Hargreaves Lansdown Workplace Solutions

USING THE EMPLOYER
ADMINISTRATION
WEBSITE

Issued by HL Workplace Solutions.
Hargreaves Lansdown Asset Management is authorised and regulated by the Financial Conduct Authority.




CONTENTS

Logging In

Scheme Summary

Scheme Specific Details

Uploading A Payment Schedule (1)
Uploading A Payment Schedule (2)
Uploading A Payment Schedule (3)
Submitting A Schedule For Processing (1)
Submitting A Schedule For Processing (2)
Your Receipt

Processing By Hargreaves Lansdown
Viewing Earlier Schedules

Using The Member Search Facility (1)
Using The Member Search Facility (2)
Additional Information

Failed Validation (1)

Failed Validation (2)



Hargreaves Lansdown Workplace Solutions — Using the Employer Administration Website

LOGGING IN

» This page allows each of your authorised users to log onto
the employer administration site.

» Their username and password will determine the level of
access that they have and the functions that they are able

to carry out. You can find the site at:

http://admin.corporate-vantage.co.uk

» From this page, you are also able to download a copy of
the Scheme Rules for the Vantage SIPP and our Terms &
Conditions.

= HL Corporate Vantage : Home : Login, - Microsoft Internet Explorer provided by Hargreaves Lansdown

@E—;’f - htkps:fga-hleorpihameflogin. bl V|@ Certil

File Edit ‘iew Favorites  Tools  Help

' Favorites f las - Employer Admin ree Hotmai Web Slice Gallery -
F. t = Al Empl Ad) Free Hotmai b Sl [l

|gg i & |.Atlas - Employer Admin | HL Corporate VYantage : ... X ‘ |

Login

Good morning. Please enter your username and password.

Username:
Password: _m_

Continue )).

Once loegged in you will be able to manage your schemes, administer your
members and make contributions quickly and efficienthy.

Fleaze note this =ite iz to be uzed by authorised personnel only. Fleaze
contact the Corporate Vantage Helpdesk or your internal administrator should yol
have any gueries regarding access and security.



http://admin.corporate-vantage.co.uk

Hargreaves Lansdown Workplace Solutions — Using the Employer Administration Website

SCHEME SUMMARY

» This page shows you each of your Workplace schemes.
Payments for each scheme must be uploaded separately.
To choose a scheme, simply click on the relevant link.

= You can also use this page to search for all the members
of your schemes — further details on this feature are
provided later.

Log out

:{ABC HARGREAVES
LANSDOWN

Corporate
Vantage

Scheme Summary

Your Schemes

HL Vantage Group SIPP Schemes

SIPP scheme

Corporate Vantage Stocks & Shares ISA Schemes

15A scheme

Corporate Vantage Fund & Share Account Schemes

Fund & Share scheme

You must upload a payment schedule for each of your scheme(s) separately. Flease click on the scheme name abowve to begin.

Your Members

Flease enter your search criteria below.

| Joined after: m Joined before: m

Surname: | | w1 mo.: |

About Us | Trust Deeds & Rules | Disclaimer | Terms & Conditions | Privacy Folicy

Hargreaves Lansdown is authorized and regulated by the Financial Services Authority
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SCHEME SPECIFIC DETAILS

» Once you have chosen to view one of your schemes,
you will reach this page. In this case, the SIPP is shown.
This page allows you to start uploading a new payment
schedule and to see all your earlier schedules.

» You can also search for all the members of this scheme.

All of your previous and current payment schedules are shown
here, including their status and the amounts collected.

You can click on a schedule name at any time and for any
status to see further details and download a copy of the data.

Corporate
Vantage

SIPP scheme

Scheme Summary

Your registered contact: | Tel | Email .
Scheme Members

Please enter your search criteria below.

| NI mo.: [

| Joined after: 14052010 Joined before: [14-10-2010
Scheme: ) S1PP scheme O All schemes m

Surname: |

Payment Schedules

Upload a new schedule for this scheme

What would yvou like to call your schedule? |October 2010

When would you like the contributions to be processed? * |15-10-2010
Before uploading vour payment schedule, pleaze ensure it is correctly formatted. [show help]

Fleasze =zelect your schedule contributions file to upload: Browse...

I have checked the name, date and format of thiz schedule.

* The payment will be collected from i

i R 19.10-2010.

T T e T e

Schedu

September 2010 Complete 03-09-2010 2 300.00 200.00
September 2010 PB test Complete 07-09-2010 6 14,317.72 14,349.14

schedule has been uploaded and successfully validated, it must be submitted for processing by an authorised user. You can d oLy
clicking @ dule name above and following the instructions shown.

Mo payments will be collected in respect ot el Bigh bac Dot boap formalle cnbooitad

About Us | Trust Deeds & Rules | Disclaimer | Terms & Conditions | Privacy Folicy

Hargreaves Lansdown is authorised and regulated by the Financial Services Authority
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UPLOADING A
PAYMENT SCHEDULE (1)

« You can name your schedule, tell us when you would like it
to be processed, and choose the file to be uploaded here.

Salary Sacrifice Pension Schemes

Please remember that all pension contributions being made
via a salary sacrifice arrangement must be uploaded as
employer contributions.

Once you have chosen your file and are happy with
the date and format, click ‘upload’

WhE*nuldyuu like the contributions to be processed? * [15-10-2010

Log out

HARGREAVES
LANSDOWN

Corporate
Vantage

SIPP scheme

. &
S ABC

Scheme Summary

Your registered contact: | Tel | Email .
Scheme Members

Flease enter your search criteria below.

| WINo.: [

| Joined after: [14-03-2010 Joined before: [14-10-2010
Scheme: & SIPP scheme O All schemes m

Surname: |

Payment Schedules

Upload a new schedule for this scheme

What would you like to call your schedule? |Oc‘taber 2010

y formatted. [show help]

Please select your schedule contributions file te upload: P:\October 2010 SIFP M| Browse...

Before uploading Yoo O

I have checked the name, date and format of this schedule.

* The payment will be collected from your nominated bank account two working days after this date, on 19-10-2010.

Schedules

September 2010 Complete 03-09-2010 2 300.00 200.00
September 2010 PB test Complete 07-09-2010 6 14,317.72 14,349.14

Once a schedule has been uploaded and successfully walidated, it must be submitted for processing by an authorised user. You can do this by
clicking on the schedule name above and following the instructions shown.

Mo payments will be collected in respect of a schedule which has not been formally submitted.
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UPLOADING A
PAYMENT SCHEDULE (2)

» The schedule you have uploaded will be validated against
the records we hold of your members. The status will show
as ‘Awaiting valiation’ for a short time.

Log out

%:ABC HARGREAVES
LANSDOWN

Corporate
Vantage

SIPP scheme

Scheme Summary

Your registered contact: | Tel | Email .

Scheme Members

Pleaze enter your search criteria below.

Surname: | | NI No.: |

| Joined after: [14-08:2010 Joined before: [14-10-2010
Scheme: & SIPP scheme O All schemes m

Payment Schedules

Status

Action date m Employer (£) | Employee (£)

October 2010 Awaiting validation 15-10-2010 2 300.00 200.00
September 2010 Complete 03-09-2010 2 300.00 200.00
September 2010 PB test Complete 07-09-2010 6 14,317.72 14,345.14

Cnce a schedule has been uploaded and successfully wvalidated, it must be submitted for processing by an authorised user. You can do this by
clicking on the schedule name above and following the instructions shown.

No payments will be collected in respect of a schedule which has not been formally submitted.

About Us | Trust Deeds & Rules | Disclaimer | Terms & Conditions | Privacy Policy

Hargreaves Lansdown is autherised and regulated by the Financial Services Authority
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UPLOADING A
PAYMENT SCHEDULE (3)

« Assuming that there are no errors or omissions in the data
(for example it contains payment data for an employee we
are unaware of, or is missing an NI number) the status of
the file will change to ‘Validated successfully’.

Log out

HARGREAVES
LANSDOWN

Corporate
Vantage

SIPP scheme

Scheme Summary

Your registered contact: | Tel | Email .
Scheme Members

Fleaze enter your search criteria below.

Surname: | | NI Mo.: |

| 3oined after: [14-08-2010 Joined before: 14102010
Scheme: () SIPP scheme O All schemes m

Payment Schedules

e Aciondate | Hembers | Empioyer (£) | Employee ¢}

October 2010 15-10-2010 2 300.00 200.00
September 2010 Complete 03-09-2010 2 300.00 200.00
September 2010 PB test Complete 07-09-2010 6 14,317.72 14,349.14

Cnce a schedule has been uploaded and successfully validated, it must be submitted for processing by an authorised user. You can do this by
clicking on the schedule name above and following the instructions shown.

No payments will be collected in respect of a schedule which has not been formally submitted.

About Us | Trust Deeds & Rules | Disclaimer | Terms & Conditions | Privacy Policy

Hargreaves Lansdown is autheorised and regulated by the Financial Services Autherity




Hargreaves Lansdown Workplace Solutions — Using the Employer Administration Website

SUBMITTING A SCHEDULE
FOR PROCESSING (1)

« Once a schedule has been successfully validated, it must
be submitted for processing by an authorised user. This
must be done before the date on which you would like the
data to be processed. To do this, click on the link to the
relevant schedule in the list and you will reach this page:

Click here to tell us that you are happy for the schedule
to be processed, and the funds to be collected from
your bank account.

<® ABC HARGREAVES
LANSDOWN

Corporate
Vantage

Schedule - October 2010

Scheme Summary SIPP scheme

HL Vantage Group SIPF - SIPF echeme Created on 14-10-2010 12:38 by =apizza01

Action date: 15-10-2010 Members: 2 Employer: £300.00 Employee: £200.00 Combined: £500.00 [E | Download CSV
Current status: Validated successfully

This schedule has been validated.

You can now submit it for processing,

Upload a replacement file for this schedule [show upload options]

Please click here to delete this schedule.

About Us | Trust Deeds & Rules | Disclaimer | Terms & Conditions | Privacy Policy

Hargreaves Lansdown is authorized and regulated by the Financial Services Authority

If for any reason you want to delete the schedule and
upload a new version, you can do this here.
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SUBMITTING A SCHEDULE
FOR PROCESSING (2)

« Once you have submitted a schedule for processing,
the status will change to ‘Awaiting processing'’. It will be
processed on the date that you have chosen, and funds
will be collected from your account 2 working days later.

<% ABC HARGREAVES
LANSDOWN

Corporate
Vantage

Schedule - October 2010

Scheme Summary SIPP scheme

HL Vantage Group SIPF - SIPF scheme Created on 14-10-2010 12:38 by =apizzall
Action date: 15-10-2010 Members: 2 Employer: £300.00 Employee: £200.00 Combined: £500.00 [  Download CSV
Current status: Awaiting processing

39 Download a receipt

Once a payment has been submitted for processing,
you are able to download a receipt.

Upload a replacement file for this schedule [show upload options]

Please click here to delete this schedule.

About Us | Trust Deeds & Rules | Disclaimer | Terms & Conditions | Privacy Policy

Hargreaves Lansdown is authorised and regulated by the Financial Services Authority

Whilst a schedule is ‘Awaiting processing’ you can
delete it an upload a replacement at any time before
the process date.
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YOUR RECEIPT

« Your receipt will confirm the amount to be collected, the
date on which the payment will be processed and the date
the funds will be collected by direct debit.

» You can also download a detailed receipt.

HARGR EAVES For any enquiries, please phone:
LANSDOWN 0845 365 1279

One College Square South Printed 14-10-2010 13:02
Anchor Road

Bristol Account No. 04704499
BS1SHL

Schedule Receipt 3: ABC
ABC Ltd

Your Scheme: SIPP scheme
Schedule name:  October 2010
Process date: 15-10-2010

Contribution Summary

Members Employer Employee Total

2 £300.00 £200.00 £500.00

Payment

A payment of £500.00 will be collected by Direct Debit from your nominated bank account on 19-10-2010.

The Direct Debit Guarantee BoRGT

= This Guarantee is offered by all Banks and Building Societies that take part in the Direct Debit Scheme. The
efficiency and security of the Scheme is monitored and protected by your own Bank or Building Society.

=_If the amounts fo be paid or the ent dates change Hargreaves Lansdown will notif u 10 working days in
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PROCGESSING BY
HARGREAVES LANSDOWN

« On the date you have asked us to process your schedule,
the status will change from ‘Awaiting processing’ to
‘Being processed’ and then to ‘Complete’.

Funds will be collected from your chosen bank account
two working days later.

» No changes can be made to a schedule that is
‘Being processed’ or ‘Complete’.

You can also download previous schedule receipts.

Log out

4 ABC HARGREAVES
LANSDOWN

Corporate
Vantage

SIPP scheme

@

Scheme Summary

Your registered contact: | Tel | Email .

Scheme Members

Flease enter your search criteria below.

Surname: | | Joined after: |15-03-2010 Joined before; [15-10-2010 |
Scheme: & SIPP scheme O All schemes m

| NINo.:|

Payment Schedules

Upload a new schedule for this scheme

What would you like to call your schedule? |Oc10ber2]}1[)

When would you like the contributions to be processed? * |18-10-2010
Before uploading your payment schedule, please ensure it is correctly formatted. [show help]

Please select your schedule contributions file to upload: Browse...

I have checked the name, date and format of this schedule.

* The payment will be collected from your nominated bank account two working days after this date, on 20-10-2010.

Action date m Employer (£) | Employee (£)

Schedules

Status

October 2010 Complete 15-10-2010 2 300.00 200.00
September 2010 Complete 03-09-2010 2 300.00 200.00
September 2010 PB test Complete 07-09-2010 5 14,317.72 14,349.14

Once a schedule has been uploaded and successfully validated, it must be submitted for processing by an authorised user. You can do this by
clicking on the schedule name above and following the instructions shown.

Mo payments will be collected in respect of a schedule which has not been formally submitted.
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VIEWING EARLIER
SCHEDULES

» You can click on any schedule which is complete and
download the data you provided as a .csv file.

« This can form the basis of a future upload, though
you must ensure all the details are updated for the
relevant month.

Log out

3: ABC HARGREAVES
LANSDOWN

Corporate
Vantage

Schedule - October 2010 Scheme Summary SIPP scheme

HL Wantage Group SIPP - SIPP scheme Created on 14-10-2010 12:38 by =apizza01
Action date: 15-10-2010 Members: 2 Employer: £300.00 Employee: £200.00 Combined: £500.00 [E | Download CSW
Current status: Complete A

This schedule has been successfully processed.

EEI Download a receipt

About Us | Trust Deeds & Rules | Disclaimer | Terms & Conditions | Privacy Policy

Hargreaves Lansdown is authorised and regulated by the Financial Services Authority,

Click here to download the
schedule as a .csv file
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USING THE MEMBER
SEARCH FACILITY (1)

« You can search for all members who joined within a certain
date range or look for a particular member.

« On the scheme summary page, you can search for the
members of all your schemes.

« You can clear the ‘joined after’ date and search for
members using their surname or NINO.

Log out

HARGREAVES
LANSDOWN

Corporate
Vantage

Member search

Scheme Summary SIPP scheme

Scheme: SIPP scheme

Fleaze enter your search criteria below.

Surname: | | NI No.: |

| Joined after: 01082010 Joined before: |14-10:2010
Scheme: (& SI1PP scheme O All schemes m

Search results

& | Forename 00527358 Surname 00527358 AB123456C Pizza Place Pension Scheme SIPP =

& | Annie1as Aircongs ABO002330 Pizza Place Pension Scheme SIPP =

& Susan Coxon AF001001A Pizza Place Pension Scheme SIPP =

& Roger Hayne AF001002A Fizza Flace Pensicn Scheme SIFF =

& | Patricia Naylor AFO01004A Pizza Place Pension Scheme SIPP »
first = previcus Showing results 1to5 of 5 next = last =

About Us | Trust Deeds & Rules | Disclaimer | Terms & Conditions | Privacy Policy

Hargreawves Lansdown is authorised and regulated by the Financial Services Authority
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USING THE MEMBER
SEARCH FACILITY (2

« Once you have already reached the page for a specific
scheme, you can search for the members of that scheme,
or the members of all your schemes.

Log out

%:ABC HARGREAVES
LANSDOWN

Member search

Scheme Summary

Fleaze enter your search criteria below.

Surname:; | | NI No.: |

| Joined after: [01-082010_| Joined before: (2102010 | (il

Search results

T rocineD8 | sl | WD | shemes |

& | Forename 00527358

Surname 00527358 AB123456C Pizza Place Pension Scheme SIPP »
Pizza Place Pension Scheme [SA »
Pizza Place Pension Scheme Fund & Share =
& | Annie18s Aircon9g ABO0O2830 Pizza Place Pension Scheme SIPP »
& | Albert Brookin AFO01005A Pizza Place Pension Scheme [5A =

« first = previous Showing results 1to3 of 3 next = lasts

About Us | Trust Deeds & Rules | Disclaimer | Terms & Conditions | Privacy Policy

Hargreaves Lansdown is autherised and regulated by the Financial Services Autheority




ADDITIONAL INFORMATION

When you upload a schedule, you can tell us when you
want us to process it.

This must be a date in the future. You can choose different
dates for different schemes if you wish.

The total payment will be collected from your bank
account 2 working days later. The website and receipt
will confirm the payment collection date. Payments will be
collected by direct debit.

<® ABC HARGREAVES
LANSDOWN
ISA scheme Scheme Summary

Your registered contact: | Tel | Email .
Scheme Members
Please enter your search criteria below,

Surname: NI No.: Joined after: |1409-2010 Joined before: [1410-2010

Scheme: @ 154 scheme O All schemes m

Payment Schedules

Upload a new schedule for this scheme

What would you like to call your schedule? October 2010

When would yeu like the contributions to be processed? * [15-102010

Before uploading your payment schedule, please ensure it is correctly formatted. [show help]
Please select your schedule contributions file to upload: P \Ocicber 2010 15A M (Bowse.J

I have checked the name, date and format of this schedule.

* The payment will be collected from your nominated bank accounfftwe working days after this date, on 19-10-2010.

If the data isn't in the correct format, the file name
will be displayed in red and you will not have the
option to upload it.

The data must be uploaded as a .csv file. Here is an example of the way the data must be
arranged. All fields are mandatory and if any monetary amount is nil, please enter ‘0’.

Monetry values should not include commas as the .csv file will delimite these to a new
column. For example, use 2000’ and not 2,000

The Reference Pay figure to be supplied here is the individual's ensionable pay for the
relevant pay period. You must also detail the percentage of pensionable pay which each

contribution represents.

Contributions made via salary exchange/sacrifice must be included in the employer
column (column D) along with the amount the employer has contributed.

Contributions made via relief at source must be included in the employee column (column E)
HL cannot accept contributions made using a net pay arrangement
Please do not include minus/negative figures within the Employer £ or Employee £

columns — this will not initiate a refund. If a refund is required, please contact us via
telephone or email.

IMPORTANT NOTE - The amounts shown in the Employer £ column and the percentages

entered in the Employer % column should represent all employer contributions for that

individual including those derived from salary exchange. The Pensions Regulator (tPR)
requires us to monitor that the payments being paid to an individual's workplace pension
by their employers are those to which they are entitled. We therefore need details of their
pensionable pay for each relevant month and the percentage contributions due that month.
We use this data to check that that the amounts we receive each month are correct and to
check that our records of the salary percentages due are up to date. Where necessary, we
will check any discrepancies with you.
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FAILED VALIDATION (1)

- If the file cannot be validated successfully the status will
change to ‘Validated with errors’. Clicking on the link to
the relevant schedule in the list will show you why the file
could not be validated.

In this example, the employee could not be matched
with our records. Please check their personal details
carefully. Using the member search facility will show you
the exact details we hold for each of your members.

Log out

L HARGREAVES
LANSDOWN

Corporate
Vantage

Schedule - October 2010

ABC

Scheme Summary ISA scheme

Corporate Vantage Stocks & Shares ISA - ISA scheme Created on 14-10-2010 13:11 by sapizza0l

Action date: 15-10-2010 Members: 2 Employer: £300.00 Employee: £200.00 Combined: £500.00 [  Download CSV
Current status: Validated with errors
This schedule failed validation.
Flease correct the problems below and upload the new file.
= Corporatel015 Vantagel1015 - NI no. ZZ000795P

Employee record not found
e« Corporatel017 VantagelQ17 - NI no. ZZ000797B

Client is not @ member of this scheme
Upload a replacement file for this schedule [show upload options]

Please click here to delete this schedule.

About Us | Trust Deeds & Rules | Disclaimer | Terms & Conditions | Privacy Policy

Hargreaves Lansdown iz authorized and regulated by the Financial Services Authority

Log out

3: HARGREAVES
LANSDOWN

Corporate
Vantage

Schedule - October 2010

ABC

Scheme Summary ISA scheme

Corporate Vantage Stocks & Shares ISA - ISA scheme Created on 14-10-2010 13:13 by sapizza01

Action date: 15-10-2010 Members: 1 Employer: £0.00 Employee: £100.00 Combined: £100.00 & | Download CSV
Current status: Validated with errors
This schedule failed validation.
Flease correct the problems below and upload the new file.
» Corporatel015 Vantagel015 - NI no. ZZ000795F

Mandatory employee fields are empty <

In this example, the employee contribution field was

Upload a replacement file for this schedule [show upload options]

Please click here to delete this schedule.

fbout Us | Trust Deeds & Rules | Disclaimer | Terms & Conditions | Privacy Policy

Hargreaves Lansdown is authorizsed and regulated by the Financial Services Authority

left blank.
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FAILED VALIDATION (2)

» Any schedule that has not been successfully validated
will show here. However, you will be unable to approve
and submit it for processing until any errors have been
accounted for and a replacement schedule has been
uploaded and successfully validated.

Log out

gABc Lt HARGREAVES
LANSDOWN

Corporate
Vantage
|SA Scheme Scheme Summary

Your registered contact: | Tel | Email .

Scheme Members

Flease enter your search criteria below.

Surname: | | Joined after: [14-03-2010 Joined before: [14-10-2010
Scheme: & 15A scheme O All schemes m

| NI No.: [

Payment Schedules

Status Action date | Members
October 2010 15-10-2010 1 0.00 100.00
| September 2010 STpTETE 03-09-2010 2| 300.00| 200.00
September 2010 pb | Complete 07-09-2010 5| 1,104.85 3,980.81

Once a schedule has been uploaded and successfully validated, it must be submitted for processing by an autherised user. You can do this by
clicking on the schedule name above and following the instructions shown.

Mo payments will be collected in respect of a =schedule which has not been formally submitted.

About Us | Trust Deeds & Rules | Disclaimer | Terms & Conditions | Privacy Policy

Hargreaves Lansdown is authorised and regulated by the Financial Services Authority

If you have any queries regarding uploading
a schedule, or the collection of your payments
please do not hesitate to call us on 0117 980 9992.
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