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

What this guide covers:
• Register your organisation on the Sovereign Upload Portal
• Add and onboard pension scheme members
• Connect your 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.

C) Enter your organisation 
details and activation code.

D) Your scheme will then 
appear on your dashboard.

B) Go to the Sovereign Upload Portal 
(https://sovereignpension.com) and 
click ‘Activate’.



(Optional: Adding Additional Schemes)

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

3) Enter the activation code 
for the additional scheme:

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



Step 2: Generate Your API Key 

A) Click on the scheme 
tab to go to the Sovereign 
Upload Portal homepage:

B) Go to the ‘Home’ tab and click 
‘Generate Key’:

C) Copy the Key for later use:



Step 3: Enter Your API Key in EasyPay

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

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



Step 4: Set up Sovereign Pension Scheme in EasyPay

A) Go to: Settings → Employees → Pension Schemes

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

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 Sovereign 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

• Personal email address

• Passport number

• Nationality

• Country of birth

• Home address



Step 4: Set up Sovereign Pension Scheme in EasyPay

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

• Check that the Sovereign pension scheme has been added to the Pensions tab.
• Confirm the 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
A) Go to: Employees → Employee Reports → 
Pension Setup

B) Use this report to confirm all employees have 
been correctly configured for the pension scheme.

C) Go to: Admin → Sovereign Pensions → Post Onboarding

EasyPay will highlight any missing information that 
must be completed before onboarding can continue.

Once posted, employee data will be automatically 
transferred to the Sovereign Portal.



Step 6: Post Contributions From EasyPay
A) After you have completed payroll and are ready to 
report your contributions for the period to Sovereign,
go to: Payroll OpƟons → Sovereign Pensions Export → 
Post Contributions

B) EasyPay will check for missing information. If 
valid, you will be asked to confirm the submission.

Select Yes to send contributions to the Sovereign 
Portal.



Step 7: View Submissions on Your Account 

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

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’.


