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Register your details

Visit our website peoplespension.co.uk to sign up with us.

! ] Click ‘Sign up’ in the top right
A ibility  Medi 1l Contact u L Si 1
ccess a centre ontact us 0og corner.
the ., 1
peoples Home About your pension \/ Who we are v Help and support \/

pension

The People’s Pension

A workplace pension you can trust.

2 Ifyou're an employer, click

Sign up to The People’s Pension ‘Employer account sign up".

Manage your account securely online

3 Ifyou're a business or financial
adviser register through our

Members Employers Advisers Adviser Centre first — you can save
Easily view and manage your pension Stay on top of your workplace pension Manage your clients’ schemes and access your clients mo ney[
savings in your Online Account. scheme using Online Services. your discount code.

Member account sign up 2 Employer account sign up 3 Adviser account sign up

If you don't wish to be part of this scheme,
you can opt out. @ information

Manual entry in Online Services
We're sorry, but the option to add
your employee data using
manual entry in Online Services
is currently unavailable. We're
working hard to fix this as quickly
as we can. Thank you for your
patience and please try again
later.

CLOSE x

the ; 4 Thefirst step is to register your
PEOP|eS email address with us. You'll then
BaCE pension need to register your details.
" Register your details here
elp &
* support
Please tell us the email address you would like to use for registrafion and future log in.
Email address. *
4
Confirm email address: ¥
Need more info?

Not sure whether you can register for The People’s Pension online? Click here to see who can sign up and when

Online Services - a quick guide


http://

7 Help &
*+  support

Your email address:

5 Please select
Title:  Please select
Forename:
Sumame:
Telephone number:

Postcode:

Register your details here

Please complete the information below to complete your registration.

testemail@testemail.com

Are you an employer or are you a third party/adviser acting on behalf of an employer?

+

- o I

Once you've completed your details and submitted them to us, we'll send you an
email with your login details. Then you can click the link in the email to set up an

account with People’s Pension.

Set up your account

The link in your email will take you to our login page.

-

Account Login
Please enter your login details below

User ID/email example-company@bandce co.uk
address
Password oo-oo.o-l

Forgotien your password?

3 Show password characters {you may need fo retype your password)

1
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5 Select whether you're an employer
(or an employee signing up on
behalf of the owner), or a third
party/adviser.

Click the o icon for
more information.

1 Enter your email address and the
temporary password we sent you
and click ‘Continue’.



( the : h 2 Make sure you've read the Terms
peoples of Use before ticking this box.
:e4 3 pension

Login - Choose new pdSSWOI’d © 3 After you've entered your new

password and security details
and read our Terms of Use, click
‘Continue’.

You now need 1o choose your own password and security word; something which you will be able to remember for
future use

Password

Please choose o new password of between 6-12 chorodiers, confaining a combination of latters, numbers, and of
least one of these “spacial”™ charodlers I"ES% & @47,

Your ngw password
Confirm new password
(please note this is case sensilive)
71 Show password characters [you may need 1o re-type your password)

Security Word
Please choose @ security word of between 6-12 charocters, containing only leters. This must be a single word.

Security word
Confiym sacurty word
[ Show security word characters (this may remove anything dlreody entered)

Terms of Use
Please tick this box to confirm you have read and accept the Terms of Usel] |~ 2

3 Continue

A\ /

r the 4 We'llask you some questions
people's about the employer to help us
BaCE pension determine if our simplified sign-up

T route would be an option for you.
2 tebs. Choose a sign-up route
¢ suppo

What is the employer's field of business? | Please Select.. EI 7] 4

Will contribufions to The People's Pension start on the staging/duties start date? © Yes @No @

Need more info?
| Understanding automatic enrolment contributions + ‘
| Understanding how employee confributions are paid + ‘

B&CE websile Terms of Use | Legal | Contact us
S | Legal| )

If the employer’s field of business is in the construction industry we'll ask if they follow the ClIJC (Construction Industry
Joint Council) Working Rule Agreement. To find out more, please take a look at our guide to operating the Working Rule
Agreement at peoplespension.co.uk/wp-content/uploads/2016/06/ClJC-Automatic-enrolment.pdf alongside auto-enrolment.

If the employer follows this agreement our Simply Comply sign-up route won't be an option, so we’'ll direct you straight to
our Simply Tailor route.

Online Services - a quick guide 5
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Choose a sign-up route

Our Simply Comply sign-up route allows us to complete as much of the account set-
up as possible. These account settings will comply with the minimum requirements
for auto-enrolment.

We complete as much of the account Wi let you set the account up with a
set-up os possible for you to make it full choice of options, allowing for a
easier 1o sign up and get started. The 1ailored solution specific to the
account will be set up to comply with employer's requirements.

the minimum cutomatic enrolment
duties.
More...
Offers postponement No You choose
How much will be paid into the B
pension scheme Legal minimums You choose
How often are employees paid Weekly/monthiy You choose
£500.00 plus VAT
One-off ser-up charge [Free of charge when signing up via a business or financial adviser with a
reduced charge code.]

/ UK-based call centre open 8.30am - 5.30pm Monday to Fridaylonly).
' ASK - online help facility
What support do | ger? +/ Resource library on our website full of useful information, downloadable
guides, and help videos
+/ Training mode 1o practice data uploads — available on the employer account

once registered
Choose your route Start Simply Start Simply Tailor
Comply » »
£500 plus VAT* £500 plus VAT*
Free of charge when signing up via a business or financial adviser with a reduced
charge code.
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You'll be given the option of our
‘Simply Comply’ or ‘Simply Tailor’
sign-up routes and we've outlined
the benefits of each route to help
you decide.

With our ‘Simply Comply’ route
you’re unable to add subsidiary
companies.




What we need

We'll ask you for more information about the organisation and its owners to comply
with anti-money laundering regulations. The details we request will depend on the
company type selected.

0% complete

Tell us about your company

We need fo know some defails about your company so that we can satisfy Anfi-Money Laundering Regulations.

If the employer is registered with Companies House, select the same employer type as recorded on the Companies
House websiie. If the employer is not a registered company but is registering because they employ a worker (for
example a carer, gardener, cleaner, nanny or support worker), select employer type ‘Individual’

Employer type: Public limited company 1
Employer name:
Cormpany registration 9
number:
Business posfcode:
eft if miber p
2

To comply with Anfi-Money Laundering Regulations we need to confirm the identity of employers wanting to join The
People’s Pension - this includes the employer's beneficial owners and directors. To do this we may use electronic verification
through SmariSearch, which reviews publicly available information on companies and individuals. If our checks fail to
adequately confirm the employer’s identity and beneficial ownership, we may write to the employer fo ask for more
information

Online Services - a quick guide

If you're not sure what your
‘Employer Type' is, see page 9 of
this guide.

Once you've checked the details
you've provided, select ‘Save and
continue’.



dick the g burien.

Employer name:

Employer type:

Company regisiration
numbear:

Darte of incorporation:

Postcode:

Address 1
Address 2:

Town:

County:

Telephone nurnber:

Do you hove o Stoging date
aor Duties start date?

Duties starf date:

Total number of employees:

Are there any pension
schemes being administered
ather than those with B&CE?

How offen are employeas
paid [fick all that applyl:

Payroll pockage:
Whio will waork out which

employees will be put info the
pension scheme?

Employer details

To begin sefting vp the account, please enfer the employer details. For help on what is needed for each field, please

Test

Public Limited Company

123458
01ig12me g o
worer | - [

B And C E Heldings Ltd, B And G E
B And C E Holdings Ltd, BAnd CE
Manar Royal

CRAWLEY

West Sussex

O Staging dote
® Duties start date Q

Day... Month....

Fleass select — il 7]

Oweekly OMonthly 3

*
Pleasa Salect.

PayrollThird Party/hanual

20% complete
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For certain company types we'll carry
out a search to find the business and
will ask you to confirm we've found the
right one.

3 You'll need to include information
about employees and how they’re
paid.

4 If the employer’s payroll provider
isn't helping to work out who
needs to be enrolled and how
much the contributions should be,
we can help. Just select
‘People’s Pension’.

5 Once you're happy with the
details provided select ‘Save and
continue’.



Employer types

Public or private limited companies

e Employer name and postcode
e Company registration number

A limited company is registered with Companies House and
has a company registration number. They have to submit
annual accounts and returns to Companies House.

Sole trader

e Employer name and postcode
e Proprietor’'s name, date of birth and address (including
how long they’ve lived at that address)

A sole trader is a person who owns and controls 100% of a
business. There is no distinct separation between the sole
trader and the business — the sole trader is personally liable
for the debts of the business.

Partnership or Limited Liability Partnership

e Employer name and postcode

e Company registration number

e Number of partners

e Whether a partnership agreement exists

e For each partner, their name, date of birth, and address
(including how long they've been at the address - we’'ll
need a previous address if this is less than 1 year).

e Number of beneficial owners (that own or control at least
a 25% share in the business. If no partnership agreement
is in place all partners are seen as equal beneficial owners)
and their ownership share.

e Name, address and date of birth for each beneficial owner

A partnership is owned by 2 or more people. If a partnership
agreement is in place this will set out the proportion of the
business that each partner owns. If no agreement is in place all
partners are deemed to have an equal proportion. The partners
are personally liable for the debts of the partnership.

A Limited Liability Partnership is registered with Companies
House and is required to file annual accounts and returns with
them. The members (usually called partners) are separate from
the LLP —they’re not personally liable for the debts of the LLP.

Registered charity
e Employer name

e Charity commission registration
e Charity registration number

An organisation which is registered as a charity with the
Charity Commission in the UK.

Overseas company
e Country
e Business name

e Registered number
e Registered address

A business that’s incorporated and registered outside of the UK
but employs staff who are working or ordinarily working within
the UK.
Government or public body

e Employer name

e Registration number

e Employer’s email address

Online Services - a quick guide

This could be a small local parish council or as big as a political
party.
College or educational establishment

e Employer name and postcode
e Registration number

An educational establishment could also fall under one of the
other company types.

Individual

e Individual employer’'s name
e Employer’s address and date of birth

An individual may employ a person or several people, usually
to perform a service such as a carer or housekeeper. Such an

individual would have registered as an organisation with HM

Revenue & Customs (HMRC) and would be deducting tax and
National Insurance contributions.

Unincorporated association

e Employer name and postcode
e Registration number

An unincorporated association is an organisation set up
through an agreement between a group of people who come
together for a reason other than to make a profit. For example,
a voluntary group or a sports club. Individual members are
personally liable for debts of the organisation.

Church body/Place of worship

e Employer name
e Company registration number
e Business postcode

Trust Company

e Employer name
e Company registration number
e Business postcode

A legal entity that acts as a fiduciary, agent, or trustee on
behalf of a person or business for a trust.

Community Interest Company (CIC)

e Employer name

e Company registration number

e Business postcode

e Number of partners

e Whether a partnership agreement exists

A special type of limited company which exists to benefit the
community rather than private shareholders.

A limited partnership (LP) exists when two or more partners
go into business together, but the limited partners are only
liable up to the amount of their investment. An LP is defined
as having limited partners and a general partner, which has
unlimited liability.

If you’re unsure what company type to select you should
check with your accountant or business adviser.




Adding an administration contact

Once you've entered these details and clicked ‘Save and continue’, the first stage of

setting up the account is complete.

Employer details
Employer nome User guide
Address Manor Royal, , CRAWLEY, W Sussex, RH10 90P
Company registration
number
Staging date 0112/2016
Monthly

& Account summary
Name Payroll package

User guide Monthly FOURTH (FOURTH)

©® Create contact details

B -

30% complete

Who will work out which employees
will be put info the pension
scheme?

Payroll/HR Provider

Edit contact details
Pleaze tell us about the person who will be this account, up g emp sata
fias.
Trie Miss E]‘
Forenama: User e
Surnome: Guice e
poskoce 1050 1 ot e |
Address B AND C E HOLDINGS LTD o3
Address 2: Manor Royal
Town CRAWLEY *
County: W Sussex
Job titk
Telophone 01293 585698 *
Mobie:
Emait .
Third porty odviser? [0 Pieose 1k if this comoct is on intermediory
* Denotes mondatory field
m m 2 Save and contfinue
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We'll then need you to add contact
details for the person who will be
administering this account — often
somebody that works for the
employer.

If you've already provided us
with contact details you'll have
the option to select the existing
contact.

This person will receive access to
the account as well as emails and
notifications about the pension
scheme.

When you're ready click ‘Save
and continue’.
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Adding bank account details

Once you've added contact details we'll ask for some bank details. These details
will be used for the payment of contributions to employees’ pension pots. The
administration contact will have the option to select when they would like to make a

payment once the account has been set up.

Instruction to your bank or building society to pay by Direct Debit

Tell us about the bank account to be used for the payment of pension contributions.

DIRECT |, v
G)D IREQT / aueries contoct our Helpdesk No: 0800 612 8080

Il nead your eccount detalls, which can be found for example on your bank statement, to complete the

Direct DeDIt Instruction.

* Denotes mandatory field

Bank details

Description:

Sort code: o 2 *

Account number:

Account name:

Signatory details

Title: Please select -

Forename:

Surname:

You can read the Direct Debit Guarantee by clicking here

‘9 1
7
‘0 2
7]
7]

x
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We'll fill in the bank’s name and
address based on the sort code
you provide. Don’t worry — this
may not be your local branch.

If you're not the only signatory

required to authorise a Direct Debit

please select ‘No’. You can still
input bank details but you’ll need
to print this out for signing later.
This can then be emailed back to
us at kyc@peoplespartnership.
co.uk

If you're happy with the details
you've entered click ‘Save and
continue’.

11
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4 You'll come to a summary screen. If

50% complete you're happy with the details aclick
‘Continue’.
e detts
Emiployer name Test
Addrass B And C E Holdings L1d, B And C E Holdings Ltd, Manor
Royal, CRAWLEY, West Sussex, RHI0 9GP
Company regisration
12345678
Durties start date o1/01/209
Monthiy
(¥) Account summary
Name Payroll package Who will work out which amployess
will be put info the pansion
schama?
Test Monthly Poyroll/HR Provider

) Contact detalls

Name Addrass Job fitle Talephons  Emall
number
Mr Test Monthly B And C E Haldings 01293586666
Lid, BARd CE
Holdings Lid
Ianor Royal
CRAWLEY
West Sussex
RHIO 9GP
(@ Bank detalls
Description: Test
Sortcode  Account no. Account nome Bank name Bank branch Signatory nome
R fERan Tes HSBC UK BAMK PLC  CRAWLEY Mr Test Test
BOULEVARD

Originoror: B&CE Heldings Limited (This is the noma which will oppear on your bank statemant)
Service user no.: 842921

Please confirm your Bank/Building Society details above are comedt, ond moke any emendmeanis before
proceeding with setup.

Online Services - a quick guide 12



Summary of your account

ngople.s userguide@bandce.co.uk
:Tle3 nension

.

Help &
? Fiot 60% complete
ESN What we have set up for you
gt e
festEmelover
TB'
. _ Employer: 2.0%
M

Please confirm you are happy with what we have set up for you:

2 [J1understand that this account will be set up to meet automafic enrolment regulatory requirements

1
[ Und ding enrolment contrib + l
[ Understanding how employee contributions are paid + I
[ Understanding worker groups + l

e
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~

We'll show you what we've set up
for you including the contribution
levels. For more information about
this you can expand the headings
at the bottom of the screen.

Once you've ticked that you
understand and have clicked
‘Continue’, a message will appear
informing you that the details
you've entered can’t be amended.
You'll need to select ‘Yes’ to
continue.

If you're happy with what we've
set up for you, tick the box before
clicking ‘Continue’.

13



Set-up charge

We'll ask for payment of the one-off set-up charge. This is £500 + VAT.

Help &
support

~

-

70% complete

Set-up charge

One-off sign up charge

What's this?

Reduced charge code

If you received a reduced charge code from your adviser,

please enter it below.
Apply code 1

Contains 7 characters including numbers and letters
e.g. ANI-7G29

Don't have a code?

Continue without code

You will not get another opportunity fo enfer a code once you have made payment.

Help &

support

I

70% complete

Set-up charge

One-off sign up charge

Reduced charge code
Summary

Set up charge £500.00

Discount add reduced charge code

F N/A

| You will not be able to enter a code once you've paid.

Sub fofal £500.00

VAT £100.00

Total to pay £600.00
z

Please note: if you choose to pay by card, this will be processed by Global Payments. Take a look at their websife for
more information on how they handle your data.

Online Services - a quick guide

1 [If you have a reduced charge code

you can enter it here.

If you're a financial adviser,
federation or business adviser
(such as an accountant or
bookkeeper):

1. login to the Adviser Centre
2. get your reduced charge code
3. share it with your clients.

If you choose to pay by Direct
Debit, we'll give you the option to
select the account details (for the
employer’s bank account) you've
already given us. Payment will be
taken on the 12th working day
after we've activated the Direct
Debit.

You can get a copy of the VAT
invoice receipt in the ‘Account
transactions’ section of the Online
Account. We'll email a copy to you
(and the admin contact you added
to the account).

14
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o

o Help &
= support

Enter your billing information

Please complete your billing information. Your details won't be stored, but will be shared securely with Global
Paymenits only to process your payment. Read more about how we store your dara and when we'll share it, on our

website.

Use your existing details?

80% complete

| Please select

w

‘Cardholder's email address®

Plaase fill out af least one contact number balow that is ragisterad 1o the card*

Cardholder's hore number

‘Cardholder's mobile number

‘Cardholder's work number

‘Cardholder's biling oddrass fine T*

Cardholder's biling oddress line 2

l

Cardholder's biling addrass fine 3

Cardholder's biling ciry™

l

Cardholder's biling postcode®

‘Cardholder's biling country™

| Please select

*Mandetory fialds
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If you choose to pay by card, we'll
ask you for some information on
who the card is registered to.

Once payment has been
authorised, you'll see a message
confirming payment has been
successful.

15



Agree to bind the scheme

After payment has been authorised you'll need to read our terms and conditions.
WEe'll ask you to ‘bind’ the employer to the scheme. This means that you agree to

enter into a legal and binding contract with People’s Partnership (provider of People's

Pension).

You'll need to ensure you have the appropriate authority to do this before proceeding.

We provide some guidance notes on this but if you're still unsure if you have the

appropriate authority you should select ‘No’ from the drop-down list. The person with

the appropriate authority will need to bind the scheme before set-up is complete.
We’'ll request this person’s details on the next screen and will email them to request
that they bind the scheme.

90% complete

| © Payment authorised

Please now complete the agreement below.

E Confirmation (Terms and Conditions)

Please read the statements below and follow the instructions to fill in the necessary information.

The Principal Employer wishes to be admitted to participation in The People’s Pension the ‘Scheme). It is also desired
that those of the subsidiaries and associated companies of the Principal Employer that have employees who are
from fime to time eligible to join the Scheme should be admitied to participation in the Scheme. The Principal
Employer on its own behalf and on behalf of each of any of its subsidiaries or associated companies to be so
admitted therefore agrees that it and all such companies will be bound by and comply with the provisions of the
Scheme Rules in force from time to fime (click here 1o view o copy of the current Scheme Rules - opens in new
window].

Who has authority to bind?

Any person who is authorised to enter into contracts on behalf of the Principal Employer either:

* directly by means of an authority vested in them by the company’s arficles of association, partnership agreement
or other constituting document (as appropriate), or

* by delegafion under a power contained in that consfituting document, or

* a person within that organisation who otherwise has authority to enter into contracts on behalf of the
organisafion.

You must ensure you have the necessary authority before proceeding. An agreement to bind can only be

signed by a person who is authorised to enter into contracts on behalf of the Principal Employer. If you do not

have the authority to enter info a contract on behalf of the Principal Employer you must answer ‘no’ o the

question below.

If you answer ‘no’ fo the question below:

¢ you will be asked to supply the details for a person with authority to bind

¢ the authorised person will then receive an email outlining the process to allow them to authorise the binding of
the Principal Employer to the Scheme.

Do you have the authority to bind the Principal Employer? | Please select 3 1

Online Services - a quick guide

If you do have the authority to
bind the employer please select
‘Yes’ then read the terms carefully
before entering your name at the
bottom and selecting ‘I agree to
bind the employer’.

If you're a financial adviser,
federation or business adviser
(such as an accountant or
bookkeeper), you're unlikely to
have this authority.

16



Review the documents

After a few moments we'll produce some documents that you'll need to download.
These are also available in the ‘Documents’ section in your Online Services account.

100% complete
) Documents
© Set-up complete
You have now set up an account with The People’s Pension.
=] Letter of Agreement
— | This is a summary of information supplied.
———— Direct Debit Mandate
¥ .| Thisis acopy of the Direct Debit instruction to the bank that has been designated for payment of
S| pension contributions. This needs to be printed, signed and returned by post.
——

m| Scheme Rules
These are the rules governing The People’s Pension Scheme.

You can access these documents under the ‘Completed accounts’ section from your home page.

+ (S5

Need more Info?

Visit our resource library »>
This is where you will find infermation such as how/when to communicate with employees and how to use Online
Services.

Online Services - a quick guide

1 You should click ‘Continue’ once
you’ve downloaded all documents.
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What's next?

In the finance industry we're required to find out information about the companies
we're doing business with in order to comply with anti-money laundering regulations.
This is known in the finance industry as ‘know your customer’ and includes finding out
about the source of a company’s funds.

darrenseeruthun@bandce.co.uk
BaCE

S What you need to do next

* _support

100% complete

1 [Emalbcnkewdemeandmeolredbeﬂ’rMmdm ]

To comply with anti-money laundering regulations, we need evidence of the bank account that will be used to pay contributions.
You can emall a void cheque (marked as cancelled), paying-in slip or bank statement (from wathin the last three months) to us at
kyc@bandce.co.uk

As soon os the Direct Debit mandate has been signed you cen also emall that to kyc@bandce co.uk. This needs to be in place to
pay for pension contributions. el confirm we've recelved and arranged to set up your Direct Debit within three working days (of
receving the mandate). If you've selected to pay the sign up charge by Direct Debit well teke poyment after 12 working days.

[ Log in to Online Services ]

Take ¢ look around your Online Services account.

Ir's o good Idea to familierise yourself with all the features avalleble as you'll need to use these regularfy when managing your
occount with us. Please note that untl weve completed 'Know Your Customer’ and ‘Source of Funds® checks, you won't be able
10 do the following within your account:

* Make a payment
= Submit employee dota
« Manage employee data

We need you to enter further details so that your Online Services account complies with anti-meney loundering reguilations. You
won' be able fo ‘submit employee data’ until you've done this.

[Se‘lupcpaynllpmlder ]

If a payroll provider has not been set up now Is the fime. Having & payroll provider Isn't essential but It may be handy if there are
lots of employees.

To set one up you'll need some Information from us, which you'll find in the ‘documents’ section.

[un yployees what's happening ]

The Pensions Regulator requires every employer 1o tell thelr stoff certain Information about the pensien that's been set up. This
should be done as soon as possible either before or ust after your automatic enrolment duties start.

We provide you with some templates In our resource library.

Finish

i
;
N

You can find generic templates to tell your employees what's happening in our
resource library.

People's Administration Services Limited

During the final stage of set-up
we'll request evidence of the bank
account details being used to pay
pension contributions. The bank
account name needs to match the
name of the organisation that’s
signed up to People’s Pension.
This needs to be a copy of a bank
statement dated within the last 3
months. The statement must show
your name, account number, sort
code and the heading of your bank.
It must include all pages and show
your current address. We can’t
accept a document that has pages
missing or where information has
been obscured (eg transactions
blocked out). We can’t accept
screen shots or printouts of online
statements. If you do bank online,
you can download a copy of your
bank statement as a PDF file and
send it to us. If you need help with
this, please contact your bank.
Please email this to us at kyc@
peoplespartnership.co.uk. Though
please note that this isn't a secure
way to send documents. You

can also post them to People's
Pension, Manor Royal, Crawley,
RH10 9QP.

Once you've finished setting up the
pension scheme it's a good idea to
arrange for the admin contact to
login and familiarise themselves
with the employer’s Online
Services account. They’ll need

to use this to submit employee
details and make payments.

If you were unable to bind the
scheme this will need to be
completed before the account is
fully activated.

Manor Royal, Crawley, West Sussex, RH10 9QP. Tel 0300 2000 555. www.peoplespartnership.co.uk

Registered in England and Wales No. 2207140. People’s Administration Services Limited is authorised and regulated by the Financial Conduct Authority. Ref:
122787. It acts as a distributor of, and an administrator for, pensions (including The People’s Pension), accident and death insurance and a range of financial

welfare products. To help us improve our service, we may record your call.


https://thepeoplespension.co.uk/resource-library/
mailto:kyc%40peoplespartnership.co.uk?subject=
mailto:kyc%40peoplespartnership.co.uk?subject=
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