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Employer I-Connect Document Upload 
 Guide and FAQs 

 
 
    

Introducing the i-Connect document upload facility  
The document upload facility in i-Connect allows you to append forms and documents directly to an 
individual scheme member’s pension record. This guide provides you with instructions for using the 
document upload facility, explains what type of information we expect to receive via i-Connect and 
provides answers to key questions about the process. We hope you find this useful, but if you have any 
further questions after reading this guide, please contact your Employer Liaison Officer (ELO) or email 
employers@buckinghamshire.gov.uk.   
 

What are the benefits of uploading documents to i-Connect?  
Uploading documents to i-Connect reduces the time it takes to process your data and is a smoother data 
transference method. This is because as soon as you upload the document, it will appear instantly on the 
member’s record. It also means that the data is sent to us safely and securely, thereby reducing the usual 
risks associated with sending us data via email. Overall, uploading documents to i-Connect rather than 
sending to us by email represents a better service for our Scheme members. It is for this reason we ask 
that you send all forms and documents to us via i-Connect from now on.  
 

Can I upload any type of document to i-Connect? 
You can upload most types of document to i-Connect, including word, excel and PDF. The full list of file 
types that can be uploaded to i-Connect is displayed below.  
 

pdf doc docx rtf odt 
txt tif tiff jpg jpeg 
png heic csv xls xlsx 

 

Can I upload documents for multiple members at the same time?  
No. Documents are appended to individuals Scheme member records. This ensures the correct item is 
appended to the correct member’s record.  
 

Can I send spreadsheets containing information about more than one member to you via 
the document upload facility in i-Connect? 
No. You would need to send these to us by email as per our usual procedures. However, please note, that 
with the exception of information we have requested (e.g. year-end return template), we will not accept 
bulk spreadsheets without prior agreement. If you have any queries about this, please contact us.  
 

How will you know I have submitted a document to you via i-Connect? 
Once you submit a document to us in i-Connect, this will automatically set up a workflow on our pensions 
management system ‘Altair’ notifying us that a document is received and requires processing. This will 
then be allocated to a pensions officer to action.  
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Instructions for uploading documents via i-Connect  
 
First step - Locating the member  
To upload a document to i-Connect, the first thing you need to do is find the member’s record.   
 
On the main i-Connect dashboard, enter the National Insurance (NI) number in ‘member search’ box 
located at the top right hand corner.  

 
 
Once you have entered the NI number, click the yellow ‘member search’ button.  
 
Next step - Choose the correct type of upload 
The search results will display the latest payroll submission information for the member. On this screen, 
you will see two upload options. The ‘upload active member documents’ and ‘upload leaver documents’. 
These are highlighted in red below.  
 
If the member has more than one employment, more than one result will be displayed. Please select the 
correct upload option for the payroll number you are supplying documentation for. If you need to supply 
information for both employments, you will need to perform the upload process for each record and 
upload the documents separately.  
 
 The upload option you select will depend on the type of document you are submitting. 

  
 

Which option do I select?   
All documents in respect of a leaver/retirement will be uploaded via ‘upload leaver documents’. All other 
documents will be submitted via ‘upload active member documents’.  
 
Upload leaver documents  
The following documents should be uploaded via ‘upload leaver documents’  
• Notification of employee leaving form*  
• Final Pay calculation(s)*  
• Retirement certificate* 
• Independent Registered Medical Practitioner (IRMP) report - in the case of an ill-health retirement 
• Ill-health certificate – in the case of an ill-health retirement  
• Death certificates/next of kin details - in the case of a death in service 
*Form available on our website.  

 

https://www.buckscc.gov.uk/services/council-and-democracy/local-government-pension-scheme/employers/employers-guides-forms-and-booklets/


3  

After you select ‘upload leaver documents’, you will be taken to the screen below 
 

 
 
Step 1 – Select reason 
In this section you should select the reason that the employee is leaving their employment. There are three 
options to choose from, ‘death’, ‘leaver’ or ‘retirement’. ‘Death’ should be selected when you are 
providing us with documents in relation to a death in service. You should select ‘retirement’ when the 
member is leaving because their employment:  
- is ending, and they plan to take their pension 
- has been terminated due to ill-health (ill-health retirement - all tiers) 
- has been terminated on the grounds of redundancy  
- is not ending but the member is taking flexible retirement  
 
You should select ‘leaver’ if none of the above apply and you are giving us documents for another reason.    
 
Please note: Unless we have specifically requested it, you do not need to provide us with a leaver form 
where pension benefits will not be paid immediately, for example, in the case of someone aged 55 or over 
who is leaving and has not requested to take their pension. 
 
Step 2 – Select date member is leaving  
Select the member’s last day of service. This should be the same date displayed on the ‘notification of 
employee leaving’ form. If the date does not match, this will create queries and cause unnecessary delays 
in processing the information.  
 
You won’t be able to submit leaver information for a member whose last day of service was more than a 
year ago. You also cannot provide us with advance notice of someone leaving of more than three months. 
You won’t be able to submit leaver information via i-Connect outside of this date range. If you have 
historical documents to supply to us, please provide this to us by email clearly highlighting this is the 
reason why you are not submitting the document to us via i-Connect.  
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Step 3 – Add documents 
You can select as many leaver documents for the member as you wish.  

 
Once you have followed all three steps, ‘view document history’ will be displayed which will confirm if the 
document has been uploaded successfully (see page 4 for more information about this screen.)  
 

Upload active member documents  
If a document is not in respect of a leaver or retirement, it should be uploaded via ‘upload active member 
documents’. After you have used the ‘member search’ to find the correct record, select ‘upload active 
member documents’ and the screen below will appear. 
  

 
 

Step 1 – Select reason.  
You must tell us the reason you are providing the document to us. Please use the table below to ensure 
you select the correct reason for uploading your document.  

 
Name of Form to be uploaded Select reason  
Opt-out form  Opt in/opt out  
Opt-in form  Opt in/opt out   
Contribution flexibility form (e.g. 50/50 section)   Change notification  
APC contract  Additional Contributions  
Employer estimate request form  Quote request  
Any final pay calculation associated with an estimate request Quote request  
Final pay calculation provided to us that is not associated with a leaver or 
an estimate request  

Final pay calculation  

General  Anything else  
 
Step 2 – Add documents  
Next, choose the file(s) you wish to upload. You can select as many as you need to. You will then be able to 
select ‘upload’ on the bottom right of the screen.  
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View document history  
You can check which documents have been uploaded for each member in the view document history 
screen. An example of this screen is displayed below. 

 
 
 
 
 
 
 

 
On the ‘view document history’ screen, you can see what documents have been uploaded, who uploaded 
them and the date they were submitted. Once a document has been successfully uploaded and we have 
received it, ‘COMPLETE’ will be displayed in the ‘document status’ column. The upload process shouldn’t 
take very long. However, if you find that the document status is still ‘processing’ after some time has 
passed, you may wish to attempt to upload the document again.   
 
‘View document history’ is displayed after you attempt to upload documents to i-Connect and can also be 
accessed via ‘member search’. To access the ‘view document history’, begin by entering the member’s NI 
number in the ‘member search’ button. On the left of the upload options, you will also see an option to 
‘view document history’ for the member.   

 
Is there a time limit to when documents can be provided to you via i-Connect?  
You won’t be able to submit leaver information for a member whose last day of service was more than a 
year ago. You also cannot provide us with advance notice of someone leaving of more than three months. 
There is no time limit on providing all other documents to us on i-Connect.   
 
However, you should ensure you adhere the expected time scales for supplying information to us as set 
out in the Roles and Responsibilities document, as you may be charged under the Pensions Administration 
Strategy if you do not submit data to us on time.  
 
What happens if I provide an incorrect document to you?  
You won’t be able to delete a document once you have uploaded it to i-Connect. Please check a document 
carefully before you click ‘upload’. If you do upload incorrect documents, or upload documents to an 
incorrect member’s record, please notify us immediately by contacting pensions@buckinghamshire.gov.uk 

 
What if I have more than one document to upload for the same member but they have different reasons 
for submission? For example, a ‘contribution flexibility form’ and an ‘estimate request form’.   
You would need to upload these separately, one at a time, selecting the correct reason for each.   
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What if I have two estimate request forms for the same member? 
You would need to upload these separately, one at a time, selecting the correct reason for each.   
 
I tried searching by NI number in the ‘member search’ box, but i-Connect cannot find them?  
You will only be able to upload information for member’s who are active on i-Connect. A member is only 
active on i-Connect once you have provided a data submission for them because you have previously 
submitted payroll data for them. Please keep this in mind when providing information for new starters 
(e.g. opt out forms).  
 
If you have already submitted payroll data for the member, please check you are entering the correct NI 
number, or that their NI number has not changed since the previous submission. If you still experience 
issues, please contact us.  

 
If you have any further questions, or require any further support using the document upload function 
in i-Connect, please contact your Employer Liaison Officer, or email 
employers@buckinghamshire.gov.uk 

mailto:employers@buckinghamshire.gov.uk
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