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New Hub users: Activating your Hub Account

PLEASE NOTE:

Activation codes sent to the new user will expire within 10 calendar days from the day it has been
emailed. Once it expires, you will need to contact us on pensions.employer@hants.gov.uk so we
can assist you in completing the set-up of the account.

1. The first email you will receive will include your User Name and the link to activate
your account:

https://employerhub.hants.gov.uk/activateuser.html

2. A subsequent email will contain your Activation Code.

3. Enter the User Name and Activation Code at the activation link:

Activate your user Account

User Name

Please enter your Activation Code

Activation Code

Submit

4. You will need to read through the Terms and Conditions and the data protection
statement, accept the terms and then click ‘Submit’ at the bottom of the page:

Activate your user Account

Terms and Conditions of using the Employer Hub

Terms and Conditions

+ Users will use the Employer Hub for their intended work purposes only
+ The use of this Hub will
= be legal
= not prevent the Pension Services from meeting its legal obligations including but not limited to, Data
Protection Law
+ Users will use passwords that comply with the password policy
+ Users will never disclose or share passwords
+ Users are responsible for the actions performed under their allocated Login Name
+ Users are responsible for all devices they are using to access information they use
+ Users will only use approve methods to access the Employer Hub remotely
+ Users will ensure information is secure and appropriately safeguarded at all times
+ Users will report any loss of information as soon as they are aware of this
+ Users must make us aware if access to the system is no longer required
+ Users will not share, copy or distribute any of the highly confidential and sensitive information contained within
the Employer Hub

| Accept Terms

Please Select



https://employerhub.hants.gov.uk/activateuser.html

5. You will then see the following page:

Activate your user Account

Forenames

HUB00921Adele

Surname

Test

Works Phone Number

© Mobile Number (do not include spaces, dashes, or brackets)

© Confirm Mobile Number (do not Include spaces, dashes, or brackets)

Emall Address

xxxxx  @hantsgov.uk

Confirm Email Address

xxxxx  @hanisgov.uk

Submit

PLEASE NOTE:
We have changed the way you can log in. When you input a mobile number on this page, you
will be able to receive your one-time code to your mobile phone instead of by email. If you would

still like to receive your one-time code to your email address, please do not input anything in the
mobile number fields on this page.

6. When inputting a mobile number, please ensure it does not start with +44 or include
any spaces.

7. The Forename, Surname and Email Address fields are automatically completed on
this screen. If you would like to change this information, you can action this after you have
activated and logged into your account by clicking on the ‘Change My Account’ tile on
your homepage. Please see the How to change your login details or personal details
section for further guidance on this.

8. On the next screen, you will then need to choose your password. The password must
be 15 characters long, and contain upper case and lower case letters, and a number. It
is highly recommended that this be made up of 3 completely unrelated words. Symbols
can be used to make passwords even stronger.




9. You will also need to choose a main security question and answer, plus two further
questions and answers (these security question and answers will be used when
requesting a forgotten username or password from the system). Click ‘Submit’ at the
bottom once completed:

Activate your user Account

o
@
g
z
=
a

Retype Password

Enter Main Security Question (used on login)

Tl

Please Select

Enter Main Security Answer

Enter Backup Security Question 1
Please Select

Enter Backup Security Answer 1

Enter Backup Security Question 2

Please Select

nter Backup Security Answer 2

o
3
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3
3
2
3
2
B
&
3
2
A

£1.1 cithmit uniswill noad to Ingin tn

PLEASE NOTE:
Once you have activated your account, you will need to wait at least 24 hours before you can
log in, there will be a reminder of this in your activation code email.

10. You are then taken to the main login screen to enter your recently set up username
and password. You will be asked to enter a One Time Code. This code has either been
emailed to your email address or texted to your mobile number, depending on what you
inputted when activating your Hub account. You will now have access to your Hub
account.




How to login to your Employer Hub account

1. Go to https://employerhub.hants.gov.uk

2. Enter your User Name (not case sensitive)

3. Enter your Password (case sensitive)

2 Username

Sign in

4. When prompted, enter the One Time Code which has either been emailed to your
email address or texted to your mobile number, depending on what you selected when
you activated your account. (See: New Hub Users: Activating Your Hub Account). Do not

enter your password in the One Time Code field.

5. Click ‘Sign in’.



https://employerhub.hants.gov.uk/

Forgotten Your Password?

1. Click on ‘Forgotten your user details?’ link on the Hub login page

= Username

a Password

Sign in

2. Select the appropriate option from the drop-down menu e.g. ‘I have forgotten my:
Password’:

Forgotten your user details?

| have forgotten my

Answer to my security question
Password
Username

Back to Login

3. Follow the instructions when prompted:

Forgotten your user details?

As you have forgotten your password please provide
the following details and a OTC will be emailed to
you.

Username *

Registered Email Address *

Submit

Back to Login




4. It will then request you enter your security answer (case sensitive). Please note: your
security question will be abbreviated to give you a hint at your answer (e.g. FIRSTPET,
CHILDMIDDLENAME etc.)

Forgotten your user details?

Please answer your security question

Favourite animal?

Submit

Back to Login

5. A One Time Code will be sent to your email.

Forgotten your user details?

Please enter the One Time Code which we have sent
to you. If you do not recieve a code within ten
minutes, please try again or contact Hampshire
Pension Services.

Enter One Time Passcode *

Submit

Back to Login

6. Enter the One Time Passcode. You will then be asked to enter a new password and
to confirm it. Once you have successfully updated your password you will see this screen:
Forgotten your user details?

Your password has been changed. Please log in from
the front page, using the new password.

Ok

Back to Login




7. You will also receive an email headed *Hampshire Pension Services — Credentials
Updated* to confirm that your password has been updated.

8. You can now click on the “Back to Login” link and enter your username and new
password to log onto your Employer Hub account.

Forgotten Your Username?
1.  Click on ‘Forgotten your user details?’ link on the Hub login page.

2. Select the appropriate option from the drop-down menu e.g. ‘I have forgotten my:
Username’:

Forgotten your user details?

| have forgotten my *
Username v

Submit

Back to Login

3. On the next screen please enter your email address and click on the correct pension
fund from the 4 options:

Forgotten your user details?

As you have forgotten your username please provide
the following details

Email * m

Pension Fund *

Please Select

Please Select

Hampshire Local Government

Hillingdon Local Government

West Sussex Local Government

Westminster Local Government




4. It will then request you enter your security answer (case sensitive). Please note:
your security question will be abbreviated to give you a hint at your answer (e.g.
FIRSTPET, CHILDMIDDLENAME etc.)

Forgotten your user details?

Please answer your security question

MEETPARTNER

Submit

Back to Login

5. You will then receive a One Time code to your email address. Enter this code.

Forgotten your user details?

Please enter the One Time Code which we have sent
to you. If you do not recieve a code within ten
minutes, please try again or contact Hampshire
Pension Services.

Enter One Time Passcode *

Back to Login

10




6. You will then see this:

Forgotten your user details?

Your username will be sent to your registered Email
address.

Complete

Back to Login

7. You will receive an email confirming your username.

8. You can now click on the back to Login link and enter your username and password
to log onto your Employer Hub account

11




How to change your login details or personal details

1. Login to your Hub account

2. On the ‘Dashboard: Home’ page, click on the ‘Change My Account’ section:

Dashboard: Home

Change My Account

3. Click on ‘Change My User Details’, or on ‘Change My Password’ for change of
password

Account Update: Dashboard

=,

Change My User Details Change My Password

4. When you click on ‘Change My User Details’, you will need to select ‘Yes’ to any of

the options that you would like to change and select ‘Submit’ and then follow the next
instructions as prompted:

Search keywords..

‘: Change your details

I want to change my email address:
O Yes
® No

I want to change my phone numbers:
O Yes
® No

1 want to change personal details:

O Yes

® No

I want to change my security question and answer:

O Yes
® No

Please note:

12




if you change your password, you will now receive an email notification that your password has
been changed.

How to securely log out of your Employer Hub session

1. Navigate to the top-right corner of your screen and click on the area where it says
your name and then ‘Sign Out’:

HUB00001Gemm

DAV RON I 3

2. Your session will then end, and you will return to the login screen.

How to extend your Employer Hub session

1. A‘pop-up’ box will appear when your Employer Hub session is near the time out limit.
This box appears after 25 minutes of inactivity on your account. You can choose to either
extend your session or log out of your session if you have finished your tasks:

You are about to be logged out of the website

Your session will timeout in 49 seconds!

[SSCEHNESEEST M Logout Now

2. If you do not respond within 60 seconds of this message popping up, your session
will then be automatically timed-out and you will need to log back in again.

13




How to navigate your ‘Dashboard’

1. Your Dashboard acts as your homepage and contains four sections: ‘Work Feed’,
‘Start a Process’, ‘SSRS Reports’ and ‘Change My Account’. You can navigate to each
section by clicking on the icons as below:

Search keywords...

Dashboard: Home

I1I

Change My Account

(DO N - 2

2. Alternatively, you can click on the three horizontal lines on the top-left of your screen
to open the same options on the left-hand side of your screen. You can also simply select
the icons on the left-hand menu to get to the same options:

Dashboard: Home — Dashboard: Home

‘n‘ Dashboard

B Work Feed

@ Start a Process

SSRS Reports

: Work Feed
Work Feed Start a Prg = Change My Acco..

3. This menu on the left-hand side of the screen will show different options depending
on which area of your account you are in.

Please note
If you need to go back to your Dashboard at any point, you will need to click the top-left of the
screen beside the search box where it says “Home”. When hovering over this, it will say ‘Go to
Home page:

14




How to search for a member (employee) and view their details
Search for a member

1. Inthe ‘Search keywords...” search box at the top of the screen, type in the National
Insurance Number, Surname, Member’s Pay Reference or Membership Number
(folder reference number) of the member (employee) and select “enter” on your keyboard
(or select the search button to the right of the box):

ws1234564 ey 2

2. It will show the results of the search below the box. Select the member you would like
to view:

\ws123456a X

MEMBERSHIPS EVV ALL RESUL FOR WS
Mstr West1 Sussex WS123456A Active Pay Reference 2
VIEW ALL RESULTS FOR "WS123456A" [/

3. You can also open the member’s details in a new tab if you wish by clicking on the
icon on the right-hand side of the search:

\Ws123456a) q
| A

MEMBERSHIPS (1 OF 1) VIEW ALL RESULTS FOR "WS123456A" IN MEMBERSHIPS

Mstr West1 Sussex WS123456A Active Pay Reference 2
VIEW ALL RESULTS FOR "WS57123456A"

15




4. If you do not have the full National Insurance Number, you can type in part of the
number and put an asterisk [*] before or after (depending on which part you are missing),
and it will show the relevant search results:

ii MEMBERSHIPS (10F1)  VIEW ALL RESULTS FOR "WS12345*" IN MEMBERSHIPS [

Mstr West1 Sussex WS123456A Active Pay Reference 2 P
VIEW ALL RESULTS FOR "WS§12345*" [/

5. In the search results, you will be able to view the full name, National Insurance
Number, the Status (i.e., Active or Non-Member) of their pension record and the member’s
pay reference:

smithl
MEMBERSHIPS (200 OF... VIEW ALL RESULTS FOR "SMITH" IN MEMBERSHIPS (7] ~

Miss _Smith— Preserved Refund Pay Reference /. (2

™M [ st I O<fered Pay Reference [N (£
Mr I Sith I Preserved Refund Pay Reference 2

M srith [ O<ferred Pay Reference [N 2
Smni f : o

(2

6. Once you have selected a member from the search results, you will then be able to
view their personal details and pension folder details on a separate page:

ACTIONS L
2 Basic Details
7 “Upane Full Name: Mistr West? Sussex
Gender: Maie
UNKS
W Open Member National lnsurance Number:  WS123456A
History Views
State Retirement Date: 23/05/2049

A Hampshire County Council, County Treasueer, The Castie. Winchester,
Hampshire, United Kingdom, S023 8UB

© N o>
o I+ o)
O ) (Mobile)
ES Folder Details
Membership Number: 30120956
Status: Active
Employer Name: West Sussex County Council (S0)
Date Joned Employer: 19/03/2019
Impossible Case: No

16




Viewing the member’s details

7. On the left-hand side of this page, select ‘Open Member History Views’.

Membership Details: Mstr West1 Sussex W

5123456A Active Pay Reference ¢

ACTIONS
2 Basic Details
/ Update
Full Name Mstr West1 Sussex
Gender; dae
LINKS
W Open Member National nsurance Number WHT234564
History Views 3
State Retirement Date: 23/05/2049
A Hampshire County Council County Treasurer, The Castle. Winchester
Hampshies, United Kingdom, 5023 BUB

8. In this section, you can view:

* Additional Benefits * Annual Allowance * AVCs * CARE details * Earnings and
Contributions * Nominations * Service * Status History * Transferred-in membership
for the selected employee. Click on each area on the left-hand menu to view these details:

ACTIONS

Y View Additional
Benefit Purchased

W View Annual
Allowance

W View AVC Details

W View CARE

»*

View Earnings and
Contributions

View Nominations

View Service

View Status History

* % % *

View Transferred In
Membership

17




How to navigate and action items on your ‘Work Feed’ (View only)

1.  On your Dashboard, click on the ‘Work Feed’ icon:

Dashboard: Home

Work Feed Start a Process SSRS Reports Change My Account

2. The Work Feed screen appears, which shows what (if any) items are to be actioned
on the right-hand side with the due date. The left-hand side of the screen has a few filters

you can use to filter the items in your feed:

OPTIONS Ditems

Filter.

& My Work

[] Hub Admin .
L] Hub Authorisation
Salect User v

Ord‘ér i)y bue bét‘e descen v No work itams to display

Filler By ~

ACTIONS

a Reassign

18




How to set up a process on a member’s pension record

1. < On your Dashboard, click the ‘Start a Process’ icon:

Dashboard: Home

Work Feed SSRS Reports Change My Account

1]
L]
®

2. You will be presented with the following options (click to navigate to each section):
These forms have recently been developed to lessen the likelihood of your Employer Hub
account timing out before you can fully submit the form.

Hub 5050 Section Membership

Hub AVC Commencement

Hub Change of Hours and Notify Details of Absence
Hub Change of Payroll No — Job Description

Hub Change of Personal Details

Hub Notification of Leaver

Hub Notification of Joiner

Service Level Agreements

Please refer to the following web page to understand our Service Level Agreement for each
process type once you have submitted it on the Hub: Local Government Pension Scheme
(LGPS) | How Are We Doing?

Making amendments after submitting

If you notice an error on any of your forms or processes after submitting, please email
pensions.employer@hants.gov.uk in the first instance, with information about the error.

19



https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing
https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing
https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing
https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing
https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing
https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing
https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing
https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing
https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing
https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing
https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing
https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing

50/50 Section Membership

Please note:

if you have a 5050 Section Election Form from the Member, please upload that form using the
Employer Hub Upload Function. You do not need to complete this HUB 5050 Section
Membership process if you upload the 5050 Section Election Form

Please note:
You will be unable to view these changes until we have processed the information you have
submitted. Please refer to our Service Level Agreements for more information

1. Once you have selected ‘Start a Process’, it will display the following:

Work Item Processing: Start A Process

ACTIONS
T — € Select the Process you wish to start
process ?

Filter

what to start the
process against Employee forms HUB

-
®©
|;E @ Proceed to Choose
O,
=

2. Click on the @ button to the left of ‘Employee forms HUB'

3. Click on ‘Hub 5050 Section Membership’:

Work Item Processing: Start A Process

ACTIONS
e Al € Select the Process you wish to start

process ?
Filter

what to start the
process against © Employee forms HUB

l Hub 5050 Section MembershipJ

i

®

La €@ Proceed to Choose
D

E Hub AVC Commenced

Hub Change of Hours and Notify Details of Absence
Hub Change of Payroll No - Job Description

Hub Change of Personal Details

Hub Employer Retirement Quote

Hub Notification of Joiner

Hub Notification of Leaver

Hub Upload Document

20



https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing

4. It will take you to a screen where you need to choose the member (employee) to
start the process against. Type the full or partial National Insurance Number or the full
name of the employee or the pay reference in the search bar and click search:

Work Item Processing: Start A Process

[ AcTIONS
@ & Saih keth ‘: Choose Member to start Process against
earch for the
Membership
W Search for the Membership

lg @ Proceed to Select the
process you wish to | 7= b
o) % ws12| <

5. When the member’s details appear below the search bar, click on the record you
would like to set up the process on.

6. It will then ask you to review the member’s details and click ‘Submit’ at the bottom of
the page:

€3 Choose Member to start Process against

# Search for the Membership

ws123456a x

2 Basic Details

DomEle
°

7. It will now start the process.

8. Complete the blank fields on this page and click “Submit”. If you are not ready to
submit this right away, you can click “save” and pick this up later from your Workfeed
and proceed with the submission. If you also click away from this page, it will save the
process in your Workfeed to pick up later.

21




o

W Complete 5050 Form

.....

=

9. There are no further actions for you to do as this is now attached to the member’s
pension record and Pension Services are notified.

AVC Commencement
Please note:
You will be unable to view these changes until we have processed the information you have
submitted. Please refer to our Service Level Agreements for more information

1. Once you have selected ‘Start a Process’, it will display the following:

Work Item Processing: Start A Process

ACTIONS
€ Select the Process you wish to start

Y Do you want to start
process ?

what to start the
process against Employee forms HUB

-
®
E & Proceed to Choose
O
=

2. Click on the 'E:] button to the left of ‘Employee forms HUB’

22



https://www.hants.gov.uk/hampshire-services/pensions/local-government/contact-and-resources/customer-service/how-are-we-doing

3. Click on ‘Hub AVC Commenced’:

Work Item Processing: Start A Process

ACTIONS
1B B Bt G Select the Process you wish to start
process 2

@ Proceed to Choose
what to start the

process against @ Most Frequently Used

@ Employee forms HUB
Hub 5050 Section Membership

Hub Change of Hours and Notify Details of Absence
Hub Change of Payroll No - Job Description

Hub Change of Personal Details

Hub Employer Retirement Quote

Hub Notification of Joiner

Hub Notification of Leaver

Hub Upload Document

4. It will take you to a screen where you need to choose the member (employee) to start
the process against. Type the full or partial National Insurance Number or the full name

of the employee or the pay reference in the search bar and click search:

ACTIONS

W Search for the €5 Choose Member to start Process against
Membership
% Search for the Membership

5. When the member’s details appear below the search bar, click on the record you

would like to set up the process on.

6. It will then ask you to review the member’s details and click ‘Submit’ at the bottom

of the page:

€2 Choose Member to start Process against

W Search for the Membership

ws123456a & 2 |

0o oEle

Additional Details

There are no addmional detats

7. It will now start the process.
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8. Complete the blank fields on this page and click “Submit”. If you are not ready to
submit this right away, you can click “save” and pick this up later from your Workfeed and

proceed with the submission. If you also click away from this page, it will save the process
in your Workfeed to pick up later.

. G
W Compiote 218 Comomatend tocen
Fa ) 4

9. There are no further actions for you to do as this is now attached to the member’s
pension record and Pension Services are notified.

24




Change of Hours

Please note:
You will be unable to view these changes until we have processed the information you have
submitted. Please refer to our Service Level Agreements for more information

1. Once you have selected ‘Start a Process’, it will display the following:

Work Item Processing: Start A Process

ACTIONS
D — € Select the Process you wish to start

process ?
Filter

what to start the
process against Employee forms HUB

[
®©
|;E @ Proceed to Choose
9
=

2. Click on the @ button to the left of ‘Employee forms HUB’

3. Click on ‘Hub Change of Hours’:

Work ltem Processing: Start A Process

A N OB P SO i TEIGE T 1 T S Iy T
Gt € Select the Process you wish to start

@ Most Frequently Used

@ Empl forms HUB

Hub 5050 Section Membership
Hub Absence Breaks

Hub AVC Commenced

I Hub Change of Hours I

Hub Change of Payroll No - Job Description
Hub Change of Personal Details
Hub Employer Retirement Quote

Hub Notification of Joiner

ification of Leaver

4. It will take you to a screen where you need to choose the member (employee) to start
the process against. Type the full or partial National Insurance Number or the full name
of the employee or the pay reference in the search bar and click search:

25
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Work Item Processing: Start A Process

ACTIONS

% Enter the search

crtena

0 Pick another process

€ Choose what to start the process against

Please search for the member you wish to start the process against

W Enter the search criteria

o o mogcl ¥

ws12

‘B

5.
would like to set up the process on.

When the member’s details appear below the search bar, click on the record you

6. It will then ask you to review the member’s details and click ‘Submit’ at the bottom
of the page:
. ACTIONS L art 55 aga nst
® * 1 Please search for the member you wish to start the process against
=] o ; % Enter the search criteria
9 s Y 0.
a
- Basic Details ES Folder Details
X —
.":lw‘v ”‘.'s
L
Q
Additional Detalls
7.

It will now start the process. The first page of the process will show the member’s

employment information, scroll to the bottom of the page and click ‘Next’

8.

If, at any point of the process, you are not ready to submit this right away, you can

click ‘Save’ at the bottom of the page and pick this up later from your ‘Workfeed’ and
proceed with the submission. If you also click away from this page, it will save the process

in your ‘Workfeed’ to pick up later.

9.

On the next page, you will need to input the details of the change of hours. If you

select ‘Part-time’ under the ‘Employment Status’ drop-down box, it will also ask you to
complete a part-time hour percentage. Complete the appropriate fields on these pages

and click ‘Next’ to move onto the last page.
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10. On the last page of the submission, it will ask you to submit the process. Click
‘Submit’.

Work Item Processing: Hub Change of Hours and Notify Details of Absence

UPMFolder: Miss Adele Beston, 10094508: 20072640, (Status: Active), Hampshire LGPS / Councillors: Scheme LGPS [

i ACTIONS Last|
® e €& Complete DataForm
@ : % Enter Process Data (DataForm)
@ Completed by *
HUB00001Adele Beston
a Date

15/08/2023

The above is a correct and complete statement of the member's position certified on behalf of the employer.

11. There are no further actions for you to do as this is now attached to the member’s
pension record and Pension Services are notified.
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Absence Breaks

Please note:
You will be unable to view these changes until we have processed the information you have
submitted. Please refer to our Service Level Agreements for more information

1. Once you have selected ‘Start a Process’, it will display the following:

Work Item Processing: Start A Process

ACTIONS
B — € Select the Process you wish to start

process ?
Filter

what to start the
process against Employee forms HUB

-
®
|;E @ Proceed to Choose
O,
=

2. Click on the @ button to the left of ‘Employee forms HUB’

3. Click on ‘Hub Absence Breaks’:

Work Item Processing: Start A Process

ACTIONS

* Do.youenl 1o stan

omo oEel e

4. It will take you to a screen where you need to choose the member (employee) to start
the process against. Type the full or partial National Insurance Number or the full name
of the employee or the pay reference in the search bar and click search:
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Work Item Processing: Start A Process
[ AcTiONS
® % Enterthe seach € Choose what to start the process against
S Please search for the member you wish to start the process against
lg 0 Pick another process
@ % Enter the search criteria
=] ws12 X

5. When the member’s details appear below the search bar, click on the record you
would like to set up the process on.

6. It will then ask you to review the member’s details and click ‘Submit’ bottom of the
page:

start the process against

@ o foter the seact Please search for the member you wish to start the process against

% Enter the search criteria

ES Folder Details

7. It will now start the process. The first page of the process will show the member’s
employment information, scroll to the bottom of the page and click ‘Next’

8. If, at any point of the process, you are not ready to submit this right away, you can
click ‘Save’ at the bottom of the page and pick this up later from your ‘Workfeed’ and
proceed with the submission. If you also click away from this page, it will save the process
in your ‘Workfeed’ to pick up later.

9. On the next page, you will need to input the details of the absence breaks. Complete
the appropriate fields on these pages and click ‘Next’ to move onto the last page.
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10. On the last page of the submission, it will ask you to submit the process. Click
‘Submit’.

Work Item Processing: Hub Change of Hours and Notify Details of Absence

UPMFolder: Miss Adele Beston, 10094508: 20072640, (Status: Active), Hampshire LGPS / Councillors: Scheme LGPS [

ACTIONS Last|

¢ Complete DataForm

W Enter Process Data (DataForm)

Completed by *
HUBD0001Adele Beston

m o e} ®

Date
15/08/2023

The above is a correct and complete statement of the member's position certified on behalf of the employer,

11. There are no further actions for you to do as this is now attached to the member’s
pension record and Pension Services are notified.
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Change of Payroll Number/Job Description

Please note:
You will be unable to view these changes until we have processed the information you have
submitted. Please refer to our Service Level Agreements for more information

1. Once you have selected ‘Start a Process’, it will display the following:

Work Item Processing: Start A Process

B AcTIONS

Y Do you want to start
process ?

G Select the Process you wish to start

Filter

& Proceed to Choose

what to start the
process against Employee forms HUB

2. Click on the @ button to the left of ‘Employee forms HUB’

3. Click ‘Hub Change of Payroll No - Job Description’:

Work Item Processing: Start A Process

ACTIONS

» Select the P vish to start
& Dot # Select the Process you wish to star
process ?

what to start the
process against ® Most Frequently Used
© Employee forms HUB
Hub 5050 Section Membership

™
®
@ @ Proceed to Choose
9
=]

Hub AVC Commenced

Hub Change of Hours and Notify Details of Absence

rHub Change of Payroll No - Job Description I

Hub Change of Personal Details
Hub Employer Retirement Quote
Hub Notification of Joiner

Hub Notification of Leaver

Hub Upload Document

4. It will take you to a screen where you need to choose the member (employee) to start
the process against. Type the full or partial National Insurance Number or the full name
of the employee or the pay reference in the search bar and click search:
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Work Item Processing: Start A Process

[l AcTions

@ % Search for the
Membership

€5 Choose Member to start Process against

= % Search for the Membership
L 0 Proceed to Select the

process you wish to [
{9 start ‘AWS'I 2’ | 4

5. When the member’s details appear below the search bar, click on the you record you
would like to set up the process on.

6. It will then ask you to review the member’s details and click ‘Submit’ bottom of the
page:

€3 Choose Member to start Process against

W Search for the Membership

ws123456a x ﬂ

2 Basic Details

0o m[@
°

7. It will now start the process. The first page of the process will show the member’s
employment information, scroll to the bottom of the page and click ‘Next’

8. If, at any point of the process, you are not ready to submit this right away, you can
click ‘Save’ at the bottom of the page and pick this up later from your ‘Workfeed’ and
proceed with the submission. If you also click away from this page, it will save the process
in your ‘Workfeed’ to pick up later.

9. On the next page, you will need to input the details of the change of payroll
number/job description. Complete the appropriate fields on this page and click ‘Submit’.
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#r Inte Process Dats © F
W Enter Process Data (DataForm)

Employee Information

0o mE]le

10. There are no further actions for you to do as this is now attached to the member’s
pension record and Pension Services are notified.

33




Change of Personal Details

Change of personal details processes only need to be completed on one of a member’s roles.
Once the process has been finalised, the updated details will automatically be reflected across
all roles the member holds with us.

Please note
You will be unable to view these changes until we have processed the information you have
submitted. Please refer to our Service Level Agreements for more information

1. Once you have selected ‘Start a Process’, it will display the following:

Work Item Processing: Start A Process

[ AcTIONS

Y Do you want to start
process ?

€ Select the Process you wish to start

Filter

@ Proceed to Choose

what to start the
process against Employee forms HUB

2. Click on the @ button to the left of ‘Employee forms HUB’

3. Click on ‘Hub Change of Personal Details’:

Work Item Processing: Start A Process

[l AcTiONS
® % Dovouantiostn € Select the Process you wish to start
;—zr 0Cess ?

what to start the

@ @ Proceed to Choose

T process against ® Most Frequently Used
© Employee forms HUB
E Hub 5050 Section Membership

Hub AVC Commenced
Hub Change of Hours and Notify Details of Absence

Hub Change of Payroll No - Job Description

I Hub Change of Personal Details I

Hub Employer Retirement Quote
Hub Notification of Joiner
Hub Notification of Leaver

Hub Upload Document
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4. It will take you to a screen where you need to choose the member (employee) to start
the process against. Type the full or partial National Insurance Number or the full name
of the employee or the pay reference in the search bar and click search:

Work Item Processing: Start A Process

[ AcTIONS
@ J Searchforth ‘: Choose Member to start Process against
earcn for the
Membership
Y Search for the Membership

La @ Proceed to Select the
process you wish to W E
@ start :WS12l | ) E

5.  When the member’s details appear below the search bar, click on the record you
would like to set up the process on.

6. It will then ask you to review the member’s details and click ‘Submit’ at the bottom
of the page:

€3 Choose Member to start Process against

Do oEe
°

7. It will now start the process. The first page of the process will show the member’s
employment information, scroll to the bottom of the page and click ‘Next’

8. If, at any point of the process, you are not ready to submit this right away, you can
click ‘Save’ at the bottom of the page and pick this up later from your ‘Workfeed’ and
proceed with the submission. If you also click away from this page, it will save the process
in your ‘Workfeed’ to pick up later.

9. Edit the personal details fields on this page and ensure that you complete the
dropdown menu eg ‘Is this a change in Marital Status?’. Please ensure that you only
complete the fields where the member’s details have changed. Then click ‘Submit’.
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€ Complete Dataform
% Enter Process Data (DataForm)

Change Member's Personal Detas

10. There are no further actions for you to do as this is now attached to the member’s
pension record and Pension Services are notified.
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Notification of Joiner

Please note:
You will be unable to view these changes until we have processed the information you have
submitted. Please refer to our Service Level Agreements for more information

1. Once you have Once you have selected ‘Start a Process’, it will display the following:

Work Item Processing: Start A Process

ACTIONS

e —— € Select the Process you wish to start

process ?

Filter

what to start the
process against Employee forms HUB

-
®
|;E @ Proceed to Choose
O,
=

2. Click on the @ button to the left of ‘Employee forms HUB’

3. Click on ‘Hub Notification of Joiner’:

Work Item Processing: Start A Process

ACTIONS

a8
® % Dot €% Select the Process you wish to start

process ?

what to start the

LE €@ Proceed to Choose

T process against ® Most Frequently Used
© Employee forms HUB
E Hub 5050 Section Membership

Hub AVC Commenced

Hub Change of Hours and Notify Details of Absence
Hub Change of Payroll No - Job Description

Hub Change of Personal Details

Hub Employer Retirement Quote

I Hub Notification of Joiner I

Hub Notification of Leaver

Hub Upload Document

4. Input the employer name that you would like to set up a new joiner in. For ease, you
can type part of the employer name and input an asterisk after the name (i.e., West
Sussex County*) to save you from typing the full employer name. (Please note, if your
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employer forms part of an Academy or Trust please put an asterisk before the Academy
or Trust name):

= Work ltem Processing: Start A Process

[l AcTions
@ % Enter the name of

Employer

€} choose Employer to start process against

¥ Enter the name of Employer

£ rest sussex county’| x Eo%
EMPLOYERS (1 OF 1)
E West Sussex County Council (50) , 50 4]

5. When the employer details appear below the search bar, click on the one you would
like to set up the process on.

6. It will then ask you to review the details of the employer and click ‘Submit’ at the
bottom of the page:

Work Item Processing: Start A Process

Wl Acnons
-
@ T e v {5 choose Employer to start process against
Employer
% Enter the name of Employer
=
') /est sussex county* x a
a Em er Details
p
Refsrance 0
MName Weat Sussex County Counol 50
Additional Details
Cost Centre NSB1

7. It will now start the process. Complete the information on this page and ensure you
complete all the required fields. Then click “next”. If you are not ready to submit this right
away, you can click ‘Save’ and pick this up later from your ‘Workfeed’ and proceed with
the submission. If you also click away from this page, it will save the process in your
‘Workfeed’ to pick up later.
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Work ftem Processing: Start A Pro

UPMPayiacation: West Susses County Councll (S0) | 50 West Sessex LGPS / Councllloss [
ACTIONS

N Coniit €5 Start a Process from a form

Starting Process
* Complete the form
Ermployer

West Sussex County Counal (50)

Titke *

v

First names *
Sumame *
Date of Bath (dd/mmy/yyyy) *

]

Gender *

8. On the next few pages, the joiner form is split across separate pages. Complete the
appropriate fields on these pages and click ‘Next’ to move onto the next page.

9. On the last page of the submission, it will ask you to submit the process. Click
‘Submit’.

10. There are no further actions for you to do as Pension Services are notified and will
create a new member record within the SLA, attaching this information to the record.

11. Once you have submitted the joiner, you will receive an email confirmation to the
email address associated with your Employer Hub account. This confirmation will contain
the employer, payroll number and job title of the new joiner you have submitted. It will
also confirm our statutory obligation timeframe in which to process the joiner. Once this
timeframe has been completed, you can then view this record on your Employer Hub
account. Please check your junk emails if you have not received this confirmation email
within 10 minutes of submission.

‘%%, HAMPSHIRE
‘*’ PENSION FUND

Thank you for submitting Notification of Starter Form.

What happens next?

We will process within 20 working days and once processed you
will be able to access the record on the Employer Hub.

Member Details

Employer: Hampshire County Council
Payroll Number: 245
Job Title: Admin Asst

Kind regards

Hampshire Pension Services
E-mail: pensions@hants.gov.uk | Tel: 01962 845588

Web: www.hants.gov.uk/pensions
Hampshire Pension Services, The Castle, Winchester, SO23
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Notification of Leaver

Please note:
You will be unable to view these changes until we have processed the information you have
submitted. Please refer to our Service Level Agreements for more information

1. Once you have selected ‘Start a Process’, it will display the following:

Work Item Processing: Start A Process

ACTIONS
e —— € Select the Process you wish to start
process ?

Filter

what to start the
process against Employee forms HUB

-
®
|;E @ Proceed to Choose
O,
=

2. Click on the @ button to the left of ‘Employee forms HUB’

3. Click on ‘Hub Notification of Leaver’:

Work Item Processing: Start A Process

ACTIONS

a i R
W Do it Tt € Select the Process you wish to start

process 2

what to start the
process against ® Most Frequently Used

-
®
l;a @ Proceed to Choose
.0
© Employee forms HUB
E Hub 5050 Section Membership
Hub AVC Commenced
Hub Change of Hours and Notify Details of Absence
Hub Change of Payroll No - Job Description
Hub Change of Personal Details
Hub Employer Retirement Quote

Hub Notification of Joiner

l Hub Notification of Leaver I

Hub Upload Document

4. It will take you to a screen where you need to choose the member (employee) to start
the process against. Type the full or partial National Insurance Number or the full name
of the employee or the pay reference in the search bar and click search:
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Work Item Processing: Start A Process

ACTIONS
A Search fort » Choose Member to start Process against
earch for the
Membership
W Search for the Membership
@ FProcee

Select the
process you wish to I
start ws1 2‘ F m

5. When the member’s details appear below the search bar, click on the one you would
like to set up the process on.

0o oEle

6. It will then ask you to review the member’s details and click ‘Submit’ at the bottom
of the page:

€ Choose what to start the process against

Please sessch for the member you wish 1o start the process against

# Enter the search eriteria

EIECTCT I C. |

2 Basic Dotails
Full Reame: O Balla Acthve

Gancsir

Wik hone)

Additional Datails
ol et 2 Test mpioyer Payroll Reference: 54
b Rt 1 Rersians TM

7. It will now start the process. Complete the leaver information in this page and ensure
you complete all the required fields.

€ Complete Dataform
W Complete Notification of Leaver Form

Notification of Leaver

Before you start completing this form please ensure:
Are the members personal details correct? *

Yes v

Are service details for pre 2014 Service (including service breaks) correct? *

Yes >4

“If the employee works variable hours you will need this information to add later*

8. Then click ‘Next’.
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9. The leaver form is split over multiple pages to allow you time to complete each
section.

10. If, at any point of the process, you are not ready to submit this right away, you can
click ‘Save’ at the bottom of the page and pick this up later from your ‘Workfeed’ and
proceed with the submission. If you also click away from this page, it will save the process
in your ‘Workfeed’ to pick up later.

11. On the last page of the process, it will have prefilled your details and the current date.
Click on ‘Submit’ when you are ready to submit the leaver.

Work Item Processing: Hub Notification of Leaver

UPMFolder: Miss Adele Beston, 10094508: 20072640, (Status: Al
ACTIONS
n % Rars ®
¢ Complete Dataform

% Complete
Notification of Leaver

|§ Form W Complete Notification of Leaver Form
0]

Contact Details

Completed by *
HUBQ0001Adele Beston

Date
17/08/2023

12. There are no further actions for you to do as this is now attached to the member’s
pension record and Pension Services are notified.

13. Once you have submitted the leaver, you will receive an email confirmation to the
email address associated with your Employer Hub account. This confirmation will contain
the employer, payroll number and job title of the leaver you have submitted. It will also
confirm our maximum statutory obligation timeframe in which to process the leaver.
Please note, if we have any queries we need to resolve before we can process this leaver,
the timeframe will start from when the query
has been resolved. Once this timeframe has
been completed, you can then view the
changes on your Employer Hub account. Thank you for submitting Notification of Leaver Form
Please check yourjunk emails if you have not :::th:zp:nzsq::; we will contact you and the leaver will be
received this confirmation email within 10 procsssed witn 30 working deys following resoluton ofal
minutes of submission. q

% HAMPSHIRE
"“’ PENSION FUND

Member Details

Employer: Hampshire County Council
Payroll Number: 10

Kind regards

Hampshire Pension Services

E-mail: pensions@hanis.gov.uk | Tel: 01962 845588

Web: www_hants gov.uk/pensions

Hampshire Pension Services, The Castle, Winchester, 5023
suB

How are we doing? Click here to let us know.
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Employer Retirement Quotes (add-on)

Employers can have access to run their own pension estimates for their employees. This means
employers can immediately generate the information on a members’ pension entitlements, as
well as any associated employer strain charges. If this is something you are interested in, please
email us to enable us to set you up with access and organise some additional training and
support.

Hub Employer Retirement Quote

1. Once you have attended our Estimate training, you will be given additional estimate
access. Email pensions.employer@hants.gov.uk if you require training.

2. Once you have selected ‘Start a Process’, it will display the following:

Work Item Processing: Start A Process

[ W AcTIONS

% Do you want to start
process ?

G Select the Process you wish to start

& Proceed to Choose

what to start the )
process against @ Employee forms HUB

3. Click on the @ button to the left of ‘Employee forms HUB’

4. Click on ‘Hub Employer Retirement Quote’

Work Item Processing: Start A Process

ACTIONS
e € Select the Process you wish to start

@ Most Frequently Used
© Employee forms HUB
Hub 5050 Section Membership

Hub AVC Commenced
Hub Change of Hours and Notify Details of Absence
Hub Change of Payroll No - Job Description

Hub Change of Personal Details

IHM) Employer Retirement Quote I

Hub Notification of Joiner
Hub Notification of Leaver

Hub Upload Document
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5. It will take you to a screen where you need to choose the member
(employee) to start the process against. Type the full or partial National
Insurance Number or the full name of the employee or the pay reference in the search

bar and click search:

© mcl B

Work Item Processing: Start A Process

ACTIONS

W Search for the
Membership

W Search for the Membership

0 Proceed 1o Select the

process you wish to
start ws1 2|

: Choose Member to start Process against

6. When the member’s details appear below the search bar, click on the one you would

like to set up the process on

7. It will then ask you to review the member’s details and click ‘Submit’ at the bottom

of the page:

Work Item Processing: Start A Process

Communication:

L

ACTIONS

% Enter the search

ES Folder Details

Membership Number:

oo miel e
o

Status
Company Name:
Employer Name:

Date Joined Employer:

Scheme Retirement Date:

Impossible Case

Additional Details

Employer Payroll Reference -

=]

EMail

Active

The LG Pension Fund (PF)
Hampshire County Council

15/04/2019

8. Input the leaving/retirement date of the member. Use the calendar icon beside the

box to select a date and click ‘Submit’:
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Work Item Processing: Web Standard Employer_Retirement_Quote

UPMFolder: Mstr West1 Sussex, 30093591: 30120956, (Status: Active), West Sussex LGPS / Councillors: Scheme West Sussex LGPS [
ACTIONS

‘: Run Leaver matrix

-
@ Y Run Leaver Matrix

W Run Leaver Matrix
8
O Leaving/Retirement Date*
L
B

9. It will now start the process. Complete the information on this page and ensure that
you complete all the required fields. Then click ‘Submit’.
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10. It will then take a few seconds to calculate the retirement estimate. Once completed
it will ask you to produce the document for the estimate. Select “view document” to view
the estimate:
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11. Then click “show document” and then “Download PDF”. You can then save this

document

ﬁ ACTIONS
1=
0]
a
u ACTIONS
* View Dooanent € Produce Quote

W View Document

Hide Document
Employer Web Quote Statement - 08/12/2@0 Downlcad PDF

Close

12. Once you have viewed and downloaded the document, press ‘Close’ to end the

process.
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Hub Upload Document

This feature can be used to upload the following completed paper documents to a member’s
record:
e |ll Health Certificate
Leaver form
Employer Initiated Retirement Authorisation (EIRA) form
Opt out Form
Employer Estimate Form
CETV Form Financial Planning
Divorce Request CETV

Starting the Upload Document Process

1. Once you have selected ‘Start a Process’, it will display the following:

Work Item Processing: Start A Process

ACTIONS

& i + ¥
X Do ; € Select the Process you wish to start

process 7

@ & Proceed to Choose
what to start the ]
£D process against Emulom forms HUB

2. Click on the @ button to the left of ‘Employee forms HUB’

3. Click on ‘Hub Upload Document’:

Work Item Processing: Start A Process

ACTIONS

i € Select the Process you wish to start
-J-

Rrocess ?

what to start the
process against @® Most Frequently Used

o
®
LE @ Proceed to Choose
9
© Employee forms HUB
E Hub 5050 Section Membership
Hub AVC Commenced
Hub Change of Hours and Notify Details of Absence
Hub Change of Payroll No - Job Description
Hub Change of Personal Details
Hub Employer Retirement Quote

Hub Notification of Joiner

Hub Notification of Leaver

Hub Upload Document
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4. It will take you to a screen where you need to choose the member (employee) to
upload the document for. Type the full or partial National Insurance Number or the full
name of the employee or the pay reference in the search bar and click search:

Work Item Processing: Start A Process

[ AcTions

@ W Search for the

Membership

€} Choose Member to start Process against

% Search for the Membership

LE @ Proceed to Select the
process you wish to

o) start ws12 E

5. When the member’s details appear below the search bar, click on the one you would
like to upload the document on.

6. It will then ask you to review the member’s details and click ‘Submit’ at the bottom of
the page:

(3 hoose Member 1o start Process against

W Search for the Membership

Do mE)e
B =

7. From the drop-down list, select which document you would like to upload:
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€ Upload Document
% View picklist options

Which form would you like to upload?

Please select a form from the lisl Please select a form from the list is mandatory.
/

Please Select hd
Rlesseselect rtificate, opt out or employer initiated retirement authorisation (EIRA), please ensure that you have submitted a

5050 Section Membership Form
‘CETV Form Financial Planning
Divorce Request CETV

EIRA

Employer Estimate Form

Il Health Certificate

Leaver Form

Opt Out Form

8. If you are uploading an ill health certificate or EIRA form, please ensure you have
submitted a leaver form separately.

9. Once the form has been uploaded you will receive an email confirmation to the email
address associated with your Employer Hub account.

EIRA form upload

1. Follow the instructions from: Starting the Upload Document Process to set up the
process. Once you have selected EIRA from the drop-down list and clicked ‘Submit’, it

will take you to a new page where you will need to select ‘Upload EIRA form’ on the left-
hand side of the screen:

Work Item Processing: Hub Upload Document

UPMFolder: Miss Adele Beston, 10094508: 20072640, (Status: Active), Hampshire LGPS / Councillors: Scher

ACTIONS
W Upload EIRA Form ‘= U:}|G'&d ElRA
Your upload can be any of the following formats, to upload your document select Upload EIRA
1. Word
2.PDF

Once you have uploaded your document you will be taken back to your Work Feed

2. The document needs to be saved in either a PDF or Word Document format before
uploading

49




3. Once you select ‘Upload EIRA Form?’, an ‘Add File’ option will appear towards the
bottom of the screen, click on ‘Add File’:

» Upload EIRA

Your upload can be any of the following formats, to upload your document select Upload EIRA

1. Word
2. PDF

Once you have uploaded your document you will be taken back to your Work Feed

W Upload EIRA Form

Add File(s)
e

4. It will then open your own documents menu from your computer. Find the EIRA form

document you have completed and saved and either double click into it or click ‘Open’ on
your documents menu to upload it.

5. Once you have done this, it will show the name of the file on the Hub page, as below.
If you are happy this is the correct file, select ‘Upload’

» Upload EIRA

Your upload can be any of the following formats, to upload your document select Upload EIRA

1. Word
2.PDF

Once you have uploaded your document you will be taken back to your Work Feed

% Upload EIRA Form

1. TESTING Employer initiated retirement form - January 2022.docx  [EE OS]

Upload = Cancel
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6. The document has now been uploaded to the member’s record and it will take you
back to your Workfeed page.

7. If you would like to view this document once submitted, you can view this by clicking
on the member’s documents list. Please see: How to view documents on an employee’s
pension record for further information on this.

lIl Health Certificate Form Upload

1. Follow the instructions from: Starting the Upload Document Process to set up the
process. Once you have selected lll-Health Certificate from the drop-down list and clicked
‘Submit’, it will take you to a new page where you will need to select ‘Upload lll-Health
Certificate form’ on the left-hand side of the screen:

Work Item Processing: Hub Upload Document

UPMFolder: Miss Adele Beston, 10094508: 20072640, (Status: Active), Hampshire LGPS / Councillors: Scheme LGPS [

ACTIONS L

% K oad i et € Upload Ill Health Certificate

Certificate

Your uplead can be any of the following formats, to upload your decument select Upload Ill Health Certificate

1. Word
2. POF

Once you have uploaded your document you will be taken back to your Work Feed

The document needs to be saved in either a PDF or Word Document format before uploading

2. Once you select ‘Upload Il Health Certificate’, an ‘Add File’ option will appear towards
the bottom of the screen, click on ‘Add File’:

Hub Upload Document

UPMFolder: Miss Adele Beston, 10094508: 20072640, (Status: Active), Hampshire LGPS / Counc

» Upload Ill Health Certificate

Your upload can be any of the following formats, to upload your document select Upload |

1. Word
2.PDF

Once you have uploaded your document you will be taken back to your Work Feed

Y Upload Ill Health Certificate

Add File(s)
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3. It will then open your own documents menu from your computer. Find the Il Health
certificate document you have completed and saved and either double click into it or click
‘Open’ on your documents menu to upload it.

4. Once you have done this, it will show the name of the file on the Hub page, as below.

If you are happy this is the correct file, select ‘Upload’

€& Upload Il Health Certificate

Your upload can be any of the following formats, to upload your document select Upload Il Health Certificate

1. Word
2.PDF

Once you have uploaded your document you will be taken back to your Work Feed

Y Upload Ill Health Certificate

1. TEST employer-form-ill-health-certificate-current-active-member (1).doc [MEENWYISIEE)] |

5. The document has now been uploaded to the member’s record and it will take you
back to your Workfeed page. This document will be sent to our retirements team to
process an ill health estimate.

6. If you would like to view this document once submitted, you can view this by clicking
on the member’s documents list. Please see: How to view documents on an employee’s
pension record for further information on this.
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Leaver Form Upload

1. Follow the instructions from: Starting the Upload Document Process to set up the
process. Once you have selected Leaver Form from the drop-down list and clicked

‘Submit’, it will take you to a new page where you will need to select ‘Upload Leaver form’
on the left-hand side of the screen:

Work Item Processing: Hub Upload Document

UPMFolder: Miss Adele Beston, 10094508; 20072640, (Status: Active), Hampshire LGPS / Councillors: Scheme LGPS [

ACTIONS

W Upload Leaver Form ‘= L'Olcad Leaver Form

Your upload can be any of the fellewing fermats, to upload your document select Upload Leaver Form

1. Werd
2.PDF

Once you have uploaded your document you will be taken back to your Work Feed

The document needs to be saved in either a PDF or Word Document format before uploading

2. Once you select ‘Upload Leaver Form’, an ‘Add File’ option will appear towards the
bottom of the screen, click on ‘Add File’:

king: Hub Upload Document

UPMFolder: Miss Adele Beston, 10094508: 20072640, (Status: Active), Hampshire LGPS / Councillors: Scheme LGPS [
Last |

¢ Upload Leaver Form

Your upload can be any of the following formats, to upload your document select Upload Leaver Form

1. Word
2. PDF

Once you have uploaded your document you will be taken back to your Work Feed

* Upload Leaver Form

Add File(s)

3. It will then open your own documents menu from your computer. Find the Leaver
Form document you have completed and saved and either double click into it or click
‘Open’ on your documents menu to upload it.

4. Once you have done this, it will show the name of the file on the Hub page, as below.
If you are happy this is the correct file, select ‘Upload’

53




Hub Upload Document

UPMFolder: Miss Adele Beston, 10094508: 20072640, (Status: Active), Hampshire LGPS / Councillors: Scheme LGPS [

Last
‘I = =
# Upload Leaver Form

Your upload can be any of the following formats, to upload your document select Upload Leaver Form

1. Word
2. PDF

Once you have uploaded your document you will be taken back to your Work Feed

¢ Upload Leaver Form

1. TEST Igps-leaver-form (2).docx EEEHGRZIES)]

5. The document has now been uploaded to the member’s record and it will take you
back to your Workfeed page. This document will be sent to our leavers team to process
the leaver form.

6. If you would like to view this document once submitted, you can view this by clicking
on the member’s documents list. Please see: How to view documents on an employee’s
pension record for further information on this.

Opt-Out Form Upload

1. Follow the instructions from: Starting the Upload Document Process to set up the
process. Once you have selected Opt-Out from the drop-down list and clicked ‘Submit’, it
will take you to a new page where you will need to select ‘Upload Opt-Out form’ on the
left-hand side of the screen

€ Upload Document
W View picklist options
Which form would you like to upload?

Please select a form from the list *

Opt Out Form »

If you are uploading an ill health certificate or employer initiated retirement authorisation (EIRA), please ensure that you have submitted a leaver
form separately.

The document needs to be saved in either a PDF or Word Document format before uploading
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2. It will then open your own documents menu from your computer. Find the Opt-Out
Form document you have completed and saved and either double click into it or click
‘Open’ on your documents menu to upload it.

3. Once you select ‘Upload Opt Out Form’, an ‘Add File’ option will appear towards the
bottom of the screen, click on ‘Add File’

ACTIONS La

E—— € Upload Opt Out Form

Form
Your upload can be any of the following formats, to upload your document select Upload Opt Out Form

1. Word
2. PDF

Once you have uploaded your document you will be taken back to your Work Feed

4. The document has now been uploaded to the member’s record and it will take you
back to your Workfeed page.

5. If you would like to view this document once submitted, you can view this by clicking
on the member’s documents list. Please see: How to view documents on an employee’s
pension record for further information on this.

Employer Estimate Form Upload

1. Follow the instructions from: Starting the Upload Document Process to start the
process. Once you have selected Employer Estimate form from the drop-down list and
clicked ‘Submit’, it will take you to a new page where you will need to select ‘Upload
Employer Estimate form’ on the left- hand side of the screen

€ Upload Document
% View picklist options

Which form would you like to upload?
Please select a form from the list *

Employer Estimate Form v

If you are uploading an ill health certificate or employer initiated retirement authorisation (EIRA), please ensure that you have submitted a leaver
form separately.

The document needs to be saved in either a PDF or Word Document format before uploading.

2. It will then open your own documents menu from your computer. Find the Employer
Estimate document you have completed and saved and either double click into it or click
‘Open’ on your documents menu to upload it.
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3. Once you select ‘Upload Employer Estimate form, an ‘Add File’ option will appear
towards the bottom of the screen, click on ‘Add File’

ACTIONS Last Modified: 25/10/2024, 08:12:16

LY .
e UploadMaiibier ¢ Upload Employer Estimate Form
Estimate Form 2
Your upload can be any of the following formats, to upload your document select Upload Employer Estimate Form

1. Word
2. PDF

Once you have uploaded your document you will be taken back to your Work Feed

4. The document has now been uploaded to the member’s record and it will take you
back to your Workfeed page.

5. The Employer Estimate form cannot be viewed on the member’s documents
list.

CETV Form Financial Planning

1. Follow the instructions from: Starting the Upload Document Process to start the
process. Once you have selected CETV Form Financial Planning form from the drop-
down list and clicked ‘Submit’, it will take you to a new page where you will need to select
‘CETV Form Financial Planning’ on the left- hand side of the screen:

€ Upload Document
% View picklist options
Which form would you like to upload?

Please select a form from the list *

CETV Form Financial Planning v

If you are uploading an ill health certificate or employer initiated retirement authorisation (EIRA), please ensure that you have submitted a leaver
form separately

The document needs to be saved in either a PDF or Word Document format before uploading.

2. It will then open your own documents menu from your computer. Find the CETV
Form Financial Planning document you have completed and saved and either double
click into it or click ‘Open’ on your documents menu to upload it.
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ACTIONS Last Modified: 18/11/2024, 09:20:45
K Upload CETV Form ¢ Upload CETV Form Financial planning

Financial Planning
Your upload can be any of the following formats, to upload your document select Upload CETV Form - Financial Planning Form - we will provide an
estimate of current benefits and a cash equivalent value only, members cannot transfer out of the LGPS whilst contributing to the scheme

1. Word
2. PDF

Once you have uploaded your document you will be taken back to your Work Feed

3. Once you select ‘Upload CETV Form Financial Planning’, an ‘Add File’ option will
appear towards the bottom of the screen, click on ‘Add File’

4. The document has now been uploaded to the member’s record and it will take you
back to your Workfeed page.

Divorce Request CETV

1. Follow the instructions from: Starting the Upload Document Process to start the
process. Once you have selected Divorce Request CETV form from the drop-down list
and clicked ‘Submit’, it will take you to a new page where you will need to select

2. ‘Upload Divorce Request CETV’ form on the left- hand side of the screen

© Upload Document
W View picklist options
Which form would you like to upload?

Please select a form from the list *

Divorce Request CETV ¥

If you are uploading an ill health certificate or employer initiated retirement authorisation (EIRA), please ensure that you have submitted a leaver
form separately.

The document needs to be saved in either a PDF or Word Document format before uploading.

3. It will then open your own documents menu from your computer. Find the Divorce
Request CETV document you have completed and saved and either double click into it
or click ‘Open’ on your documents menu to upload it.

RCTIONS

I Upload Diliice % Upload Divorce Request Form CETV
Request Form CETV

Last Modified: 18/11/2024, 09:21:49

Your upload can be any of the following formats, to upload your document select Upload Divorce Request Form CETV - we will provide information
in our standard format together with a schedule of charges that apply for work carried out in relation to divorce and pension sharing

1. Word
2.PDF

Once vou have uploaded vour document vou will be taken back to vour Work Feed
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4. Once you select ‘Divorce Request CETV form’, an ‘Add File’ option will appear
towards the bottom of the screen, click on ‘Add File’

5. The document has now been uploaded to the member’s record and it will take you
back to your Workfeed page.

5050 Section Membership Form

Please note

If you have a 5050 Section Election Form from the Member you do not need to complete the
HUB 5050 Section Membership process as well

1. Follow the instructions from: Starting the Upload Document Process to start the
process. Once you have selected 5050 Section Membership form from the drop-down list

and clicked ‘Submit’, it will take you to a new page where you will need to select Upload
5050 Section Membership form on the left- hand side of the screen

ACTIONS

Tast Modiiea: 24/03/2025, 09:47:08
T € Upload Document

K View picklist options

Which form would you like to upload?

Please select a form from the list Plase st s onm 1om the s s ety

Please Select ~

[ £ rificate, opt out ar emplayer initiated refirement authorisation (EIRA), please ensure that you have submitted a
5050 Section Membership Form

|(nv Form Financial Planning
Divorce Request CETV

EIRA

Employer Estimate Form

Il Health Cenifieate

Leaver Farm

Opt Cut Form

The document needs to be saved in either a PDF or Word Document format before uploading.

2. It will then open your own documents menu from your computer. Find the 5050
Section Membership document you have completed and saved and either double click
into it or click ‘Open’ on your documents menu to upload it.

ACTIONS
Your upload can be any of the following formats, to upload your document select Upload 5050 Section Membership Form
Y Upload 5050 Section
Membership Form 1. Word

2.PDF

Once you have uploaded your document you will be taken back ta your Work Feed

W Upload 5050 Section Membership Form

1. 2014-50-50-section-election-form.docx  EECUWTRIEE]
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3. Once you select ‘5050 Section Membership form’, an ‘Add File’ option will appear
towards the bottom of the screen, click on ‘Add File’

4. The document has now been uploaded to the member’s record and it will take you
back to your Workfeed page.

How to view documents on an employee’s pension record
You can use these instructions to view a process you have submitted on the Hub. You can also
see documents we have produced for the employee (e.g., Annual Benefit Statements) and
documents submitted by the employee or employer (e.g., Leaver form, Starter form, change of
personal details etc.)

1. Search for the employee using the search bar along the top of your Dashboard page.
You can search using the National Insurance Number, surname, pay reference or folder
reference number (if known):

Civica Pensions BEE

MEMBERSHIPS (1 OF 1) VIEW ALL RESULTS FOR "ACTIVE" IN MEMBERSHIPS [}
Dashboard: Home Mrs Bella Active YS123456A Active Pay Reference 54321 ]
VIEW ALL RESULTS FOR "ACTIVE" [£

2. On the left-hand side of the screen, you can then click on the icon with 2 pages, which
will show the member’s documents:

ACTIONS

W Open Member
History Views

3. The list then appears which shows the documents on the member’s record, including
any processes you have submitted. You can then click in here and view all your inputs. If
a document shows in here, you can be sure it has come through to our system.
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4. The only document you cannot view immediately is a starter form. This is because
the pension record has not been created yet for a document to assign to. However, once
the record has been created, you will be able to view the submission in the same way as
above.

How to run Employer Reports

1. On your Dashboard, click on the ‘SSRS Reports’ icon:

= Dashboard: Home

f
L]
O)

Wark Feed

2. There are several reports you can run:

o List of Active Members Not Registered for Web — A list of your employees who have
not registered for the Member Portal

o List of Active Members Registered for Web — A list of your employees who have
registered for the Member Portal

e List of Members by Employer — A list of your employees with the option to choose
different types of pension folder statuses:

Active No Retained Benefits
Beneficiary Pensioner Non Member
Deferred Pensioner

Deferred Ex Spouse Pensioner Ex Spouse
Full Refund Preserved Refund

No Liability Transfer Out
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- List of Members missing Death Grant Expression of Wish — A list
of your employees who have not completed their death grant
expression of wish nomination.

Reports & Dashboards: SSRS Reports

=M

Members missing Death List of Active Members List of Active Members Not List of Members by
Grant Expression of Wish Registered for Web Registered for Web Employer

Ry

3. Select the report you require by clicking on the corresponding tile. Make your
selections in the report (for example, choose an employer or a folder status), and click on
the ‘View Report’ button to generate your report.

4. You can then export the report from the Hub to multiple file types and save a copy if
you wish. You can also print the report from the Hub:

et Suauex Caunty Covnal (50)

Went Sunsen County Couned (50)

West Sunses Couney Councl (503

Wiest St County Councl (30)

Wt Susvex County Councl (50)
<
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How to run your active membership report.

1.  From the Employer Hub Dashboard, click on the ‘SSRS Reports’ tile

2. Click on the list of members by employer tile:

Members missing Death List of Active Members List of Active Members Not List of Members by
Grant Expression of Wish Registered for Web Registered for Web Employer

3. If you support more than one employer, choose the required employer or group of
employers to run the report for:

SSRS Reports & Das st of Members by Employer

Employer(s) FolderStatus(s)

4. Under the folder status option tick active then click on the view report button:
SSRS Reports & Dashboards: List of Members by Employer

[ (select Al a
Active '

] Beneficiary Pensioner
L) Deceased

eferred (GMP or PR only)
eferred Ex Spouse

O Full Commutation o
<« oEmm—mm
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5.

SSRS Reports & Dashboards: List of Members by Employer

Under the folder status option tick active then click on the view report button:

View Report

O

6. The report will display. Please note there may be more than one visible page of data.
Use the left and right arrows to move between pages. ‘Right click’ anywhere on the data
to show the ‘pop up menu’ to print the data or save as an Excel workbook:

SSRS Reports & Dashboards: List of Mer A=
© Print

Send tab to your devices

ensiovers | (D -

| 2
1 of27  »

FolderSta

38 Create QR Code for this page

Read aloud

DI &)

Translate to English
Open in sidebar

List of Members

NINO

Add page to Collections

(2

Employer

Share

s Web capture
View page source

Inspect

14/09/1970 Active

View Report

FOLDER STATUS

Active

@
=)
b
=~
¥
b

7. The List of Members by Employer reports now
and the Payroll Reference as below:

include the Employment Start Date

List of Members ,

FORINAMES SURNANMT DO

v Payvoll FOLDER STATUS
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Trouble Shooting:

1. Clicking on the Forgotten details link, however immediately taken back to the
Employer HUB home page.

Normally taking the following action in your browser will resolve this:
e Clear all browser history and cookies/cached files — please choose “All Time” in the

options, rather than the common default “Last Hour” (please see guidance below on how
to do this)

e Close all browser windows
¢ Reload the browser window
e Go back onto the Employer Hub Homepage

e For good measure, please do a hard-refresh when you are on the Employer HUB
homepage — hold CTRL key and press F5 key

How to clear cache and cookies
1. When in Microsoft Edge, go to Settings > Privacy > Clear browsing data

2. You can find Settings by clicking on the three dots in the top-right corner of the tab.

M = 9%@
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3. This takes you to the following menu. Click on Settings.

(3 New tab Ctrl+
B New window Ctrl+N

E2 New InPrivate window Ctrl+Shift+N
Zoom — 100% +

= Favourites trl+ Shift+
History Ctrl+H
Downloads Ctrl+)
Apps >
Extensions

Browser essentials

Print Ctrl+P

0 ¢ 0B Ow

Screenshot trl+Shift+S

&

Find on page Ctri+F

More tools 4
€83 Settings

Close Microsoft Edge

4. This takes you to the following menu. Click on Privacy search and services.

Settings

Q_  Search settings

@

Profiles

PIIVCIL)’, SEQTCH, aTTd SETVICES

&

&

Appearance

Sidebar

B B8

Start, home, and new tabs

(R

Share, copy and paste

&

Cookies and site permissions

ol

Default browser

I

Downloads

o
o

&

Family safety

=

Languages

Printers

0@

System and performance
Reset settings

Phone and other devices

% o0 O

Accessibility

@

About Microsoft Edge

5. Scroll down until you find the following option.
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Clear browsing data for Internet Explorer

This includes history, passwords, cookies and more. Chosen data for Internet Explorer and Internet Explorer mode will be deleted.

Clear browsing data now Choose what to clear
Clear chosen data for Internet Explorer and Internet Explorer mode every time you exit Microsoft Edge C
To choose what to clear, go to the delete browsing history menu

6. Click on Choose what to clear.

7. You then get the following menu, where you can select what you would like deleted.

H Delete Browsing History

Preserve Favourites website data
Keep cookies and temporary Internet files that enable your
favourite websites to retain preferences and display faster.

N Temporary Internet files
Copies of webpages, images and media that are saved for faster
viewing.

Cookies
Files stored on your computer by websites to save preferences such
as log-in information.

(] History
List of websites you have visited.

(] Download History

n List of files you have downloaded.
" [ Form data
Saved information that you have typed into forms.
b
(] Passwords

Saved passwords that are automatically filled in when you sign in
to a website that you have previously visited.

About deleting browsing history Delete Cancel

8. Click on Delete.
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Contact Us

Support is available Monday to Thursday 8.30am to
apm

Friday 8.30am to 4pm
'ﬁ' Telephone: 01962 845588

Email: pensions.employer@hants.gov.uk

p
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