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Section 1: Introduction to ESS

Employer Self Service (ESS) is the platform through which employers and payroll providers conduct
pensions administration with West Midlands Pension Fund (WMPF). It facilitates the transmission of
information between employers and WMPF, and provides access to employer and member
documents and information.

Logging In
Access to ESS is through the Fund’s website: https://www.wmpfonline.com/employers/employer-
self-service

Home  Aboutus  Members  Employers  bwestments  Cavers  Mews  Canbactus —
EMPLOYER SELF-SERVICE LOGIN

WEST MIDLANDS PENSION FUND

EMPLOYER SELF-SERVICE (ESS)

# | Fmgoyer | Emplayar Solf-Senice {E25)

IMPORTANT NOTICE: DGWJI.QADS

When upl_lnading any flilej onto Enplu‘yal Self-Service, please do not add M Emplayar Sclf-Servics Acceptabia
special P P full stops and commas into the file Lizarge Py

name.

Employer Self-Service [ESS) I8 where we process the majority of your crganisation’s bulk member data. WAS THIS PAGE HELPFUL?
hew ks Ernpliper Seif-Servioe [ESS17 I you rewd avvess b Hub plese sontes e regiskred suoerser in your

crgeniizatian, Futher infarmzton on the systein senston and o Sl suie of meface schemas, please veil System e

Transition.

Click the Login button in the top right-hand corner:

Support for your Members
The West Midlands Pension Fund has a dedicated Member Services Team
who are [ by p ng to

members on a wide range of pension matters.

Read More

Enter your login details (username and password) and click ‘Continue’.

Username

Username

Password
Password

Forgotten Password? m

Fargetten Username?
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If you have forgotten your username and/or password, click on the relevant link and you will be
prompted to enter your email or username. You will then be emailed your username or a link to
reset your password.

Passwords must comprise the following:

= Atleast one upper case letter

= At least one lower case letter

= At least one number

= At least one symbol (please note * and ! are not accepted)

Layout
After logging in you will be directed to your ESS page. The menu on the left-hand side of the page
allows you to navigate through the following options:

= Member Access: allows the user to search for members, view details about their records,
and run calculations.

=  Workflows: allows the user to start new workflows, search for and view existing cases, and
reallocate cases if they are a Super User.

= Interface Management: allows the user to submit Interface files (Monthly Submissions,
Standard Interfaces and Exit Interfaces). It also displays doughnuts which show details of
previously submitted interfaces, including errors and dates of submission.

= Management Information: allows the user to view the Employer EDM (Electronic Document
Management) folders containing documents relevant to the employers that a user has
access to. It also allows the user to view employer information, details of submitted Monthly
Submission files, workflow statistics, and details of active members.
Document Library: contains links to useful documentation, for example links to guidance
documents, M1 forms etc.

Member Access
The Member Access tab allows you to view member records and run calculations for members.

idlands Pension Fund <

122 Member Access

B Workflows

1. Interface Management

== Management Information

B Document Library

You can search for members using the search bar at the top of the page:
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Search members... o q

You are able to search for members via surname, National Insurance number, member reference
number, or payroll reference number. Partial searches are acceptable.

Clicking the magnifying glass with no search term in will return all of the members that you have
access to as an employer or payroll provider user.

From these member records you can perform several actions by clicking on the “Member Actions”
button on the right-hand side of each record in the “Options” column.

Weasley o Q
4 records found for Weasley Select Columns »
— — Options
pos: Select DOB [ Dept: Select Department v
A Membes Actions
Pay Point: Select Pay Point v Location: Select Location v
Scheme: Select Scheme - Category: Select Categiory v A Wember Actions -
DO From: Select DOB From [] DoBTo: Select DOB To &
A member Actions -
Showing 1 to 4 of 4 entries A, Member Actions -
Pay No Name NI No Member No DoB Dept Location Pay point Scheme Ccategory Options.
1107109 'WEASLEY NA388573C 80111400 12 Oct 1973 ‘West Midlands Pension Fund Local Govt CARE (Full)
1107120 'WEASLEY NL356573C 80111411 27 Feb 1971 ‘West Midlands Pension Fund Local Govt CARE (Full)
1107121 'WEASLEY NM376573C 80111412 10 Aug 1957 ‘West Midlands Pension Fund Local Govt CARE (Full)
1107122 'WEASLEY NN386573C 80111413 08 Nov 1979 ‘West Midlands Pension Fund Local Govt CARE (Full)

From this drop-down you can:

= Run retirement estimates for members (please see Calculations below).

= View detailed membership records by clicking “View Admin Record”, which will enable you
to see the details held for the member by the Fund.

=  See the details which the member can see on their MSS (Member Self Service) account.

View Self Service

Run Calculation

View &dmin Record
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View Admin Record
Selecting the “View Admin Record” option will open a selection of member views in a new tab on

your browser.

West Midlands Pension Fund

Pay No Name NINO DoB Memb No Dupt Location Paypoint Scheme Category
08 Jan UNKNOWN West Midlands  Local Govt
E00377645 WMPFANON AAB42103B 1968 30842103 (Birmingham €C) Passion Ford CARE (Full)

Member Record View

Personal Details Salary Start Date Salary End Date Basic Salary Salary Rate 1
Wamber Baslc Dotalls 01/04/2021 31/03/2022 21695.00
Address Details

01,/04/2020 31/03/2021 20903.00
Email and Contact Preferences
Salarios and Sorvics 01,/03,/2020 21/03,/2020 20244.00
Service History
Member Number 30842103
Hours Histery
B snnison [ ==
Scheme Year History Salary End Date 31/03/2022
Baslec Salary 21695.00
Documents

Clicking on each tab will allow you to view the relevant information. In the example above the
member’s salary history is displayed. Please note that member records cannot be edited from this

view.

Note: a member’s hours history is a summary of their part-time hours only (if applicable). If a
member has no part-time hours, no hours will be recorded, and if a member has alternated between
full- and part-time hours, only the part-time hours will be visible.

View Self Service
By selecting the View Self Service option, you can see the same details as a member can on their

own MSS (member self-service) account.

Yeu are curreatly H5cessing the site at an Empleyer. Membar being vimwes: 80331402

ES Your Details

“Your persenal detolts

Memiber Number: 80411402 Date kelned Seheme: 14,2007

Curront Status Active Date Fansionnbln Sarvics 14,2007
Commenzed:

‘Surname: GRANGER

Eorename: HERMIGNE Sciwme Retirement Date: 268/ 203%

Eirss Middse Name: . Salnry: (Hold o show) Hiddan
Gompleted Komination Fomed: Mo

‘Second Midle Kame:
Marital tatus: single

Natwaal Inzurance Number: NCSODOTEC

Date of Bireh: 2678/ 1072

Date Jolned Company: 17472007

Staft Number: 1107111

Your eontaet detalls

Your communécation preferences

Your serviee details

“Your part time bours details

You are able to view the member’s personal details, contact details, communication preferences,
service details (with your organisation only), and hours details (part-time hours only).

Please note that these views are not editable: any changes to these details within the scheme year
should be communicated to the Fund via a Standard Interface. Historic changes should be notified to

the Fund by an Admin Referral workflow.
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The Workflow Tab

Launching Cases

There are a number of workflows that you are able to run that perform various function in ESS. Once

you have selected a workflow, a case is created for you to work on.

The workflows available to launch are:

= ESS Employer Amend my Contact Details
Allows a user to amend their own contact details for ESS — not this workflow does not affect
the contacts that WMPF hold for an organisation.

= ESS Admin Referral: Allows users to submit queries or documentation to WMPF about a

member or employer and allows WMPF to respond directly to the case.

= ESS Employer Maintenance View Only: Allows users to view details (including valuation

details) about the employers that they have access to.

= ESS LGPS Employer Reporting: Allows a user to run several reports in relation to the

employers that they have access to.

Active List report: lists all of the current active member records for a specific
employer.

Employer Contacts Report: lists all the currently held contacts for a specific
employer.

Monthly Submissions History: lists details of monthly submissions that have been
submitted for a specific employer.

Monthly Submissions Warnings Received: shows a list of warnings received
regarding Monthly Submission files.

Employer Workflows: lists details of workflows currently open concerning specific
employers.

Employer Cases Due Report: lists workflow due dates.

Employer Membership Statistics: gives details of the membership profiles of the
employers you have access to.

To start a new workflow, click “Create New Case” at the top of the page.

Create New Case

Version 1.5
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Select the relevant workflow from the Select Case Type drop-down and then give your case a title.
When entering the case title please be as clear as possible as this will make it easier to locate the

specific case later.

Create case »

Select case type

Select case type v

Enter case title

Once the selection has been made, click “Create Case”. The relevant case will be created, and you

will be prompted to either begin working on that case, or to create another.

Create case

Case successfully created 102892

Go to case 102892

Create another case

The case will be searchable by case number so it may be wise to note this down.

Version 1.5
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Viewing Cases

Cases you have created will appear in the Case Schedule on the left-hand side of the page, as shown
below:

Sort by
4 Newest first + Didest first

Monthly Submissions Interface

9997 October 2017 member number issee.csv
B Non member
Case ID Assigned To

102888 CLAIREMPLYR2 °

Start Dates 6 July 2023

Monthly Submissions Interface
9957 September 2017 AMENDED MEMBERNOS. csv

B Non memi bet

The latest case created will appear first on the schedule, with other cases arranged in order of time
created with the oldest cases at the bottom.

Itis also possible that cases will be created through other means; for example, an Employer Referral
case sent to you from the Fund, or a Monthly Submissions case generated by loading an Interface
file (see below). These will appear in the schedule in the same way as cases created via the “Create
New Case” option.

If you are attempting to locate a specific case, you can search using the Filter and Search options at
the top of the schedule. You will be able to search by case type, case status, or by the user the case
is allocated to. You can also search by case number by typing this into the Search bar. Clicking
“Submit” will refresh the schedule so that the case searched for appears at the top. Clicking “Clear”
will reset the schedule.

Cases
Each Case is represented by a case icon, as shown below:

ESS Admin Referral
Workflow

Test

B Non member

Case ID Assigned To

102860 MATTTEST °
Start Date: 6 July 2023

A Action Required

This icon will display the Case Type, Case Number, and the date the case was started, alongside the
current allocated user. It will also display the case status in the bottom right corner.

Version 1.5
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Any user can view the case by clicking anywhere on the icon. Only the allocated user can make

changes to the case.
Only Super Users are able to reallocate cases.

To reallocate a case, select the “Reallocate Case” button under the filter options.

B Reallocate Case...

You can then choose the relevant case to reallocate by clicking on the box to the left-hand side of

each case, as below.

ESS LGPS Employer
Reporting

test

B Non member

Case ID Assigned To
103130 CLAIREMPL°
YR2

Start Date: 7 July 2023

A& Action Required

Once the relevant case has been selected, you can reallocate the case by selecting the required user

from the “Select employer to reallocate case” drop-down, then clicking “Reallocate”.

M Reallocate Case...

Reallocate Selected Case

& alant 1 +

loyer to

AMYEMPLOYER
CLAIREMPLYR
CLAIREMPLYR2
CRAIGTEST
LAURATEST
MARKEMPLYR
MATTTEST
MOHAMMEDTEST
MOHAMMEDTEST1

oL
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Reallocate Selected Case

® Reallocate

The case will now be allocated to the selected user.

EDM (Electronic Document Management)
Note: Employer and Member EDMs are due to be delivered in an upcoming system update.

HH West Midlands Pension Fund
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This tab is where you can access any documents related to the employer(s) that you have access to.

If you have access to multiple employers, each of these will have their own folders in EDM.

Employer EDV

&= 9997 DEXTERS
Bm ESS Admin Referral Workflow
B ESS Employer Amend My Contact Detalls
& ESS Employer Referral Workflow
I 102858
| 102956
I 103269
Mm 103376
B ESS LGPS Employer Reporting
L] P - Sup
I Monthly Submissions Interface
[ Active List Report
[ Manthly Submisslon History Repart

Clicking on each folder will expand it and show any sub-folders. In the example above there are four

cases saved in the “ESS Employer Referral Workflow” folder, which can be accessed by clicking the

relevant case number. All documents attached to the case(s) will be saved in the Employer EDM and

can be accessed via this method.

Employer EDM

5% 9997 DEXTERS
Bm ESS Admin Referral Workflow
8 ESS Employer Amend My Contact Details
& E55 Employer Refarral Workflow
m 102856
Bs 102956
DO Confirmed Leaver notification
& 103269
[ Final Message Histary
Bs 103376
[ Final Message History
[ Member Data Summary
W E55 LGFS Employer Reporting
™ -
B8 Monthly Submissions Interface
[l Active List Report

Version 1.5
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The Document Library
This tab is where you can access the Document Library. This is a secure repository of documents you
may need to reference when performing pension administration duties, for example M1 forms for

ill-health retirements. All ESS guidance will also be uploaded to the Document Library for ease of
access.

User Group Functionality
There are three levels of access in ESS:

= Super Users have the highest level of access for employers and payroll providers. They will
be able to launch workflows, view open cases, load interfaces and view member records.
They will also be able to alter the contact details of other users within their organisations,
run reports, create, amend, and revoke user accounts, and reallocate cases to other users
within their organisation. Organisations MUST have at least one Super User. The Fund
recommends having at least two Super Users as a back-up in case of illness or unforeseen
circumstances.

= General Processing users will be able to launch workflows, view open cases, load interfaces
and view member records.

= Read Only users will have access to view member records and view open cases but will not
be able to launch workflows or upload interface files. It can be useful for an organisation to
have Read Only users even if they use a third-party payroll provider to send data to the
Fund, as it provides an avenue to monitor performance and make sure the organisation is
meeting its statutory obligations.

Further guidance on General Navigation in ESS is available in our empty-room training video.

Version 1.5
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Section 2: Interfaces

The Interface page is where a user can submit files to the fund. There are three types of interface
files that can be submitted: Monthly Submissions, Standard Interface files, and Exit Interface files.
The schemas for each of these files can be found in the Document Library and go into detail about
file layout and contents.

=  Monthly Submission files are how the Fund must be notified of new joiner details, earnings
and contributions data, additional payments, and opt-outs within three months (refunded
through payroll).
Employers are required by the Pension Administration Strategy (PAS) to submit this data to
the Fund on the 19" of the month after the relevant contribution period.

= Exit Interface files are how the Fund is notified of leavers, whether these are retirements,
refunds, or deferments.
Please note that any members opting out in the first three months of joining, but that have
not left employment, should be reported on the relevant Monthly Submission file, not via an
Exit Interface.

= Standard Interface files are submitted to update member records with the latest
information, including changes in hours, personal details, payroll reference numbers, etc.
within the scheme year. Historic updates should be submitted via Admin Referral workflows.

TALK ABOUT WHAT GOES ON EDM

Please note that file names for interfaces must not contain full stops or special characters because
these will prevent the interface file from loading.

The Interface Management page also contains a number of “doughnuts” which summarise the status
of the three different interface types submitted by your organisation at a glance.

X Interface Management

& Member Accesa

s Beleat an Ietertaos bise.. v |m mln

£ Interface Masagement

B Manmiemest istermation

B Decument Libenry

Version 1.5
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Selecting the desired interface will load the relevant doughnuts and give an immediate visual

indication of any actions that need to be taken:

W Momber heoes

imerface Mantnly Ssmasicas - n
B Workous e

2. intertae Masagement

Incled claan fas?

a-oa

2 Mamagement infermation

B Cacement Libary

& Churs Eelopar

B Legaut

4
H
§
B

The doughnuts above show that there are errors on the previously uploaded Monthly Submission
files and therefore action to correct the errors must be taken. The table below the doughnuts
indicates the number of errors. The doughnuts will also show any excluded members (who will

therefore not be processed on the file) and advisory warnings which also may need to be addressed.

X, Interface Management

& Member dcceax

Ry - . @-om
= e hiad
& intartaca Manaasmant
T 14 Jun 2023 14 Jun 2023 14 Jun 2023 05 Jus 2023
LU Sl 1T TLEAN... 2002 ot AT CLERR. U P BT R 903 A 2027 L.
B cocument Library
° |
Tatal = 2 2 s
S pr— 35 35 I =
Adsisary o @ o o
Eriutu: a a o I
- Erros o a o @

Once all errors and warnings are resolved, the doughnuts will show the file as successful and will

appear in green, as above.

Version 1.5
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Uploading Interface files

Monthly submissions

Please note that the deadline for each monthly submission is the 19%" of the following month. Please
also note that monthly submission files must be loaded sequentially; for example, you could not load
the August 2023 file without successfully loading your July 2023 file.

The Monthly Submission Schema Pack provides a template for your file along with detailed

information about how to complete your file.

The first step in uploading a Monthly Submissions file is to click on the Interfaces tab on the menu on
the left-hand side of the ESS page, then select “Monthly Submissions” from the “Interface type”
drop-down menu.

X Interface Management

Interface

type Select an interface type... v h |

Select an interface type...
Monthly Submissions

Exit Interface

Standard Interface

The “Upload Files” button will then become active.

D) e o-o8

14 Junanaa 14 Jun anaa 08 Jus 2023
2000 0w 22T CLEARL. B P BT Rzt L Rt 02T L

“‘lll “‘lll “‘lll |
E 2 2z

5 % %

El o o

Click this button and choose the relevant file from the folder pop up. Please make sure the file has
been saved as a CSV (comma delimited) file as otherwise it will not upload.

Version 1.5
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File Upload confirmation

Interface file:
File size: 9KB

2001 Dec 2017 CLEAN osv.

canest m

You will be asked to confirm the upload. Clicking “Upload File” will upload the file and begin a new
Monthly Submissions case. Alternatively, you can “Cancel” and start again, choosing a different file if
necessary.

File Upload confirmation

Interface file: 2001 Dec 2017 CLEAN.csv
File size: 9 KB
File validation successful

Once the file has been uploaded you will receive a confirmation as above. After clicking “Close”,
clicking “Refresh Data” will update the doughnuts to reflect the uploaded file:

Intartme 1
..... . . ——
e O © a-oa
- sz - sz
2004 Brpd 2007 CLEAN... 2004 ot 20T CLEAM.... 2004 Kow 2047 Resl... 300 Deo 2047 CLEAN...
.e .e .o Q o >
- Supeesstal 28 a8 25 L3
Advisary o L o 28
- Exaluded o o o L3
- Eroes.

On uploading a Monthly Submission File, a Monthly Submissions workflow will be automatically
created and assigned to the user who uploaded the file. Navigate to the Workflows tab on the menu

Version 1.5
14/09/2023 16



West Midlands Pension Fund

e
esne
eeee

on the left-hand side of the page: the new Monthly Submissions workflow should appear at the top
of the queue.

Monthly Submissions Interface

B monmember

- Ep— >

St e 1o June 2023
i Action Buguired

ESS Admin Referral Workflow

B Non mamber

o p— |

Mot vl s o s

Click on the workflow to open it. Without completing the workflow, the Monthly Submissions file

will not be sent to the Fund to be actioned.

Once opened, the following screen will appear. Please make a note of the Case Number as this will

aid in finding the active case at a later date if necessary.

Case D :72315

Row Count
25 rows of data are in the submitted file
Validation Reports

Emplayer Vaidations Summary

{pfy

’j EmnployervalidationsSurnmary.pdf
Employer Validations Summary

s

EmployervalidationsSummaryxlsx

Emplayer Vaidations
Breakdown:

i Ernployervalidationsxdsx

Three files will be made available for you to download, as shown above. The Employer Validations
summary PDF contains a list of any errors on the uploaded file, and a list of all successfully run

validations.

Version 1.5
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DataSure Check Control - Results

Errors

Checkid Description Member Total Error Total Grouping

No Errars Reported

Data Checks Run with No Fails

Listed below are the data checks that were run that did not return any fails.

Check id Description Data Rating TPR Group

Cokumn D - Surname s 3 mandatory ek

Surname dows nat match record - Updste v 510
Farenames i5.a mancatory fleid

- Farmname 1 doms not match record - Updste va 520
Forename 2 does ot masch record - Update wa S10
Parpname 3 dows et masch record - Updte wa 510
Titke 15 2 mandatary field for Janers
Tithe is not valia. Please see it of accopted codeuhvalid formats
Gender 5.3 mandatory fiekd for loimers
DOM s  mandatory feld
DO does not match record - Updante via 510
COM indicates mambes under 16

ter than Date of Scheme Admission {Cosma AW)
icates mamber over 74 4nd not slgitle for the iheme

DOB does not match exi

&4 mandstory ek lor Janer
Start Date wocd

Contetntion £nd Date must Mnem\munemm:&naunu
Contriution End Date Inconsktent with other members on the fie
Cotuma T - Contstution End Date i i the huture
An entry wish this Comtribution End Dabe (Codumn T) aineady exisis on member record

wad, i
Cokumn ¥ - Employee Contribution Rate imalid based on Sectian in Cokamn U
Cohuma § - Conrisution Start Dute is in the futune

The “Employer Validations Summary” xlsx file contains a list of all the validations run against the file,
and also identifies any validations that have been failed. This is a useful tool for identifying
corrections.

He Hume e Vam Lk Pk Puae et

[t | i o [ | e

L n ]

Pac 2 8 i I Mg Ao - | ST (gm0 9 [ A
o et iy | maie s

¢ hae
< rol P resond oA iz 517
- Forsaenis ¥ pse yud raaae e - et wn 513
Fovoname 3 vt rel A resond LiaAme vz 517

+ 4 - DOB o v rnaic waand - Ubsdase e 211
1A reb 1

] FOUCSH Coneree U et FE e R R L et

Version 1.5
14/09/2023 18



West Midlands Pension Fund

The “Employer Validations” xlsx file contains a description of any validations failed on each line of
the uploaded file. This will enable any critical errors (file will not be loaded) or medium errors (do
not prevent the upload of your file) to be identified so that you correct your original file and re-

upload it.

Autesve GHD [ D~

P Search (Alt+Q)

Clair Knott [cal

File Home Insert Page Layout Formulas Data Review View Developer Help Power Pivot 2 Comm|
E_El A Arial vl L AA = _E B 3B Wrap Text General v == @ E’/ & =X = > %? p
-~ .
Paste = BT oU- AL = erge & Center ~ | STV | gm . gf g &1 g | Condtional Formatas Cel Insert Delete Format | Sert& Find&
- ~ z Formatting ~ Table v Styles ~ ~ ~ - Filter ~ Select ~
Clipboard 13 Font E] Alignment 5 Sensitivity Mumber E] Styles Cells Editing
Al - J | Row Number
A B c o E F G H | 4 K
1 [Row Humber |- lemployer number [~ |Empioyee Membership Number [~ | o ~| Suname [~ |Date of Birth [~ | Payroll Number [-|Checkid [~|Check Description Rating |~
2 2 200 80000085 NT364573C  Black 1710611962 1107127 60036 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
3 3 2001 80000088 WB366573C Bones 20/09/1962 1107129 60036 Column X - Main Section EE Contribution not as expected based on Columns V and W Medium
4 4 2001 80000075 NH316573C  Brown 01/08/1971 1107116 60036 Column X - Main Section EE Contribution not as expected based on Columns V and W Medium
5 5 2001 0000073 MEBEEST3C Crabbe 0211211973 1107114 60036 Column X - Main Section EE Contribution not as expected based on Columns V and W Medium
& 8 2001 30000082 NP398S73C  Dumbledore 14112/1968 1107123 80038 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
7 7 2001 80000091 WE388173C  Dursley 171081962 1107132 80038 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
8 H 2001 80000074 NGIBBS7IC  Goyle 141031871 1107115 80038 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
) ] 2001 80000070 NCSB6573C | Granger 261081972 1107111 60036 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
10 10 2001 8000071 NCBG6S73C  Longbottom 1/011959 1107112 60036 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
Al 11 2001 80000078 BK346573C  Lovegood 18/06/1965 1107119 60036 Column X - Main Section EE Contribution not as expected based on Columns V and W Medium
12 12 2001 80000083 WC368573C  Lupin 211111961 1107130 in Section EE Contribution not as expected based on Columns V and W Medium
13 13 2001 80000072 NE7E6573C  Malfoy 161211965 1107113 in Section EE Contribution not as expected based on Columns V and W Medium
14 14 2001 0000083 NB3§1573C  McGonagall 06/04/1960 1107124 60036 Column X - Main Section EE Contribution not as expected based on Columns V and W Medium
15 15 2001 30000090 WC369573C  Mclaggen 0S/0111957 1107131 80038 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
16 18 2001 80000078 NB326573C  Parkinson 19/011965 107117 80038 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
17 17 2001 80000077 NJ336573C  Patil 021071872 1107118 60036 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
18 18 2001 80000087 WA3B5573C  Pomfrey 181101968 1107128 60036 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
19 19 2001 B000D0BY NB4GESTIC  Potter 141121977 1107110 1ain Section EE Contribution not as expected based on Columns Vand W Medium
20 20 2001 80000092 WE366273C Riddle 08/07/1962 1107133 in Section EE Contribution not as expected based on Columns V and W Medium
21 21 2001 80000085 NS363573C  Snape 02/01/1955 1107126 in Section EE Contribution not as expected based on Columns V and W Medium
22 2 2001 0000084 NR362573C  Sprout 03/08/1980 1107125 in Section EE Contribution not as expected based on Columns V and W Medium
3 23 2001 20000113 NAIBESTIC  Weasley 121101573 1107109 80036 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
24 24 2001 80000079 NL3SBST3C  Weasley 27021971 1107120 80038 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
25 25 2001 80000080 NM37B573C  Weasley 10/081957 1107121 80038 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
26 25 2001 B000O0BT NN3BESTIC  Weasley 0811111879 1107122 60036 Column X - Main Section EE Contribution not as expected based on Columns Vand W Medium
7
28

You will be prompted to identify any errors and rectify these in order to send correct data through to

the Fund. Failed validations will be classified either as “Warnings”, which should be reviewed and
actioned if possible but will not stop the file from being submitted, or “Errors”, which will prevent
the file being submitted until they have been rectified.

= Winrfioves

& Action Required
3 b s ESS Admin Referral Workflow
- oo B hen
& inierta Management.
2 Morogemert infomotion: f— E— °
B DoamereLery SomDme M

& Action Recquined

ESS Employer Maintenance -
View Only

B ton member

T CLAREMPLYR: > ]
uie 14 june 203

& Action Required

ESS Admin Referral Workflow

Employer oldobions Surnmany
st

Cobumn. Mok Secton BE Cortbubon ok 25 cepected basedon CoumnsVand

w

eree @ o

If there are no errors on the file, you will then be able to submit the file to the Fund.

[If there are warnings in the file, you can choose to ignore them and the case will proceed, or you
can (if required) choose to turn the warnings into errors, abandon the current case, go back to your
source file to correct the errors, and upload your new file.]
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= Winridiovs

& Action Required

ESS Admin Referral Workflow

B tien mernisr

TaE MOHAMMELEVFLYR [>]

" Acti s 9?"‘":< Wil Section SE Cortribubion not a5 oxpeded based on Couming Vand.
ESS Employer Maintenance - erer @ o
View Only abandon
B #on member Aargon vaorkfons
T CLAREMPLYR: ° Raset
I .
®
& Action Required eg

ESS Admin Referral Workflow

Select “No” under “Abandon Workflow” and then “Next”.

The final stage is to submit the file through to the Fund. The following page will appear:

Case|D:72315

Remittance for DEXTER'S ACADEMY2 (2001)

Remittance Advice

Employer Inputs
Contribution Rate
20.4

Deficit

Motes
Abandon
Abandon Workfiow? *

Please note that the “Remittance Advice” pdf is NOT the Remittance Advice constituting proof that
the file has been sent to the Fund. The file will NOT be sent to the fund until the “Submit to Fund”
button has been selected.

Confirm that the employer contribution rate is correct and select “No” under “Abandon Workflow”,
then click “Submit to Fund”. This will submit the monthly submission file through to the Fund and
close the workflow. It will also produce a Remittance Advice document which will be stored in the
Employer EDM (when available) under the relevant case number.

If there are any new joiners on the submitted file, an email will be sent to the user that uploaded the
monthly data file to notify them that the joiner report (containing the new joiner reference
numbers) is available to access in the Employer EDM (when available). You must ensure that the
new reference numbers are added to the next monthly data file to ensure that you are able to load
it.
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You can also access membership reference numbers by running an Active List report.

If there are errors on the Monthly Submission file, download the error report that is produced, then
abandon the workflow (by selecting “Yes” in the “Abandon Workflow” drop-down and clicking
“Continue”). You must then rectify the errors on your original file and re-upload following the same
steps as above.

There is also an option for you to download a resubmission file if your file contains errors: we would
advise against going down this route and recommend following the ‘Abandon Case’ route as
described above.

For further guidance on the Monthly Submission process, please see our training guide video.

Standard Interfaces
Any changes to member records (within the scheme year) should be submitted to the Fund via a
Standard Interface. These include:

= Personal details changes

= Change of address

= Changes in contribution rate

= Change in section (Main or 50/50)
= Hours changes

= Breaks in Service

Please note that historic changes (relating to a previous scheme year) on member records should be
submitted via an Admin Referral workflow.

The Standard Interface Schema pack, goes into detail about how to complete the file. Once your file

has been created, it must be loaded as a .csv (comma delimited file) and submitted to the Fund to
update the relevant member records.

Standard Interface files are loaded through the “Interface Management” tab in a similar way to
monthly submission files. Select “Standard Interface” from the “Interface Type” drop-down and then
click the Upload File button.

Interface type Standard Interface O Include clean files?
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HH West Midlands Pension Fund
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A window will pop up for you to choose the file. When chosen, the following pop up will appear.

File Upload confirmation X

Interface file: 9997 Standard Interface A Dumbledore
name change 14 7 23.csv

File size: 1 KB
B Upload File

Clicking on “Upload File” will upload the file. Selecting “Cancel” will abort the upload so you can start

again with a new file.

Once your file has been successfully uploaded you will receive a confirmation.

File Upload confirmation X

Interface file: 9997 Standard Interface A Dumbledore
name change 14 7 23.csv

File size: 1KB

File validation successful

If there are any errors or warnings on the file once the validations have been run, the relevant

doughnut on the Interface Management tab will update to show this.
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After uploading the file, a workflow will automatically be created for you and will appear in your
schedule.

Standard LGPS Interface

9997 Standard Interface A Dumbledore name change 14 7 23.csv
H Non member

Case ID Assigned To

150054 CLAIREMPLYR2 °
Start Date: 14 July 2023

As with the monthly submissions workflow detailed above, you will need to complete this workflow
before the Fund can process any member changes. As with the Monthly Submissions workflow, any
errors will be flagged for you. These can be rectified outside ESS and the file resubmitted in the same
way as for the Monthly Submission interface.

Please note that each type of change on a member record (e.g., Personal Details, Change of Address)
will require a separate line on the Standard interface. For more details, please see the Standard
Interface Schema pack.

Exit Interfaces
Exit interfaces are how you must notify the Fund of leavers. These can be opt-outs (after the first
three months), deferments, retirements, and deaths in service. The Exit Interface Schema Pack

provides a file layout and full details of how to complete your exit interface.

Our Leaver Flowchart explains how to notify the Fund of opt-outs or leavers. Please note that opt-

outs within three months (those refunded through the payroll) should be notified to the Fund via a
Monthly Submission interface, not an Exit Interface.

Exit interfaces are uploaded in the same way as the Monthly and Standard interfaces. Much like
these interfaces, a workflow will be automatically created if there are errors in the file and will
appear in your schedule once a file has been uploaded. You will be notified of any errors within this
workflow, and they will also appear on the doughnuts in the Interface Management tab. You can
rectify errors by abandoning the workflow, then correcting and resubmitting the file as detailed in
the monthly submission guidance.

If you have specified on the Exit Interface that there are documents to submit (RB1/RB1D, for
example), a document upload case will be launched and will appear in your schedule. You can
upload a maximum of three documents, but you are able to combine all documents onto a single
PDF. Please note that file names should not contain special characters (including apostrophes) and
that zipped files are not accepted.

Further information on retirements is available here.
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Section 3: Queries to and from the Fund

Queries to the Fund: the Admin Referral Workflow

The Admin Referral workflow allows you raise a query or submit historic data changes securely with
the Fund. Any documentation that contains sensitive data should be submitted through this
workflow.

This workflow allows you to:

= Ask employer or member-related queries to the Fund.

= Send bulk TUPE transfer files.

= Send bulk joiner files (for historic joiners only: new joiners should be flagged on the relevant
month’s monthly data file).

= Send documents securely to the Fund.

Starting the Workflow

You can start an Admin Referral workflow by selecting the “Create New Case” option in the
Workflows tab and selecting “ESS Admin Referral” from the drop-down menu. You will also need to
add a case title.

Create case

Select case type

Select case type

tact Details
ESS Admin Referral
lew Only

ESS LGPS Employer Reporting

ESS Maintain Employer Cotacts Super User

oo Y

Selecting “Create Case” will create an Admin Referral case, which will then be visible in the
Workflow tab. You will also need to enter a case title.

Please enter the Case Title in the format EMPLOYERREFERENCE# (Member number if applicable)
DATE DD/MM/YY

For example: 9997 (80111415) 12/07/2023.
Clicking on the relevant case will launch the workflow. You can then follow the steps below.

When you launch the workflow, you will be given a brief description of what it is for. This will also
display the Case ID. It is recommended that this is recorded so that the case can be found in the
future if required.
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Case ID: 112622

Start Employer Workflow

Workflow Information

This workflow allows you to raise a query with the
admin team. This could be a general enqguiry or a

query which relates to a member. You will be able
to upload documents as part of the process.

4

You will be asked if your query regards a specific member, or whether it is a query regarding your
organisation. Either way, you must select the relevant employer from the first drop-down menu.

Admin Referral Workflow - lden Verification Inputs - Employer: 999

Employer

Employer*

8907 - DEXTERS LTD l

ﬂemEer I " relevant)

Empioyer or Member level? *

Employer Case

entity .00 items required)

Member Number
Forename
Sumame

NI Nurmiper
Deate of Birth
1stLine of Address

Postcode

Process Option

Select Addon ¥

Search if Member or proceed for Employer .

You can then choose whether the query is at member or employer level.

Employer level queries

If the query is an employer level query please select Employer Case from the drop-down menu, then
select “Search if Member or proceed for Employer”. Clicking “Submit” will move the workflow onto
the next stage.
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Case ID: 127792

Admin Referral Workflow - Administration Referral Inputs - Employer: 9997

Admin Contact Inputs

Sefect Employer

0907 - DEXTERS LTD .

Reason for Referral *

Missing General Infermation .

Message for Administration:
Please could you forward some guidance on ill health retirements. Thank
you.

Attach Documents
If Uploading 3 Document Please Enter
Tide.
Hie 1 toUpioad

No file chosen

Fie 1 Title

Fie 210 Upiosd:
No file chosen

Fle 2 Title:

Fie 3w Upiosd:
[ Choose File | No file chosen

Fie 3 Title

Admin Case Options

Admin Case Opdons *

Cantinue .
]

You should enter your query into the “Message for Administration” box to be reviewed and
actioned. The “Reason for Referral” dropdown must be used to select a specific type of query.

You are also able to load up to three documents at this stage, by clicking “Choose File” and
navigating to the appropriate file. Each file uploaded will require a title. Please make this as clear as
possible.

If you need to upload more documents, you can do this by selecting “Upload Additional Documents”
under “Admin Case Options”, then clicking “Next”. The workflow will loop back around so you can
upload an additional three documents as above.

If you are satisfied with your query and have uploaded all the required documents, please select
“Continue” under “Admin Case Options” and click “Next”. The query will then be sent to the Fund
for actioning.

Version 1.5
14/09/2023 27



West Midlands Pension Fund

e
esee
eeee

Admin Case Options

Admin Casa Options *

Continue -

Upload Additional Documents

Continue

Reset
[
x

Member level queries

If the query is a member level query, select “Member Case” from the drop-down menu. You will
need to enter some identifying information in the search fields. You can enter information in more
than one field if necessary. Once information has been entered, select “Search if Member or

proceed for Employer” in the “Select Action” drop-down, then click “Submit”.

Admin Referral Workflow - ldentity Verification Inputs - Employer: 9997

Employer

Employer *
0807 - DEXTERS LTD

Member (If relevant)

Employer or Merniber level? *

Member Case

Member Murmiber
80111402

Forename
Hermione

Sumame
Granger
NI Mumber
Dateof Birth
st Line of Address

Postcode

Process Option

Select Action*

Search if Member or proceed for Employer .

The page will be updated, and you will need to select the appropriate member record before

proceeding. To do this select the correct record from the “Matched memberships” drop-down.
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Matched Memberships (1 Records)

P :

Select the memioership o process

LGPS A 30111402 (80111402) HERMIONE GRANGER NC5366373C 26.05.1972 14 BARR ROAD B398 TEL

Once a member is selected the “Select Action” drop-down should automatically be populated with
“Proceed with Selected Memberships”. Clicking “Submit” will move the workflow on to the next

page.

Matched Memberships (1 Records)

Select the mermibership to process

LGPS A 20111402 (20111402} HERMIONE EE.I'-'-.

Process Option

Select Action *

Proceed with selected memberships .

If you have made a mistake or the correct member has not appeared, you can re-enter data in the
search fields and select “Search if member or proceed if employer” from the “Select Action” drop-
down and repeat the above stage until the correct member record appears.

Once you have proceeded the following page will appear.

Admin Contact Inputs

SeleEmpioyer

0907 - DEXTERS LTD .

Resson for Referral. ¥
Reset

Query on Pay
Query on Hours
Query on Service
Error in Joiner

Valuation Queries .
Arttacnrocuments

iflUpioading 2 Document Plesse Enter a
Tite.

Fie 1 toUpiosd:

No file chasen

Fie 1 Tide:
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You should make sure the correct employer is selected, then choose a “Reason for Referral” from
the drop-down menu.

You will also be able to upload documents in the same way as described above.

Please also enter a “Message for Administration” explaining the query for the ease of the case
handler.

Once you have entered your query and uploaded any documents, please click “Continue”.

You will be directed to the following page, where you will be invited to enter any changes to pay
details if these are applicable. Please note that this will not update the member’s record.

Case ID : 134828

Admin Referral Workflow - Administration Data Review - Employer: 9997

Members Data

Mernber Data Summany

Data Comments

Details to changes made or comments: *

Post 2014 Pensionable Pay - Current Year

F ——

Pensi Fayin the final sch year for the
period 1st Apel to date of leaving:
Current Year - Post 14 Pay - Main (X

Current Year - Post 14 Pay - 5050 (£):
Post 2014 Pensionable Pay - Previous Year

Previous Year - Post 14 Pay - Main (£}

Previous Year - Post 14 Pay - 5050 (£):

Pre 2014 Pensionable Pay
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Fullime equivalent Pensionable Pay for the last 365 days
worked for calculating pre 31 March 2004 benefits:

Final Pensionable Pay (£f

Previous Pay Details for pre 31/03/2014 benefits:
Previous year's pay details for calculating pre- 31 March 2014
benefits {if more heneficial)

Ful-ime equivalent of Pravious year's pay
(£

Pay details where the reduction in pay occurred pror to
01,704,/ 2008 and a cerfificate of protection was issued
Deetaiis of Protected Fay (£

Best 3 year consecutive average annual pay figures inthe last
13 vears ending 31 March, if the reduction occurred after
01,04,/ 2008

Annual Pay Fgure (£):

Period End Date:

The LGPS Data Summary PDF will display all the information the Fund currently holds about the
member, so this can be checked before the query is made.

West Midlands Pension Fund @

Member Summary

Member's Personal Details

Member Name: Piss Bermicne Granger emier Numiser: Ba111802

Wational Insurance Number: NCS66573C Gender Femaie

Dane of Birth: 26th August 1872 Marital Status: single

Status: Active Schesne Category: Local Gowt Care (fll]
Emplayar: Oeeetirs Lisd Departean:

ot Jeinmd Cormpany: ot Aped 3017 Dt Inined Scheme: 1t Aped 2007
Penuinnstie Sarvice Date: 15t Aprd 2017 Hormal Preion Age: FHah Augst 2079
GNP Payment Oute: Starte Preicn Datr: FHah Augest 2079

Service History (change of scheme category and employer)

Start Gate: End Date: Scheme Category:  Employer Saatus:
D1-p8-70n7 Local Gt Care |fidl]_Desters i

Hours Histary (part-time hours and breaks)

Start Date: End Date: [—rr— Full Time Hours Howrs Mistory Code

CARE Earnings

Please review the fields, entering any changes or discrepancies in the relevant field.

Please also make sure to inform the Fund of any changes made on this screen in the “Data
Comments” box, or to inform us that no data has been changed on this page. This is so the case
handler can action any changes made.

Once any pay details have been recorded, please click “Continue”. You will be directed onto the

Hours review page.
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Case ID: 134828

Admin Referral Workflow - Administration Hours Review - Employer: 9997

Members Data

Member Data Summary.

LGPSDHaSmlmy.pﬂf
Data Comments

Details to changes made or comments: *

Hours at start wrongly reported - 25 hours/week. Correct hours 37/ week.

Hours Record 1

S@rtDeel:
01 April 2017

End Date 1:

Pare-gme Hours 1:
o

Full Time Hours 12
37

Hours Record 2

Stmrt Date 2
End Date 2
Parttime Hours 2
Full Time Hours 2:

Hours Record 3

Start Dete 32
End Date 3:
Part-tme Hours 3

Full Time Hours 3:

==n

As with the previous Pay Review stage, please enter any hours data that differs from the Fund’s
already held information. If any changes are recorded, please make sure to enter the details in the
“Data Comments” box. Once all changes have been recorded, please click on “Continue”.

This will then send the query to the Fund to be actioned. You will receive a confirmation that the
case has been successfully submitted to the Fund.
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Update case

Your case has been submithed suocessfully

Queries returned by the Fund.

Once your Admin Referral query has been assessed by the Fund, and necessary actions taken, it will
be returned to your schedule in the Workflows tab. You can open this to view the Fund’s response
by clicking on the case tab.

Case ID:127792

Admin Referral Workflow - Employer Review Response - Employer: 9997

History
Adminisration Referal History:
MessageHiistory.pdf
Admin Response:
Admin Response:
Thank you for your guery. Please find the requested guidance attached.

Attach Documents:
If Uploading s Document Plesse Emera
Tide.

Rie 1 to Upioad:
[ Choose File | No file chosen

Fie 1 Title:

Fie 2 to Upioad:
No file chasen

Fiie 2 Title:

Rie 3to Upioad:
No file chosen

Fie 3Title:
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Message for Admin:

Message:

Admin Review Options

Empiaoyer Case Opdans *

o

West Midlands Pension Fund

e
esne
eeee

Opening the case will open the above page. The Fund’s response will be located under “Admin

Response” as above.

The “MessageHistory” PDF file can be downloaded and will display a list of all messages sent during

the case, both to and from the Fund, with dates and users who have sent the message.

The Admin Response message will indicate if any documents have been attached to the case by the
Fund. If documents have been attached, they can be viewed by selecting “View Documents” under

“Employer Case Options” a

nd clicking “Next”.

You will be invited to choose a document to view. You can choose which document to view by

selecting it in the “Document” drop-down menu, then clicking “Continue”.

Case ID : 127792

Select a Document to View:

Documenc*

L

Guide to Il Health Retirements

Message Report

Admin Referral Workflow - Select a Document to View - Employer: 9997

-

x
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The document will then be made available for you to download and view.

Case D : 127792

Admin Referral Workflow - Display Document - Employer: 9997

Click the link to access the document:

Daownloaded Doournent
GJi\lemIIHeallhRdiurmIs.dm
Do you want to view another document?

Opdion: *

Mo .
=re

You are then able to view another document if applicable by selecting “Yes” from the “Option” drop-
down and clicking “Continue”, which will return you to the “Select a Document to View” page.
Alternatively, you can select “No” and then “Continue”, which will return you to the “Employer
Review Response” page.

Message for Admin:

Message:

Admin Review Options

Emplayer Case Options *

x

Query Resolved
Refer Back to Adminisiration

View Documents

If you have further queries for the Fund, or the Fund requires a response, you can type in a message
for the Fund in the “Message for Admin” box, then select “Refer Back to Administration” under
“Employer Case Options” and click “Next”. This will return the query to the Fund user handling the
case. This can be done multiple times if necessary, until the query is resolved.

Once the query has been resolved to your satisfaction, you can instead select “Query Resolved” in
the “Employer Case Options” drop-down, then click “Next”. This will close the Admin Referral
workflow.
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Case ID : 127792

Robot Step

Step is completed.

The case will still be accessible in your EDM (filed under the relevant employer number, then sub-
filed under the Case Number), along with any documents attached to the case, for future reference.

Queries from the Fund: The Employer Referral Workflow

The Employer Referral workflow is how the Fund will contact you with queries on both a member
and employer level. They are launched by a Fund user and will be sent into your case schedule,
where they can be picked up.

ESS Employer Referral Workflow

= Member 80111414

Case ID Assigned To

127788 CLAIREMPLYR2 o
Start Date: 12 July 2023

A Action Required

Clicking anywhere on the case tab will open the case. You will see the following:
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Employer Referral Details

The: Employer Referral workdlow has been assigned fo you:
Merber Name:
MR ALEUS DUMBLEDORE

Merber Nurmber:
80111414

Mermber NINC:
NF396573C

Employer:
9997

Reason for Referral:
Query on Hours

Diata Effective Date: *
13 July 2023

Message for Employer:
Good afternoon- please could you confirm the hours worked for this member
as of 01/04,/2020, as the member has contacted querying this?

Tagged User

CLAIREMPLYRZ2 - Clair Knaott .

History

Employer Referral History:
[T Messagetistory.p
Employer Case Options

AdminCase Options *

=rrs

The Message for Employer will contain details of the query. The “MessageHistory” PDF file can be
viewed by clicking on it and will contain a history of all the messages from both ESS users and the
Fund that have been sent via this case. This will also be saved to the relevant member’s EDM for
future reference.

You are able to view any documents attached to the case by selecting “View Documents” from the
“Admin Case Options” drop-down menu, then clicking “Continue”.

Tagged User

H

El view Documents

Continue

omtmune
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This will redirect you to the Employer Document View page. Select the appropriate document from
the drop-down menu, then click “Continue”.

Case ID:127788

Employer Referral Workflow - Employer Document View - Employer: 9997

Select a Document to View:

Document *

Email received from member .

This will direct you to the Employer Document Display page. You will then be able to view and/or
download the selected document by clicking on it.

Case ID : 127788

Employer Referral Workflow - Employer Document Display - Employer: 9997

Click the link to access the document:

Downiosded Document

Ennimnommmmc

Do you want to view another document?
Opion: *
O

[ .
x

No

Yes

After viewing you can return to the Employer Referral Details page in order to answer the query by
selecting “No” in the “Option” drop-down menu or view further documents by selecting “Yes” in this
drop-down and clicking “Continue”.

After returning to the Employer Referral Details page, you will be able to send a response to the
Fund. Under “Admin Case Options”, please select “Continue”, then click the “Continue” button.
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CITEO =T AT el

[T Messagetistory o
Employer Case Options

Admin Casa Opdons *

View Documents

You will be directed to the “Employer Data Review” screen, where you will be invited to enter any
changes to pay details if these are applicable. Please note that this will not update the member’s
record.

Case ID:127788

Employer Referral Workflow - Employer Data Review - Employer: 9997

History

Employer Referral History:

[ Messagetistorypet
Members Data

Mermber Data Sumimary.

Data Comments

Details to changes made or comments: *

No changes made here.

Post 2014 Pensionable Pay - Current Year

period 1st Apeil to date of leaving:
Current Year - Post 14 Pay - Main {£x

Current Year - Post 14 Pay - 5050 (£):

Post 2014 Pensionable Pay - Previous Year

Previous Year - Post 14 Pay - Main(£)

Previous Year - Post 14 Pay - 5050 (£):
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Pre 2014 Pensionable Pay
Fulltime equilivent pensionable pay for the last 363 days
worked for caloulating pre 31 March 2014 benefits:
Final Pensionable Pay (£

Previous Pay Details for pre 31/03/2014 benefits:
Fullime equivalent of best pay (£}
Pay details where the reduction in pay sccumed prior to

00,704,°2008 and & certificate of protection was ssued
Details of Protected Pay{Er

Best3y s figure in the last
13 years ending 31 March, if the reduction occurred after
01,/04,/2008

Annual Pay Rgure (£):

Period End Dete:

o]

The LGPS Data Summary PDF will display all the information the Fund currently holds about the
member, so this can be checked before the query is made.

West Midlands Pension Fund @

Member Summary

Member's Personal Details

Member Name: Miss Hermione Granger Member Number: 80111402

National Insurance Number: NCS66573C Gender: Female

Date of Birth: 26th August 1972 Marital Status: Single

Status: Active Scheme Category: Local Govt Care (full)
Employer: Dexters Ltd Departrment:

Date Joined Company: 1st April 2017 Date Joined Scheme: 1st April 2017
Pensionable Service Date: st April 2017 Normal Pension Age: 26th August 2039
GMP Payment Date: State Pension Date: 26th August 2039

Service History (change of scheme category and employer)

Start Date: End Date: Scheme Category: Employer: Status:
01-04-2017 Local Govt Care (full) Dexters Lid

Hours History (part-time hours and breaks)

Start Date: End Date: Part-time Hours Full Time Hours Hours History Code

CARE Earnings

Please review the fields, entering any changes or discrepancies in the relevant field.

Please also make sure to inform the Fund of any changes made on this screen in the “Data
Comments” box, or to inform us that no data has been changed on this page. This is so the case
handler can action any changes made.

Once any pay details have been recorded, please click “Continue”. You will be directed onto the
Hours review page.

Version 1.5
14/09/2023 40



West Midlands Pension Fund

CaseID:127788

Employer Referral Workflow - Employer Hours Review - Employer: 9997

History

Employer Referral History:

[ Messagettitorypur
Members Data

Member Deta Sumimary.

I.GF'SDHaSmqudf
Data Comments

Details to changes made or comments: *

| can confirm the hours as of 1/4,/2020 up to 12,/3,/2022 were 18.5 hours.

Hours Record 1

Start Dete 1:
01 April 2020

End Date 1:
12 March 2022

Par=tme Hours 1:
18.5

Full Time Hours 1:

Hours Record 2

SrtDate2

EndDee2

PantmeHoursZ

Full Time Hours 2:

Hours Record 3

Swart Date 3

ErdDam=3:

Partome Hours 3

Full Time Hours 3

As with the previous Pay Review stage, please enter any hours data that differs from the Fund’s
already held information. If any changes are recorded, please make sure to enter the details in the
“Data Comments” box. Once all changes have been recorded, please click on “Continue”.
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This will lead to the “Employer Response” page.

Case ID : 127788

Employer Reterral Workflow - Employer Response - Employer: 9997

Employer Response

Empioyer Response =

We can confirm hours as per Hours Review page.

Employer Case Options

Submil bo Admin

Please enter a response to the Fund in the “Employer Response” box. You will be able to view any
documents necessary before submitting to the Fund by selecting “View Documents” under
“Employer Case Options”, as above. You can also upload any necessary documents at this stage, by
clicking “Upload Documents” in the “Employer Case Options” and clicking “Continue”.

This will allow you to upload up to three documents, by clicking “Choose File” and entering a File
Title for each uploaded document. Please make this as clear as possible so that it can be identified
by the Fund case handler.

Case ID : 127788

Employer Upload Documents

Attach Documents
if Uploading 3 Docurment Please Enter a
Trie
File 1w Upload: *

No file chosen

Fie 1 Tie *

Fie 2t Ugload
No file chosen
Fie 2T

Fie 3w Uglosd:
No file chosen

Fie3 e

When you have attached all necessary documents, click “Upload”. This will return you to the
“Employer Response” page.

Once you have viewed and attached any necessary documents, and entered a response to the
Fund’s query, you can choose “Submit to Admin” from the “Employer Case Options” drop-down
menu and select “Upload”. This will send the response through to the Fund. You will receive a
confirmation that the case has been updated.
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Update case

Your &se has been submitted suoessfully

The Fund user will then review the case and action as appropriate. It will then either be completed
by the Fund user or returned to your case schedule if necessary.
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Section 4: Reporting

There are several reports that can be run through ESS to provide a wide variety of information about
your organisation and members. These reports can be run via the ESS LGPS Employer Reporting
workflow.

Users will be able to access the following reports:

= Active Member report: lists all of the current active member records for a specific employer.

= Employer Contacts Report: lists all the currently held contacts for a specific employer.

=  Monthly Submissions History: lists details of monthly submissions that have been submitted
for a specific employer.

= Monthly Submissions Warnings Received: shows a list of warnings received regarding
Monthly Submission files.

=  Employer Workflows: lists details of workflows currently open concerning specific
employers.

= Employer Cases Due Report: lists workflow due dates.

= Employer Membership Statistics: gives details of the membership profiles of the employers
you have access to.

ESS LGPS Employer Reporting Workflow

This workflow should be started as detailed above, by selecting “Create New Case” from the
“Workflows” tab. Select “ESS LGPS Employer Reporting” on the “Select Case Type” drop-down, and
enter a case title, then click “Create Case”.

Create case »

Select case type
ESS LGPS Employer Reporting w
Enter case title

9997 Active Member list 13/07,/23

Please use this process to generate Employer Ml Reports

S
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The case can then be opened or left in your case schedule to be opened at a later date.

Create case 4

Case successfully created 134976

Go o case 134976

On launching the case you will be able to view the workflow information. Click “Next” to begin the
workflow. You will be asked to select the employer record for which you wish to run a report.

Case ID : 134976

Validation Messages

Select Employer

Selact Opticn *

® oo

Select Ermployer In Focus *

=
C ]

9997 - DEXTERS LTD

Select the appropriate employer from the drop-down menu, check the circle next to “Select” under
“Select Option”, then click “Next”.

Case ID : 134976

ESS Touch Reporting Parameters

Report Parameters
Scheme: *
LGRS - Wesl Midiands Pension Fund
Report Type: *
Standard Repart
Report Formas *

L

Hazat

Version 1.5
14/09/2023 45



Email Notifications

T

enter the email address

(e

enter the email address
Run report at specific time?

Select Date ™
14 July 2023

Salect Hours *

200 .

Select Mirtes *

47.00 .

Schedule Report?

If you sedect to schedule the report, you will only be
able to select one report to schedule.

Frequency: *

Do not schedule .

You will be directed to the ESS Touch Reporting Parameters page. Make sure “LGPS” is selected
under “Scheme” and that the “Report Type” is set to “Standard Report”. You can choose whether
the report is produced as a .csv file or as an xlIsx file by selecting the appropriate option under
“Report Format”.

You can decide to save the report to your Employer EDM by selecting that option under “Save
Report to Scheme EDM”. If this option is chosen, please enter a report name so it can be identified
at a later date.

You can enter an email address for the report to be sent to, as well as an address that can be cc’d in.
When the report is generated, it will be emailed to these addresses automatically.

You are able to run the report immediately by selecting the appropriate date/ time under “Run
report at specific time” or run it in the future if required. Similarly, you can schedule reports to run
daily, weekly, monthly, or annually by selecting the appropriate option under “Schedule Report”.

Reset

Do not schedule
Sl Daily

Weekly

Monthly

Annually

Do not schedule .

When you have selected the appropriate settings, click “Next”.
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You will be directed to the “Standard Report Selection” page, where you can select the type of
report you wish to run. Select the appropriate report and click “Next”.

Case ID : 134976

Touch Standard Report Selection

Standard Reports Available

Select a Standard Report to Run *

None Selected .

X
Active List Report m

Employer Contacts Report

Monthly Submission History

Monthly Submission Warnings Received
Employer Workflows

Employer Cases Due Report

Employer Membership Statistics -

This will direct you to the report. Click to access the document.

Case ID : 134976

Click the link to access the document:

Downloaded Document

Adiwl.istReporL:ds(

Clicking “Continue” will move you on to the option to produce more reports. If you do not wish to
produce more reports select “No”, then “Next, which will end the workflow. If you wish to run
further reports select “Yes “, then “Next”. You will be returned to the “Reporting Parameters” page,
from which you can run further reports.
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Case ID : 134976

Touch Reporting More Reports

More Reports?

Do you want to produce more
reports? *

For further guidance on producing reports, please see our empty-room training recording.
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Section 5: Changes to your organisation

Adding and removing your organisation’s contacts
[Note: this functionality is due for release at a later date]

In ESS, Super Users have the ability to add and remove Fund contacts for their organisation. Note:
payroll providers cannot update their clients’ contacts at the Fund, and vice versa. This is done
through the “ESS Maintain Employer Contacts Super User” workflow.

Launch the workflow as above by selecting “Create new case” in the Workflows tab. Select the “ESS
Maintain Employer Contacts Super User” option in the drop-down menu, add an appropriate case
title, and click “Create Case”.

Create case

Select case type
ESS Maintain Employer Contacts Super User
Enter case title

Add an Invoice Contact 17 -7-23

Please use this process to amend contacts at your
organiation

You can choose to launch the workflow straight away, or to create further cases. If the latter option
is chosen, the workflow will be made available in your schedule.

Case ID: 180415

Start Employer Workflow

Workflow Information

This workflow allows you to update contact details held in the
Contact Management System. You will be able to view and edit
Employer Users as well as their Contact Links.

“

Which Employer(s) does this workflow relate
to?

Select an Employer(sk *

Dexter's Academy .

When the workflow is launched, you will be asked to confirm which employer the workflow relates
to. Select the employer in the drop-down menu and click “Next”.

You will be directed to the following screen, where you can choose to view all current ESS users in
your organisation and/or view existing contact links. You can also add a new contact link or remove
contact links. You can also use this page to select a different employer record for which to amend
contacts or complete the workflow.
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Case ID : 180415

Maintain Employer Contacts - Superuser - Select Option - Employer:
003

Please select an option:

Available Options: *

None Selected -
eae
[ * _
View Employer Users
View Exisling Links
Remave Link
Add New Link
Select a different employer

Complete Workflow

Select the appropriate option and click “Next”.

“View Employer Users” will produce a spreadsheet of all current ESS users at the specific employer.
This will allow you to review all those who have ESS access to the employer. After viewing the
report, clicking “Continue” will return you to the “Select option” page above.

Case ID : 180415

Maintain Employer Contacts - Superuser - Employer Users -

Employer:

View Employer Users

Report
Errm'arl..lsﬂs.xls(

Selecting “View existing links” will produce a report of the current contact links for the organisation
that are held by the Fund. These will be organised into the Email Main Contact, the Finance Contact,
Invoice Contact, Strategic, IDRP and Payroll Provider contacts, alongside a MAT Head Office contact
if applicable. This will allow you to review the contacts held by the Fund.

Clicking “Continue” will return you to the “Select option” page.

Selecting “Remove Link” will direct you to the “Remove Contact Links” page.
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Case ID: 180415

Maintain Employer Contacts - Superuser - Remove Contact Links for
Dexter's Academy

List of Contact Links for

Select Yes to Delete

216871-Payroll Provider-T-
AnonSurman

No

217070--Fnance-R-AnonSumam

No

217483-1DRPV-AnonSumam
No

Options

Confirm Selection *

Select “Yes” from the appropriate drop-down menu to delete the relevant contact(s). You will need

to confirm by selecting “Delete Records” under “Confirm Selection”. Otherwise, you can either
choose to abandon the workflow, or return to the “Select Options” page.

List of Contact Links for

Select Yos (o Delete

216871-Payroll Provider-T-
AnanSumam

" .

217070-Finance-R-AnanSurnam

Aesot

Delete Records
0 Return to Options

Abandon Worklow

MNone Selected .

If you select “Delete Records” you will be asked to confirm on the next page.

Maintain Empiloyer Contacts - Superuser - Remove Contact Links for

Dexter's Academy

Warrnings

List of Contact Links for

216871-Payroll Provider-T-
AnonSumam

i -

Options

Confinm Sedection *

Contiom Delete .
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You can confirm the deletion by selecting “Confirm Delete” under “Confirm Selection”. Alternatively,
you can choose to abandon the workflow or return to the “Select Options” page.

If the deletion is confirmed the contact link will be removed. You will then be returned to the “Select
Options” page.

Selecting “Add New Link” on the “Select Options” page will direct you to the “New Contact Link
Options” page.

Case ID : 180415

Maintain Employer Contacts - Superuser - New Contact Link Options.
- Employer:

Contact Links
Report
Enwhyul.h-\lrlﬁmldihpwuh
Options: Do you want to:

Avallable Options: *

L - =]

A report will be produced showing all current ESS Users and contact links for the organisation. You

can then choose to add a new contact link- either by linking an existing contact or creating a new
contact.

If you choose to link an existing contact, you will be directed to the below screen, where you can
search for the existing contact details.

Case ID: 180415

Maintain Employer Contacts - Superuser - Existing Contact Search -

Search Criteria

After inputting the relevant search data, you will have the option to either abandon the workflow,
return to the “Select Options” page, or to “Search Records” for the contact. Choosing the latter and
clicking “Submit” will direct you to the following page.
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Case ID: 180415

Maintain Empiloyer Contacts - Superuser - Existing Contact Select -
Empioyer:

Contacts

Contacts:

CraigTest1-Craig-Mantin .

Options

Conffirm Selection *

Select Record .

s West Midlands Pension Fund

You will again be given the option to abandon the workflow or return to the “New Contact List

options” page. Otherwise select the appropriate contact link and click “Submit”.

You will then be returned to the “Select Options” page.

You can instead choose to “Add Link” from the “New Contact Link options” page. You will be
directed to the “New Contact Details” page, where you can input the necessary information. Fields

marked with a * are mandatory.

Maintain Employer Contacts - Superuser - New Contact Details -

Empioyer:

Contact Details

Tithe: *

Forename 2
Forename 3
Sumame: *

Organization:

Telephone Number 2:

Email Main Contact

Finance

IDRP

Invoice

MAT Head Office
St Payroll Provider

Strategic

None Selected .
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Once the details have been entered you will be asked to confirm the “Contact Type”. Select the
appropriate option from the drop-down menu, then click “Submit”.

The contact link will be added, and you will be returned to the “Select Options” page. From here you
can select to add another contact, to change employer record to add/ delete further contacts, or to
complete the workflow.

The workflow will only be completed when the “Complete Workflow” option has been selected on
the “Select Options” page.

Case ID : 180415

Maintain Employer Contacts - Superuser - Select Option - Employer:

Please select an option:

Available Options: *

Complete Workflow .

Amending your contact details

If you are not a Super User, you can still update your own contact details via an “ESS Employer
Amend My Contact Details” workflow. Launch the workflow as above by selecting “Create new case”
above the schedule in the Workflows tab. Select the “ESS Employer Amend My Contact Details”
option in the drop-down menu, add an appropriate case title, and click “Create Case”. Please note:
these details are only those associated with your own ESS account, and not the employer’s Fund
contact.

Create case

Select case type

ESS Employer Amend My Contact Details

Enter case title

Name Change 17-7-23

Please use this process change your contact details

You can choose to launch the workflow straight away, or to create further cases. If the latter option
is chosen, the workflow will be made available in your schedule. When the workflow is launched,
you will be asked to confirm which employer the workflow relates to.

Select the employer in the drop-down menu and click “Next”.
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Case ID : 180409

Start Employer Workflow

Workflow Information

This workflow allows you to update your own contact details held
iin the Contact Management System. You will be able to view and
update your name, address, phone number and email. You will be
able to view (but not edit) your contact links.

“

Which Employer(s) does this workflow relate
to?

Select an Employer(sp *

Dexter's Academy .

You will be directed to the “Employer contact links” page, where you can download a PDF showing
which contact links you have to the employer in question.

Case ID : 180409

Employer Contact Links

Your Contact Links

Report
Contact Links Report.pdf

Clicking “Continue” will direct you to the “Your Contact Details” page.

Your Contact Details

Tithe: *

" .

Forename 1: %
Matthew

Forename &

Simon

Forename 3:
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Address Search

Your Address:

Address Line 1:%
Address Line 2
Address Line 3
Address Line 4:
Aeddress Line 5
Post Code: *

Country*

Address Search

Your Address:

Address Line 1:%
Address Line 2
Address Line 3
Address Line 4:
Aeddress Line 5
Post Code: *

Country*
None Selected

Your Contact Details:

Telephone Number 1:
Telephone Number 2
Telephone Number 3:
Email Address:*

ma vaw . ngovauk

Canwe contact you via email? *

On this page you can add or amend any of the details in the above fields. Fields marked with a * are
mandatory and so must have some information inputted.

Once you have amended and completed the required information, click “Next”. This will update your
contact details and end the workflow.
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Notifying the Fund of changes

Academy trust changes
On those occasions where an academy is changing trust, the Fund will require the following
documentation to be sent through an Admin Referral workflow:

A copy of the Commercial Transfer Agreement signed by both parties.

A completed Contact List to reflect the change of Trust and any contact or payroll changes.
FOR NEW ACADEMY TRUSTS ONLY - a copy of Memorandum and Articles of Association.

A copy of the Contact List can be found in your Document Library.

On receipt of these documents the Fund can begin the process of updating the relevant employer
records and transferring members across to the new Trust.

Before changing Trust, you will need to ensure all monthly submissions data has been submitted to
the Fund, by running a Monthly Submission Report and submitting any missing data via a Monthly
Submissions interface, as above. You will also need to make sure you are up to date with any
outstanding leavers. This will mean making sure any Employer Referral/ Admin Referral workflows
are completed before the date of payroll change and running an Active Member report to review
any possible/confirmed leavers so that they can be reported on an Exit Interface.

Change of payroll provider
If your organisation is changing payroll provider, please inform us in advance via an Admin Referral
workflow. Please include a Contact List within this workflow to enable us to update our records.

Before changing Payroll Provider, you will need to ensure all monthly submissions data has been
submitted to the Fund by running a Monthly Submission Report and submitting any missing data via
a Monthly Submissions interface, as above.

You will also need to make sure you are up to date with any outstanding leavers. This will mean
making sure any Employer Referral/ Admin Referral workflows are completed before the date of
payroll change and running an Active Member report to review any possible/confirmed leavers so
that they can be reported on an Exit Interface.

As the outgoing payroll provider may be dealing with this, it is up to the employer to liaise with the
outgoing payroll provider to make sure these actions have been completed.
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Section 6: Retirement estimates

Types of Retirement
Members of the Fund may retire in a number of different ways. All the below retirement types
should be reported via an Exit Interface.

Normal Retirement

Members would normally retire when they reach their Normal Pensionable Age. It is the employer’s
statutory duty to notify the Fund of retirements, as laid out below.

Redundancy/ Business Efficiency

Where an employee leaves on the grounds of redundancy/business efficiency and is aged 55 and
over, the member is entitled to immediate payment of their unreduced benefits based on their
normal pension age.

As a result of these unreduced benefits being paid earlier than the normal pension age, an early
retirement cost (ERC) is payable by the employer to cover the pension fund strain cost. Please see
the LGPS Regulations 2013.

Early Retirement

Members have the option to access their reduced pension benefits at any time between the age of
55 and their normal pension age.

Flexible retirement

Members have the option to ease into retirement by accessing their pension benefits early while
continuing to work at reduced hours or moving to a less senior position. The member is not eligible
for flexible retirement if they haven’t attained age 55 and haven’t met the two years vesting period.

Flexible retirements require an employer Discretionary Policy to be in place. ERCs may be payable if
any pension reductions are waived during a flexible retirement.

Il Health Retirements

If a member has to leave work due to illness, they may be entitled to receive immediate payments of
their benefits. These can be paid at any age and are not reduced due to early payment. To qualify for
ill-health retirement members must meet the two-year vesting period.

There are three tiers of Ill-Health Retirement.
Tier 1: Member is unlikely to be capable of gainful employment before Normal Pension age.

Tier 2: Member is unlikely to be capable of gainful employment within 3 years of leaving but is likely
to be capable of gainful employment before Normal Pension Age.

Tier 3: Member is likely to be capable of gainful employment with 3 years of leaving or before
Normal Pension age if this is earlier.
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An Independent Registered Medical Practitioner must be appointed by the employer to give an
opinion on the Tier that should be awarded, however please note that it is the employer who has
final discretion on the Tier awarded. This can be challenged by the member if they are unhappy with
the verdict.

ERCs will be payable by the employer if an Ill-Health Retirement is granted.

Calculations
Before submitting a retirement to the Fund, you should run a calculation to estimate their pension
benefits by following the below instructions.

After logging in to ESS navigate to the Member Access tab. Use the search bar to search for the
appropriate member. You will be able to search for the member via surname, DOB, NI number,
pension reference number or Payroll number.

& Member Acosss. 26000003 ola n

- wemne

1 rea 1oand b TEO0000 Setect Commen

Showing 110 1 of 1 entries

& inlertace Managemant
E2 Management inlermation

B cocument Linrary Pay
Dept | Location | paint Sermese

West imanes Pension Loeas Gevi CARE
1951 Fusa )

& TESTLTESTR

# Legeut

Comkiss | Barma A Condfiions | Accessity | Prvesy

The appropriate member record will appear on the screen. Left click on the “Member Actions”
button on the rightmost column of the table, then select “Run Calculations”.
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The “Run Calculation” pop-up will appear on screen. Check that the member details are correct, then
select the appropriate type of retirement from the “Quotation Type” menu. [Please note, ill health
retirements are currently not available to run.]

Run Calculation

Ratiramant dus o 1l Health
Hagundancy

Following the selection, the following screen will appear. Please fill in all the available data in the
fields. Fields marked with an * are mandatory.

For “Retirement-Voluntary” and “Redundancy” the following screen will appear.

Run Calculation

Quotation type:

Retirement - Voluntary

To view an estimate of J.niﬂ'h at Retirement, fill in the form
and then click 'Run calculation’,

Calculation Date *

Waived Early Retirement Penalty?

Rule 85 granted in Full

Pl Override *

Current Final Pensionable Pay *

The “Calculation Date” should be the day the retirement is due to take place, in the format
DD/MM/YYYY.
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The “Pl Override Date” is the date at which the Final Pensionable Pay is derived. In most
circumstances this will be at the calculation date, but this may differ where a previous year’s pay has
been used.

To view an estimate of benefits at Retirement, fill in the form
and then click 'Run calculation’.

Calculation Date *
23/05/2023
Waived Early Retirement Penalty?
No
Rule 85 granted in Full
No
Pl Override =

23/05/2023

Current Final Pensionable Pay *

9000

Current Main CARE Earnings (fill in even if 0) *

5000

Current 5050 CARE Earnings (Till in even If 0) *
0

Run caloulation

| Cancel E Run ca!ullaﬁnn

The “Current Final Pensionable Pay” is the final pensionable pay (FTE).

The “Current Main CARE earnings” figure is the main section pensionable pay from the 1% of April to
the date of retirement. The “Current 5050 CARE earnings” figure is the 50/50 section pensionable
pay from 1 April to date of retirement. Both fields need to be filled in, even if the figure is “0”.
Please ensure that the earnings fields are rounded up to the nearest whole number: decimal figures
are not accepted.
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For lll Health retirements, the screen will look like this:

Run Calculation X

Quotation type:

Retirement due to lll Health

To view an estimate of benefits at Retirement, fill in the form
and then click '"Run calculation'.

Calculation Date *

Tier *
Please select an option

Assumed Pensionable Pay (Tier 1 and 2)
0

Waived Early Retirement Penalty?
No

Rule 85 granted in Full
No

I pioverride

Current Final Pensionable Pay *

Current Main CARE Earnings (fill in even if 0) *

Current 5050 CARE Earnings (fill in even if 0) *

HE Run calculation

You will need to select the appropriate “Tier” from the drop-down menu. If Tier 1 or Tier 2 is
selected, you will also be able to enter the “Assumed Pensionable Pay” figure.
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For Flexible Retirements, the screen will look like this:

Run Calculation X
Quotation type:

Flexible Retirement

To view an estimate of benefits at Retirement, fill in the form
and then click 'Run calculation'.

Calculation Date *

[ ]
2008 benefit percentage elected
0
2014 benefit percentage elected
0
Waived Early Retirement Penalty?
No
Rule 85 granted in Full
No
Pl Override  *
[ ]

Current Final Pensionable Pay *
Current Main CARE Earnings (fill in even if 0) *

Current 5050 CARE Earnings (fill in even if 0) *

E Run calculation

The “2008 benefit percentage elected” and “2014 benefit percentage elected” fields should be filled

in if possible.
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HH West Midlands Pension Fund

The “Rule of 85 Granted in Full” no longer needs to be “Yes” for all flexible retirements.

Once all the appropriate data has been entered, click on “Run Calculation”:

Pl Override

18,/05/2023
Current Final Pensionable Pay *
9000
Current Main CARE Earnings (fill in even if 0) *
9000
Current 5050 CARE Earnings (fill in even if 0) *

o

| Cancel B Run calcylation

A PDF of the calculation results will be created and will automatically be downloaded to your
browser. This can be viewed and/or saved to your computer for your records. The PDF will look like
this:

.ment for Ordinary Retirement

WEST MIDLANDS PENSION FUND

Benefits Staterent for Late Retirement

Name Ms L Wmpfanon Date of Birth
Member Number 26000002 Date of Leaving

Pensionable Membership o 31/03/2008
Pensianable Membership fram 01/04/2008
Taotal Pensionable Membership to 31/03/2014

Final Pe Pay used for g pre 31/03/2014 benefits

Pensionable Pay used for calculating Career Average Pension
[Pay eamed in scheme year of leaving)

1) Annual Retirement Pension
0000 Years/Days x 90,000.00 / 80
Y000 Years/Days x 90,000.00 / 60
Career Average Pension accrued to 31/03/2023
Career Average Pension main section - 1/49 x 9,000 00

LOCAL GOVERNMENT PENSION SCHEME REGULATIONS

25/08/1851
18/05/2023

£90,000.00
£9,000.00

E0.00
£0.00
£191.70
£188 26

ment for Ordinary Retirement

Annual Hi 5100
0/00 Years/Days x 90,000.00 / 80
0/000 Years/Days x 90,000.00 / 80
Career Average Pension accrued to 31/03/2023
Career Average Pension maln section - 1/49 x 9,000.00
Career Average Pension 50/50 section - 1/98 x 0.00
Increase due to lale Relirement
Additional Pension
Pensicns Increase
Reduction for early Ratiremeant
Other Pension Deductions
Annual Pension Payable at and from 19/05/2023

2) Survivors Annual Pension

3) Lump Sum Retirement Grant
0/000 Years/Days x 90,000.00 /80 X 3
Plus
Increase due to Late Retirement
Pensions Increase
Less

£0.00
£0.00
£191.70
£188.26
E344
£62.87
£0.00
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Ms L Wmpfanon
Pension Reference Number 26000002
Date of Leaving 18/06/2023
Pensions Increase Date Overide 1905/2023
Annual Pension Payable £250.08
Lump Sum Retirement Grant £1071.77
Capital Cost* £0.00

* Thia must be paid before the release of benefits to the member

The following selections were made in the calculation: -

Rule of 85 Protection: No
Flexible Retiremant: Na

Reduction Waived: Na

Notifying the Fund

Retirements should be notified to the Fund via an Exit Interface. On submitting the Exit Interface, a
Document Upload workflow will be automatically created for each Retirement notified on the exit
file to enable you to upload the necessary documentation.

For all types of retirement, it is required that you submit the below:

= Forms RB1 & RB1(D)

= Copy of Birth certificate

= Copy of passport/Driving Licence

= Copy of Marriage/Civil Partnership/Divorce Decree Absolute certificate
= Copy of Spouse’s/Partner’s birth/death certificate

For Ill Health retirements, all of the above documents should be included as well as:

= M1lForm
=  Statutory notification

For deaths in service, all of the above documents should be included as well as:

= Death certificate (if available)
=  Statutory notification

The Fund should be notified of retirements three weeks in advance of the retirement date where
possible, or up to one month after the retirement date (if the date of retirement is before Normal
Pension Age), or one week after the retirement date (if the date of retirement is at Normal Pension
Age).

Please see the Pension Administration Strategy (PAS) for further details of your statutory

requirements.
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https://www.wmpfonline.com/sites/default/files/2022-11/pension_administration_strategy_2021.pdf
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WHERE TO GO FOR HELP

Our website has a wealth of information, not just about ESS, but also about leavers, becoming a
scheme employer, joiners, and calculating pay.

You can also view one of our training videos, or book to attend one of our live virtual training
sessions.

Want to talk to us? No problem, you can give us a call on 0300 111 6516 and speak to one of our
officers, submit an Admin Referral query, or you can email
WMPFEmployerSystemSupport@wolverhampton.gov.uk.
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https://www.wmpfonline.com/employers/employer-self-service
https://www.wmpfonline.com/employers/submit-leaver
https://www.wmpfonline.com/employers/becoming-fund-employer
https://www.wmpfonline.com/employers/submit-joiner
https://www.wmpfonline.com/employers/calculate-pay-service
https://youtube.com/playlist?list=PLCVVl7zCj3E0cX8k4tdWhnkE6hKYwupY9&si=SvY3n0BGq1zHpA8Y
https://www.eventbrite.com/cc/employer-self-service-introductory-sessions-619289?utm-campaign=social&utm-content=creatorshare&utm-medium=discovery&utm-term=odclsxcollection&utm-source=cp&aff=escb
mailto:WMPFEmployerSystemSupport@wolverhampton.gov.uk

