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A Guide to Renewal of Registration for Registered Administrators (2011)

Applications for renewal of registration for Registered Administrators will, this year, be
accepted online through the Board’s new Interactive Scheme Information System (ISIS).

To become an authorised RA user on ISIS, go to https://data.pensionsboard.ie, and
click Sign up.
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Welcome to the Pensions Board Online Services Portal

E-mmail Password

Enter your email... | | |

Remember Me  [J

Sign Up | Forgot your password?
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https://data.pensionsboard.ie/

In order to register, users must agree to the Terms and Conditions for use of ISIS.

Click Agree to proceed.
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Terms and Conditions

Terms and Conditions

https://data.pensionsboard.ie is an on-ine services portal operated by the Pensions Board designed to allow registered users (entities and individuals) to monitor
the occupational pension schemas and trust RACs for which they act for and to file forms and pay fees online on their behalf. In consideration of the Pensions
Board granting approval to you to electronically transmit information on this Portal it is agreed that access to and use of this on-ine services portal (the "Portal”)
is governed by the terms and conditions set out below (the "Terms").

These Terms are important and are for the protection of both you and the Pensions Board. Please take time to read them carefuly. By proceeding further and

dlicking on the “agree” button, you wil be deemed to have accepted these Terms. If you do not accept these Terms you wil not be permitted to use this
Portal. Each time you use the Portal you reaffirm your agreement to be legaly bound by these Terms.

1. Accessing our Portal

1.1 Access to our Portal is permitted on a temporary basis, and we reserve the right to withdraw or amend the service we provide on or via our Portal without
notice. The Pensions Board will not be liable if for any reason the Portal is unavailable at any time or for any period.

1.2 You are responsble for making all arrangements necessary for you to have access to our Portal. You are also responsible for ensuring that all persons who
access our Portal through your internet connaction are aware of these Terms, and that they comply with them.

2. Terms of Use
2.1 The Portal is solely for use by entities and individuals who are regulated by, or otherwise obliged to report to, the Pensions Board.

2.2 Only these entities and individuals which have been authorised to use this Portal by the Pensions Board are permitted to use the Portal, and only employees
of those entities or their agents are allowed to log in to the Portal to view or enter data to the Portal.
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To create an account, enter your details and create a password. Remember to keep a
record of your RA email address and password after registration. You will need these to
log-in to ISIS as an RA.
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Sign Up

Please enter your Presenter and Presenter Group details below.

Presenter Details

Presenter Name Enter your name...

Phone Number

Email Address Enter your email address...
Confirm Email Address Enter your email address again. ..

Password

!

|

Confirm Password

Presenter Group Details

Presenter Group Name Enter your group name...
Address Enter your address...

HH
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Type the code that appears in the Validation box and click Sign up.
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County Dublin
Courtry Ieland
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Validation

Iskbe

£ Generate a new code string

Enter the code string here

3

Legal Disdaimer | Privacy Statement | Links
The Pensions Board, Verschoyle House, 23-30 Lower Mount Street, Dublin 2

Ph: 01-6131900, Lo call: 1890 656565, Email: info@pensionshoard.ie
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Your registration will be processed by the Pensions Board team. Once processed you
will receive a confirmation email, containing a validation link that will allow you to finalise
your registration and sign-in to the online services portal, where you may submit your

application. Please note that this is a registration process for RA renewals only. While
logged on as an RA you will not have access to other areas of ISIS.
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Sign Up Successful

Sign Up Complete

sign up has completed successfully,

our registration wil now be processed by the Pensions Board team, once processed you wil receive 2 confimation emai containing
a validation ik that wil alow you to finalise your registration and sign in.

Thank you.

Pensions Board Team,

Legal Disdaimer | Privacy Statement | Links
The Pensions Board, Verschayle House, 28-30 Lower Mount Strest, Dubiin 2
Ph: 01-6131500, Lo call: 1830 656565, Email: info@pensionshoard.ie
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Go to https://data.pensionsboard.ie/ and log-in using your RA email and password.

Read the Terms and Conditions of the portal. Click Agree. You will be brought to your
Dashboard. The Dashboard contains a summary of your activity as an RA on ISIS.
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User Profile Schemes ¥ Events Correspondence Submission ¥ Group Admin ¥
Home
Vielcome to the Pensions Board Online Portal, below s listed the most recent news from the Pensions Board, along with the most recent activity linked to your portal profile,
Portal Summary Latest News
Schemes GoTo Schemes
Schemes added: 0 Schemes added with AR due: 0 Scheme
amendments
From Monday,
Workspace Go To Warkspace 5 T
2011 Details
Total submission(s): 0 Submitted submission(s): 0
Resubmitted submission(s): 0 Registered submission(s): 0
Draft submission (s): 0 Returned submission(s): 0 =
Rejected submission(s): 0
Latest Filed submission:
Latest Registered submission:
Latest Draft submission:
Latest Returned submission:
Latest Rejected submission:
Events Go To Events v
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To create a renewal application, hover your mouse over Submission/Create
Submission and select Registered Administrator.
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Dashboard User Profile Schemes ¥ Events Correspondence Submission ¥ Group Admin v
Workspace
Home
Cr ‘ed Administrator
Welcome to the Pensions Board Online Portal, below is listed the most recent news from the Pensions Board, along with the most recent activity linked to your
portal profie.
Portal Summary Latest News
Schemes Go To Schemes ———
Schemes added: 0 Schemes added with AR due: 0 Scheme
amendments
From Meonday,
Workspace Go To Workspace 28 March L
2011.. Details
Total submission(s): ] Submitted submission(s): 0
Resubmitted submisson(s): 0 Registered submission(s): 0
Draft submission(s): 0 Retumed submission(s): 0
Rejected submission(s): 0
Latest Fled submission:
Latest Registered subrmission:
Latest Draft submission:
Latest Returned submission:
v

€ Internet


https://data.pensionsboard.ie/

You will then be brought to the Start Page which contains a User Guide. Read this
guide, then scroll to the bottom of the page and click Next.
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Registered Administrator
Start Page
Start Page
User Guide
Registered Admin. (RA) Ttis important that due care is taken by the Registered Administrator in completing the Renewal
. ~ of Registration form as the application itself is an integral part of the overall process.
RA Main Det
S The Board would advise applicants that prior to completing the renewal of registration form they should:
+Read the instructions and notes below
Outsourced Providers « Familiarise themselves with the RA FAQS on the Boards website here
« Al sections of the form must be completed in ful. T
Presenter Details + Pay particular attention to the commitments required in Part 4 - Certification
+ Note that, whether the applicant is an individual or 2 corporate entity, they are accepting legal responsibility for
Summary carrying out the relevant core function(s)
+ Note that, where 'yes'is indicated in Part 2 under the heading Multiple RAs, it is necessary to advise the Board,
Pay & Submit by separate letter or spreadsheet, details of the arrangements in place

MNote one: The core administration functions that currently may be undertaken by a Registered Administrator are
set outin section 546(1)(a), (b) and (<) of the Act and are:
(2) prepare on behalf of the trustees an annual report in the prescribed form and deliver it to the trustees not
less than one month prior to the date by which the trustees are required by regulations under the
Act to make the anrual repart availsble;
(b) prepare on behalf of the trustees annual bensfit statements for members and deliver them to the trust=es nat -
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On the RA Main details page, enter the Registered Administrator name, address for
notices and legal proceedings and any other relevant information/addresses.
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Registered Administrator
RA Main Details
Start Page
Registerad Administrator Detais
Registered Admin. (RA)

neme (|

RA Main Details

Schemes And Trust RACs
Address in Ireland for the service of notices and legal procesdings
Outsourced Providers

Presenter Details Address Line 1

Address Line 2
Summary
Address Line 3
Pay & Submit

Town
County Dublin
Country
Post Code
Principal Business Address (IF different fram above). | v

Done € Irternet - & -




If entering data in the Other Addresses or Trustee(s) fields, remember to click Add after
entering each address/trustee.
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Other Address(es)

L] Tick this box to include detais of any cther address at which the applicant’s business i carried out,

Make sure to press the "Add” button when you have finished entering the "Other” address.

Address Line 1

1
Address Line 2 1
Address Line 3 L ]
Toun L ]
Cauntry

L ]

Post Code

Address [ [

Done €D Internet Hoow -
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Trustes(s)
Tick this box  you are a trustee of the scheme or trust RAC and are applying to register as the Registered
[ Administratcr on behalf of the trustees of that schems or trust RAC, Insert full name and sddress of ssch
trustes.
Make sure to press the "Add” button when you have finished entering the Trustee Details.
Trustee Title
Trustee FirstName
Trustee Surname
Address Line 1
Address Line 2 b
Address Line 3
Toun L 1
oy
Country
Post Code L
Add
L
Done & Internet woowm -
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Note: Clicking the Save button at the bottom of you screen allows you to save inputted
data and move between screens without losing your work. You can also partially
complete the form, log-out and return to finish your application at another time. Your
saved draft will be available to edit at your Dashboard under Submission/ Workspace.
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Workspace
Your workspace below shows the essential detais of all submissions you have fled.
Draft or Returned submissions can be re-opened by dicking the Edit button, Existing submissions can be doned by dicking the Copy button, The details of l fled submissians
can be viewed in PDF format by dlicking the PDF button.
The Actions that can be carried out here is to remove items from your werkspace. [tems that have been registered will only be removed from your workspace (these will st
existin Pensions Board system). Items that have a status of draft, retumed or rejected wil be removed from the system (these will be delete from the Pensions Board system
completely).
Items can also be re-assigned to other presenters within your group, by selecting the item(s) and then selecting the user in the Re-Assign drapdown, these then wil be
removed from your workspace and shown in theirs,

Selection Action Re-Assign

on Select Select. To

Form Submit | Resubmit
Reghum | o Form ID Form Type: Name - el Edit Copy
? 9 9 ? ? ? 9
Registered
O Draft 1331 Administrator ==
Registration
L4
Done & mnternet 43 - ®osm -
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When you have finished entering all RA details, scroll to the bottom of the page and

click Next. You are now on the Schemes and Trust RACs page. Read the Scheme
Guide.
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Registered Administrator y

Schemes And Trust RACs

Start Page
‘Scheme Guide
Registered Admin. (RA)
RA Main Details Section 646(1)(2)
Prepars on bsha of the trustsss 3n snnual repart in the prascribad form and deliver & 10 the trustsss nct lass than
Schemes And Trust RACs one month prior to the date by which the trustses are raquired by reguistions undsr the Actto maks the snnual
report svalabl.
Outsourced Providers Section 646(1)(5) -
Prepare on behal of the trust | beneft statements for members and defiver them o the trustees not less
Presenter Details than one month prior to the date by which the trustees are required by regulsbions under the Act to make such
statements svsisbie,
Summary
Section 646(1)(c)
Pay & Submit Keep accurate and sufficient records of members and of their enttiements to enable the registered adminitrator to

discharge the duties specified in paragraphs (a} and (b).

A Registered Administrator may provide to one or more schemes or trust RACs any of the folowing Categories of
funcions.

Categary 1 - refers to the functions sst out in section 646 (1) (2)-{c) inclusive
Categary I1 - refers to the functions set out in ssction 64G (1) (a) and section 646 (1) (<)
Gategary I1I - refers to the functions s=t out in section 64G (1} (b} and section 646 (1) (<)

In the tbls below, enter the datsils of sach schame and trust RAC in respect of which the registered adminstrator

<
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Scroll down the page to start adding details of the individual schemes for which you
provide core administration functions. Make sure to click Add after entering the details
of each scheme.
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Make sure to press the "Add" button when you have finished entering the Scheme Details.

PB Number
Name Of Scheme
Scheme Type

Scheme Year/Trust RAC Year
01/01
End Date

Functions Provided
‘Dutsourcing Arrangement O

Multiple RAs O

Number Name

Previous | Save | Next

53]

Done € mnternet v ®oow -
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Alternatively, if many schemes/trust RACs are to be entered, these can be uploaded
electronically using a csv format. For this option, tick the box provided. The format can
be downloaded from the ‘Help’ section of the online portal. File specifications can be
found in the Bulk Form Upload Specification pdf.

Once you have finished entering your scheme details, click Next.

If you indicated that you have, or intend to enter into an outsourcing arrangement, you
will now need to provide the name and details of the Outsourced Provider.
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Registered Administrator T
Outsourced Providers
Start Page
Outscurcing Arrangements
ST You have indicated you have, or intend to enter inte, an cutsourcing arrangement vith ancther person undsr
T e wihich that person will provide any of the functions sst out in eategory I, I o 111 above, you must complate this
Main Details
section in respect of each of the cutsource providers.
Schemes And Trust RACs
MNote: You remain liable for the of the core ini ion functions here you have |
RN CEd T EmieTS outsourced them to another parson.
Presenter Details Full Hare of
Provider I—I
Summary
poy & Submi ndiese tinm 1 —
ndtres tne 2 I
Address Line 3 7]
Toum I
County
Country Irelznd
N v
Done & Internet da v Hoaow -

If the Outsourced Provider is a body Corporate, you must provide their Registered
Office details. Make sure to click Add when you finish entering the Outsourced
Provider’s details.
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Address Line 1 1
Address Line 2 ]
Address Line 3 1
Touwn ]
County S
Country [red [
Post Code 1
eaterndtio (Tbody I - |
corporate)
Place of Registrati
Name [ Addres [ [
ABC ABC ABC Dubiin Ireland =
Previous | save | Next
v

Done & Internet -




You are now on the Presenter Details page. Enter a reference for your submission.
Remember to keep a record of your reference.

Click Next.
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Registered Administrator
Presenter Details
Start Page (
Presenter Details
Registered Admin. (RA)
Name C McAuley
RA Main Details Email Address annualschemeinfo@pensionsboard.ie
Schemes And Trust RACs Presenter Group Friends First
Outsourced Providers Address Dublin, Dublin, Co. Dubln, Ireland
Your Reference ]
Presenter Details
Summary
Pay & Submit
Previous | Save | Next
-
Done & Intemet £ - -
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Registered Administrator

Summary
Start Page
RA Main Details
Registered Admin. (RA)
Registered Number
RA Main Details - ABC
Schemes And Trust RACS RA Renewal Date
Outsourced Providers Address for Natices And Legal o ot Go. Dubin, Iretand
Procedings
Presenter Details Principle Business Address ABC, ABC, Co. Dubin, Treland
Summary
Other Addresses
Pay & Submit Address
Page 10f 0 (0 fems)
| Trustees
| | First Name. Surname \ Address \ (|
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Review the summary carefully and if you are happy with the content, tick the box to
confirm that the particulars furnished in the form are correct and that you request that

the details provided be entered in the register. Click Next.
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Parent Company Datails ~
Name
Addrass
‘Officer Name
Schemes
Name Number Type
ABC PE1Z3 o8
Page 1.of 1 (1 tems) 11
‘Outsourced Providers
Mame Address Officer Name
ABC ABC ABC Dublin Ireland Mr AEC
Page 1.of 1 (1 tems) 11
Plezse tick the box to declare that the particulars furnished in thisform are correct and request that they.
o
details provided be entered in the register o
Previous | save | Next
~
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Done
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Registered Administrator
Start Page
Pay & Submit
Registered Admin. (RA)
. . | Cost summary
RA Main Details
| There is no fee associated with this submission
Schemes And Trust RACs
Qutsourced Providers
Presenter Details
Summary
Previous | Save m
— [ Previous
>
Done € Internet 4y - Eioow -




If your submission is successful, you will receive a submission reference number. Keep
a record of this unique reference number. View and print the generated pdf form. Once
your application has been submitted online, you must print, sign and send a copy of the
pdf form to the Pensions Board.

NB. Your renewal of registration cannot be completed until a signed copy of the
generated pdf is received in the offices of the Board.
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Registered Administrator T
Submission Successful
Your Submission has been successfully filed with the Pensions Board
Please keep a record of your unique Submission Mumber.
Your submission reference number is: SR41621
You can track this submission in your presenter portal workspace
A PDF record of this submission can be saved/printed by dicking the "View PDF' button below
View PDF
N.B. Please quote the above bers in any correspond with the Pensions Board Team.
-
Done & Internet Y ov o Hlo0w -
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