SOVEREIGN

Guide for Employers:
Setting Up Employees on the Sovereigh Upload Portal
& Connecting to EasyPay

What this guide covers:

* Registeryour organisation on the Sovereign Upload Portal
 Add and onboard pension scheme members

* Connectyour payroll system using EasyPay (if applicable)
* Submit monthly pension contribution files automatically

Support contacts:
Sovereign: localpensions@SovereignGroup.com

EasyPay: cs@rockit.gi



Step 1: Activate Your Account @

A) You will receive an email from Sovereign containing your activation code, your scheme reference number,
link to the Sovereign Upload Portal.

B) Go to the Sovereign Upload Portal C) Enter your organisation D) Your scheme will then
(https://sovereignpension.com) and details and activation code. appear on your dashboard.
click ‘Activate’. )
. Cancel (’f =
Activate ) \ M >
f you have received your activation cods, please enter the Javie:Mo;ton Gil
following details and submit to continue with your registration. pkelly@soversigngroup.com

Emigtl 1D Services

+ Add New

Setect 3 wser
New Password 1 Select 3 us

Email Address New Password
GIB - Test GPPS Employer2 - 0076
Email ID Confirm New Passward Jawier Monton Gil | pkelly@soversigngroup.com

Confirm New Password
Password
Employer Invitation Cade
Password o )
Activation Code
Forgot Fassword First Name

First Name

Qrgo
Sign Cut
m Last Name =

\ / Last Name
Dion't have an acccurt




(Optional: Adding Additional Schemes)

SOVEREIGN

A) To add another pension
scheme click “Add New”:

()

Javier Monton Gil
pkelly@soversigngroup.com

S

Ty Sefect a user

GIB - Test GPPS Employer2 - 0076
Javier Monton Gil | pkelly@sovereigngroup.com

Sign Cut

3) Enter the activation code
for the additional scheme:

C) Once added, the new
scheme will appear on your
dashboard:

()

Javier Monton Gil
pkelly@soversigngroup.com

1 Select a user

GIB - Test GPPS Employer - 0075
Javier Monton Gil | phelly@soversiongroup.com

GIB - Test GPPS Employer2 - 0076
Javier Monton Gil | pkelly@soversiongroup.com

Sigri Out



Step 2: Generate Your APl Key

A) Click on the scheme B) Go to the ‘Home’ tab and click C) Copy the Key for later use:
tab to go to the Sovereign ‘Generate Key’:
Upload Portal homepage:

Create new API key

Home Employee Management Docs &
——
@ 1 i Display Name Optional

Javier Monton Gil
pkelly@soversigngroup.com

Test Key

API Keys

Services R Niamroge Sbgrallon aeccar Cance! Create AP! key

7L Select 3 user \L

GIB - Test GPPS Employer2 - 0076

Tavier Monton Gil | pkelly@soversigngroup.com Secret Key shC ... m-iu

Name Key

Create new API key
Please save this API key somewhere safe and accessible. For security reasons, you won't be able to view it
again through your account. If you lose this API key, you will need to generate a new one.
CLYoUnzWP1-NkFvGFgKLIx_X-aD3UTmSk6tthzKDgU3U25PsvQofEc SycWhkxXrelRo ]
Sign Out




SOVEREIGN

Step 3: Enter Your APl Key in EasyPay

A) Log into EasyPay and go to: Settings 2
Company Settings

B) Go to the Advanced tab. Tick Enable
Sovereign Pensions Integration, paste your
APl Key, and click Save.

(3 EasyPay Professional ¥22.91 - Demo Company, Tax RefiR0251 - [Employees)

§_§ Demo Company

File Settings Tools  Admin Help Details] Seltingsl Leave| Payroll] Payroll Penodsl Banklng[ Company Documenls| Email Advanced [Inlegra%ionl
| Company Settings | .
- oyees Add Employee Quick Add ﬂ Accounting System Integration | Disabled -
Global Settings »
=4l -
& Empl oyees » er  Dep Loc First Name . Sumame Gibraltar Govermnment Departments Only Repaorting
Benefit In Kind » DEF |DEF |Paul Smith Enable Gibraltar Government features r Defer Pennies on Cash Payments r
B Contracts » DEF DEF Sarah Smith Costcentre reports | Normal Reports 'i
DEF |DEF John Smith
[~ Shifts Automatic Calculations
Use Shifts " Starters / Leavers Calculation | Tumned off -
Pay fa r
Sovereign Pensions Integration
Dayfarce Integration Enable Sovereign Pensions Integration v
Enable Dayforce Paysiips File Export W AP! Key [o12345678901 2345678
Deglorce Name Space !ddd Use Sovereign Test System r

Save

Cancel




Step 4: Set up Sovereigh Pension Scheme in EasyPay

A) Go to: Settings » Employees > Pension Schemes

Check the list to ensure the new Sovereign Pension Scheme is listed.

Pension Schemes

Na. Scheme Name Pension Scheme Type Pension Integration Confibution | Typa oriidion | Amstnt
1 0ld Scheme Occupational Pensions x| Mot Defined x| %Basic ~| 500 % Basic | 000 0.00 0.00
2 Main Stalf Scheme: Dccupational Pensions _~| Soverign v | %Basic ~| /500 % Basic ~| 000 000 0.00

Employer Contibution | Employer | Employee Contibution | Employee | ERCap | EE Cap
Type c Amount | Amourt

Save Cancel

B) If the scheme does not appear, add a record for the Sovereign Pensions Scheme.

Make sure to set the Pension Integration column to Sovereign.

Check that the default Employee and Employer contributions, match your default contributions for this
scheme. You will be able to override these details for each employee if necessary.

Optional: If there is a cap on the employee or employer contributions, you will need to specify this too.



Step 4: Set up Sovereigh Pension Scheme in EasyPay

C) Ensure the following fields are

fully completed for each employee:

* Full name, title

* Date of birth, gender

* Contract start date

* Personalemail address
* Passport number

* Nationality

* Country of birth

* Home address

[B 9- Smith, Paul

Work  Personal ]Eonlractl Payroll] PaymenlDelailsl Recurring Tlansacliansl Hisloly] Reports] Pensionl Tasks] Documents

Personal Details Additional Details

Birth Date (34 years) W Parent I
Sex [Male — +] Nurnbes Of Children [+]
Marital Status I—m Ethnic Orgin Mot Set Lj

Nationality British v Religion Mot Set v

Country Of Birth Gibraltar = Smoket

Key Identity Details Disabled
Gibraltar Resident (Do not tick for Frontier Worker) r Blood Type

Gib. ID Card ‘4353455435 ‘Worker Temporarily Working In Gibraltar

PassportNo.  [45454554 Classified as Detached Worker
Issued By [G\bxa[tal LJ
Dual Nationalty [~

Personal Contact Details

Address Line 1 [1 Southview Terraces
AddressLine 2 |South Baack Road

-
-
":

-

AddressLine3 |
Town / City |Gibraltar
County ]
b Gibralt -
tonky EEE = VISA and Work Permits
Pastcode |GX11 144 .
Telephone ‘ VISA Required [ Expires
Personal Mobile [ Permit Required [ Expires
Personal Email  |paul smith@somewhere. com Peimit Number |
Save nd Next (F4) [ T Save FB) Delete Employee (F9) < > Cancel (F7)




Step 4: Set up Sovereigh Pension Scheme in EasyPay

D) For each employee, open their employee record and check their Pensions tab:

@ 9 - Smith, Paul

Work | Pexsonal] Eonlract' Payroll | Payment Details | Recurting Transactions | Hislory] FReports Pension ITasks | Documents

Pension Contributions

EE ER Cap | EECap

EE | EE Type Amount | Amount | Amount

Scheme Name Reg Date EE Ref. Reference | ER | ER Type f&nnﬁaunl

Default Scheme LI 17/01/2025 1234 ™ | %Basic LI 5.00 [T | %Basic ~| 000 0.00 0.00

* Checkthatthe Sovereign pension scheme has been added to the Pensions tab.

* Confirmthe registration date. This must be a valid date when the employee joined the scheme.

» Check EE Ref. is correct for the employee. This is a unique reference that identifies the employee
in the Sovereign pension scheme. It is in the format of 9 numbers. First three numbers are
employer reference, followed by 6 numbers for employee’s unique number.

* Amend their personal contribution details (if relevant)

Note: These details apply to future payslips only. If you wish to amend earlier payslips, then
you will need to go to previous payslips and amend it.



Step 5: Employee Setup Report and Onboarding | sovenacn

A) Go to: Employees > Employee Reports > C) Go to: Admin > Sovereignh Pensions > Post Onboarding
ension Setu .
y 4- \ : }
P p 1O EasyPay Professional V22.4 - Test Company, Tax Ref:T12234 - [Employees)
File  Settings Tools | Admin | Help
. . Acive = User Access Rights i i
B) Use this report to confirm all employees have (TR - it o e Quickadd | Y Find | REE
M H & Employees Data Viewer urmame osition
been correctly configured for the pension scheme. " BJ’BDipa..mgm - . : Eon
efault Departme ackups Y
£} By Location ’ System Parameters
Default Location
Import From Excel »
Filter & Pension Setup Import From Other Payrolls »
P‘Tlhes\;f::tl:dL::nployees = 3 E : P Import Dacuments
[™ Selected Department Export To Excel »
[ Selected Location Sovereign Pensions > H Post Onboarding
JACliVe Employees Only L] Derno Company Database Maintenance 3 Reset Onboarding
Employee Record = TG Empioyes Pension Soheme Req D EE ReGrence |58 Autornatically Generate Tasks Mow J
Emplopees Report ] i, Paul DETauR soheme TOCD-Un20 | Coee L
Fire Warden Report
First Aider Report . . . . . . .
o0 st St L T L L EasyPay will highlight any missing |n-format|on that
Hone Adiess Lt must be completed before onboarding can continue.
Le:gth of SewiZe No Employee Pension Scheme Req Date EE Reference
Tane Marooess T8 | Tories Lz, Moole | Detaul scheme PLOXEGE
Lo e Once posted, employee data will be automatically
LT —_— transferred to the Sovereign Portal.
People Managers
Probation Expiry
Retirement Report
Secondment Expiry




Step 6: Post Contributions From EasyPay -

A) After you have completed payroll and are ready to B) EasyPay will check for missing information. If

report your contributions for the period to Sovereign, valid, you will be asked to confirm the submission.

go to: Payroll Options - Sovereign Pensions Export -

Post Contributions Select Yes to send contributions to the Sovereign
Portal.

[ﬂ] EasyPay Professional V22.4 - Test Company, Tax Ref:T12234 - [Payroll] Ry Sovereigh ' : ‘

File | Payroll Options | Tools  Help Soversign Test System..
Set pa roII F‘rocessin Date Staited export at 15/12/2024 17:41:36
Payra Y 2 LI I2024 LI Payroll Pros 1 Updating - 405 - John Smith
Payroll ShOftCUtS » 0 erors / watnings reported.
=-Al Payroll Period End - Surname Position

S

EasyPay

= Monthly Tax &nd Sl Remittances i iy eorinue i e Boneel
Ernail >
Export Options » S
l Sovereign Pensions Export » l\] Post Contributions
Tax Year End (End Of June) > Reset Contributions

Vertical Payslip Editor Layout - e -




Step 7: View Submissions on Your Account | sovemsion_

A) To view onboarded employees in the Sovereign
Upload Portal go to ‘Active Employees’.

B) To view contributions sent to the Sovereign Upload
Portal go to ‘Payroll Submissions’.

Secret Key

Notes on Contribution Submissions:
EasyPay will not resend contributions that have already been submitted. If you need to resend a full period
(e.g., after revising payslips), use: Payroll Options > Reset Contributions For This Pay Period



