
 
 
 
 
 
 

AUTO ENROLMENT 

DASHBOARD HINTS &TIPS 

 
 

We hope that these useful hints and tips below will keep your auto enrolment 

scheme running smoothly post implementation. 

 
 
 
 

Upload eligible jobholders as soon as possible after assessment 
 

Ensure that workers are uploaded via the ‘Add workers’ area on the dashboard as soon as they 
are assessed as eligible.  This drives the issue of the welcome pack and therefore the worker’s 
opt out window will not be communicated to them until the worker is added to the dashboard. 

 

Upload opt in’s as soon as possible after their request to opt in 
 

Ensure that any worker who opts in is uploaded via the ‘Add workers’ area on the dashboard as 
soon as they request to opt in.  This drives the issue of the welcome pack and therefore the 
worker’s opt out window will not be communicated to them until the worker is added to the 
dashboard. 
 

Take action on ‘Tasks’ as they appear 
 

The ‘Tasks’ Area will make you aware of any opt outs as they occur.  Mark these tasks as done as 
soon as you have taken the appropriate payroll action with them. 
 

Review the ‘Payroll Updates’ are on a regular basis 
 

The ‘update payroll’ area confirms the actions required for your payroll as a result of any opt 
outs.  It is important to keep this area up to date by marking each payroll update as ‘done’ as 
soon as your payroll has been updated. Payroll updates can be extracted into a file by clicking on 
the ‘extract data’ button. 
 

Flag leavers as soon as they happen 
 

Flag leavers as soon as they occur either by individually updating the worker’s information 
using the dashboard, or by importing a leavers csv file via the ‘Leaver’s tab.  If the leaver has a 
contribution still to be paid to Royal London please do not upload the leaver until the final 
contributions has been submitted. 
 

Submit consolidated monthly contribution file and make payment 
 

Submit contributions schedules once a month as soon as possible after your relevant payrolls 
have been done. The submission of your contribution file will trigger the collection of the 
contribution via your employer controlled direct debit if this is the selected payment method. 
 

 
 
 
 



Update worker details 
 

Update workers details where required by importing an update worker csv file via the 
“Workforce” tab.  The following items can be updated using this functionality: Title, Name, 
Address, Workplace email address, Salary and National Insurance Number.
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