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What we’ll cover today

Agenda

1 Managing contribution schedules

2 Understanding the Nest opt-out process

Housekeeping

› Time for questions at the end of the presentations, please type any 

questions in the Q&A box.

› Please fill out the feedback form.

› Slides and recording will be sent out after the event

3 Our new member portal
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Gary Ball

Managing contribution schedules
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Dealing with errors

Payroll 
• Generate file / not aware of what data items are being used

• Files rejecting – need to check against data items

• You must provide a valid header or trailer record :

Please ensure the payment source and frequency are correct, and that the payment 

due date is in the correct format - it should match an existing contribution schedule on 

the system. Please check your data and try again.

Steps to take if you see this error message 
• Compare data on payroll and Nest 

• Exact match
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Manage contributions
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CSV file

› H,EMP011118027,CS,2024-05-31,My source,2024-06-22,Monthly,,2024-05-24,2024-05-01,

› D,,AB123474C,,2000,,60,80,,,,,,,,,,,,,

› D,,AB658597B,,3000,,90,120,,,,,,,,,,,,,

› D,,AB126798C,,1500,,45,60,,,,,,,,,,,,,

› D,,AB129865D,,1400,,42,56,,,,,,,,,,,,,

› T,4,5
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Contribution schedule processing

› If using a csv file to upload or the API (Nest web services) then:

– The key data in the incoming file must match with the contribution schedule on screen on the Nest portal:

– Nest employer reference mandatory – EMPXXXXXXXXX

– Process type mandatory – always CS

– Earnings period start date – YYYY-MM-DD

– Payment source – mandatory

– Payment due date – YYYY-MM-DD

– Frequency – mandatory (Weekly, Tax Weekly, Fortnightly, Four Weekly, Monthly, Tax Monthly)

– Earnings period end date – mandatory – YYYY-MM-DD

Nest CSV convertor – Nest template CSV file download | Nest pensions

https://www.nestpensions.org.uk/schemeweb/helpcentre/contributions/making-contributions/download-nest-template-to-create-csv-file.html


Nest 8

Aligning your Nest account 

Set up new correct group

How to add a new group | Nest 

pensions

Move members to new group

Changing a member's group 

manually | Nest pensions

Changing a member's group 

with a CSV file | Nest pensions

https://www.nestpensions.org.uk/schemeweb/helpcentre/groups/adding-a-new-group-after-set-up.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/groups/adding-a-new-group-after-set-up.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/groups/change-members-group-through-the-website.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/groups/change-members-group-through-the-website.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/groups/change-members-group-using-file-upload.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/groups/change-members-group-using-file-upload.html
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More common issues

• Payment due date

• Multiple contribution schedules 

• Regular late payment notifications

• Last minute payroll adjustments 

• Book a 121
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Book an appointment to talk to us directly 

To book a one-to-one 30-minute appointment with our in-house experts please 

send the following details:

› Name

› Job title

› Organisation

› Appointment date/time request

› Summary of issue

to events@nestcorporation.org.uk and we'll book you in. Details will be sent 

in follow up email

mailto:events@nestcorporation.org.uk
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John Hale

Opting out
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Opting out actions

• No further contributions should be submitted

• On a contribution schedule on screen any contributions input will 

show but will not be collected

• You will receive a notification in your Nest inbox

• A refund will be paid to the employer's / your bank account

• If a paper opt-out notice:

- You tell us on the next contribution schedule and quote the 

reference number
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Opting out – the process

• You enrol a worker

• Letter issued to member

• Opt out window opens on third working day for one month

• How a member opts-out:

– Nest website

– Log into their Nest account

– Phone

– Post – form to issue to employer
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Stopping contributions

• Members may stop at any time

• They can tell Nest or you

• If they tell you, use reason code 1 

• You can pay a contribution (or a zero entry) for them on the last schedule they 

appear

• No refund 

• 3 yearly cyclical re-enrolment date.
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Links

Opting out –  

member 

instructions 

How do I opt 

out of Nest? | 

Nest pensions

Opting out –  

employer 

information 

How do 

workers opt out 

of Nest? | Nest 

pensions

Receiving 

refunds from 

Nest 

Refunds for 

members who 

have opted out 

| Nest pensions

Stopping 

contributions

Telling Nest a 

member wants 

to stop 

contributions | 

Nest pensions 

Cyclical 

re-enrolment 

Managing 

three-year re-

enrolment | 

Nest pensions

Expert guidance on running Nest more efficiently

https://www.nestpensions.org.uk/schemeweb/memberhelpcentre/opting-out/how-to-opt-out.html
https://www.nestpensions.org.uk/schemeweb/memberhelpcentre/opting-out/how-to-opt-out.html
https://www.nestpensions.org.uk/schemeweb/memberhelpcentre/opting-out/how-to-opt-out.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/workers/how-workers-opt-out/process-to-opt-out-of-nest.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/workers/how-workers-opt-out/process-to-opt-out-of-nest.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/workers/how-workers-opt-out/process-to-opt-out-of-nest.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/workers/how-workers-opt-out/process-to-opt-out-of-nest.html
https://nestpensions.org.uk/schemeweb/helpcentre/contributions/receiving-refunds/refund-for-members-opted-out.html
https://nestpensions.org.uk/schemeweb/helpcentre/contributions/receiving-refunds/refund-for-members-opted-out.html
https://nestpensions.org.uk/schemeweb/helpcentre/contributions/receiving-refunds/refund-for-members-opted-out.html
https://nestpensions.org.uk/schemeweb/helpcentre/contributions/receiving-refunds/refund-for-members-opted-out.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/contributions/partial-or-zero-payments/telling-nest-member-wants-to-stop-contributions.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/contributions/partial-or-zero-payments/telling-nest-member-wants-to-stop-contributions.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/contributions/partial-or-zero-payments/telling-nest-member-wants-to-stop-contributions.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/contributions/partial-or-zero-payments/telling-nest-member-wants-to-stop-contributions.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/contributions/partial-or-zero-payments/telling-nest-member-wants-to-stop-contributions.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/workers/managing-three-year-re-enrolment/how-to-manage-three-year-re-enrolment-duties.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/workers/managing-three-year-re-enrolment/how-to-manage-three-year-re-enrolment-duties.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/workers/managing-three-year-re-enrolment/how-to-manage-three-year-re-enrolment-duties.html
https://www.nestpensions.org.uk/schemeweb/helpcentre/workers/managing-three-year-re-enrolment/how-to-manage-three-year-re-enrolment-duties.html
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Andrew Oldacre

Member dashboard walk through
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Pot value
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My account
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Investment and fund contributions
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Contribution history
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Regular top up contributions
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Managing beneficiaries
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Fund choices
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Transfers in
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© Nest Corporation 2025. All rights reserved. 

This information does not constitute financial, investment or professional advice and should not be relied on.   

We do not make any personal recommendation or give advice to employers and their workers or third parties on how to make investment decisions. If you are considering using Nest you 

should consider talking to an appropriately qualified professional. 

We do not give any undertaking or make any representation or warranty that this document is complete or error free. We do not accept responsibility for any loss caused as a result of any 

error, inaccuracy or incompleteness. 

Any form of reproduction of all or any part of these slides is not allowed. 
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