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Employer Self Service

This procedure outlines the self service functions available to employers and the role of the employer team. The Self Service Site is
available here: childmaintenanceservice.direct.gov.uk/employer

A video walkthrough link is available to provide the employer team with a window to the Self Service Site to assist employers to

navigate the screens they are viewing. The video walkthrough is web based, so after selecting it, choose save, then view downloads,
by selecting the down arrow next to the Open button you can then select to view with Internet Explorer.

Functions available to Self Service Employers:
The Self Service Site allows employers to:
m View recent changes to schedules and schedule history
m Edit, upload and view Deduction of Earnings Order schedules
m Report a leaver
m Make payments online
m View payment history
m View contact history
m Ways to pay
m Send and receive messages
m Update company contact details
m Change contact preference
m View/amend company details
m Ask a question

m Browse help topics

The Self Service Site is available to employers once they have an employer reference number (ERN). The ERN is provided when
the Child Maintenance Service (CMS) first set up a deduction of earnings order (DEO) with the employer.

@ Employers holding more than 250 DEO with the Child Maintenance Service are unable to view all the individual details at the
same time on the Self Service Site, in these cases the DEO schedule will appear blank. Advise employers all other functions are
available as per usual.

General employer information

Advise employers that there are a number of key differences from the current DEO schedule reporting, such as:
m an ERN to link the employer to an employer record
m an employee Child Maintenance Reference number to link the individual DEO to the Paying Parent record
m an optional Reason code when payments made vary from the normal deduction rate
The following documents are accepted on the Self Service Site:
m DEO schedule schema (XML)

m example report format (CSV)

@ For further employer information refer to DEO schedule file format

The role of the Employer Support Team

The Employer Support Team will manage calls from employers experiencing problems including:
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m Help to access and navigate the Self Service Site
m Forgotten Employer Reference Number (ERN)

m Queries regarding company details

m Advice on uploading DEO schedules

The Employer Team will attempt to resolve all queries however, if employers experience technical issues, the call is passed to the
Self Service Support Team by warm transfer (where possible).

The role of the Self Service Support Team
The Self Service Support Team manage calls from employers experiencing problems including:
m Access to the Government Gateway
m Forgotten ID and password
m Problems accessing screens
= Information mismatch

m Inability to upload schedules

@ When speaking to clients always use the new terminology. For more information refer to Terminology Changes.

@ This procedure uses the terms receiving parent and paying parent.

The receiving parent is the parent who receives or who is expected to receive child maintenance, known as the parent with care
(PWC) or person with care (PeWC) on the system and in legislation. The paying parent is the parent who pays or who is expected to
pay child maintenance, known as the non resident parent (NRP) on the system and in legislation.

Employer Registration for the Self Service Site

Employer Registration for the Self Service Site

If an employer wants to register for the Self Service Site they need to be registered with the Government Gateway site first.
They can access both the Government Gateway and the Employer Self Service Sites via the following website address:

childmaintenanceservice.direct.gov.uk/employer

The site will instruct the Self Service user that there are three steps that they must do to set up and access Child Maintenance
Service Self Service Site. These are:

m Register and log in to the Government Gateway site.
m Once logged into the Government Gateway site enrol for the Child Maintenance Service

m When the Child Maintenance Service option is selected, the employer will then log into Self Service Site

Register and Log on to Government Gateway

@ If employers are already registered for Government Gateway services they will not need to complete this step.
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1. To register a Government Gateway account the employer will need to provide their company name, email address and choose
a password which will be between 8-12 numbers and letters and must have at least one number and one letter.

2. A Government Gateway 12 digit user ID is displayed on the screen and the employer must tick the box to confirm they have

made a note of their Government Gateway ID. They then select continue which takes them to the Child Maintenance Service
enrolment homepage.

Enrol for Child Maintenance Service

3. Once logged into the Government Gateway site, the employer must enrol for Child Maintenance Service by selecting the
hyperlink option from the list of services available.

4. The next screen advises employers of who can use the Self Service website. The employer selects continue and the Child
Maintenance Service enrolment details screen is displayed.

5. To complete enrolment for Child Maintenance Service employers must complete the mandatory fields with their Employer
Reference Number (ERN) and PAYE reference number then select next.

6. Once the known facts entered are confirmed and employer details are validated with the Child Maintenance Service 2012
System, the Employer Self Service landing page is displayed.

Logging on to Self Service Site

7. Once an employer has completed the above steps they can access the Self Service Site 24 hours a day, 7 days a week by
entering the URL/web address:

childmaintenanceservice.direct.gov.uk/employer this is displayed at the top of all employer correspondence.

8. On the Employer Self Service landing page the employer will need to insert their Government Gateway ID and their
Government Gateway Password and then select the Log in button.

9. On the next screen the employer must enter their ERN and PAYE numbers.
10. Once the details entered have been confirmed with the Child Maintenance Service 2012 System, the employer details
homepage is displayed.

Self Service Queries from Employers

Self Service Queries from Employers

1. When calling to report a Self Service issue, the employer is connected to the Employer Support Team. Security questions must
be completed and an inbound call activity generated to record the reason for the call.

2. If the employer has forgotten the ERN, complete three security questions based on the employer record. Give the ERN if
security clearance completed accurately. Refer to Employer/agent contact for further details.

3. The Employer Support Team should talk to the employer to find out the reason for their call. Always attempt to resolve any
client queries first before referring technical queries to the Self Service Support Team, eg:

m Unable to make a payment (take a payment by telephone)
m Unable to view or hasn't received a notification (re-send notifications)
m Reporting a leaver or adding an employee (complete the change of circumstances)

m Changing the default DEO period from monthly to weekly/two weekly (or vice versa), advise them to select on
show to save the change (see step 33 for changes to default settings).

Resolve the employer query completing any action by referring to the specific procedure for the scenario. The Employer
Team then need to transfer the caller to the Self Service Support Team as a normal BAU process.

4. If the employer disagrees with the data held on the Self Service Site, confirm the number of DEO's held and each deduction
amount (including new DEOs). Confirm all changes have been completed eg. remove/add employee before considering
transferring the call to the Self Service Support Team.

5. If the caller wants to provide feedback regarding the Self Service Site, create an inbound call activity:
m Record the details in the notes field
m Thank the caller for their feedback

m Inform the caller that the feedback will be recorded
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When to transfer to the Self Service Support Team

6. Any issues that need technical help must be referred, by warm transfer (where possible) to the Self Service Support Team.
For example:

m Problems with the Employer Self Service Site

m Enrol for Child Maintenance Service (ensure employer has correct ERN/PAYE numbers)
m Forgotten Government Gateway ID, password or both

m Unable to move from page/screen

m Information on the Self Service site is different from the 2012 system (data mismatch)

m Inability to upload the DEO order schedule

Before transferring the call, confirm that the employer has their security details including ERN/PAYE/PIN numbers.

7. Search FS_GB_CENOP_O000_CLIENT HELP_TLOO5 from the group directory, this connects the call to the Self Service
Support Team:

m Warm transfer the call explaining details of the query to the Self Service Support Team caseworker including
confirmation they have the ERN/PAYE/PIN

m Record the reason for the call in the work item notes field

m Update the status of the work item to done

If unable to transfer the call caseworkers must take call back details, arrange a time for call back where possible.

For more information refer to: Call - Overview

Contact received by letter/fax - Self Service

8. If an employer sends a letter or fax about a Self Service issue, refer to BAU process on how to manage Correspondence
(Inbound).

9. Attempt to contact the employer where possible to resolve the issue or warm transfer to the Self Service Support Team.
Screen Shots

Screen Shots

Registration Process

1. To register, users enter the URL/web address: childmaintenanceservice.direct.gov.uk/employer available on all
correspondence. The following page is displayed.
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2. Select the Register now hyperlink (above screenshot) and complete a series of mandatory fields (below screenshot):

m company name
m email
m enter a chosen password

m submit

@ If employers are already registered for Government Gateway services they will not need to complete this step.

Government Gateway Registration Page
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| & Home | il About this she

Child Maintenance
and Enforcement
Commission

Register for a Government Gateway account

To regi for a Go t account using a User |0 enter your details below. Please ensure you create a
password that you will remember in future. The details you enter will not be sent to any third parties

“required information {if you only have a first
name or b surname (not both), loave one of the
name boxes empty)

“First namo(s)

“Surname

“Email addross
L 1

Password must:
- Contain 8-12 letters and numbers

= Contains at least one number and one letter
- Not contain the word ‘password”

Enter a password

Confirm password

Additional Information (optonal)

Information such as your organisation/department,
telephone numbers, elc. could help others in your
organisation identify you. This information will not be
sent 1o any third paries

Max. 255 characters

Cancel

Ploase do not use the browser back button through this process as it may not function as oxpoctod.

Home | Privacy policy | Terms of use & disclumer | Data protection | Contact us | Accessitiity

|C2ur other sites <] ao |
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3. A Government Gateway ID number is displayed following registration (displayed below). Employers must be advised to record

this unique number as it is required each time they access the Self Service Site.
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# Home Il Avout this site " Y

| Child Maintenance
Service

Confirmation

You have successiully registerad. The Government Gateway has generated your User 1D

'@1 nprortant

= Make a note of this information or print this page

2061 2145 0971
|

When you complete enrolment in your first Service, you will (ypically) receie a letier containing a User 1D card similar 1o the one shown
above Please note: some senvices, including those operated by HMRC, do not offer this facility,

Vo £an downlosd & printable cofy of your Ussr ID

Click continue 1o Manage your senvices

Comtine 4

Home | Terma of use & daclsimer | Privacy polcy | Information charter | Contactus | Help | Stemap | Accessilty

4. Employers accessing the Self Service Site for the first time select Enrol to complete Child Maintenance Service security and
enrolment, subsequent users select Log in.

@ To access the Self Service Site employer's need an employer reference number issued with first DEO set up.
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Self-service website for employers
payments onling here.

[£) Register - iIf you're a new user

fou need o cormplets three steps 1o getinto your account for
the first lifme

1. Register and bog in 1o e Govenment Gatewany
You will be given a Government Gatewsy user ID and
password, whith you canm use 1o bog in néd tirme

2. B ol 101 e self-senvice site on the Gover el Galeway
Once you're logged inlo the Government Gateway, you
need 1o sign up to use the selfservice site.

I Log o your sell-sendce dccomt
When youve registerad and anfolled, youll come Back 1o
this page. Use the box nest 1o his one to log into your
selfservice account

eway? Register now

Want to know more?

This site is for wha manage their *ehild

#AT Biggertext  Au* smaser test

~~ Log in - if you're an existing

u user

fo your L vice
account hare.

Gk the Log in' button below and then follow the
on-screen instrucions. Youll nead your
‘Gowemnmaent Gateway details to log in.

Maka SUre you o e registered with the
Governmant Gateway and enralied for ihis
service before you try 1o log In.

To leam more about registering for the Government Gatewsy and enrolling for the self sefvice website, g0 1o our GOV.UK pages @8

If you're looking for the client site, you're in the wrong place

00 1o the Selfcervice site for clients

R

Homw | Privacy pobcy | Terms of use & daclelmer | information charter | Contact us | Help | Stermap | Accessibity

-
= Print page

Walcome to the self sendce wabsite for employers. If you deduct child maintenance from your @mployees’ Saming s, you Can manage your

Ifyou're a client of the Child Maintenance Service,

“ Bookmark page

5. Advise employers to entre thier Government Gateway ID and password details and select Log in.
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‘ & Home | ji Avouttnis sie

Child Maintenance
Service
The Child Maintenance Service
Welcome [0 the selkserice websile for customers, To log in, you will need a Governmen! Gateway user 1D and password, Il you've
forgotten either of these, you can reque sl them again by clicking the links below eath box
i you'ne not alieady registered with the Government Gateway

I's an easy process to register for the Govemnment Galeway, but make sure youve got your personal information handy. To register,
please vsil www. gateway gov.uk

Don't know if you have a Govermment Gateway accoun?

The Government Gateway includes many senices suth a3 Seif Assessment and the DVLA If you already useé any onling sénice
from the UK goverment, you probably have a Govermnment Galeway account

a Login using your Government Gateway details

User ID Password

Forgctten your User D7 Forgotten your password?
Login
Cancel

Hoeme | Terms of uze 8 disclamer | Privacy podcy | Informaton chaster | Contactus | Help | Stemap | Accessbily

6. Following log in, employers enrol by selecting Child Maintenance Service eemployer from the list displayed below.
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—
_J #§ Home I ) Abous s ste o Lo

8
Child Maintenance
Service

Your services

Services available

Select 3 senice bo enrol

b ATWD - Alcohol & Tobacty s
B2G VAT Rehams
BCHS CTS Ondine

Blagnau Gwent Citizen Acoount

Child Lizintenance Service - Emplojer
Chid TstFund

Construction Industry Scheme Online for Contracors

DEFRA aDomero

DEFRAIACS Area 4d Application

Delegated Examiner Test Hotification

Driver CPC Periodic Training

Duty Deferment Elactronic Statements

DWLA Driving Licence Validalion - Transaction History
DWLA Driving Licence Validation — Onling Enquiry
DiP CiS DCASPO

DWP CISIDCAVIEW

» DUF CISLAETD

b DWP CISLASP

7. An information page advises employers to enter a series of known facts for security purposes. Select Continue to complete
enrolment.
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I I Hnme\'| ) bout s e e
Child Maintenance
Service

Enrol for service

Child Maintenance Service

Enrol for the employer self-service website

H you have an employer account with the Child Maintenance Servce, you can manage i onling using Bhe emplayer sell-5enice website.
Click "Continue” below o go %o the enrolment page.

Who can use the employer self-service website?

The employer self-senice website is only avallable if you have an emplojer accound with the Child Maintenance Service and an
Empboyer Retference Number, Please nobe that you can only have one PAYE number per enrolment. This means hal if you pay
emplojees from mare than ane payroll ofice in the LK. and each ofice has 3 different PAYE reference number, you will need b enrol
separately bor eath PAYE nurmber

How to use this service

The ‘Conlinue’ button below will take you 1o the enrolment page You will need to provide your Emplayer Reference Mumiber from the
Child Maintenance Service, along with your Employer PAYE reference number provided by HU Revenue & Customs.

Continge -~

peea

Home | Terms of use & daclaimer | Privacy policy | iformafion charder | Conlactus | Heb | Siemap | Accessbily

8. Employers enter the known facts: the ERN, the pay as you earn (PAYE) and select Next.
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) Home | J} #bouttnis site

o Manags password o Manage detols o Logout

Child Maintenance
Service

Child Maintenance Service - Employer - Service enrolment

Please enter the following information

Please note: * indicales that an answer is required

Employer Reference Number (ERN) *

Please enteryour Employer Reference Number from the
Child Maintenance Sendce. This is the 12 digit number
you can find at the top of your lefters.

HWRC Employer PAYE Reference Number '

FIE3se ENEryour FATE HEEence MUMmoer mom HM
Revenue & Customs. You canfind it onyour PI0BC
payslip booklet eg 123412345

Ifyou like, you can enter a description ofthis enrolment
below, 1o make it easier 1o remember,

Reference name

Hext

Previoys Cancel

9. The following screen is displayed while the known facts are confirmed with the Child Maintenance Service database to

validate the employer details entered.
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~

o Legout

i Home | ) #voutmis sie
o

Child Maintenance
Service

Child Maintenance Service - Employer - Service enrolment

We ang curmently you ' with the This may take a few moments.
M yoU closa your Browsed of mave away from this page you may nesd 1 contact e depanments helpdesk ta complets Mis achan.
Thank you for your patience.

Hhis page does nol refresh aulomatically, please selact the Refresh bulion

Retresh

Pleass do not use he browser back bultan through this process: a5 it may not lenction a5 expetted

Home | Terms of use & disclaimer | Privacy policy | Information charter | Contactus | Help | Stemsp | Accessbity

10. Once the details are confirmed as being correct, the homepage is displayed.

@When Employers/Clients use an internet search engine to find the self service website they will be displayed with a

landing page which will direct them to the correct website.
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Clients Employers

¥ yuite i ermpicyer whe pay your

¥ you are 0 Poul PG Doy O receies
thid marierarce cirh o e section

1 your carsé 1 Dised in Northern reland, please
Sk here.

11. Following enrolment when an employer subsequently logs in to Self Service only GG user ID and password will be required (as
displayed in step 5). The Self Service homepage will then be displayed.

12. The homepage is displayed over two screenshots. The underlined words and the titles in the 'blue boxes' are hyperlinks.
Advise callers to hover the cursor over the screen and select the relevant hyperlink, this takes employers into the appropriate
screen where the most current schedule is displayed.

Homepage 1

13. From the homepage employers can see recent changes to schedules, recent notifications issued and hyperlinks to edit and
upload schedules, make payments and report leavers.

The navigation panels (blue box hyperlinks) allow employers to drill down for details.
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=
AT Bigger text  As” smatertet b= Print page Rt Bookmarkpage @ Logout

& Home | Wl awoutmis sie

& Welcome . You're loggedin
Child Maintenance Mot ?Logou i
Service This is the firs! time you have logged in.
~ 4 ™ ™
W w w N | | = || e :
schidules PayInents ! MHESSAHS A company detalls help? |
- -4 = - ~ - 2
= Edit payment schedule = Make a payment = Send and receive = Vigw company details = Agka question
= Upload a schedule onking MESSages = Edil comparny details = Browse help lopics
= View schedule history = View payment history = View contact history
\ [ = Waystop ] !
A = " F _J vy
Recent changes to your schedule Recent messages | want to
Payment received : £ 4.00 on 24 July 2012 You have no recent messages 1o show. Edit payment schedule
Upload my own
9 DER(s) added View 3l messages payment schedule
View details Make a payment
e — Report a leaver

BUPA payment schedule for August 2012
Due on 19 September 2012, in 14 day(s).

These are your monthly amounts due. If you need to change anylhing or add a new employee with a DER from the Child Support Agency,
youl can either edit it ondine or upload your own version.

First nama Employee’s refl Monthly amount

number due (£
Charly Richardson ARITTIE 128676466466 201.00
Johkn athew RR1™™30 128074864646 200.40
Craig Richardson AB1*™3C 128764666464 20120
Johnson Miles AB1™™3D 128746646464 200.80
Dave Johnson AC1™3C 129798986466 20060
ale Wilkams AC1™™30 127675764646 200.20
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Homepage 2 (lower half of homepage)

14. Target schedule is displayed
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BUPA payment schedule for August 2012

LU I 1D ST LU0, N1 Gapa).

you can eilher edit il onling or upload your own wersion,

CSA?  First name Surname NI number Employes's refl
number
Charly Rithardson AAIT3B 128876465455
John mathew ARITID 128974864545
Cralg Richardson ABI™3C 128764666464
Johnson Miles AB1™™3D 128T4BE46454
Dave Johnson AC1™=3C 129788486455
Kate Willkams AC1™3I0 127979764546
Chris Parle ADI™™3IC 128786464546
Chris Parle AD1™"3D 127887645454
ALBINAF Goldsmitng CAI™™2A 121000382456
YralanT AndersonTR NRE™™TA 121000384250
Total dnount pakd (£)

Recent changes to your schedule Recent messages Iwant to

Payment received : £ 4.00 on 24 July 2012 You have no recent messages 1o show. Edit payment schedule

UE|0|5 [y own
8 DER(s) added View sR massages paryment schedule

View details Make 3 payrent
— Report a leaver

These are your monthly amounts due. If you need to change anything or add a new employee with a DER from the Child Support Agency,

Monthly amount
due (8

201.00
200.40
201.20
20080
200,60
200.20
201.40
201.80
958.74
10010

2666.24

Employee(s) 1- 100710

My Schedules Landing Page

15. The following screen gives guidance to assist employers to:

m Submit a schedule no change
m Submit schedule with change

m Upload own schedule
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Prome | I acuams sne

fod Welcome .
Child Maintenance 1 7222
Service

| o

* Changs payment = Mare 3 payment

Lenovo payment schedule for April 2018
Due before 19 M3y 2016, 0 14 Gayis)

9% £ @ilfer @31 1 Grine O UESOA 1OUS DE TEEEA

g .

e e mare
. Upioad 3 sheue o View payment history
o View iABSU hatory | o Wi B ply
Recent changes to your schedule Recent messages
Paymart receoved (mmﬂﬂﬂ’JM}ﬂ“) Fiu Nave A et Serisdoet B shew
1 DEOw) changes Liew a1 mensages
Vi dethin

v CBA HanOU NAG - 4A
Tesiginnel Trwe ABIGALFIN PRO™8A
el AdatroAse PRI 84

WA Biggertest A sraterres Wt O Logout

Vourre ogged
securely
= View company ety o Agk  queston
Edecomeany caas » Broats raip pics

I'want to

= 2 bk s}
wheduis

Upioad my gan
Earment peredule
iaie 3 payment
Feport 3 waver

Thasa are your monthiy amourts dus If you need in change amyhing or 33d 2 new smpicyes wih 3 DEO tom the Chid Suppert Agency

Emphoyeey el Mhoribdy smoun

dum (£}

o0y

121002225010 w»n

B1002838413 0o0d

"

mn-u:l

Home | Eriscy pocy | Terms of ven & duchmes | Information chaner | Conti v | Help | Slemag | Aciessbilty
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I Have you sonfirmed vaur navmant eohaduls, dus for naymant by I

Hy ray

the 19th of this month?

16. Advise employers to use the Deduction from earnings for employers link for further help.

Select Upload a Schedule

17. The following page is displayed. Employers must complete the following:

m select the browse option
m select a file from their laptop/computer

m select send to upload a new schedule

The Self Service Site displays a schedule from BaNCS based on the current month by default. Employers can change the date
as follows:

m select the drop down menu or other period option and enter the required date range (e.g. weekly/two
weekly/monthly)

m select show for the system to bring forward the new template
m make the necessary changes
m select next to go to the confirmation page and display the modified schedule

m once the employer is happy with the modified schedule they must select send to submit to BaNCS

The schedule is created in BaNCS with the amended data and a success response sent back to the Self Service Site. A PDF is
generated simultaneously from the new data the employer has provided, this is stored with an activity in the system. In
certain instances, change of circumstances are created as a result of the changes made by the employer.

http://np-cmg-sharepoint.link2.epn.gov.uk/sites/procedures/Pages/Self-Service/Employer... 11/08/2017
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Once completed a message confirms, We've saved your changes. Return to the homepage or select a page from the history
trail. Ensure employers have saved their DEO schedules correctly, for further information refer to DEO schedule file format.

J A Home | W snouttnis site oA Biggertext  As* smwere B prinipage K Bookmarkpage @ Logout
& You are logged inas. You're logged in
5 . Net 7 Logout el
Child Maintenance . i ine frsttime you have loggedin.
Service
' Wy B =R )

iy Vo )l (w
schedules ‘  payments o messages ~ comparydetalls  help? 2)

Home = My schedules > Upload & scheduis

ﬁi.- Upload a schedule

I Upload a schedule > Confirm details > Detais sent

You can upload your payment schedule here.
Formore about how lo save your file and which formeal 1o use, look at our information on saving your payment schedule,
Select the file on your compamer, then click "Nexa” to upload it and move to the next step,

Details marked * must be completed.

Chick the b Delow to find the schedule file on your
Select a schedule *
| [ Browse_ | @

If you're submtting more than one dule for Ihis period, (such as for weekly
schedules) youll need to repeat this upload process for each file,

Cancel

GOV.UK ~lGo |

Home | Privacy pokcy | Terms of ute § ditcisimer | Information charter | Contect us | Help | Stemap | Accessibity |
A 2z

@ Employers are able to include 1993/2003 scheme DEQ's during the transitional period. Refer to DEO schedule file format
for further guidance.

18. If 1993/2003 employee details are included on CMS2012 DEO schedule with a reason code of left employment or deceased
an SR generates. As the employee does not exist on CMS2012 an error status appears. Change the error status as follows:

m Select the account tab and query

m Enter the employer name (or the first two letters and *) and select Go to run a search

m Highlight the employer name from the list and drill down into the account

m Select the more tab and errors tab

m Highlight the 1st log ID and scroll down the screen to view more detail

m From the exception status drop down, choose Ignored from the three options (open/resolve)
m Repeat for each log ID until all errors are closed

To complete this action remove the 1993/2003 employee details from the employer target schedule, for guidance follow steps
37 to 41 in DEO reconcile.

View Schedule History - Landing Page
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19. Guidance on accessing this page can be found via the history trail. Enter the dates and select the show button to view

previous schedules.

i,
AT Biggertext AW smssrtes B Puntpage K Bookmarkpage @ Logout

B Home . ] l“ About this site

You are loggedin as . Yourte loggedin
o . Mot ? Logout securely
Child Maintenance  py. is ne retime you have logged in
Service
iy | My My : My Need )
schedules ‘ payments: messages company detalls help? T
Home > My schedules » View schedul history
[5 schedule history
@ Noschedules mateh those dates,
& Please change the dates and Iry again.
This is a lisl of all your company's schedules from previcus months. To look al an indivdual schedule, jus! selecl i and click on the
raceived date.
Schedule history for BUPA
Your latest accomn balance is £0.00 | View payment history
From date To date
(ddimmiyyyy) (ddimrmiyy)
» 0670872011 Emar01g e
Received date (ddmmiyyy) From dste (ddimmiwn) To date (ddmmbyyy) Actual deduction (£)
No schedules avallable
Homa | Privacy poley | Terms of use & disclsimer | Information charter | Contact us | Help | Stemap | Accesshily |GOV.UK VEG'o |
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Report a Leaver

20. This is the landing page showing all the available hyperlinks to report a leaver.

Page 21 of 32

B tiome | I soouttnis sie #A" Biggertext  Aa* smatertent B rintpage K Bookmarkpage @ Logout

8 e i Yourelogoedin
P Logout securely
Chid Maintenance Thig i the first time you have logged in
Service
\.
= Edit payment schedule = Make a payment = Send and receive = View company details = Ask a question
= Upload a schedule onling messages » Edit company details = Browse help lopics:
® View sthedule history | = View payment hislory = Wiew contact history
| " Waysto

\ J il J 2 X of B

Home > Report 8 leaver

5; Report a leaver

If an employee with a DER is leaving, youll need 1o inforrn us and HMRC. This is because we use employee data from HMRC, and we can

only update our records once HMRC conflrm the changes.

1 - Reporting a leaver to us:

When you submit your schedules to us, tell us the reason wiy you are not paying the employee’s DER in the end column.

2 - Reporting a leaver to HWMRC:

Go to the HMRC online sendce @ . You may already be with the serdce g it fo rep , either directy or through

your payroll seftware. For more information on what to do, see the HMRC help pages 8.

Alternatively, if you use an agent or payroll bureau, they can report the leaver to HMRC on your behalf. For more information on what to do,

see the HMRC help pages @8

Whiat hapgpens nex?

We'll update our records a5 soon as HMRC letus know they've processed the change. The employee will appear on your pre-populated

schedules until HMRC pass on the information o us.

Clicking this button will open the HMRC website in a new window.

Home | Privacy polcy | Terms of use & dischimer | Information charter | Contact us | Help | Stemap | Accesshily GOV.UK

My Payments

hyperlinks: My payments>Pay by card

http://np-cmg-sharepoint.link2.gpn.gov.uk/sites/procedures/Pages/Self-Service/Emplovyer...

21. From the My Payments landing page employers can view payment history or make card payments. Select the following
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8 Home | lll About this site AT Biggertext  Aa Smater text =4 print page Re Bookmark page o Logout
HaR. You are loggedin as .
& 2 Not 7 Logout ‘:x;l:el;ggeuh
Chllq Malmenanoe This is the first time you have logged in.
Service
My e W Vo wy Need
schedules = | payments messages company details help?
_| My payments [accesshey - p)
Home > Wy payments

(€) My payments

Make a payment now, or just lake a look at the payments youve made 1o usin the past.

View your payment history Make a payment online
Details of when you paid us and how much your payments Pay onling with credit or debit card. ifyou dontwantto pay
were, onlin, take 3 look 3t the other ways to pay.
Payment history > Pay by card
Home | Privacy policy | Terms of use & disclaimer | Information charter | Condact us | Help | Stemap | Accesshily | GOV.UK V.\_Gc

Make a Payment Online by Debit/Credit Card
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Employer Self Service
| i Home | I avoutnis site #AT Biggertext  Aa* smasertest U= Printpage K Bookmarkpage @ Logout
5 Vou are logoed inas .
&' You're loggedin
. Mot 7 Logout
Chﬂd Maintenance This is the first lime you have logged in. ook
Service
Wy = N wy Noed
Schedules i payInents messages company details help?

Home » My payments = Make 8 payment oréne

(£) Pay online with a debit or credit card

Please completa the form and then click Mext'to continue.

Details matked * st be completed.

Paymvent amourt (£) *

[ 1aceentine erms of use

Cancel

Al ransactions are secured by the premium VeriSign @@ and prolected by
verified by visa and Mastar ode depending on which card is used,

Verifiedby MasterCard.
VISA SecureCode

Tenms of use for pyments
Print terms of use

Al

Tenms of wse fof pananets

The Child Maintenance Service takes intemel security extrematy
seriously.

You can use this form lo pay onling with a debit or credit card. We won charge you exdra for paying by card

My Messages

22. When selecting My Messages from the homepage, employers should select the hyperlinks to access further screens. The
following screens show employers how to access and view messages and contact history, edit company details, including

contact preferences and send messages via Self Service.
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ﬁ Home | I" About this site HA7 Bigger text “A;M!ext .:d Print page I" Bookmark page li\ Logout
H52 Youare loggedin as .
® . - Lo e
ild Maintenance  yy.. i« ne frettime you have logged in.
Service
My = Wy 0wy - Heed @
schedules =) payments messages company details help?
o » My f$3096%

ﬁ} My messages and contact history

“You can use this secure messaging sendce o send us in complete . Well use itto send you messages too, and
you can tell us if you want i to be the main way we confactyou In your contact preferences.

We keep a record of your messages along with any olher contact bebween us 0 you can see your entire contact history al a glance,

Messages and contact history Send a message
You ¢an read neéw comespondence here, as well as seeing Send us a secure message aboul your emplayees with
your full contact history with us. This includes records of all DERs.

phone calls, letters, faxes and messages through the
selfservice website.

View comact history > Send amessage

Home | Privacy polcy | Terms of use & disclamer | Information charler | Cortactus | Help | Stemap | Accessbity iG'b\f_UK v Go

@ Resolve all queries and complete any action for employers where applicable. Remind employers to access the frequently
asked questions (FAQ) section for answers to common queries.

Send a Message
23. Select the drop down menu from the message subject line (mandatory field). Options for sending a message include:
m provide feedback
m schedule query
m make a complaint
m general query

m problem with the Self Service Site

Compose a free text message and select send. Once completed successfully, a pop up thank you message confirms the
message is sent.
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H

schedules payments = messages company detalis

Homme > My messages » Sand a message

Q& Send a message

Before you send us a message, take a look through our FAQS in case we've already answered your question,

When you send us & secure message, we'll confirm we've raceived it and then keep you up to date wilh the progress we're making. We
try o answer every question within 48 hours.

The more infarmation you give us, the fasterwell be able lo get back 1o you, 50 please provide as many detalls as possible. i your
message is about & specific employee or a letter wa've sent you, please include the details in your message.

Details marked * st be completid,

Use the drop down Bsl 1o 1ell us whal you wanl 1o 1alk to us about.

Massage subject *
..Sel_a_ﬂ v@

My message *

Cancel

Home | Privacy pobcy | Terms of use & cisclsimer | Information charter | Contect us | Help | Stemap | Accessiblty GOV.UK V-;Gn

Company Details

@ Advise employers that currently there is no functionality for agents to be registered on the Self Service Site.
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J W Home | I Asoutibis site #A" Biggertext A smaterten 4 printpage K Bookmarkpage @ Logout
& ;‘:‘1‘ :‘:_:"":;" ibi You're laggedin
& . g securely

Chltd_ Maintenance This is the first time you have logged in.

| Service

Wy - My e My Wy Need

schedules = payments messages company details help?

HHome > My company and agents

f'i My company and agents

Flease make sure all your company defails and agent details are up lo date. If your company has any changes, you can tell us about

hern here,
My company details My agent details
Use this section to: ‘We're cumrently creating a website for agents and payroll
s Chetkyour company name and address bureaus, so please contacl us ifyou want lo use an agent
s Checkyour postal address and contact details inthe meantime.

= Change your contact preferences

View my company details

Home | Privacy palcy | Tems of use & dsclsimer | necter | Contact us | Help | Stemap | Accessibiy GOV.UK v /6o
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Company Contact Details Including Contact Preference

Page 27 of 32

 Home | T pvoutinis sie

. = ~
#A Biggertext  As* smatertet B4 pPrintpage  K* Bookmakpage @ Logout

@ ::- :t:u;d mas. You're logged in
i I securely
Chﬂd Maintenance 1. is e frsttime you have toggedin.
Service
w o e w o
schedules S paynents messages company etails help? S

g

Hiete = My company snd spenis = My comparsy detals » Change contact preferences

@ Change contact preferences for my company

I Make chandgpes

> Confirm changes

> Changes senl

Choose whetlier 1o recehe letters by post

us 1o slop sending letiers through ine post?

Datails inaikid * st be campletad

Current contact preferences
1 want you to:
@ send all ry letters by post

only send leflers to my seli-senvice
account

“fou can tell us here If you want 1o recetve coples of your letters throwgh the post. Well always send your lethers to your self-service account, o why not save paper by asking

fouwon be completely ‘paper-free’ because sometimes we might have o contact you by post, bul for everything else well just send you onling messages through this site.

MNew contact preferences
1 want youto:
@ send all my letters by post @

O only send lefters to my self service
account

Send email notifications o this emall address
testiics.com

Send email notifications 1o this email adidiess

Your email address ks only mandatory i
youve chosen the seifserice wabsite as
your preferred method of contacl.

If we've Shown your correct email address
beldow, you dont need to confim il

But if you want 1o change it or we havenl
shown an emall address, please add and

e Hue Eladdcase hasn

Company Address Details Including Adding/Changing Address

http://np-cmg-sharepoint.link2.epn.gov.uk/sites/procedures/Pages/Self-Service/Employer...
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| @ Home | lll About this site

2AT Bigger text Aa? snater text ';‘ Print page " Bookmark page 6 Logout

Wou are logoed inas.

&

You're lagged in
: . Not 7 Logout acaralr
Chlld Maintenance This is the first ime you have logged in
Service
My = My My Ty A Need
schedubes = payments MESSages company details help?

told us aboul

Add a new address

herne

Postal address

This is your company’s DLO address and wel send all
your mall here,

Aiddiess
Aparirment 44 McClinlock House, The Boulevard

Town i City Cotmty
LEEDS West Yorkshine

Postcode
LS10 1L

Country
England

& My company's address details

Ficene > My company snd agerts > My compary detals > My company's address delals

Here are the addresses we have for your company. We've included your main postal address and any olher company addresses youve

If @rry of themn are wrong or fyou wanl to delate or add an address, you can make the changes here.

Your compary can have as many addresses as you wand, but only one postal address, Add a new address for your company

Add a new address

Other address

This is your company's address.

Adidress
Bupa Care Senvices, Addr Ling 2

Town | City Conmty
LONDOM Select
Postcode

LSig4up

Comtry

Help Section

24. Remind employers of the following:

m access the help section for answers to frequently asked questions

m select the video walkthrough link

m select the screen hyperlink, need help?

http://np-cmg-sharepoint.link2.epn.gov.uk/sites/procedures/Pages/Self-Service/Employer...
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B rome | M avoutmnis sie #A" Biggertext  Aa smatertet B printpage R Bookmarkpage @ Logout
@ ::: :L'““;" mas. You're loggedin
, P Logout securely
Child Maintenance . i; e festiime you nave logged in.
Service
My = =l y My | neea \
schedules = payments S5 messages company details C | nep?
Home > Help and FAQs

@ Help and frequently asked questions

you have got questions on how to use this website, you can find the answers here. Just scroll through our kst of frequently asked
questions or search 1o find the information you're looking for.

Wiy ot learmn more about this site on OUIWWIOUE video?

I want to: View all questions
_Find the infarmation on commaon tasks. ) Browge through sl our frequently asked quastions.
change my drcumstances i
Show L) View all questions
R —
Most popudan aquestions Task topic Saving your payment schedule
1. How do | upload my payment schedule? Hide =]

Wyou use payroll software, you should be able 10 save your schedule into the comrect forrmal easily. We can' give
information on every ype of payroll software, 50 ifyou need help, just ask your sofware provider. ifyou don use payroll
sofware, you can creale 3 schadule using spreadshest software such & Microsof Excel. It's important that itis in CSV
format, and 13 in with other specific requirements. To help you do this, we've created a template that you can add your
detalls to, and then upload it to us in the normal way. Download the CSY template now

2. How dol save a CSV Tile? =]

Retum 1o upload schedule

Help and Frequently Asked Questions

25. Employers can find answers to common tasks or view all questions.
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Home > Help ond FAGS

@ Help and frequently asked questions

Ifycu have got questions on how to use this website, you can find the answers here. Just scroll through our list of frequently asked
questions or search 1o find the information you're looking for.

Wy not leamn more about this site on our walkihrough video?

I want to: View all questions
Flr_m lheinl‘nrmgﬂnn on common fasks. Browse through all our freguenlly asked guestions.
change my crcumstances ¥l
Show View all questions =
e .
Most popular euestions Task /topic Sanving your payment schedule
1. How do | upload my payment schedule? Hide (=]

Ifyou use payroll software, you should be able o save your schedule into the correct format easily, We can give
information on every type of payroll software, 0 ifyou need help, just ask your sofware provider, ifyou don use payroll
sofware, you can creale a schedule using spreadsheel softwane such a Microsoft Excel. if's important that it is in C8V
formal, and 3 in with other specific requiremants. To help you do this, we've crealed a template that you can add your
delails to, and then upload it to us in the normal way. Download the CSV template now

2. How dol save a CSV file? (&)

Retumn 1o upload schedule

Send an enquiry

Home | Privecy policy | Terms of use & disclsimer | ion charter | Contect us | Help | Stemap | Acce: IG_OV.UI( vlgo
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Further Help Screens
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Home » Help and FAGS » View ol questions

(2 View all questions

L

»

m

o

@

. What

Here's a list of all our FAQS. Select the category you wand to find infarrmation on, then just click on the question 1o show the answer

do | mead to tell iy

when

aup a DEOT

‘ouwill need to tell your emplayee the following four things:

1. how much you are deducting from their salary

2. how often you are deducling il

3. the amount of il eamings thal is protected

4. How much you are deducting for administralion costs

Wi will send your employisa 3 copy of the same Daduction from Eamings Ordar thal you received.

Processing a DEQ costs me menty, how do liechin it?

How 1o set up a direct debi?

Ry mployee is reateddnmg 1o leave it Ladiminister the DEO. Wihat should | do?

Wlien do Inaed 1o Subimit of @nter a schisdule by?

Tam DEOs for several How dolaccess the sell sendce

wiehsite for more than one company?

U already harve DEOS from the Cliald Support Agency. Can luse lis sie to submit
information aboat them?

U pay iy eimployiees wisekly i this system displays a monthily schedule. What
should | do?

& Home | IV apout s sie PAT Biggertext  Ad* Smatertext = Printpage  R* Bookmarkpage @ Logout
m:t:’“ﬁ"“““ Youre loggedin
o . Logout securaly
Child Maintenance 1. i e st ime you have logged in,
Service
My = W oy e 4 My Heed
Schedules ~ | payments S messages e ieln?

ne €

o 0 000 OQOOC

Content Editor [1]

Northern Ireland employers will access the Self Service Site via NI Direct (the NI version of Gov.UK)

Correspondence (inbound) -scanning
Client Self Service

Call- Overview

Deduction from earnings for employers
DEO schedule file format
Employer/agent contact

Self Service Support Team

Terminology Changes

Video walkthrough link

Why can't the employer log into the Self Service Site when they have registered with Government Gateway and enrolled for Child Main

The employer must follow the key steps to register for Self Service:

Navigate to childmaintenanceservice.direct.gov.uk/employer

Click to register with the Government Gateway (GG)

Enrol in Child Maintenance.

http://np-cmg-sharepoint.link2.epn.gov.uk/sites/procedures/Pages/Self-Service/Employer...
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An incident was raised when an employer attempted to register for GG before accessing Child Maintenance Service. The link directed
client Self Service Site. The link has now been fixed but employers should be advised to always access the GC
childmaintenanceservice.direct.gov.uk/employer when registering for Child Maintenance Service.

Why won't the employer's Government Gateway ID and PAYE reference number let them access the Self Service Site?

Check the Employer is using the correct ERN by asking the three security questions based on the employer record and that they ar
reference number shown on P30BC payslip booklet.

If the employer still can't access the Self Service Site warm transfer to the Self Service Support Team

What format can the employer use to upload their payment schedule to the Self Service Site?

The following documents are accepted on the Self Service Site:
DEO schedule schema (XML)

Example report format (CSV)

Why won't the Self Service Site accept the dates the employer is entering onto their payment schedule?

Ask the employer which date they are entering-the date on the payment schedule has to exist on the target schedule. Target schec
after payroll is ran.

Why can't the employer make a payment on the Self Service Site?

Advise the employer you can take a payment over the telephone and take relevant details. If the employer has received a time out
follow the process to Raise an incident, see Incident Management - Manage Incident Locally for further guidance.
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