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Access to the employer portal

There are three different levels of access:

Read Only (Lowest level of access) — You can search for members and employers (and see their details).
However you can’t start any processes or view the work trays.

General Processing (Medium level of access) — Most users will have this level of access. You can start
and complete all processes, run reports and access work trays when these are made available.

Site Administrator (Highest level of access) — You can do everything a general processing user can do,
with additional features, such as having access to full reports. You can also create, amend access levels
and deactivate new users for your organisation.

The table below gives a breakdown of what each level of access give you access to.

Functionality Site Administrator® General Processing Read Only
Create New Users v
Reset Passwords v
Access Work trays v v
ar assword Complete Processes v v
_— z;aglc:y:r members/ v v v
2E Edit members v v
Forgotten your user details? Access Reports v v Limited
Access Dashboard v v v
Change own Details v v v

Please be aware, there must be a minimum of one user with Site Administrator access in your
organisation.

(D TopTIP

4 Local Pensions Partnership Administration Local Pensions Partnership Administration
Employer Portal User Guide Employer Portal User Guide



Logging in

Activating your account

You will need a Site Administrator to add you as a new user and set up your account. Once you’ve
received an email to say you’ve been added, and obtained details of your activation code from your Site
Administrator, you can activate your account.

To activate your account, you will need your:
e Username - this can be found in the email you have received.
e Activation code - get this from your Site Administrator.
Then follow the below steps:
1. Click on the link in the email.
2. Input your username and activation code into the relevant boxes and click “submit.”

3. On the Terms and Conditions page, tick the boxes to say you have accepted them and select
‘submit.” You can’t proceed until you have done this.

4. Input your contact details (as advised on screen)

5. Set your password, security questions and answers. For example, What is your mother’s maiden
name? Then select ‘submit.’

6. Your account will now be activated. And you will be redirected to the employer portal homepage to
log in.

Local Pensions Partnership Administration
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Forgotten your username or password?

If you’ve forgotten your username, password or
security question, just follow the steps below.

1.

Click on ‘Forgotten your user details?’ on
the log in page (Fig. 1).

. Select the appropriate option from the

menu (Fig. 2).

Follow the instructions when prompted.
For example, if you’ve forgotten your
password:

a. You'll need to provide your
username, mobile phone number
and email address (Fig. 3).

b. Once you’ve submitted these details,
you’ll receive an email with a link
and your temporary password. Click
on the link to log in to the portal
with your username, temporary
password, and your chosen security
question.

4, Once signed in, you’ll be taken to your

Dashboard and be able to access the
portal as normal.

2 Username

ﬂ Password

Sign in

Forgotten your user details?

Fig. 1

Forgotten your user details?

| have forgotten my

Please Select

Submit

Back to Login

Fig.2

Forgotten your user details?

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

Username

Registered Mobile Phone Number

Registered Email Address

Back to Login

Fig. 3
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Navigation

Navigating across the Employer Portal
You can navigate across the portal from your Dashboard (Fig. 1).

This is your home page, which includes a series of icons that you can click on to navigate to different
areas of the portal, such as:

e Work Feed
e Start a Process
e SSRS Reports

e Change My Account

Search keywords... X Training Employer

Dashboard: Home

meoR 2

Work Feed Start a Process SSRS Reports Change My Account

f
]
®

R

Fig. 1

How to access a member’s details

(D TopTIP

You can search for a member (Fig. 2) by their:

e Forename

e Surname

e Pension Reference Number (Member Folder Reference)
e Member National Insurance number

e Payroll number

Local Pensions Partnership Administration
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LPPA| @ Training Employer

MEMBERSHIPS (1 OF 1) VIEW ALL RESULTS FOR "LPPA" IN MEMBERSHIPS (7]
Dashboard: Home Mrs LPPA LP155122A Active £

PERSONS (1 OF 1) VIEW ALL RESULTS FOR "LPPA" IN PERSONS (7}
Mrs LPPA LP155122A 2]

VIEW ALL RESULTS FOR "LPPA" [

Start a Process SSRS Reports Change My Account

Fig.2

To access a member’s details, follow the steps below:

1. Input the member’s details you are searching with into the search bar along the top of your
dashboard.

2. Select the member’s record you need from the list that appears on the screen. Click the [} button
(on the right-hand side of the list) to view the record in a new tab. The member’s details should
appear as below.

Search keywords...

ACTIONS
& Basic Details BS Folder Details
% Member History :
Viis Full Name: Mrs LPPA Membership Number: 1000077THE

Gender: Female Status: Active

Date of Birth: 01/01/1960 (62 Years) Company Name: The LG Pension Fund (PF)
National Insurance Number:  LP155122A Employer Name: DUMMY EMPLOYER
State Retirement Date: 01/01/2026 Date Joined Employer: 30/06/2021
Communication: Letter Scheme Retirement Date: 31/12/2024
™ Address 1, Address 2, Address 3, Address 4, Address 5, United Kingdom, Impaossible Case: No

AT 9AA
Additional Details
Employee Payroll Number: 12345

3. Click on View Service History to see the below list. You can also click on each row to look at the
information in more detail.

Search keywords... X S

ACTIONS Last Modified: 12/01/2022, 14:3)

@

® 1 i € Open Member History View
Choose a history view from the memu

IE Proceed to Finish

L0)

=]

# View Service History

Service
Date Ended (system Company Pensionable Service Standard Part Time Jo|
Select s generated) Employer Service Service Type Hours hours Ti
O v 30060021 DUMMY Yes Yes Ful Time 1500 000

EMPLOYER

Local Pensions Partnership Administration
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Explaining the Work Feed area

How to navigate your work feed/functionality

The Work Feed icon on your dashboard will give you access to your
individual work tray and at least one group tray.

From here, you can choose whether you want to look at your own work
(by ticking My Work), or look at a group tray you have access to (by ticking
Employer Hub). You can also choose if you want to look at both of these
things (by ticking both options).

OPTIONS OPTIONS
Filter... Filter... Filter...
My Work O My Work O My Work
_ Employer Hub Admin Employer Hub Admin _J Employer Hub Admin
/' Employer Hub Auth /' Employer Hub Auth Employer Hub Auth
Select User v Select User v Select User v

Order by Due Date descenc v

Order by Due Date descenc v

Order by Due Date descenc v

Filter By v Filter By v Filter By v
ACTIONS ACTIONS ACTIONS
Reassign Reassign Reassign

Your Work Feed screen will show you what items need to be actioned and when (as shown below).

@ Training Employer

Workfeed: My Work

. OPTIONS 21 items
Web Leaver - Complete Leaver Form - Training Employer E‘
Filter... Ms Sue Green, 1000120HE: 1000080HE, (Status: Active), Due date:
My Work 31/12/2021 @O
O Employer Hub Admin Start date:
) Employer Hub Auth 31/12/2021
Select U Web Leaver - Complete Leaver Form - Training Employer N
elect User hd Mrs Beth Blue, 1000122HE: 1000082HE, (Status: Active), Due date:
30/12/2021 z 0O
Order by Due Date descenc v Start date:
30/12/2021
Filter By v @ Modify User - User Templates - Enter User - Training Employer N
Dummy Employer , 99999, Due date:
31/12/2021 z O
ACTIONS Start date:
) 30/12/2021
Reassign Web Leaver - Complete Leaver Form - Training Employer N
Mr Robert Smith, 1000118HE: 1000078HE, (Status: Active), Due date:
30/12/2021 0
Start date:
30/12/2021
@ ‘Web Leaver - Complete Leaver Form - Training Employer @
Mrs Beth Blue, 1000122HE: 1000082HE, (Status: Active), Due date:
30/12/2021 0
Start date:
30/12/2021

(D TopTIP
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Reassigning processes

You can reassign a process to another user in your organisation by following the steps below.
1. Select the process you want to reassign and tick the relevant box on the right.
2. Select reassign. This will provide a list of users that the process can be reassigned to.

3. Select the user you need. The process will then be reassigned to that user and be visible in their
group tray, ready for them to work on.

Local Pensions Partnership Administration
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Submitting a file to LPPA

Under the start a process tile select the submit general file option.

@ Training Employer

Search keywords...

Work Item Processing: Start A Process

Last Modified: 28/01/2022, 12:36:27

[l AcTiONs
I @ Select the Process you wish to start
@ M Doc Type: Client count: 1
l;a & Proceed to Choose Filter.
what to start the
oD process against
© Most Frequently Used
a Change of Personal Details

Create a new user

@® Employee forms HUB

© Employer Manager
Create a new user

Magify Lise
Submit General File

You will then need to search for the employer you wish to submit the process against and select submit.

Enter any information that is relevant to the document you are uploading then select submit.

Search keywor ds... X Q @ Training Employer

= Work Item Processing: Employer Web Inbound File
UPMPaylocation: Dummy Employer , 99999, [

ACTIONS Last Modified: 28/01/2022, 14:58:09

n . e
4 Enter information € Raising a General Query

about the file being

uploaded Please click on the action on the left to add your query for this member

After you have added your query, please click on the option to send to the fund admin team

Y Enter information about the file being uploaded

oD o o] B

Please enter a description of the file you are uploading.

Select proceed to document upload

Search keywor ds... @ Training Employer

Work Ttem Processing: Employer Web Inbound File
UPMPaylocation: Dummy Employer , 99999, 3

Last Modified: 28/01/2022, 14:58:09

ACTIONS
n -
 Enter information ¢ Raising a General Query
about the file being
uploaded Please click on the action on the left to add your query for this member

@ Proceed to Document After you have added your query, please click on the option to send to the fund admin team

Upload

D © ol ®
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Select add file and choose the document you need to upload.

Once this has been completed select send to LPPA.

Search keyWOf'dS.. . @ Training Employer

= Work Item Processing: Employer Web Inbound File
UPMPaylocation: Dummy Employer , 99399, 4

. ACTIONS Last Modified: 28/01/2022, 14:58:09

®  # Unload Document ¢ Document Upload

@ & Send to LPPA % Upload Document

&
g

Receiving a file from LPPA

When LPPA share a file or document with you, you will receive an email notification asking you to log in
to the employer portal to access and review it.

Search for the employer in the search box to bring up the employer details.

dummy X Q @ Training Employer

Employer Details: Dummy Employer , 99999

Q@ o Last Modified: 09/12/2021 12:22:48
Employer Details

& B ooy Locatian History Reference: 99999
Name: DUMMY EMPLOYER

B8

a Additional Details

There are no additional details

Once you have found the correct employer select the employer documents button on the left hand side
of the screen.

@ Training Employer

Employer Documents: Dummy Employer , 99999

(i W orrions 1 tems
EXTERNAL FILE
. Filter ... )
@ Employer Web File (Inbound) =
- Dated 25/01/2022, Received on 25/01/2022
I Order by Date descending v
E Group by type v

This will then show you the document that has been submitted by LPPA.

Local Pensions Partnership Administration
Employer Portal User Guide
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Start a Process

Start a Process

If you know the process you are looking for you can search in the filter box (Fig. 7).

When you come to use the system more often, the processes will also be listed in order of most
frequently used.

@ Training Employer

Work Item Processing: Start A Process

W AcTions Last Modified: 04/01/2022, 15:17:35
e @ Select the Process you wish to start

@ p_mcess ? Doc Type: Client count: 1
@ & Proceed to Choose Filter.

what to start the
@ process against

® Employee forms HUB

a @ Employer Manager

Fig. 1
e Select the process you wish to start
¢ You will then need to choose the member or employer to start the process against.
It will either:

Ask you to search for membership and you will need to either search for the NI number, payroll number
or pension reference number.

Search keywords... by @  Training Employer

Work Item Processing: Start A Process

ACTIONS Last Modified: 05/01/2022, 09:50:17

> Choose what to start the process against

v Enter the search
criteria
Please search for the member you wish to start the process against

“ Enter the search criteria

[ ]
®
(Sl  ® Pickanother process
9
a Search keyword%.

Fig. 2

Or you will need to search by your employer and select submit to start the process.

e It will then bring up the member or employer details and you will need to press submit to bring up
the form.

¢ You will then need to complete the information on the page and ensure you complete all the
required fields, then select submit.

Local Pensions Partnership Administration
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SSRS Reports

This is where you will be able to view your own reports to assist your
employer duties and to help improve the quality of the data submitted.

Initially, you will be provided with a report that provides you with a count of
your members by status. Over the coming months, the number of reports
available to you will be expanded. Please keep an eye on this section of the
employer portal for any new reports.

TRAINING.EMPLOYER

SSRS Reports & Dashboards: List of Members by Employer

Employer(s)  DUMMY EMPLOYER v FolderStatus(s)  Active,Beneficiary Pensioner,.Dece q

1< e 1 o1 D> >l O © 100% e o ﬁ:e Fmdwsxne

FORENAMES SURNAME DOB FOLDER STATUS

1. Parameters - are available to limit the results of the report based upon specified categories
depending on the report.

2. Pages - If the report runs on to multiple pages, you can either scroll through page numbers or
input a page number to search for. There will always be a total listed in a green bar to signal the
report’s end.

3. Resize - you can resize the report to adjust to fit on one page if appropriate or to zoom in.

4. Export - Multiple export options are available to allow export and save outside the employer portal.
We recommend reports are exported to either Excel or CSV format, where they can be filtered,
sorted and manipulated using existing excel functionality.

5. Print — you can print hardcopies of the report directly from the employer portal.

6. Find — you can search for specific items within reports e.g. surname, payroll number, NINO. If more
than one result is returned, the “next” option will allow you to look through all available search
results.

7. View Report - once parameters have been set, the “view report” button will run the report. If
parameters are changed when in a report, this can be selected to refresh the results.

Local Pensions Partnership Administration
Employer Portal User Guide
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Explaining the
Change My Account area

Changing your user details

If you need to make changes to your user details,
you can do this in the Change My Account area
of the portal. You can change your:

e Email address

e Phone number

e Personal details

e Security questions and answers
e Username and password

To change your details, just follow the steps
below.

1. Click on the Change My Account icon.

2. Under ‘change my user details’ select yes
to the details you wish to change (Fig. 1)

3. Confirm your password (when asked to on
screen) and select submit. Your user details
will now be updated.

Account Update: Dashboard

¢> Change your password

Current Password *

(co)

New Password *

Retype New Password *

Fig.2

Local Pensions Partnership Administration
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Change My Account

Account Update: Dashboard

¢> Change your details

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

E-mail Address: *
Confirm E-mail Address: *

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

I want to change personal details:
O Yes

® No

Fig. 1

Changing your password

To change your password follow these simple
steps:

1. In the Change My Account section, select
‘change my account, and then select
‘change my password’.

2. Type in your current password and a new
password in the relevant boxes (Fig. 2).

3. Press submit to confirm your new
password.

If you’re a Site Administrator, you are
responsible for giving your colleagues within

your own organisation access to the employer
portal. To do this, you need to create them as a
new user. Please be aware, you can’t do this if
you don’t have Site Administrator access (see the
Access to the employer portal section for details).

To create a new user, just follow the steps below:

1. In the Change My Account section, click
on ‘Start a Process’ and under Employer
Manager select ‘create a new user’.

. Search for the employer you want to create
as a user.

. Fill out the user’s account details (Fig. 3)
and click submit.

. You will then be taken to a page to
authorise the new user account you’ve
created (Fig. 4). Check the details and click
submit.

. You should now receive an email, which
includes the new user’s activation code for
them to activate their account. This code is
only valid for three days.

An email will also be sent to the user, which
includes their username and a link to the portal
where they can enter their activation code and
set up their log in details.

Please note, as a security measure, the user will
be told to contact you to provide them with their
activation code.

ACTIONS

Y Show Requested
Account Details

% authorise creation of new user

This section is for Site Administrators only

¢ Account Details

Enter Basic User Details
Y Enter Basic Account Details

Please provide the following information
to create an account

Forenames *

Surname *

Confirm Email *

User Template *

User
Super User

Select the user templates which have
the desired security and group profiles
to apply to the new user

Important information:

If you are wishing to create or amend

the access for a user from outside your
organisation (i.e. your payroll provider), then
please inform LPPA of the changes using the
Employer Contact Form

Review the choices made by the Paylocation Manager and either Authorise and Create account or Reject.

@ Reject this request
% Show Requested Account Details

Please provide the following information to create an account

Forenames *
Homer

Surname *
Simpson

Email *
homer.simpson@springfield.com

Confirm Email *
homer.simpson@springfield.com

User Template *

Local Pensions Partnership




Possible error messages and avoiding them

Logging in error message

If you enter your log in details incorrectly, such as your password or security question, a warning error
message will appear on the screen.

Please be aware you have THREE attempts to input your details correctly before your account is locked.
Only a Site Administrator can unlock a locked user account. They can do this via the ‘reset user password’
process.

File type not allowed error message

If you see the error message opposite, it will be because you have tried to upload an incompatible type
of file. You’ll need to remove the file and replace it with a correct file type instead.

= Work Item

ACTiong
* U
@ i

Please be aware that you can only use certain types of files when carrying out some processes. B s
€ '“0“'"“""\%'
* Uploag Docyp, SO Oad

Need any more help?

We hope you have found this guide to using the employer portal useful.

If you need any more help or assistance, please contact the LPPA Employer Engagement team using the
Employer Contact Form on our website.
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https://www.lppapensions.co.uk/contact/employer-contact-form/
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