caoligrtion Fraquency & weekhylunar

Step 5: Define the Contribution Plans

Contribution plans currently default to qualifying minimum automatic enrolment
requirements.

Contribution Plan Pension Provider Scheme constants

* Conbribeetion Basis AE Mirimum Infe Only

aw

Fay Arrangamant Redial AT Seurcs Arangament

® Earnisgs Basis Cualifying Eamings

+mn19p-ln Mo certification required

|

* Balary Sacrilics Mo

aF

If you would like to set up a scheme using other preferences, the fields have drop down
boxes where you can set the required preferences for your scheme. It is important to
discuss and agree with the Employer which contributions and earnings basis they want their
pension scheme configured with.

Please note that Legal & General schemes operate with a “Relief At Source Arrangement”.
Make sure you configure your payroll software provider’s pension module with this
payment arrangement.

Step 6: Enter the Employer’s Bank Account Details

9 The fastest way to ask for support from the pensionsync team is via online chat, which
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Legal & General require the collection of the Employer’s bank account details. They need to
be the Employers bank details as they will be paying the contributions by direct debit each
month (collected by Legal & General). If you are not authorised to supply the Employer’s
bank details or approve a Direct Debit on their behalf then the Employer must provide their
Bank details during the “Employer approval process” as outlined in the next section.

Bank Account

Nama of Band Acsountants Lbd
stoaunt holder

Beri/bullding DOC0004
sopiaty
Bt
Aumber

Brasch ot 00208
wode
Ivlust have & numeric characterss [0-%) in the NNNNMMN format

If the Employer requires 2 signatures on their Direct Debit authorisation form then the
Employer must complete and send to Legal & General directly the Direct Debit mandate
form found in the Legal & General document bundle (as described in the next Section).

Step 7: Finalise the Scheme application and submit it to the Employer
for approval

| confirm that the information provided on this sch lication r L3

PP o

You must check the box to confirm the information provided is accurate.

I confirm that the information provided on this scheme application request is accurate

Once you hit “confirm” you will see these instructions appear, which ask you to compose
and send an email to the Client:

10 The fastest way to ask for support from the pensionsync team is via online chat, which
you can access from within pensionsync. Please refer to the last section in this
document on how to use out Chat tool

Doc version 1.4 31 January 2017



X=pensionsync

Q oy ) Erplpe v [ QL ) contibution ) corinsion ﬂﬁ,m-:m ) s

Acdminstrator o (G Plans w
“¥ou have sucoessiully completed the pension scheme setup

Bafore submiting the pension schema application eguast for tha Legal & Ganaral Worsave Pension Plan, the employer neads 10 confirm the paymant details and
approve the pargion schame.

Flease follow the instructions below:

1. Generate smail messsge

2. Copy email message

3. Paste email messsgs into a new amail

4. Dowrload pension scheme bundie

5. Unzip parsion schama bundla

&, Attach sach indwidual decument 1o the email
7. Sand ernail v the Emplayer's email addness

m SIS S S

Using the link “Generate email to employer” generates the template of the email that needs
to be sent to the employer. We recommend you “download the Pension Scheme Bundle”
prior to “Generating Email to Employer”.

What'’s in the PDF bundle?
The Legal & General PDF document bundle contains several important documents that must
be sent to the Employer. These include:

e Terms & Conditions, AE Services and conditions

e Data Protection Policy

e Terms of Business, Charges and Services Offering

e Direct Debit Mandate (needed if the Employer requires 2 signatures to authorise

Legal & General’s Direct Debit)

11 The fastest way to ask for support from the pensionsync team is via online chat, which
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Employer Approval Request Email

Please copy and paste into a new email the email message below.

Feel free to personalize the email message but, remember to always keep the unique URL.
peter@narpers.com
[Approval Required] Harper Limited pension scheme application
Cear Mr Harper,
Pay People Ltd has finished setting up a pension scheme application on your behalf.
Before submitting the Harper Limited pension scheme application request for the
Legal & General Worksave Pension Plan we need you to read and agree with the
attached documentation.
Flease follow the link below to Approve/Reject the Harper Limited pension scheme.
hittps://is.gd/x38Zx A

This link will expire in 72 hours if not used or in 24 hours after it is first used.

Please make sure that you have access to your mobile number, as you will need it to

verify your identity.
Copy Email Message

Legal & General require you to copy and paste the email message into your regular
company email client (e.g. Outlook) and send the email to your Client as you would any
other regular email. This will help avoid the email being blocked by any Spam filters used by
your Client (and ensure the email originates from your organisation, rather than from
pensionsync).

Before sending the email to your client make sure you:
1. Check & read the email to make sure you understand it

2. Attached the bundle of important PDF documents from Legal & General.

Your Client (the Employer) will then receive your email and be able to follow the steps
outlined in Step 9: Managing the Employer Sign-off process

What if | need to resend this email to the Client?

12 The fastest way to ask for support from the pensionsync team is via online chat, which
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You can regenerate the email at any time — the email may have gone into the spam folder or
could have been deleted in error. To regenerate the email simply locate the Legal & General
pension scheme application and return to the “submission” stage.

© swaiory € trobpre 3 Q Cowvbion © comouton o:wonu © somasn

Admmiinor o Groups o Plass o
You have successfully complated the pansion scheme setup

Re-Generate Email to Employer Downioad Pension Scheme Bundle

Step 8: regularly check the status of your scheme application.

By going to your Dashboard, in the main menu functions on the top right of the page, you
can see all of your schemes and their statuses.

D Rajectad [ 2 ] Inacthva [0]

o have 2 schemnels) with & status of EMPLOYER-PENGING, PROVIDER-FENDING o READY-TO-SUBMIT

Show 10 = grviries

Presduct || CompanyID = Company Mame | Status || Dute Created |F  Actions
Legal & General Warksave Pension Plan Harper Limited EMPLOYER-PENDING  M/D&016 14:10 @ 4
| Marional Employment Savings Truse JOn0F Jones Jones Jonas Limited  PROVIDER-PENDING  34/0&7016 13:37 -
Showing 1 to 2 of 2 entries Pravvites . [

The scheme that you have just set up will be sat in the “Pending” section as it will be waiting
for the employer to confirm the direct debit details and authorise the scheme.

Wou have Z schemels) with & status of EMPLOYER-PENDING, PROVIDER-FENDING o READY-TO-SUBMIT

Show 10 = grviries

Product || Company|D | Company Name | Stwtus || Date Created |F Actions

Legal & General Worksave Pension Plan Harper Limited EMPLOYER-PENDING  24/0&Z016 14:10 @

Matignal Employmant Savings Trust JOMDE Jones Jones lorss Limited  PROVIDER-PENDING 24080015 1337 L. o

Showing 1 to 2 of 2 entries Prawion.s . Mg
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Once the employer has confirmed the scheme and direct debit, the scheme will appear in
the “Alerts” section and is ready to submit to L&G.

Mares History
J Sumesz D) & Warirg x Errar o
Fitters —
.& Eﬁ Harper Limited i:::—* ;:em-;_ request readly to be submitted to ::..: "

Once you have hit “submit scheme” you will be navigated back to the L&G scheme set-up
area.

Gchama Lagal B General ‘Workiavs Perisos Plan
St READY TC-SUBMIT
Le@l & Chate created A0 2 1045 PM
Gﬁlﬁl“ﬂl Ciatm of last amercimank A0 2 1045 P
€ sugiginio v [ 2 Qe 0 Fa 0 conitution D costrivution 0 Favmen Do
Acdmingtratar of Groups o Plarg o -

‘You hawe successfully completed the persion scheme setup

< | e the employer's sutherisation to request the sthema

Plasse click balow ta submit the pension icheme application request far the Legal & Genersl Worksave Pansian Plan

Subsmnit schame esplcation moueit o tha Legal & Ganarsl Wiarkians Perdian Plan

Clicking on the “Submit scheme application for the L&G Workplace Pension Plan” means
your scheme will be submitted to L&G for approval. You are then given the option to go
back to your Dashboard.

© sy @ v © root [ © covoution O rorwtDenis € Sommon ¢
Adminatiniy v

v Growgns o Pea v
You have successfully submitted Harper Limited pemsion scheme application request for Legal & General Worksave Pension Plan

Legal & General typically take a few hours to approve a new scheme application. There is no
restriction on the scheme. Once L&G have approved the application then pensionsync will
display the scheme as an “Active” scheme in your Dashboard.

14 The fastest way to ask for support from the pensionsync team is via online chat, which
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[ Oraft

iou have | scharmefs) with 8 status of ACTIVE or DEACTIVATING

[0] Rejociad [ 2 ] Panding (1] mactive D

Show 0 4 anries

Penduecs Il CompanyiD || CompanyMsme || Status || DateCreated  [F Actions
Legal & Ganeral Warksave Pension Plan Harper Limited ACTIVE /042014 14:10 an
Shenwing 110 1 af 1 entriss Prewious . Mt

You will also receive an “Alert” to let you know the scheme has been accepted and is now
active.

Alerts  History

“ sucemss 0D & Warning x Frioe 0]
Fites
v i Harpar Limited GF&0012408 Schame is Active ml p ®

If a scheme is rejected for any reason (by either the Employer or by Legal & General), you
will receive an alert in the Error section and you can click on “details” to expand and find out
why it failed.

Blarts  Hasary

J Suwmess I & Waming x Error (1]
Pl | e | Reeet
x ﬁ Baits O L y Scheene craation mouest feied $o ba delivered 1o Cwtall x
e prnacher
Issun Descriptian

nvalid payrera detalls. Mlease update pepment decslls snd re-submin schema,

Download C5V Erar Report

You can download an error report as a csv, to give you full details of the issue.
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ME v Jd = i} Legal&General_Baits Direct Limited_20160628_ErrorReport
Insert Page Layout Formulas Data Review
. Xom Calibri (Body) ~|[12 | A A» = = _| &~ 57 Wrap Text General - Y
@ Copy ~ R IE3
¥ || i - - = |=|= = 9= t - ReICenn iti
Paste & Format B|I|uU i & A == | = || &= = Merge & Center 2 % ) % W0 Eg:"n‘::{?i:
Al - fic  Issue Description
A B C D E F G H 1 K L M N
1 |Issue Descri;.ltion

2 Invalid payment details. Please update payment details and re-submit scheme.
3
4

Your scheme application will appear in the Dashboard as a PROVIDER-REJECTED scheme

Panding D Inactve [0]

Show 10 i eniries
Product || CompanyID | Company Mame  Status 1l Date Cremted 17 Actions
|£ Legal & General Waorkssse Pension Plan Baits Dirgct Limited PROMIDER-REJECTED TR0 D35 s &
Shoreireg 1 te 1 0f 1 antries Previaus - Memt

Managing the Employer Sign-off process

When you send the email to the employer (as described in Step 7), they receive a link and
when they click on the link, it will open up an identification process. We use the mobile
phone number provided to us in Step 2 to send the Employer a verification code, by text
message. Once they have received the verification code they can type the verification code
into their browser and proceed to check the details of the pension scheme application:

Paraion Schema Sunmarny

Please sevigs Tha Bais Divect Lissied pession scheme spplication details, below, ond approse them. in osder for pour pension sdministearos 1o ba able 10 submit a request for a Legal & Genera | Worksave
Paraion Plan

Lyl B Gasralivad Worbares Panvsion Plan

Baita Direct Liritid
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) Andrews Limited s my Peasion Administrater

| hawe Inetructed Androws Umitad to open » Logal & General Worksave Pansicn Plan for my company,

O 1 am aware that, withia 6 weeks of my staging dete, | must write to stafl, who are being y dled. exp g how tic enrolment applies to them, explain their rights
snd provide detalls about this pension schema, and that Andrews Limited will help me with this task.

1 am aware that Logsl & Gesaral Worksave Pension Plen will ke the contributions from my bask sccount. sach month, by Divect Debit and thet | need 10 provide the necessery details on
tha next screen

T 1 agree with the above Persion Scheme Summary
Problam?

H you do not apree 10 any of the materonts please poees “Reject” and contact Andrews Limined 10 resohe TS iawae.

omal;on 0 Swdiews com
phone mumiber: 01793448555

The Employer needs to check all the boxes to confirm they understand the details of the
pension scheme & agree that the application is correct and being carried out with their
approval.

Payment Datals

Inmtruction topoar bank or byiiding socisty o pey by Dimsct Dabs (&)
D.Eit

Pimsan fill in #a whols form snd abmit & slectronically io Legal & Cansral Aasussnce Sociaty Limited

* Nawd of bioaiunt ol P Jonas

* Bani/building wocisty accourt numbar T

* Branch sort coda 200104

Pinsan pary Legal i Oaneral Azsursnce Society Limited Crisecs Dwbite from the sosoent desaiing in this einaction subjest 1o e avisguencs sssered by the Dirsc: Debi Qusramses. | undensand than thie
IREITUCHOn My FemaE n wits Logal & General Asturenos Sockeny Limined and. H so. el wll be peesed elecronically 1o my benlkiiiding sockny

= i eonfimm that | am the  Socous Holdar 1 b the Eesmunl.
DOiwim A

| porfiem thet | am sble oo suthores debits from the scoount, sither s the sccount holdes or on bahal of fue maulnple sgnascries o the scoment

The Employer needs to confirm they are the account holder/authorised signatory, then
approve the scheme.

Congranlations! You successfully suthorised Andsess Limined 1o submit o persion scheme spplication request for Legal & General Workssres Pension Plan

A cordirmation taxt messsge he: been et to your mcbie rumbar
Wor can o cloan thia window

Confirmation of scheme approval will be sent to the mobile as a text. For this reason please
ensure you have set up your “Senderld” before you start a Legal & General scheme
application. The Senderld will be used to tell the Employer who the text message has come
from.
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Working with an existing Legal & General pension
scheme

It is currently not possible to use pensionsync to send data to existing Legal & General
schemes. Legal & General are planning on upgrading their systems to allow pensionsync to
work with existing schemes. Once this is achieved we will notify our customers.

Using pensionsync to retrieve employee opt-outs

Best practice is that you should retrieve employee opt-outs from Legal & General (using
your payroll software) prior to starting a new pay run. If you do not do this, your subsequent
contributions submission to Legal & General will fail (because you are attempting to
including a contribution for a worker who is no longer a member of the pension scheme).

Check your payroll software user guide for instructions on how to retrieve employee opt-
outs from your chosen pension provider, using pensionsync.

Submitting contributions each pay period

Sending data to Legal & General via pensionsync
1. Complete your payroll as you would normally
2. Follow your payroll software instructions for submitting data to Legal & General via
pensionsync (ensure you are in the correct tax period)
3. Gointo your pensionsync alerts and you will receive an alert on whether the
transmission was successful or not.

Checking everything has worked correctly

1. Gotothe Alerts in pensionsync.

2. Check the status of your submission

3. Keep checking, alerts can take a few minutes to filter through.

4. If you have an error message it will give you the actual error within the “details” tab
and you can amend the error in your payroll before resubmitting.

5. L&G will email the payroll administrator or employer (depending on your provider
preferences set up) when the job is done

Success: what, if anything, you need to do next

There is no need to perform any further task once you have successfully completed a
contribution submission to Legal & General via pensionsync. Legal & General will
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-
automatically collect a payment from the Employer (via Direct Debit), and also notify the
Employer (the Scheme Owner) by email that a successful submission has been made.

In order to receive confirmation emails from Legal & General once a file has been
submitted, you need to ensure provider preferences are to set where the communications
from Legal & General are sent. These can be sent to the employer or the administrator.
These are set within the account management section of pensionsync, under provider
preferences, and by selecting Legal & General.

By confirming that by setting the Send Communications to “Administrator", you are
declaring that you have an explicit agreement or understanding with your clients to handle
all communications with Legal & General.

If you do not have an explicit agreement or understanding with your clients to handle all the
communications with Legal & General leave the Send Communications to with the default
value of “Employer".

Please note: it is not possible to see any information in the L&G portal for member
submissions made through pensionsync.

Scheme Members

After your first contribution submission, L&G will assign each worker a scheme member
account number. Once issued, this number is required by L&G in every subsequent
Contribution Request message. Also, L&G will expect pensionsync to ensure that the
account number provided in the Contribution Request message, matches the number they
have issued.

Once the data has been applied with L&G, your dashboard will be updated accordingly with
-

When clicking on this icon, you can look at the scheme member details;

scheme member details; a new icon will appear against the scheme;
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Scheme Members

. mﬁ Testing Pay | GF00223082 Soenlass seene Members
emwral

v Active 101 MOO0101 ABAZIDD 25/08,/2016 Dietails

® Haoliday 109 MOO010%9 ABAZ3109D 25/08/20156 Cietails

W fctive 119 MO0119 ABAZ3119D 25/08/2016 Dietails

= Left Scheme 125 MO0125 AB423125D 25/08/2016 Dietails

It will give you each scheme member and their status within the scheme following the
contribution file. Details give you further information on each member.

v Active m MDD ABLZI0D 25/08/2016 Datails
Greup o Group State Active
SubGroup BGM SubGroup State Betim

¥ Holiday 109 MOo109 ABLZI109D 250872018 Cemnils
Group o1 Group State
SubGreup BGM SubGroup State
Ruason Far Partial or nen
Payeent

With each subsequent contribution file that is sent each month, this information will update
accordingly reflecting the member information sent in that file.

Worker Instructions

Worker Instructions deliver changes to workers that may be made at the pension provider
e.g. the worker opts out on the provider website or they may be able to update their

&

contribution rates on the provider site. This will appear as the icon
within the dashboard.

in your actions
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@ M [0 Hejected ) | Fending P reave O

Yiou have 1 schemefs] with a status of ACTIVE or DEACTIVATING

Show 11 * enbries
Product Company ID Company Mama Status Dot Craated |F  Actions
]fﬁ Legal & General Worksave Pansion Plan Testing Fay ACTIVE 250820 & 08:17 A * o
wmeral
Shawing 110 1 of 1 enries. WIS - Mext

Clicking on worker instructions open a separate dashboard;

Worker Instructions

| fﬁ Testing Pay | GF00223082 Bomresd ek tnstactions
2 Refund 103 SMAND0EA M AT G Delais
& Opt-Out 103 SM3IND03A 01072016 Detais
& Mew Mamber 104 SMIDTD0EA 00200 & Detals

Opening details confirms the actions that have taken place and on which date;

& Opt-Out 103 SM301003A 01/07/2016 Dotails
Ap Ope-Churt Diate OROE 206

Dpt-Ot Wirdiow End Date 1SR F0E

Where worker instructions are made available by Legal & General, pensionsync will retrieve
and display them against the associated pension scheme.

Note that pensionsync only keeps records of worker instructions that are up to 6 weeks old.

If you wish to have detailed records of all worker instructions please remember to use the
‘Download Worker Instructions’ functionality on a periodic basis.

Need help?
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This final section explains how to use our chat support tool within
pensionsync. Using Chat is the fastest, and best way, to get support from
pensionsync.

Our customer support chat tool can be launched at any time from within the scheme
management tool.

Once you have opened the registration page, you have the option to chat to us via the web

if you require any assistance while setting up and during the process. Our chat box is always
at the bottom right of the page.

Q Need help? Chat with us.
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§penS|0nsync Dmbbord  NewScters Aeis@)  Accoure

52 Rpansonsync
Customer Support ®
Digx yead hiave By cuestions
about pensiansync? Our
support beam is ready to help
Wil

Simply type your message to start talking to us. One of our support team will come back to
you with assistance, we are always happy to help.
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