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inter Setire’
HR Online Guide

This guide is intended to assist you in the use of the InterRetire HR Desktop program. Should you not be
able to find an answer in this booklet, please refer to the technical support area for information.
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1 Take on Data

1.1 Importing data to the system.

If you have a large amount of data which is such that significant work would be required to manually enter
the data to the HR Desktop system, please contact your InterRetire representative who will be able to help
you with this.

1.2 Population by Human Resources

It is quite possible for the Human Resources Department to populate the employee records manually.
InterRetire would set up a Blank database with only the basic entity level information such as contribution
rates and funds to invest in. The HR department could then follow the procedure to manually create new
employees in the system.
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2 Starting Off

2.1 Starting the Program

The first time you log into this site you will need to download ICA Web Client 32 bit for Windows. This can be
downloaded by clicking the link on the right hand side of the screen under the Message Centre heading. If
you are running this program on a network, please check with your IT department regarding the download of
software. If your company has a firewall, please ensure that the firewall is configured to allow communication
through port 1494.

Please log in

To log in to the Pensions System, enter your credentials and click Log In,

If you do not know your login information, please contact your help desk or
system administrator,

Message Center

The Message Center displays any informational or error messages that may occur.

@vou do not have the Citrix client installed on your system - Please click on the
link below and choose 'Run’

#8 1CA wWeh Client for 32-hit Windows

2.2 Logging In

Once you get on the website, you will see the following screen. Enter the user ID and password provided by
your InterRetire representative.

Please log in

To log in to the Pensions System, enter your credentials and click Log In.

If you do not know your login information, please contact your help desk or
system administrator,

Message Center

The Message Center displays any informational or errar messages that may occur,

If you have lost or forgotten your password, please contact InterRetire.

Note: If you are using Internet Explorer 7, the login may fail. In this event please go to: Tools, Internet
Options, Security, Internet then Custom Level on the menu bar of your system. You should locate an option
called ‘Automatic Prompting for File Downloads’. This needs to be changed to ‘Enable’. If you continue to
experience problems, please contact InterRetire.
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Once you have logged onto the website, The Select Plan password screen will appear. Please enter the
password provided to you by InterRetire. If you have lost or forgotten your password, please contact
InterRetire.

2.3 Selecting a Plan

When you have logged in, you will be able to see all of the plans which are available to you to amend or
view. The access to the different plans if controlled by InterRetire for security purposes. If you do not have
access where you expect it, please contact us.

You are able to sort the plans by name or by Plan Number. To do this, simply click on the heading you want
to sort by.

When you have found the appropriate plan, either double click on it or highlight it and click open to access
the information for that Plan.

You are also able to perform a global search for an employee across all of your plans from this screen. To do
this click on the Search for Employee box at the top of the screen.
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3 Locating an Employee

3.1 Global Search across All Plans

The Global Search function can be chosen from the ‘Select Plan’ screen (see previous).

m. Search For Employees
The search will be conducted across e
all of your plans, enabling you to D
locate an employee where you do not Pt —
know to which Plan they belong.
[Flan E Ho_|Fosename Humber _[Pay Bioll Humhes | D0E
[The Intematonal Perion PlanDemo  [§  [dean  [leres | ]
The Oatis Plan 263 |A Joret [] 000771974
Thee Matre Flan !?BSZ Jubn I.Iuw [] 160271 365
IhsNa_rmHm |94 Hd_.Lleul.alud Jores '] U8 11544
You are able to choose from several — [|fhuesr ,2‘»‘2:‘?""’““‘“ = T i
. . . . . . - The Matrat Plan |2E:I A IJOI'EI [] 000771974
criteria to find an individual. To do this T ok o E2 A [serms v warasi

click on the relevant button next to the
search criteria (Surname for example).
The results will return all of the
records which match the query you
entered.

You are able to sort the results by any of the headers to help you locate someone if you do not know more
specific search criteria, simply click on the header and the table will sort for you.

n. File Maintenance Tables Maintenance  Reports Window  About B ﬁlﬂ

=6 —
= 1 e e
lindo) | Word Select Employes | R I~ AlEmployess in S uinste ider

MNew | Save

3.2 Search within a Single Plan by a criteria

It is also possible to search for an employee within an individual plan rather than at Global Level. Simply go
into the plan in which the individual is a member and click on the search button (see indicated).

m Lockup Employess

ol Bttt L—
" Poal Code 1 Empleyen Humbes

The search box will appear and you will be able to == o FatE
choose from several criteria to find an individual. . i i

The results will return all of the records which

match the query you entered within that Plan only.

You are able to sort the results by any of the
headers to help you locate someone if you do not
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know any more specific search criteria, simply click on the header and the table will sort for you.

3.3 Browse by Surname

From the main screen, click on the box next to "All Employees in Surname Order". This will take you to the
first person in the plan alphabetically. You can browse to the first person with a surname starting with any
letter by clicking on the relevant letter, “A” in the example here.

= Flle Mankenance Tables Maintenance Reports MWindow  About B 55[

JEC[IR[> D]
e Unde | First | Prev | mest | Last | word [V AllEmplogees in Sumame Order
[ 17 by of e el sl ] ] L fw] ] of ] a] ] 5| 7] uf v x| ¥ 2|
Salutation Title Forenames Surname/Name Sex Pension Status

= [Chistopher [enderson | =] [ active =l

Member Info I Member Info No. 2 T Dependent Info T Bank Transfer Info T Correspondent Info T Service Info T Remuneration Info T Investments

Mailing Mame: |Mr C Anderson Category | LI D
Address [10Windsor Ford Road = Policy Mumber
Clacton On Sea

Essex Pay Roll Mo
= Tast Number
Courtry | Urited Kingdom =]

Post Code |C0M5 305 Passporit Details | 1D Details
Work Telephone No, [01256 4266714
HomeTelphonsta [ PessportMo. [
MobieNo [ Place of |ssue [ =]

- l— Date of |ssue ml
Mo

Expiry Date EI
E-Mail |

Last Varification |
Flace of Bith [ Urited Kingdom =l

Date of Bith |06/03/1969 H|  Date of Death I o]
‘wieh Access Password [osprey ‘web Access Number - 224111

. . . ) Pension
Should the plan you are looking at not have anyone with a surname starting with the
letter you choose, a message will appear telling you there are no records starting with @ Mo s e

that letter.
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4 Create an Employee Record

4.1 New Employee

When you click the “new” button on the
main screen, you will get a screen like
this. Enter the Forename and Surname
of the new member and click on the Employes Sumame |

continue button. Please ignore the Investment Bias | =l
Investment Bias box unless its relevant
to your plan. Follow through the rest of Cancel | Conlinue
the screens to complete the member’s
details.

[™ Iz This Employes Going to Be Uzed as a Template?

Emplopes Forename ||

4.2 Member Information

This is the screen where the general contact information about a member is stored. This is the default screen
when you go into a member's records. Type into the boxes and select data from the drop down lists.



intefsetire

International Pension Plan

Member Info I Member Info Mao. 2 T Lependent Info I Bank Transfer Info I Correspondent Info T Service Info T BRemuneration Info I Investments

I ailing Mame IM[\.\.-' Brown Categary I j D
Addhess [a28 Bath Fload = Palicy Murnber |

Brriztal

Pay Rall No. |

LI T ax Humber I
Country I United Kingdom LI

Post Code IBS4 5L0 Passport Details T 1D Detailz

‘whork Telephone Mo, (0117 9719292
Home Telsphons No. I Passport Mo, I
Muabile Ma. I Place of lssue I ;I
D ate of [ssue Iﬂ
Fax Mo I
Expiry Date I ml
E-Mail |
Last Yerification I [ l

Place of Birth I Germany ;I

Date of Birth IDEHD4.”1SSB m[ Date of Death I m[

Weh Access Password |8L9224\I?IB “Web Access Mumber - 22415

The Web Access Number and Web Access Password are automatically generated when a new employee is
created. These details will enable the user to log into their personal pension website.

Pazzport Detailz T 1D Details
There is a section to record passport or identity details should you Db |
need to keep this sort of due diligence information. Select ID Details s | |

which is located next to Passport Details.

Date of lssue I m[
Expiry Date I m[
Last Verification I El
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4.3 Member Information 2

This screen is an overspill from the Member Information screen and includes several further options.

Iember Info | Member Info Mo, 2I Dependent Info I Bank Tranzfer Info I Correzpondent Info T Service Info T Remuneration Info I Investments

Mationality |FH

D omicile I United Kingdom

L Lo

Investment Biaz I

Marital Status IManied vl

Send Cormezpondence To LI
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4.4 Dependent Information

The dependent information screen allows you to record all of the relevant data about the members'
dependents in the event that you may need to contact them.

You are able to record the entire range of standard due diligence information as well as how the member
wanted their fund to be distributed and in which proportions should they die.

Iember Info T Member Info No. 2 T Dependent Info I Bank Transfer Info I Correspondent [nfo T Service Info T Bemuneration Info T Investments

Dependents Title Farename Surname Relationzhip Percentagﬂ
tdrs Droris Brown wife 100
*
Address [350 5otk Road =] M ationality I 15 American |
Eriztal
Daomicile I United Kingdom ;I
Caunt i i - -
aurniry I Urited Kingdorn J Passport Details T 1D Details

Post Code IBS4 5LG Address as Member [nfo IYes z.

Telephone Ho. ||— Passport Mo, l—
Telephone Mo. I— Flace of lzsue I LI
MobleMo. [ Dateoflssue | @]
Fax Mo. I— Expiry D ate Iﬂ
EMail | LastVerficaton | @]
D ate of Birth Iﬂ Date of Death lﬂ
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4 5 Bank Transfer Information

This screen is used for recording payment information in relation to pensions in payment. The comments box
(highlighted) can be used if any oddities need to be recorded. See indicated, this is a notes box which you
can use to input a large amount of text for any purpose.

Member Infa I Member Infa Na. 2 T Dependent Infa ]Eank Transfer In[ol Correzpondent Info I Service Info I Bemuneration Info I Investments

Bank Mame |F|oya| Bark of Scotland International Lirmited Account Murnber I D [

Addesz [P0 Box B2 ;I Account M ame I
Foyal Bank Flace

1 Glategny Esplanade Feference I

St. Peter Port

Country I Guernzey LI

Post Code IGY1 4B0)

Suwit Cods | Pay Method | -
Branch Code I Manthly Pension ID- oo
Telex Code I Customer to sending bank, instructions 1 I

Customer to sending bank instructions 2 I
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4.6 Correspondent Information

This screen is used in relation with the Bank transfer Information page. It can be used to record the
correspondent bank details when making pensions in payment to non-local currency.

tember Info T Member Info Ma. 2 T Dependent Infa I Bank Tranzfer Info Itonesgondenlln[ol Service Info T Remuneration Info I Investments

Barik Mame ||

Address ;I

Paost Code I

SwitCode [
Branch Cade I—
Telex Cade I—
Account Mumber I—

Account Hame I

Reference I




intefsetire

International Pension Plan

4.7 Service Information

This is a useful screen for the HR department. It can be used to store a variety of information about the
member and their service with the company. It also has fields for recording when a member booklet was sent
to the member so a record can be kept as to how up to date the plan information the member holds is. You
should record the date a member joins the scheme and when they leave.

tember Info T Member Info No. 2 T Dependent Info I Bank Transfer Info I Correspondent Info T Service Info I Remuneration Info I Investments

Date Joined Scheme Im Feduction Factar far Early Retirement I—

Date Left Scheme lﬁ Type of Pension Payment I—

Date Rejoined Scheme lﬁ Actuarial Carfirmation Received Iﬁ

Mormal Betirement Date Iﬁ Penszion Payment Commenced

Diate Betiied lﬁ Current Pension Payment per Maonth

Date of Death Iﬂ Pension Payment Ceases/Ceazed

Credited Service Years I ;[;I Months I ;I;I Pt St
Pengion Option Chosen Iﬁ

Mates || ;I

| EE] |
=4

=3

Booklet Sent

L

Form Received

Service Detailz

|Hank |me |T0
E3| [ |
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4.8 Remuneration Information

This screen calculate and records the pension contribution for the member. Contributions are based on a
percentage of Salary. The system will calculate the Contribution level. If the Salary is input and the
contribution level has also been input on the Change / Create Group Level Information screens.

Changing the Salary will recalculate the [ EAGN
Contributions where either an Employer or

Employee contribution percentage exists. @ Changing The Emplovers Percentage Will Recalulate The Contributions, Continue?
You will get a warning that the contributions
are being re-calculated.

Cancel |

The employer and employee contribution rates are controlled at entity level by InterRetire through the update
investments screen but it is possible to overwrite the contribution rate on an individual basis if, for example,
you have agreed a higher rate with a new employee and it is within the rules of the plan.

If required the amount of contribution can be amended after the system calculates it for you, simply select
the box and type over the automatic calculation.

There is a large notes section at the bottom of the screen which allows you to record any history which you
need.

Member Infa I Member Infa Na. 2 T Dependent Infa ] Bank Transfer Info ] Correspondent Infa I Service Info I Remuneration Info I Investments

Defined Contribution Remuneration Details

Payment Detailz for the Period

Salary Paid I 12000.00 Ermnployer Contributions I Eiritish Pounds ;I I 90.00
bution % I 9.00 Lo =
Employers Conlribution tember Contributions I British Paunds ;I | 50.00
Employees Contribution % I 5.00 o
Tatal Contribution I 140.00
Motes
Salary changed in February from £10,000 ta £12.000 :I

Employers contribution changed up to 3% in May

To stop contributions for a leaver, simply remove the salary from the salary Paid field and the system will
recalculate the contributions to zero. If a break in contributions is only for a limited time, then you may type
over the contribution amount with a zero.
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4.9 Investments

The investments screen is used to record the individual's investment choices in a Defined Contribution (DC
or Money Purchase) scheme. This screen is not used for a Defined Benefit (DB or final salary) scheme.

Iember Info T Member Info Mo, 2 T Dependent Info I Bank Transfer Info I Correspondent Info T Service Info T Remuneration Info I Investments
Reparting Curency I Brritizh Pounds j
Code Flan Employes % Emplayer X|
2241001 SI5F UK Equity Fund @ 1]
2241002 Schroders Managed Wealth Portfolio 0 a
2241003 Schroders Gilt & Fixed Interest Fund 20 1]
2241004 SIM [Guernzey] Offshore Cazh Fund 0 30
2241005 Fidelity *+ealthbuilder Target Fund 2010 0 0
2241008 Fidelity *»ealthbuilder Target Fund 2015 20 0
2241007 Fidelity “w'ealthbuilder T arget Fund 2020 1] 0
2241008 Fidelity “/ealthbuilder Fund 0 70
2241009 Barings Extended Rizk Strategy Fund 0 0
2241010 Brarings Optimum Risk Strategy Fund 1] 0
2241011 Barings Reduced Rizk Strategy Fund 0 0
| | | 100.00] 100.00]

The investments can be changed at a group level on the Change / Create Group Level Information screens.
If you need to do this, please contact your InterRetire contact as a change in investment choices may affect
your relationship with InterRetire.

4.10 Other functions

Once you have filled out the details for a new

member or just amended one detail, you will need D |J]} c @ @ » E r.-g
to save your change. Clicking on the Save button J: Lig
at the top of the screen will save your work. Once Mew | Save | Undo | First | Prew | Mext | Last | Word
saved the button will be ‘greyed out'.

If you wish to cancel the changes then select ‘Undo’. You may notice the Word button on plans with the
member welcome letter option.
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5 Update Employee Records

5.1 Quick Update

The quick update screen can be used when changing information in relation to members' salaries and
contributions. Click on ‘Maintenance’ at the top of the screen and select ‘Quick Update’. This screen would
most likely be used following an annual review of salaries as it is much faster than going into every record. It
can also be used where several members have opted to contribute a different amount to that which the
standard percentage allows.

You are able to update the following columns:
e Current Salary

e Employer Contribution
e Employee Contribution

Ezgjon Forename Sumame Policy Mumber Pay Roll Mumber EsugE?t Ernplayer = EUES?ELD&J:; Ermnployee % CoEnT:ﬁleﬂE:
11 Chiriztopher Anderzon 8.00 15,660.00 5.00 4,600.00
5 “william Brovn 12,000.00 8.00 a0.00 5.00 50.00
E David Daviz 30.000.00 8.00 200.00 5.00 126.00
2 John Johnson 20,000.00 a.00 13333 5.00 83.33
4 Michael Jones 15.000.00 8.00 126.67 5.00 7317
14 Helier Le Poidevin 45,000.00 8.00 300.00 5.00 187.50
7 Richard hiller 50.000.00 8.00 33333 5.00 208.33
9 Jospeh hoare 50.000.00 8.00 33333 5.00 208.33
13 Fred Smith 0.00 8.00 0.00 0.00 0.00
1 James Smith 24,000.00 8.00 160.00 5.00 100.00
10 Thomas T aylar 32,000.00 a.00 21333 5.00 133.33
12 Dianiel Thomas £0.000.00 8.00 400.00 5.00 2h0.00
3 Robert Williarnz 22,000.00 8.00 146.67 5.00 9167
g Charlez ‘wilzon 40,000.00 8.00 26667 5.00 16E.E7

5.2 Upload from Excel

The Upload from Excel allows you to upload limited information to the system, including amounts to invest,
from an excel spreadsheet, please contact InterRetire should you wish to do this and a standard template
can be provided to you.

Enter Exzel File Up Upload || _I

Froceszz File |

To browse and find a file, click on the button to the right of the box. When you have the file name and path
showing in the box, click on the ‘Process File’ button.
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5.3 Amend an Individual Record

To amend an individual record, you need to go into the Maintenance Menu and select Amend Pension. This
will take you to the main screen where you can either search for an individual member or view all members
for the plan in surname order.

For help on locating an employee, please see the Locating an Employee section.

6 Change / Create Group Level Information

6.1 Update Investments

This screen is pre-populated by InterRetire. The following information is stored here.
1. The investment choices available to members of a Plan.
The members investment screens read from this page. If a new investment is added to that which
the group is able to invest in, it will be added to this screen. When the changes are saved the
system will apply the new investment to all of the individual members' investment pages making it
available for selection.
2. Reporting Currency
This is the reporting currency for the Plan as opposed to the individual.
3. Plan Type
This can be set to either defined contribution or defined benefit.
4. Number of contributions per year
The field containing the number of contributions per year is vital. It is used in the calculation of the
investment amount per individual when the system is used for regular payments. For example if a
Plan contributes quarterly, the field should be set to "4" and the system will calculate the amount to
invest for the member as salary x contribution percentage / number of contributions per year.

5 Grantee and Agent fields

These fields can be used should it need to be recorded any agents who may need rewarding for
referral of business. They can also be used when it comes to reporting.

6.2 Update Extra Information - Table Maintenance

This screen will be pre-populated for you by InterRetire staff and does not need to be changed.
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It stores information such as contribution levels for staff where a standard level exists. It can also deal with
variable contribution levels where they may vary by age.

The detail of the bank account which is used to transfer contributions into is also stored here. This is used in
the contribution report.

7 Contribution Runs

7.1 Running the Contribution report
To run the contributions report, simply go to the reports menu.

Ensure that "Contributions" is highlighted and select the date for which the contributions should be produced.

— Send Penzion Information

Once you have done this, click on g
the Continue button and a report will Contibutons Dateof Contibution [ _d]
be produced showing the amount MaintenanceFeeHun
contributed per individual split I _
between, employee and employer AIIHecords.&mendedEetweenDates Pracessing Complete [~
contributions with a total. All
individuals are totalled at the end of
the report.

Sort By Categary [

This report should be used to check
all of the contributions are correct
and can be used for sign off by your Contirue |
accounts department when they
make the payment. Bank account
details are listed on the last page of
the report for ease.

There is also a page which details any individuals who have contributions but have left the employment of
the company. This is designed to ensure that ex-employees are noticed and removed from the contribution
run if necessary.

If wanted, it is possible to show the report sorted by category, simply tick the box next to “Sort by Category”
and the report will run with sub totals for each category. The categories are set at plan level by InterRetire
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and can be anything you want but it is more usual to use different departments of your business. The
category of each employee can be selected from the Member Information screen.

7.2 Sending the Information

— Send Pension Information

Date af Cantribution |2DID?£2DD? ml

Once you are satisfied that the Contribution date for the period is S B C-Terzy |
correct, you need to ‘send’ this to us. To do this simply follow the Frocessing Complete
same procedure as above but this time tick the box which says
"Processing Complete". This will alert InterRetire administrators that
your file has been created and is ready to be processed by them.

LContinue |

8 Maintenance Fees

8.1 Preparing a Maintenance Fee Run

Fension Status ;I
To prepare for a Maintenance Fee run, go to File at the thctive _ _ :
top of the screen and select Charge Fees. You will be ﬁéﬂt'”eﬁdﬂwe' af Premium Claim
required to select by category the members you wish to Daer;zeasi y
charge fees to. Fully Surrendered
Paid Up/Defered
Pension Status | Active LI Amount 100
After you have chosen an
Option, the fOIIOWing screen Ezg;ion Forename Surname Palicy Mumber Pay Roll Humber Maintenance Fee
will appear. There are two 1 Chiistopher Anderson 100.00
H 5 “william Browven 100.00
ways to enter the fee into : Davi] Dt L
the table. 2 John Johnsan 100.00
4 Michael Jones 100.00
14 Helier Le Poidevin 100.00
1. If all members are to be 7 Richard iler 100.00
9 Jozpeh Moore 100.00
charged the same amount, 13 Fred St 0000
1 James Smith 100.00
10 Thomas Taylor 100.00
12 D aniel Thomasz 100.00
3 Fobert williams 100.00
8 Charles Wilzon 100.00
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you can input that figure in the Amount box and click on Apply Charges to give all members the same figure.

Pension Statuz | Active j Amaunt |U Apply Charge |

Ezg:on Forename Surname Palicy Mumber Pay Roll Number Maintenance Fee

2. If the Charge to members 11 Christopher Anderson 0.00
. . 5 “william Brown 0.00
varies you should input the 5 David Davis 0.00
i 2 John Johrizon 50.00

amounts manually in the 2 o g pyss
box headed up Maintenance 14 Helier Le Poidevin om
H 7 Richard Killer 0.00

Fee. To save simply close 3 Tospeh Moors o
the window down. 13 Fred Smith 50.00
1 James Smith 0.00

10 Thomaz Taplor 0.00

12 D ariiel Thomas 0.00

3 Raobert “filliarnz 50.00

] Charlez “filzon 0.00

8.2 Running the Maintenance Fee report

r— Send Pengion Information

Contributions
2

To run the maintenance report, G e

simply go to the Reports menu.
All Records Amended Between D ates
-

Date of Maintenance Feel m[

Sort By Categany [

Processing Complete [

Ensure that "Maintenance Fee Run"
is highlighted and select the date for
which the fee run should be
produced.

Once you have done this, click on the
Continue button and a report will be
produced showing the fees per
member.

LContinue |
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8.3 Sending the Information

— Send Pengion Information
D ate of Maintenance Fee Im

When you come to send the information to InterRetire, Simply follow Sort By Category =

the same procedure as above but this time tick the box which says

"Processing Complete". This will alert InterRetire administrators that

your file has been created and is ready to be processed by them.

Pracessing Complete I~

Continue |

9 Reporting

9.1 The Audit Trail

The Audit Report function is designed to keep a log of all of the actions taken by any user when they are
updating the records on the HR

DeSktop System. — —Fecaord Change:
Eontributions Repart on Al Plans [~

Maintenance Fee Run From |2DHDBH2DD? ml
R
a1l Fecords - tes Ta |2D£D?£2DD? ml

Emplayee - Leave Blank for All I

ended Betwee

You are able to select a date range
for any changes to be shown and
which individual made the changes.

For example, if a temporary member Clear Criteria |
of staff has been updating some

records for you, it is possible to go in _
and check what was done. Cantinue |

El
5|

Table - Leave Blank for &l |
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It is also possible to choose which table of information in particular has had changes made to it. The choices
in the drop down box and their explanations are shown below:

Pension Contacts shows you information about the member such as address or salary details.

Pension Contact Plans shows you information about the fund selections made by members and any
changes to these.

Pension Dependents shows you information about changes to an individual's dependent information
Pension Service Details gives you information about any changes to an individual’'s service history.

If you are running more than one plan, you can run the Audit Report for all of your clients at the same time
rather than having to go into each entity by ticking the report on All Plans tick box.
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9.2 Exporting Reports

All reports are created using Crystal Reports. It is possible to Export
export all reports to a number of different formats (listed

Fomat:
below) by clicking on the export button B at the top of the [Bcroba Farmat FOF] =]

Crystal Report Window. Destiation: Cancel |

You will get a window like this:

First you need to choose the format you would like to export into.

Next, choose the Destination. There are two main destinations that you will use; Application and Disk File.
If you choose application, this will load the report on screen in the format you have chosen. For example, if
you choose Acrobat Format (PDF) and Application (as above), this will open Adobe Acrobat and then load

the report in Acrobat.

If you choose disc file, this will save the report to the location you specify in the format you chose in the first

step.
Export Options
Page Range
You will then be asked about whether you want to export all pages of the report :: igenange;
or a selection of them: fom [ Te T
Cancel |

If you chose disk file, you will then be presented with the following:

Choose export file n
Save jn; IQ-J “helienthcd on Entirehletwork, j Ei{ Eg-

CDBASE

Client Info
CommonFilesFolder
Documents and Settings
Drivers

Inetpub

Mew PRO

Program Files
Temp

Test

WIMDCANS

File narne:

Save I
Save as ype: Partable Document Farmat [ pdf) LI Cancel |
F
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You can only save to your C: drive when working via the https system. To view your C: drive click on the

button.

Similarly, if you export a report to say pdf format via the export to application function, you can save only to
your C: drive following the method above.

10 Support

10.1 Disclaimer

The content of this guide is of a general, informational nature. Although we have endeavoured to ensure the
accuracy and completeness of all information, no responsibility is therefore accepted for any error which may
appear on this guide. The content and design of this guide are subject to copyright owned by InterRetire. The
content of this guide should not be circulated where such circulation would be an infringement of local laws
or regulations.
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