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Have you returned your Terms and Conditions
and eBusiness Contact Details to The Pensions
Trust?

Do you have correct passwords and permissions?

Have you prepared your contributions spreadsheet and checked the following:

All member numbers are entered, without M’s before
There are no blank cells (except ‘Date of Leaving’)

Numbers are formatted to two decimal places

‘Monthly Pensionable Earnings’ is correct

There are no formulas

There are no totals

Does the spreadsheet have the correct headings
and is saved as a .csv format?

Once the spreadsheet is uploaded to eBusiness,
are you able to submit straightaway?
If not, turn to the flow chart over the page.

Now the contributions are submitted, have
you sent the corresponding matching payment?

Are there any outstanding ‘Leaver Forms’ to
complete online?
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If ‘Submit Data’ is greyed out, there will be some validations to
deal with. To see which members this affects, tick ‘Show Errors’
and ‘Show Actions’ to the left of the screen. Only members with

errors or actions will remain in the list.

Click on ‘Edit’ to the left of the first member’s details. This will
take you into the member’s individual record screen.
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In the second half of the screen, there is a heading
saying ‘Validation Results’. Underneath there will be a
message explaining what the system is querying.
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Is the message an ‘Error’ or an ‘Action’?
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ERROR - this is questioning something ACTION - this will relate to something the

the system believes to be wrong. system needs confirmation of. Usually you

You will need to amend your data to can either amend your data or confirm it is
continue. correct in the boxes below the message.

. | Please note: If you have amended your data,
click or tab from the field for it to take effect.
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When you have dealt with the validation, the message will
disappear from the screen. The ‘Previous’ and ‘Next’ buttons
under your list of members will tell you if there are any more

messages. Are there any more?
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YES - work through them by Click ‘Finish’ to return to the ‘“Validate
clicking ‘Next' until your ‘Next' [—— Records’ screen. The system will
button is greyed out have revalidated completely based on [« No
' your responses. Is ‘Submit Data’ now

available to click?
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YES - click ‘Submit Data’ to send NO - repeat procedure
your contributions to to read the new
The Pensions Trust. messages.
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