P5s - ALL CHANGES 
PRODUCING A SPREADSHEET
NOTES FOR GUIDANCE AND SPECIFICATION
1. [bookmark: _GoBack]Producing the Spreadsheet

Employers should complete a fortnightly/monthly spreadsheet to provide details of any changes to member’s personal details.

The spreadsheet should be used to tell us about the following:
· Change of personal details e.g. Name, NI number, Payroll Number, Address.
· Changes in member's pension scheme membership details e.g. amendment to date joined fund or scheme, amendments to pay on joining, date moved from main to 50/50.
· Changes in contractual/average hours e.g. change from full time to part time.
· Breaks in service where no contributions have been paid.

 
To E-mail the Spreadsheet

· Each spreadsheet must be named as follows: P5s, your 3 digit Employer Code, Month, Year. E.g. P5S051APR15.  If you are sending more than one spreadsheet in each month, use the format P5S051APR15(2), P5S051APR15(3) etc.

· All spreadsheets must be sent from an authorised officers email account.

· The spreadsheet should be encrypted using encryption software such as Winzip.  You can find instructions on how to use Winzip here.  Do not email any password(s), instead telephone the Systems Data Team on 0161 301 7040 with the password(s).

· You are responsible for the secure transmission of these files and it is suggested that the password is at least 8 characters in length and comprise both numbers and letters (and it should not be consecutive key strokes or appear in a standard dictionary). You can use the same password every time you send a spreadsheet to us.

· Send your completed P5s to systems.data@gmpf.org.uk. Please include the name of your spreadsheet in the subject line.  All e-mails will be acknowledged upon receipt. Therefore, if you send a spreadsheet and do not receive an acknowledgement within 48 hours, please contact The Systems Data Team.



2. Specification

* Denotes mandatory fields

Name: The person completing the spreadsheet.

*Main Employer: Enter the name of the employer submitting the spreadsheet. 

Date Completed: Enter the date you completed the spreadsheet.

· Column 1 - National Insurance Number
· Column 2 – Payroll Number
· Column 3 – Surname
· Column 4 – Forenames
· Column 5 – Title
· Column 6 – Employer code
· Column 7 – Date of Birth

Completing the Columns - Please complete all fields in line with the specification below:

1. Member’s existing details (complete in all cases)

Column 1*	National Insurance Number – 9 characters – comprising 2 Alpha + 6 Numeric + 1 Alpha character.  Temporary NI Numbers will be rejected.

Column 2*		Payroll Number – Align left. A maximum of 12 characters in alpha, numeric or alpha/numeric format. This must be the format      
                                    you use on the end of year returns. 

Column 3*		Surname - Maximum 25 characters – Align left. Always start at the first character position and do not leave spaces (for  
example, for names containing apostrophes or hyphens). Enter apostrophes, hyphens and lowercase letters in accordance   with these examples: O’Connell, Parker-Bowles, McKenzie. 

Column 4*	Forenames - Maximum 25 characters – Align left. Always start at the first character position. Enter forenames with a blank space between names. Do not use full stops.

Column 5*	Title – 4 characters – Mr, Mrs, Miss, Dr etc – Full stops are not required – Align left. Enter upper and lower case letters.

Column 6*	Employer Code – 5 characters – set value to the appropriate 5 digit employer code i.e. 00141.  

Column 7*		Date of Birth – 10 characters – in DD/MM/YYYY format (e.g. 01/07/1975).

Column 8	Job Identifier – Align left. 12 characters in alpha, numeric or alpha/numeric format - where multiple employments share the same payroll number; use this field as a unique identifier.

2. Changes to personal details (complete if applicable)

Column 9	National Insurance Number – 9 characters – comprising 2 Alpha + 6 Numeric + 1 Alpha character.  Temporary NI Numbers will be rejected.

Column 10	Title – 4 characters – Mr, Mrs, Miss, Dr etc. – Full stops are not required – Align left. Enter upper and lower case letters.

Column 11		Surname - Maximum 25 characters – Align left. Always start at the first character position and do not leave spaces (for  
example, for names containing apostrophes or hyphens). Enter apostrophes, hyphens and lowercase letters in accordance   with these examples: O’Connell, Parker-Bowles, McKenzie. 

Column 12	Forenames - Maximum 25 characters – Align left. Always start at the first character position. Enter forenames with a blank space between names. Do not use full stops.

Column 13		Payroll Number – Align left. A maximum of 12 characters in alpha, numeric or alpha/numeric format. This must be the format      
                                    you use on the end of year returns. 




Column 14		Address Line 1  

Column 15	Address Line 2  
		
Column 16

	
 Address Line 3  
	
	30 characters - Align left – enter upper and lower case letters.  Full stops and commas should not be used. Unused lines should be left blank. Do not put the post code in any of these fields.  There should be no blank lines between address lines e.g. address line 1, 2 and 4 completed leaving a blank field in address line 3.  The lines should follow on, leaving blanks at the end.

	Column 17
	 Address Line 4  
	
	

	
Column 18

	
 Address Line 5  
	
	



Column 19	Post Code – 10 characters – Align left - enter in the exact Royal Mail format required for correspondence. Please do not leave more than one space within the code. For example the correct format to enter is OL5 0PL. The incorrect format is OL5   0PL.

Column 20		Date of Birth – 10 characters – in DD/MM/YYYY format (e.g. 01/07/1975).

Column 21	Job Identifier – Align left. 12 characters in alpha, numeric or alpha/numeric format - where multiple employments share the same payroll number; use this field as a unique identifier.

Column 22	E-mail Address – 72 characters – enter the member’s email address if known. Align left. Personal email address is preferable to work email address.

Column 23	Contact number (home/mobile) – 14 characters – Align left. Always start at the first character position.  Do not use ‘-‘.

3. Changes in member’s pension scheme membership details (complete if applicable)

Column 24	Date joined fund change to – enter the amended date joined fund - 10 characters in DD/MM/YYYY format (e.g. 01/04/2014).

Column 25	Pay on joining changed to – enter the amended pay on joining - 12 characters – Align right.  This must have two decimal places after the decimal point (representing pence). Please do not include commas in this field, we cannot accept with these in as they cause the data to be corrupted on posting.   

Column 26	Date changed from casual to non-casual - 10 characters in DD/MM/YYYY format (e.g. 01/04/2014).

Column 27	Date changed from non-casual to casual - 10 characters in DD/MM/YYYY format (e.g. 01/04/2014).

Column 28	Date moved from main to 50/50 - 10 characters in DD/MM/YYYY format (e.g. 01/04/2014).

Column 29	Date moved from 50/50 to main - 10 characters in DD/MM/YYYY format (e.g. 01/04/2014).

4. Changes in contractual/average hours (if applicable)

Column 30	Old Actual/Old Full time – 11 Characters – enter the old amount of part-time hours and proportion of whole-time hours worked by the employee, in 00.00/00.00 format (e.g. 20.50/36.25). Note that the decimal points must be present and minutes are shown as the decimal part of an hour (e.g. 20.50 is 20 hours and 30 minutes). If no minutes are present, zeros should be shown (e.g. 20 hours over 36 hours is shown as 20.00/36.00) and the ‘/’ symbol should be used to separate the number of hours worked from the weekly total. Note that single figure hours should be shown with a zero as the first character (e.g. 2 hours and 30 minutes over 36 hours is shown as 02.50/36.00). For casual members, enter the amount as 1 hour over whole time hours (e.g. 01.00/36.25).

Column 31	New Actual/New Full time – 11 Characters - enter the new amount of part-time hours and proportion of whole-time hours worked by the employee, in 00.00/00.00 format (e.g. 20.50/36.25). Note that the decimal points must be present and minutes are shown as the decimal part of an hour (e.g. 20.50 is 20 hours and 30 minutes). If no minutes are present, zeros should be shown (e.g. 20 hours over 36 hours is shown as 20.00/36.00) and the ‘/’ symbol should be used to separate the number of hours worked from the weekly total. Note that single figure hours should be shown with a zero as the first character (e.g. 2 hours and 30 minutes over 36 hours is shown as 02.50/36.00). For casual members, enter the amount as 1 hour over whole time hours (e.g. 01.00/36.25).

Column 32	Date changed –10 characters in DD/MM/YYYY format (e.g. 01/04/2014).

	** If an employee’s hours have changed more than once, two entries should be included on the spreadsheet. 



5. Breaks in service (if applicable)

Column 33	From – enter the first date of absence – 10 characters in DD/MM/YYYY format (e.g. 01/04/2014).

Column 34	To – enter the last date of absence – 10 characters in DD/MM/YYYY format (e.g. 01/04/2014).

Column 35		Reason – 1 character – Enter the reason for the break in service, A – Leave of Absence, E- Education break, 
M-Parental, P-Paid Back, S – Strike, U – Unauthorised Absence.


3. FAQ

Can we use the same password every time we send a spreadsheet over, i.e. each month?
Yes. If you are going to use the same password every time you send a spreadsheet please inform us this is what you intend to do.

If we use the same password, do we need to supply that password to you each time or is the first notification informing you the password will remain the same all you need?
The first notification from you that you will be using the same password is all we require from you. We will then keep a list of all passwords you use. You would only need to notify us of a password where you had changed the one you originally notified us of.

If a colleague is the one completing the spreadsheet and their name is in the Authorising Officer field but they are unable to email it as they do not have the software to zip and password protect, can I email the spreadsheet instead?
No. An audit requirement is that the Authorising Officer should be the person sending the spreadsheet to the Pensions Office, after his/her name has been inserted on the spreadsheet in order to electronically validate the authorisation.

Where we deal with more than one employer, do we have to send each employer separately, i.e. on two different spreadsheets?    
No. It is ok to send on one spreadsheet as long as you complete column 6 – Employer code so we can identify the correct job.

How should we notify you of late changes?
On the spreadsheet you send to us each fortnight/month.  There is no requirement to put late change in circumstances on separate spreadsheet to the usual one you send to us.  
3. 
Validation and Key Rejection Checklist – Circumstances in which we would return a spreadsheet


How to use
[image: ]If you are copying and pasting the data from a separate spreadsheet you must paste the data as “values” (look for the 123 icon when pasting) rather than just using the normal pasting option. 



Using the paste values option ensures that data goes onto the sheet in the correct format.
It is possible that you may get a yellow message at the top of the spreadsheet instructing you to ‘Enable Editing’. If so just click to confirm “Yes”.  This spreadsheet is set up to examine the data and flag up any fields that may need correction, with a RED border. 
Once you have entered all your data onto the validation spreadsheet, click the “Validate Data” button on the spreadsheet or press the F2 button on your keyboard to activate the validation process. Allow the computer a few seconds to run the validation. A message will then appear either stating that there are no errors or that there are. If there are then you then need to look at any red bordered fields.
Depending on the amount of data on the spreadsheet it can take quite a few seconds for the system to identify any fields that may need querying.
You must correct any other errors before sending the spreadsheet to GMPF, otherwise it will be rejected. 
If there are any fields that need looking at then a message box will appear as shown on the example below.

[image: ]

Click “OK” to see the cells that may need correction.
A red border will appear around each field that may need looking at;
[image: ]

If you left single click your mouse on any of the red bordered fields the border turns blue and you will get a message informing you what to look out for or what may be wrong with the field.
[image: ]

You can then type in the correct details in the field.
Once you have corrected the details, click save and then click the F2 button again to re-check for errors.  Once the errors have been cleared send the spreadsheet securely to systems.data@gmpf.org.uk.
If there are errors on the spreadsheet we will reject the entire spreadsheet.  We will send you an email stating the spreadsheet has been rejected, and provide the reasons for the rejection.
If you have had a spreadsheet rejected, when re-sending the corrected sheet, please keep the same file name i.e. P5S051APR15 but in the subject of the email put   ‘Return – P5s – All Changes. 
Corrected spreadsheets should be sent by e-mail to the New Starters email account at systems.data@gmpf.org.uk.
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