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Introduction

Computershare Voucher Services (CVS) is pleased to introduce Employer Online (EOL), a new
web-based service for employers. Our innovative solution gives you the hands on ability to
control and manage your childcare voucher scheme, so you can benefit from the same secure
online access already enjoyed by parents and carers.

Now that your account has been switched to EOL, we hope that you will enjoy using the new
features, and they prove to be beneficial to your business.

This User Guide will introduce you to the key benefits of EOL, give step-by-step instructions
to walk you through the main processes that you will want to carry out, and to act as a quick
reference resource in future.

The main features of EOL are:

Complete secure web access to your account for the named Primary
Contact.

The ability to register additional users, who are also able to
administer the account.

Four different access levels for users.

The ability to amend and agree orders, and raise invoices, online and

in real-time.

The ability to backdate parents vouchers should they miss a month’s
deductions.

Ability to approve and amend parent tax bands based on our savings
and eligibility calculator

24 hour online availability of payroll and invoice documentation.

These features allow you to enjoy the following benefits:

You now have direct control of your orders, giving you peace of mind
that any amendments have been completed as required.

You can delegate responsibility for the account to any number of
colleagues, helping delegate responsibility effectively.

Reduction in time spent on the telephone to or emailing CVS, when
requesting amendments or copy documentation, is reduced.

You can use backdated vouchers to maximise the NI savings made by
your business.

You now have direct web access to the aforementioned
documentation, making it quicker than ever before to access
information.
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Overview

Employer Online gives you, as an employer, complete direct control over your voucher
account. To this end, in addition to the single main Primary Contact, there are different
access levels available for additional users.

Payroll users have access to the payroll schedule documents, and have the ability to amend
orders and add backdated vouchers. Finance users are able to log on once the order has
been agreed, and download the invoice for payment. They are also able to add any required
purchase order number to the invoice.

The table below shows which specific tasks can be performed by which level of user.

Primary Payroll and
Employer Online task Contact Payroll | Finance
Add additional user X X
Reset password for all additional users
Reset own password
Delete additional user
Lock and unlock additional user

<X
B <
B <

Agree order
Backdate voucher

Change voucher value
Exclude parent from order
Include parent on order
Print payroll schedule
Print invoice

<
<<
<

R
R
R

Online account setup
When your account is switched to EOL, your Primary Contact will receive two emails on the

same day. One will contain the Primary Contact ID (or User ID), which is the same as your
scheme ID number, and the other will contain a randomly generated password.

Logging in
Once you have your User ID and password, you can then access your EOL account at:

www.computersharevoucherservices.com

User ID and password

The first time the Primary Contact logs in, they will be prompted to change their password to
something more memorable, and answer three security questions, which will be required in
the event of the password being forgotten. Should this happen, follow the ‘Forgotten
Password?’ link underneath the log in details, and enter the answers to the security questions
as prompted. They will then be able to enter a new password.

If you are the Primary Contact, and cannot answer your security questions, please email
transactionprocessing@computershare.co.uk and we will be happy to help. If you are an

4

Employer Online User Guide @mputershure
CVSUG0001v1F z
This version 25.03.11 Voucher Services



additional user and are unable to answer your security questions, please speak to your
Primary Contact, they will be able to manually send a new password to your email address.

Emails

The Primary Contact will receive all email notifications sent with regards to the scheme. In
addition, payroll users will receive all payroll notifications, and finance users will receive all
finance notifications.

For security purposes, these emails will not contain the documents themselves, but will alert
the user to the availability of new documentation available on EOL.

Please note, the only difference between a payroll and payroll/finance user is regarding the

email notifications received. A payroll contact will only be notified when a payroll schedule is
available to view and amend. A payroll/finance contact will be emailed regarding the payroll
schedule and when the invoice is ready.

As such, if one person is responsible for all aspects of scheme administration, but they are
not the Primary Contact, please register them as a ‘payroll and finance'.

Payroll cut-off dates

Now that you are using EOL, it is important that you are aware of the window available to
you in which you are able to amend your orders after they have been raised. If you do not
agree an order in EOL before this window closes, then we assume that there are no problems
with the order and agree it automatically. This ensures that your parents are not
inconvenienced by a late voucher release.

As standard, this window is 72 hours. This means that, for example, an order raised on
Monday morning will be agreed on Thursday morning, regardless of whether or not you have
made any necessary amendments. In case you are unsure when your orders are raised, the
Primary Contact and payroll contacts will be automatically notified by email when an order is
raised.

This does not affect any existing agreement otherwise that you may have with CVS regarding
payroll cut-off dates. Switching to EOL will not change your current cut-off dates in any way.

Once your order has been agreed, automatically or otherwise, we are unable to re-open it, so
any parents you have not added will need to have one month backdated on your next order.

An important note on privacy

Computershare takes your privacy seriously. Employers who are given passwords
to Employer Online will have access to sensitive, non-public personal information
about your parents.

We advise you to exercise reasonable care in providing staff access to your
parents’ records and ensure that those with access understand the confidentiality
of that information.

We also encourage you to ensure that your employees are fully aware of the
requirements to the Data Protection Act 1998 before they access EOL.
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April 2011 tax level changes

As of 6 April 2011, the Government is reducing the level of tax relief on childcare vouchers for
Higher and Additional rate tax payers who sign up on or after the 6 April. They are doing this
to ensure that the amount of tax relief on childcare vouchers will be the same regardless of
what tax band the parent comes under.

Higher and Additional rate tax-payers joining a scheme from 6 April would see their tax free
voucher entitlement reduced, and therefore see their tax savings reduced to come into line
with Basic rate taxpayers at around £600.

Basic rate tax-payers will not be affected and, due to the higher rate of National Insurance
(NI) they are also saving, will still be able to save around £933 a year. In addition, anyone
who signs up for childcare vouchers before 6 April 2011 will have protected rights, and will
still benefit from the maximum amount of tax relief, regardless of their income.
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Tax bands

For the purposes of childcare vouchers, there are three different tax bands that parents may
fall into, dependant on their annual salary.

Personal Allowance = £00.00 to £7,475
Basic rate = £7,475 to £42,475

Higher rate = £42,475 to £150,000
Additional rate = £150,000 and above

Please note these tax bands are for the 2011/2012 tax year and are liable to change in future
years.

As previously mentioned, parents in different tax bands are entitled to different tax free
voucher values. This ensures that all parents save an equal amount of tax regardless of their
income.

Please note, savings on NI contributions are not considered, meaning that Basic rate
taxpayers, who pay a higher rate of NI, save more overall than Higher and Additional rate
taxpayers.

For the 2011/2012 tax year, the tax-free voucher allowances are as follows:

Basic Rate Higher Rate Additional Rate
Weekly
£55 £28 £22
Fortnightly
£110 £56 £44
4 Weekly
£220 £112 £88
Monthly
£243 £124 £97
Bi-Monthly
£486 £248 £194
Quarterly
£729 £372 £2901

It is your responsibility as an employer to ensure that each parent on your scheme is claiming
the correct value of vouchers with respect to their tax band. As such, CVS cannot be held
liable for any HMRC action brought against you, or your employees, as a result of these tax
bands being incorrect.

To ensure the parent is in the correct tax band, a Basic Earnings Assessment for each parent
must be carried out once every 12 months.
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Basic Earnings Assessment

Employers must carry out a Basic Earnings Assessment to determine the tax band of any
employee who joins a scheme on or after 6 April 2011. This assessment must be carried out
when they first join the scheme, and once every tax year thereafter.

The value of vouchers that the employee can receive is determined by the result of the Basic
Earnings Assessment. Once completed, the assessment remains valid for the remainder of
the current tax year.

When assessing an employee's earnings, the following should be considered:

Basic pay as stated in the employee’s contract of employment
Contractual or guaranteed bonuses

London weighting or other regional allowances

Taxable benefits

Shift allowances.

V V V V V

The following earnings and benefits should be excluded from the Basic Earnings Assessment:

> Performance related or discretionary bonuses

Overtime payments

> Earnings and benefits which are exempt from tax such as pension
contributions, employee share schemes and payroll charitable donations.

\Y

There is no need to make an assessment for any parent currently enjoying Protected Rights.

Please note:

The above information should be used as a guide only. Please refer to HMRC or
your company tax advisor for full details of your responsibilities as an employer.
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Effect of amending a parent’s tax band

Please be aware that increasing a parent’s tax band (for example, from Basic rate to Higher
rate) could result in the tax-free contribution for the parent being reduced.

This will occur if the current tax free contribution is greater than the tax-free limit for the new
tax band. For example, a parent claiming £243 vouchers a month as a Basic rate taxpayer is
changed to Higher rate. They cannot continue to claim £243 of vouchers as this is greater
than their new tax band’s limit of £124.

When this happens, the tax-free voucher order will be automatically reduced to the cap
amount for the new tax band. In the example above, the parent’s voucher order will
automatically be reduced to £124 on the current, and every subsequent, order.

This reduction will affect any voucher denominations that the parent had set up, so they will
need to check these.

Decreasing a parent’s tax band (for example, from Higher rate to Basic rate) will not change
the parent’s tax-free contribution. Computershare Voucher Services will never automatically
increase any parent’s childcare voucher order.

However, the change will mean that the parent is eligible to make a higher tax-free
contribution if they so desire, and you will be able to amend the order in the usual way if this
is the case.
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Protected Rights

What does Protected Rights mean?

> If a parent qualifies for Protected Rights they will be able to continue purchasing the
maximum tax-free amount of vouchers, regardless of their income, unless the
deductions from their salary cause them to fall below the national minimum wage.

> They will continue to be entitled to the maximum tax-free allowance, regardless of
their earnings, until they are no longer eligible to purchase childcare vouchers (for
example, the children are all over 16) or until they lose their Protected Rights.

Who is eligible for Protected Rights?

> All parents registered in a scheme on or before 5 April 2011, as long as they have an
ongoing order on the system or have purchased childcare vouchers within the past
twelve months.

> Parents who join a scheme on or before 5 April 2011, but do not receive their first
order until 6 April 2011 or later, will be given Protected Rights.

How can a parent make sure they keep their Protected Rights?

> A parent may temporarily stop purchasing childcare vouchers (for example, during
school holidays).

> However, to retain their protected rights they must purchase childcare vouchers at
least once every twelve months.

What would cause a parent to lose their Protected Rights?

> They stop purchasing vouchers for more than 12 consecutive months.
> They change employer (unless this is a TUPE transfer and they have continuous
service, or it is as a result of a business merger or reorganisation).

Can a parent take a break from childcare vouchers and retain Protected Rights?

> A parent can take a temporary break from vouchers whilst remaining in a scheme, for
example during school holidays, or whilst they are on maternity leave.

> When the parent ends this break, they will not be treated as a new joiner unless the
overall period in which childcare vouchers have not been taken exceeds 12 months.
If it does, they will have lost their Protected Rights.

What if an employer changes voucher provider?

> Details of employees with protected rights will be transferred to the new voucher
provider, and parents will continue to enjoy Protected Rights.

What about parents who join a scheme on or after 6 April 20117?

> A parent who signs up to buy childcare vouchers for the first time from 6 April 2011
onwards will not have Protected Rights.

What happens when an employer is taken over by or merges with another firm?

> If your company has merged with or been taken over by another company, or if your
employer changes due to a business reorganisation, then any parents that originally
enjoyed Protected Rights will continue to do so, unaffected by the change. Any
transfer of staff under a TUPE arrangement is also covered by this exemption.
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Step-by-Step Guides

Setting up additional users

1. Log in to your account.
2. Select ‘Contacts’ tab at top of screen.
3. Select the ‘Additional’ tab.

=
(€omputershare o ME TO ACT
Voucher Services ' - CARE VOUCHERS
COMPANY: VOUCHES 4 . L O GHILD Cuich MERE
iome 1yt s gty Ty
DEODOHNFE SCHEMM Lo Ot
TEST MOD -
Login ID Naime Emall Access Lewvel View Detalls
DEOOG1517 - P g LY. €0, uk F Salact
OE0000II5E Pl 1 fnanca? St couk Salect
CEO000E05] Panroll 2 payrolltest.com Payrol Salect
ol 3 pltest.co,uk Faryrol Salact
Pyl 4 payrolliBcvs.com Fayrod Select
(=)
[ pether]
e ——
4, Select ‘Add’.
5. The 'New Additional User’ screen will appear, prompting you to enter the details and
access level of the new additional user.
meutershure v TIME T0 ACT
Voucher Services L cHILDCARE YOUCHERS
COMPANY: VOUCHER_MIG s = . e CLICK HERE >
= T I e e
DREMODDDDTE SCHEME 1 Log Out
TEST MODE
) E
M
Emad address: ™
Canifm el ™
A !
qaelds x
ST TS [ e >
Hawing problems? Click hare for help! .

6. Click ‘Next'.

7. Review the details given, then click ‘*Confirm’, and ‘Finish’.
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%&mputershure

Voucher Services
COMPANY: VOUCHER_MIG

DRERO0DO0076 SCHEME 1

TEST MODE

Paymall 5

PaynllS§rtest, com

Payrod

Hawving problems? Click here for help!

™1

Pl

8. The new additional user will now receive two emails on the same day, one containing
their User ID, and another containing their password.
9. You will be returned to the list of additional users. Check that the new additional user is

now listed.

10. The first time the new user logs on, they will be prompted to change their password and
set some security questions. These may be required to verify the user’s identity in the

future.
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Resetting the password of an addition

1. Select the ‘Contacts’ tab at top of screen.
2. Select ‘Additional’ tab.
3. Click ‘Select’ alongside the relevant contact’s name.

al user

L I I
|
€omputershare - TIME TO ACT

Voucher Services : L o1t CHILDGARE YOUCHERS
COMPANY: VOU! _MIG P~ 4 CLICK HERE ?

[ ome  y oe ois ore s

0800000105 SCHE ~ i KLY Log Out

TEST MOD
Login ID Name Email Access Level IeW Do
0800002936 finance payroll finaroll@scheme10.test.co.uk Payroll and Finan w
0800001968 Finance financetest@scheme10.co.uk Finance —
0800001933 Payroll payrolltest@scheme10.co.uk Payroll Select
0800002522 Payroll two payroll.two@scheme10.test.co.uk Payroll Select

Add
Having problems? Click here for help!
\ HWH r
4. Select the ‘Contact Activity’ tab.
H AY I
5. Click ‘Reset password’.
5|
omputershare ME TO ACT

Voucher Services ﬂmmm\—: VOUCHERS
COMPANY: VOUCHER_MIG o CLICK HERE >

[ omo |y peraits | contact= | orders | Employor assistance | adrmin 3

0800000105 SCHEME 10 - FOUR WEEKLY Log Out

TEST MODE

Account status: Active

First online date: 31/01/2011 11:18:17
Last online date: 01/02/2011 12:45:21
Last locked date: N/A
Last reset date: 31/01/2011 11:18:48
Security questions set up: Yes

Login failures: 0

Having problems? Click here for help!

Reset password

6. A new password will be emailed to the additional user, and they will be prompted to

change it when they next log in.

13

Employer Online User Guide
CVSUGO0001v1F

This version 25.03.11

Eomputershare

Voucher Services



Locking and unlocking additional users

1. Select ‘Contacts’ tab at top of screen.
2. Select ‘Additional’ tab.

omputershare ME TO ACT
Voucher Services T]» y OCHERS
COMPANY: VOUCHER o ﬂlmﬂu WERE®
iome Loy oote
B500000 160 SCHEM) Ot

TEST MODE

Addikonal

Manie Ermasil Acoiss Lival
Paryrodl & payfin@test.com Payroll and Frnane
BS00001E47T Paymll 7 payroligtost_com Payrod

Having probilams? Click here lor halp?

3. Click ‘Select’ alongside the additional user’'s name which needs to be locked.
4. Select ‘Contact Activity’ tab.

Computershare E 7O ACT
Voucher Services O CHILDCARE VOUCHERS
COMPANY: VOUCHER_MIG CLICK HERE »

8500000169 SCHEME 5 Log Out

‘ Contact Activity

Account status: Active

First online date: 23/02/2011 10:02:57

Last online date: 23/02/2011 10:02:57

Last locked date: 24/02/2011 11:10:20

Last reset date: 23/02/2011 10:04:01

Security questions set up: No

Login failures: a

Reset password =

&

5. Click on ‘Lock’. This will disable access to the user’s online account.
6. When the user needs to be unlocked, repeat the process. The ‘Lock’ button will be
replaced with an ‘Unlock’ button.
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Deleting an additional user

In order to delete an additional user, follow the steps below.

Please note that once a user has been deleted you cannot reinstate them.

1. Select ‘Contacts’ tab at top of screen.
2. Select ‘Additional’ tab.

omputershare

Voucher Senrmes
COMPANY; VOUCHEHR

BSOOD0016T SCHEME

TEST MODE
| Addicna |

Login 1 Marme Ensadl

BSODOOTET Y

Acriess Leval

payfind test.com Payroll and Fimanc

Paymll &

BSOD00 1647 Paymll 7

t.com Payred

Hawing protilams? Click hers lar halp?

3. Click ‘Select’ alongside the additional user’s name which needs to be deleted.

/= Computershare Youcher Services - Windows Internet Explorer

=18l x|

m - |g, https:)fmyaccount-st.emea.cshare.net /Employer jContacts, aspx

Tant’ & @ Computershare Youcher Services | |

j I Certificate Error |£| |£|
@ - - @ - @Page - @Toa\s -7

Computershare

Voucher Services
COMPANY: VOUCHER_MIG

7 o e e e e

8500000169 SCHEME 5

Contact Details

Login ID: 8500001647
Name: Payroll

Email address: payroli@test.com

Access level: Payroll

Having problems? Click here for help!

|

ACT

GARE Wuc,HER =)

7LD
Ealc CLICK HERE >

Log Out

=

4. Select ‘Contact Details’ tab.
5. Click ‘Delete’.
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6. You will see a confirmation screen. Ensure that this is the correct user, click ‘Confirm’,
then *Finish’.

ACT
GARE yOUCHERS ‘
CLICK HERE >

Computershare

Voucher Services
COMPANY: VOUCHER_MIG

8500000169 SCHEME 5 Log Out

TEST MODE

Confirm Removal

Please confirm that you wish to remove this contact, Note that this action cannot be reversed.

Login ID: 8500001647
Name: Payroll

Email address: payroll@test.com
Access level: Payroll

Confirm

7. You will then be returned to the list of remaining additional users. The deleted users will
have moved to the ‘Inactive’ tab.

Having problems? Click here for help!

=l
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Changing your password

1.

Select ‘Security Details’ from your home screen.
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= = -
s IQ’N
[ Home |

8500000097 SCHEME 4 Log Out

Welcome to Computershare Voucher Services
These pages are to assist you in the administration of your Childcare Voucher Scheme. You can view and amend your order

details, view or print order and invoice information or use our Employer Assistance screen to find the answers to many frequently
asked questions

What would you like to do?

Employer Details Scheme Details

View your employer
details

View your scheme
details

View and amend your
orders

(=

Go Go

Employer Assistance

View Frequently Asked
Questions

Having problems? Click here for help!

Enter your new password twice and your Security Questions and click ‘Next'.

8500000097 SCHEME 4 Log Out

TEST MODE

Update Security Details - Step 1 of 2

Your new password must:

o be 3 minimum of 8 characters long
# contain at least 2 numeric characters

Password

New password

Confirm new password

Security Questions

Question 1 Mothers maiden name
Answer 1 abe
Question 2 [First pets name =]
Answer 2 abc
Question 3 Fathers given name =
Answer 3 abc

Cancel

Having problems? Click here for help!

Your security details have now been changed and you will need to use the new details

next time you log into your account.
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Viewing a payroll schedule online

1.

Log in to your account.

2. Click on the ‘Orders’ tab.

Computershare

a

Voucher Services

COMPANY: VOUCHER_MIG

500000097 SCHEME 4

TEST MODE

Scheme 1D:

Invoice preference:

8500000097

These are the orders for your scheme

Filter Options

Payroll Date - From:

Payroll Date - To:

Order Number:

I” Include cancelled orders

Payroll Date Invoice
Number

21/04/2011 C0000000024

25/03/2011 C0000000002

Voucher Order

Number
0000000021
0000000003

8 [dd/MM/yyyy]
a [dd/MM/yyyy]

Number of
Parents

5
3

Having problems? Click here for help!

Combined Voucher Funding and Service Charge Invoice

order
Status

Closed
Closed

Payroll
Schedule

View

View

Scheme name:

Log Out

SCHEME 4

Voucher/Service
Invoice

View

View

3. Click ‘View’ in the Payroll Schedule column of the order which you wish to view.

Below is a summary of this payroll schedule.

Scheme-Payroll Details

Payroll frequency:
Payroll date:
Assumed agreed date:

Order status:

Tax Band Approval

25TH OF EACH MONTH
25/03/2011
18/03/2011

Closed

There are 0 employees in this order who must have their tax band approved.

Order Details

|l

Order number:

Number of parents:

Pay Period Breakdown

0000000003

3

View / Amend

The table below compares your order(s) in the current pay period against orders from your previous payroll period.

Category

New parents

Parents voucher value increased

Parents voucher value decreased

No change to parents voucher value

Cancelled / expired parents orders

Excluded parents

Total

No of Employees

Please refer to your Payroll Schedule for full details of individual orders.

4.

all of the following processes.
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Differences (£)
686.00

0.00

0.00

0.00

0.00

0.00

686.00

Total Amount (£)
686.00

0.00

0.00

0.00

0.00

0.00

686.00

You have now reached the payroll schedule screen. This screen is the start page for

Eomputershare
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Printing payroll schedules and invoices

To print a payroll schedule:

1. Navigate to the payroll schedule screen by selecting the ‘Orders’ tab.
2. Click ‘View/Amend'.

8500000097 SCHEME 4 Log Out
TEST MODE
Payroll Schedule Summary
Scheme ID: 8500000097 Scheme name: SCHEME 4
Order ID: 0000000003

Below is a summary of this payroll schedule.

Scheme-Payroll Details

Payroll frequency: 25TH OF EACH MONTH
Payroll date: 25/03/2011

Assumed agreed date: 18/03/2011

Order status: Closed

Order Details

Order number: 0000000003
Number of parents: 3

Pay Period Breakdown

The table below compares your order(s) in the current pay period against orders from your previous payroll period.

Category No of Employees Differences (£) Total Amount (£)
New parents kS 586.00 586.00

ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ

3. You then have a choice. You can either click ‘Download as PDF’ to download a printable
summary and parent-by-parent breakdown of your order, or you can click ‘Download as
CSV’ to download an Excel file containing the order information.

TES T T P
Payrill Seheeube Dt

LET T sCHiEE A4
DR i FE
" = = = = = =

TNy T ——— Vas i Tusbdal Vestver  Asssanl  Rackdiised St
i rap—— Appracal - Typa fro——
-
Particip s Waspchar Vulus |
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To print an invoice

1. Agree your order, or wait for it to be agreed (see below).
2. Click the ‘Orders’ tab at the top of your screen.
3. Click ‘View' in the invoice column, next to the order for which invoices are required.

Eomputershare

Voucher Services
COMPANY: VOUCHER_MIG

ol

8500000097 SCHEME 4 Log Out
TEST MODE

Scheme ID: 8500000097 Scheme name: SCHEME 4

Invoice preference: Combined Voucher Funding and Service Charge Invoice

These are the orders for your scheme.

Payroll Date - From: i [dd/MM/yyyy]
Payroll Date - To: | [dd/MM/yyyy]
Order Number: l—

Payroll Date Invoice Voucher Order Number of Order Payroll Voucher/Service
Number Number Parents Status Schedule ———

25/03/2011 C0000000002 0000000003 3 Closed View

Having problems? Click here for help!

4. Click ‘Download as PDF'.

8500000097 SCHEME 4 Log Out
TEST MODE
Scheme ID: 8500000097 Scheme name: SCHEME 4
Order ID: 0000000003
Invoice Number C0000000002 Company Name EMPLOYER 3
Invoice Address UNIT & Scheme 1D 8500000097
FANGTASIA BUISNESS PARK
B78 18P Scheme Name SCHEME 4
Order Number 0000000003
Order Position Code Closed Payment Date 25/03/2011
Invoice Date 18/03/2011 Payment Terms N/A
Payment Method T Bank Code N/A
Bank Account Number N/A Bank Account Name N/A
Bank Acc Roll Number N/A BACS Reference N/A
CHAPS Reference N/A Direct Debit Reference N/A
WorldPay Id N/A Tax Free Voucher Total (£) 686.00
Taxable Voucher Total (£) 0.00 Service Charge (£) 58.31
VAT (%) 15.00 Adjustment Amount (£) 0.00
Having problems? Click here for help!
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5. If you require a Purchase Order Number on the invoice, enter it in the pop up box.
Otherwise, leave the box blank and click ‘Confirm’.

Create Invoice

If you would like a Purchase Order Number to appear on your
invoice please enter it in the field below otherwise leave it blank,
then click Cap

6. A printable PDF will then download.
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Adding a parent to an open order

1. Navigate to the ‘View Payroll’ screen by selecting the ‘Orders’ tab.

[ome |y verais | co acts S

8500000097 SCHEME 4

TEST MODE
Payroll Schedule Summary
Scheme ID: 8500000097 Scheme name: SCHEME 4
Order ID: 0000000003

Below is a summary of this payroll schedule.

Scheme-Payroll Details

Payroll frequency: 25TH OF EACH MONTH

Pay Period Breakdown

The table below compares your order(s) in the current pay period against orders from your previous payroll period.

Payroll date: 25/03/2011
Assumed agreed date: 18/03/2011

Order status: Closed

Order Details

Order number: 0000000003

Log Out

Category No of Employees Differences (£) Total Amount (£)
New parents 3 686.00 686.00
Darank L. "
W\ /i r
2. Select ‘View/Amend'.
[sHome: | My Detaiis [ -CoRtacts.| Ord<rs | Security: | Empioyer Assistance | =
A500000126 SCHEME 1 Log Out
TEST MODE
Payroll Schedule Details
Scheme ID: A500000126 Scheme name: SCHEME 1
Order T0: 0000000011 Paryroll date: nasfo4a/2011
Filter Options
& Categor r
Category F new W increased F Decreased F Mo Change I Cancelled/Expired ¥ Excluded
€ Payroll ID
NI Number
Parent Name Payroll ID NI Number  Voucher Typa Amount Backdated Amount Status
PARENT FOUR 4 ABOOO165A &-Voucher E55.00 £0.00  Included Auto Exclude amend
PARFNT ONE 1 ABDODIGIA Papisr E£0.00 £0.00  Fxcluded CVS Inchede  Amerad
PARENT THREE a ABDOO1G4A Vouchear E75.00 ED.OD  Included Auto  Exclude  Amend
PARENT TWO 2 ADOOO163A Redeem Direct £55.00 £0.,00  Included Auto Exclude  amend
Participants 3 Voucher Value £185.00
Having problemst Click here for helpt
=

3. Select ‘Add participant’.
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Search for the parent you wish to add onto the order, by using one of the search fields,
and then click on ‘Search’.

Voucher Services l NC ATLDGARE YOUCHERS
COMPANY: VOUCHER_MIG . ﬂ
8500000126 SCHEME 1 Log Out
TEST MODE
Add Parent to Payroll Schedule.
Scheme ID: 8500000126 Scheme name: SCHEME 1
Add Parents to Payroll Schedule
& Name: parent one
€ Ppayroll ID:
€ NI Number:
€ Email Address: [
Postcode: ELoiiy
Name: Employee Status Payroll Reference Ni Number Email Address: Postcode:
MR PARENT ONE Live 1 ABO00161A  PARENTONE@TEST.COM WS513 8S!
Back
Having problems? Click here for help!
Home | Careers | News & Media | Contact Us | Site Map | Corperate Site | Help & Computershare Technology Services Limited 1996 - 2010, All right reserved.
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Once you find the relevant parent, select ‘Add To Order’ next to their name.

Participant Details

Are you sure you want to add this participant to the
order?

Name: MR PARENT ONE

Amount: £55.00

A pop up box will appear. Check and select ‘Confirm’. The parent has now been added to
the order.
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Open orders

Whilst your order is open on the system you can carry out the following actions;
Amendments, tax band approvals, and tax band edits.

Amending an open order

1. Navigate to the ‘Payroll Schedule Details’ screen of the order you wish to amend.

2. Click ‘View/Amend'.

3.

4.

=]
/500000126 Scheme nama: SCHEMFE 1
0000000011
Below is a summary of this payroll schedule.
EVERY FRIDAY
oafoaf2011
NSA
o
5 [ view /amecd |
Pay Period Broakdown
The table below compares your order(s) in the current pay period against orders from your previows payroll period.
Cateqgary Mo of Employeas Differances (§) Total Amount (£)
o o
1
a - 5500 185.00
sc 1 _
—vera— =l

You will then see an online list of all the parents included on the order. They are listed
in alphabetical order by first name.
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Navigate to the parent that you wish to amend, and click ‘*Amend’ next to their name.

Hama taits | contacts | ordars | 6 ssistanca | Admin =l
H500000126 SCHEME 1 Log Out
Payroll Schedule Detals
Schome 1D ALO0000126 Scheme nama: SCHEME 1
Ordar 1L OOO0000011 Payroll date na/oaf2011
F new F increased o hean F ca pi FE d
Parent Mame  Payroll ID NI Number  Voucher Type Amount  Backdated Amount Status
PARENT FOUR 4 £0.00  In
PARINT ONE £o.
PARENT THREE £0.0¢
PARENT TWO £0.00
Participants 3 Voucher Value £185.00
Having problems? Click here for helpt

Eomputershare
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5. In the pop up box, enter the new Voucher Value, a reason for the amendment, and
click *Apply’.

Amend Employee's Vouchers

Please AMEND the Voucher Value you are ordering. This
‘will not AMEND any Backdated voucher value you have
ordered.

oucher Value (£):

55.00

Reason for amendment:

| B

This transaction will only AMEND the employee's voucher value
for the current order.

To AMEND the employee's voucher value for ongeing orders,
please contact us directly or request your employee to update
their preference online.

Cancel

6. If you wish to remove a parent from an order altogether, click ‘Exclude’ next to the
parents name, instead of ‘Amend’. Please note that this will remove them from this
order only, and they will be back on the next order. To remove the parent from all
future orders, please email transactionprocessing@computershare.co.uk to request this.
Repeat this process for all the parents that need amending.

Once the amendments are complete, you can agree the order as above.

o N
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Approving parent’s tax bands

Click ‘View and Amend’

Scheme 1D:
Order 1D:

Payroll frequency:

Payroll date:

assumed agreed date:

Order status:

0079004070 Scheme name:

0000002650

Below is a summary of this payroll schedule.

Scheme-Payroll Details

25TH OF EAGH MONTH
25/02/2011
23/02/2011

Open

Payroll Schedule Summary

MONTHLY - TAXABLE CAPPED

Tax Band Approval

There areempluvees in this order who must have their tax band approved.

=)

Order Details

e -Qr‘mbﬂ\ gl g ”_‘Wm‘ -“’M'\.ﬂawmﬂ'\ ‘,...'_’ o

2. Parents can be selected for approval one at a time by checking the individual
checkboxes, or you may select all the parents on a page by clicking ‘Select all’.

3. Where the unapproved parents span more than one page, you can move forward and
back, using the ‘Back’ and ‘Next’ buttons/arrows.

26

Approval Required

Name

MR PARENT ONE
MRS PARENT TWO
MR PAREMT THREE
MRS PARENT FOUR
MR PARENT FIVE
MRS PARENT SIX
MR PAREMT SEVEN
MRS PARENT EIGHT
MR PARENT MINE

MRS PARENT TEM

National Insurance Payroll ID
MBOD0000A 1
MB2222224 2
MBO303034 3
MBO404044 4
MBOBOG06A 5
MBOEAGGGA f
MBO7O7O7A 7
MBOBOS0EA 8
MBO909034 9
MB1010104 10

Employer Online User Guide
CVSUGO0001v1F
This version 25.03.11

Tax Band

BASIC RATE
BASIC RATE
BASIC RATE
HIGHER RATE
HIGHER RATE
HIGHER RATE
ADDITIONAL RATE
ADDITIONAL RATE
ADDITIONAL RATE

PROTECTED RIGHTS

Change Band

Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit

Edit

DDDDDDD@DD

Edit

Page of 2

4. Once all tax bands have been approved click *Confirm’. Once approved, these parents
will then appear on the ‘Previously Approved’ tab.

Eomputershare
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Editing parent’s tax bands

1. Clicking the ‘Edit’ link will make the tax band editable.
2. Choose a new tax band from the drop down list and click ‘*Change’ to update the tax

band. Click *Cancel’ to close the edit function
3. Once all changes have been made click ‘Confirm’ to update all changes.

Approval Required

Name National Insurance
MR PARENT OME MBOOOOO0A
MRS PARENT TWO MB2222224

MR PAREMT THREE MBOZ020324
MRS PARENT FOUR MBO404044

MR PARENT FIVE MBOGOGOG6A
MRS PARENT SIX MBEEEEEGA

MR PARENT SEWEM MBOT7O707 4
MRS PARENT EIGHT MBOSO0Z0EA

MR PARENT MIME MBODO0909 4
MRS PARENT TEM MB1010104
= =

Payroll ID

Tax Band

Change Band

Additional Rate

]

Basic Rate
Higher Rate
Additional Rate

Personal Allowance

HIGHER RATE
HIGHER RATE
ADDITIOMAL RATE
ADDITIONAL RATE
ADDITIOMAL RATE

PROTECTED RIGHTS

Edit

> Edit

Edit
Edit
Edit
Edit
Edit

Edit

Change Cancel F

Approve
Select all

Oooooooooao

When changing a tax band, a warning message will be displayed before an update is

processed:

Are pou sure pou wanl lo change thes Lax band? Changing the tax
band from B asic Rate to Additional Rate may result in the salay
sactifice amount for the employee being reduced in ine with HMAC

guicelires.

ok |

Cancel |

Clicking *OK’ will prompt the following warning message to be displayed:

Click *OK” if you are happy to proceed.
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You have selected 1 emplopees to approve. DK to procesd wath the
approval or Cancel to rebuin to the employes tax band appioval

page.

T
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Updating a previously approved tax band

Full Search
1. The full search will retrieve all parents on the order with a previously approved tax band.

Advanced Search
2. One or more of the search criteria can be used to locate a parent or parents with a
previously approved tax band.

Previously Approved

Full Search

Search for all previously approved parents on this order

Advanced Search

Payroll reference: l:l
Mational insurance number: l:l
Email address: l:l

3. Parents matching the search criteria will be displayed at the bottom of the page:

Previously Approved

Full Search

Search for all previously approved parents on this order

Advanced Search

Payroll reference: l:l
Mational insurance number: l:l
Email address: l:l

Results

MName Mational Insurance Payroll Reference Tax Band Change Band

MR PAREMT FIVE MNG77E6E A 12 additional Rate i
DR TEST THIRTY NM7E7 7774 367287 additional Rate »

4. Click the “Edit’ link next to the relevant parent. A list of tax bands will be displayed in the
dropdown list:

- et dhairees [T

v B -

Results

Name National Insurance Payroll Reference Tax Band Chapge Band

MR PARENT FIVE MNETTE66A 12 Higher Rate [ Update Cancel
T — )

DR TEST THIRTY MNMTETIT A 367287 <H\gher Rate > Edit

Protected Rights
Personal allowance

5. Click ‘Update’ to confirm the change or *Cancel’ to close the edit function.
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Ordering backdated vouchers

If a parent wishes to add any backdated vouchers to the order, follow the process below.

1. Navigate to the ‘Payroll Schedule Details’ screen via the ‘Orders’ tab.
2. Select ‘Backdated orders'.

co ] admin B
ASOO000126 SCHEME 1 Log Out
TEST MODE
Schama D AS000001 26 Schame name: SCHEME 1
Orcher 10 OOO000001 1 Payrall date 08/04/2011
& Category F Haw W increased W Dec F Mo Change W Cancelled/Expired M Excluded
© Payrol ID [
€ NI Number
Backdated orders Add participant
Parent Name  Payroll ID NINumber Voucher Type  Amount  Backdated Amount Status
PARENT FOUR 4 £55.00 Exclude Amend
PARENT ONE 1 £0.00 Include  Amend
PARENT THREE 3 E75.0 Exclude  Amend
PARENT TWO 2 £55.00 Exclude  Amend
Participants 3 Voucher Valua £185.00
Having problems? Click here for help!
=l

3. Search for the parent using one of the fields provided, and then click ‘Search’.

4.  When you have found the parent for whom you intend to add backdated vouchers, click

‘Select’ next to their name.
TEST MODE

ted Order - Step 1 ol 4

E T, __} Comtr Deinke ) i

Saarch Criteria

Unlgue Search

Advanced Search

— e

Saanch Besults

BT Payroll Rel M1 Mumbisr Postoode Stalus .u

Hawving protdems? Click hero for help!
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5. On the next screen, enter the value of backdated vouchers you wish to add. This must
not exceed the total value to which the parent is entitled.
6. Click ‘Next'.

—
Ty T el e
Home | My Details | Contacts | Orders | Employer Assistance | Admin

0800000076 SCHEME 1 Log Ot

TEST MODE

Add Backdatod Order - Step 2 of 4

Employes Delails

Hawving proablems? Click here for halpt

7. You will then be asked to confirm the value of backdated vouchers you have entered.
Ensure that the value is correct, and then click *Confirm’, then ‘Finish’.
8. You will then be able to see the backdated amount in the on-screen summary, as

below, and it will also be detailed on the payroll schedule.
F =k l_-.'ﬁw:-_ =

T e——— E—— e g S g
Memen | sy Detaits | Comtacts m..'__._.4q...,.‘.x..-.-_l_..,.'.qﬂl_....u.._1'_

OE0GHO0E 18 SOHEME 3

TEST MODE
Payroll Schedole Derails

DA0OHEHF]L E D SCHEME 7
itetibalitali Sl h | AF oSS TO0E

Fllteer chptbans

F Catwgory F i " - o ange B
ol ——
— " r—

=

Participanis Vonecher Valee §
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Agreeing an order

If you do not need to make any amendments, or have made all the required amendments,

you will need to agree your order before you can download your invoice.

Please note once an order has been agreed no amendments can be made until

your next order.

1. Navigate to the ‘View Payroll’ Screen by selecting the ‘Orders’ tab.

8500000126 Scheme name SCHEME 1

000000001 1

Below is a summary of this payroll schedule.

EVERY FRIDAY

08/04/2011

i date NiA

open

000000001 1

s v amend |

The tabla helow comparas your order{s) In the current pay period against orders from your previous payroll parod.

Category No of Employees vifferences (£} Total Amount (£)

0.00 0.00
0,00 .00
18!
Enchudod it 0 3.0
Total 3 55.00 1a5.00
Plaase ref i
T

will change to ‘Awaiting Payment’.

AS000001 26 Sehoma name SCHEME 1

000000001 1

Below is a summary of this payroll schedule,

Scheme Payroll Details

EVERY FRIDAY

wafoa /2011

number 000000001 L

Pay Period Breakdown

The table below compares your order(s) in the current pay period against orders from your previous payroll period.

iber of parents: 3

Category No of Employeas Differences (£) Total Amount (£}

0.00 185.00
5.00 0.00
o 0.00 0.00
Total 3 55.00 185.00
L t Il St |
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Select the ‘Agreed’ button, and then confirm the pop up that appears. The order status
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Reference Guides

Setting up additional users

You may wish to add additional users to your account, especially if you are not going to be
directly administering the account yourself.

Log in to your account.
In the ‘Contacts’ tab at top of screen, select ‘Additional’.
You will see all of your current additional users, if any. Select ‘Add".

The *‘New Additional User’ screen will appear and you will be prompted to enter the
additional user’s name, email address, and access level.

Once this information is entered, click ‘Next'.
A confirmation screen will appear. Check the details, click ‘Confirm’, and then ‘Finish’.

7. You will return to the list of additional users, which should now include the new
additional user.

8. Two emails will then be sent to the new additional user’s email address, one
containing their User ID, and the other their password.

9. The first time the new user logs on, they will be prompted to change their password
and set some security questions. These may be required to verify the user’s identity
in the future.

HwnN =

o v

Resetting a password for an additional user

If an additional user needs to reset their password, they need to follow the steps below.

In the ‘Contacts’ tab at top of screen, select ‘Additional’.

Find the contact you require. Click ‘Select’ alongside their name.
Select ‘Contact Activity’ tab.

Click ‘Reset password'.

This will automatically generate a new password, which is then sent to the additional
user’s email address.

ik e

Forgotten password

If you have forgotten your password and are unable to log in, please follow the steps below.

Click on ‘Forgotten Password’ on the EOL log in screen.

Enter your User ID and click ‘Next'.

Answer the security questions you set when you first signed up and then click *Next'.
Enter your new password or security questions and click *Next'.

Your security details have now been changed.

A NS
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Locking and unlocking additional users

You may wish to lock an additional user’s account if they are on long term sick or maternity
leave and will be returning to their post.

Log in to your online account.

In the ‘Contacts’ tab at top of screen, select ‘Additional’.

Click ‘Select’ alongside the additional user’s name which needs to be locked.

Select ‘Contact Activity’ tab.

Select ‘Lock’.

This will automatically disable access to the online account for this user.

If the user tries to log in, they will not be allowed, and instead be directed to speak
to their Primary Contact to discuss the status of their account.

8. To unlock the user, repeat the process. You will find the ‘Lock’ button replaced by
‘Unlock’.

NouhwhN =

Deleting an additional user

You may wish to delete a user if they no longer work for your company. Please note that
once a user has been deleted, you are not able to reinstate them. If you wish to do this, you
will have to create a new user.

Log into your online account.

In the ‘Contacts’ tab at top of the screen, select ‘Additional’.
Click *Select’ alongside the name of the contact to be deleted.
Select ‘Contact Details’ tab.

Click ‘Delete’.

The next screen to appear will be the ‘Confirm Removal’ screen. Check that this is the
correct user, then click *Confirm’ and ‘Finish’. You will then be returned to the list of
remaining additional users.

7. You can see which users have been deleted by checking the ‘Inactive’ tab on the list
of users.

ok wnNe=

Changing your password
1. Select ‘Security Details’ from your home screen.

2. Enter your new password and security questions and click ‘Next'.
3. Your security details have now been changed.

Viewing a payroll schedule online

1. Log into your online account.

2. Click on the ‘Orders’ tab.

3. Click ‘View' in the payroll schedule column of the order which you wish to view.

4. You have now reached the payroll schedule screen.
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Printing payroll schedules and invoices

To print a payroll schedule, once you have been notified that it is ready for review:

1. Navigate to the payroll schedule screen.
2. Click ‘View/Amend'.

3. You then have a choice. You can either click ‘Download as PDF’ to download a
printable summary and parent-by-parent breakdown of your order, or you can click
‘Download as CSV’ to download an Excel file containing the order information.

To print your invoices

Agree your order, or wait for it to be agreed (see below).

Click the ‘Orders’ tab at the top of your screen.

Click ‘View'" in the invoice column, next to the order whose invoices you require.
Click ‘Download as PDF'.

You will be prompted to enter a purchase order number — if none is required leave
this box blank. Click *Confirm’.

You will then download a printable PDF of your invoice.

7. If you have a split invoice, you can switch between your voucher and service invoice
via the relevant tabs towards the top of the screen.

A S

o

Adding a parent to an open order

Follow the below steps to add a parent onto your order.

Navigate to the payroll schedule screen.
Click ‘View/Amend'.
Click *Add Participant'.

Search for the parent you wish to add onto the order, and select ‘Add To Order’ next
to their name.

Review the value of voucher they are ordering and then click confirm.
6. The parent will then be listed on the payroll schedule.

Hwn e

Amending an open order

1. Navigate to the payroll schedule screen of the order you wish to amend.

2. Click ‘View/Amend'.

3. You will then see an online list of all the parents included on the order. They are
listed in alphabetical order by first name.

4. Navigate to the parent that you wish to amend, and click ‘*Amend’ next to their name.

5. In the pop up box, enter the new voucher amount, a reason for the amendment, and
click *Apply’.

6. If you wish to remove a parent from an order altogether, click ‘Exclude’ next to the

parents name, instead of ‘Amend’. Please note that this will remove them from this
order only, and they will be back on the next order. To remove them from ongoing
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orders please email transactionprocessing@computershare.co.uk who will cancel the
parent’s ongoing order.

7. Repeat this process for all the parents that need amending.
8. Once the amendments are complete, you can agree the order.

Approving tax bands

Any new parents who join your scheme after 5 April 2011 will require their tax band to be
approved.

1. Navigate to the payroll schedule screen.

2. Click ‘View/Amend’ under tax band approval

3. Parents can be selected for approval one at a time by checking the individual
checkboxes.

4. Where the unapproved parents span more than one page, you can move forward and
back.

5. You also have the option to ‘Select All’ this allows you to select all parents on the page
for approval. This does not select Parents on any other page.

6. Once all parents have been approved click *Confirm’

7. Any parents unapproved on your open order will prevent you being able to agree your
order.

8. In addition, if you allow your payroll cut-off date to elapse, your order will be agreed
automatically and approve all unapproved tax bands. You must ensure all tax bands
are correct if you are allowing your order to automatically agree.

Edit tax band

Navigate to the payroll schedule screen.

Click ‘View/Amend’ under tax band Approval

Parents can be selected for approval one at a time by checking the individual

checkboxes.

4. Click ‘Edit’ and choose a new tax band from the drop down list and click *Change’ to
update the tax band.

5. Once all changes have been made click ‘*Confirm’

W=

Updating a previously approved tax band

Navigate to the payroll schedule screen.

Click ‘View/Amend’ under tax band Approval.

Click *Previously Approved' tab.

Search for parent one or more of the search criteria can be used to locate a parent or
parents with a previously approved tax band.

Click the ‘Edit’ link next to the relevant Parent.

Choose new tax band from the drop down box.

Click ‘Update’ to confirm the change or ‘Cancel’ to close the edit function.

el .
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Ordering backdated vouchers

If a parent wishes to add any backdated vouchers to the order, follow the process below.

1. Select ‘Backdated orders’ on the payroll schedule details screen.
2. Search for the parent using the fields provided.

3. Locate the parent for whom you intend to add backdated vouchers. Click ‘Select’ next
to their name.

4. On the next screen, enter the value of backdated vouchers you wish to add. This
must not exceed the total value to which the parent is entitled.

Click *Confirm’.
You will then be asked to confirm the value of backdated vouchers you have entered.
Ensure that the value is correct, and then click *Confirm’.

The backdated vouchers have now been added. Click ‘Finish’ to return to the payroll
schedule screen.

9. You will then be able to see the backdated amount in the on-screen summary, and it
will also be detailed on the payroll schedule.

@ NOwWw

Agreeing an order

If you do not need to make any amendments, or have made all the required amendments,
you will need to agree your order before you can download your invoice.

1. Navigate to the payroll schedule screen.
2. Select the ‘Agreed’ button.

3. Please note, this step cannot be undone, so please ensure that all required
amendments have been made before you do this.

4. In addition, if you allow your payroll cut-off date to elapse, your order will be agreed
automatically.

Questions?

If you have any questions or feedback on our Employer Online service, please contact your
usual Account Management team or:

EOL@computersharevoucherservices.co.uk.

Tel: 0845 002 1111
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