Pension Schemes Specialist Assignment Manual

Version 11.0

What’s changed?

We are pleased to issue updates to your Mercia Pension Schemes Specialist Assignment Manual (SAM) (dated 09/19).  The principal technical changes in these updates relate to:

Financial Reporting Changes

Revised Accounting Standards - FRS 102

In December 2017 the FRC issued Amendments to FRS 102 The Financial Reporting Standard applicable in the UK and Republic of Ireland Triennial review 2017: Incremental improvements and clarifications and then in March 2018, a consolidated version of FRS 102 The Financial Reporting Standard applicable in the UK and Republic of Ireland (March 2018).  
These revisions to FRS 102 predominantly affect the pro forma accounts and accounts disclosure checklists within your manuals and, subject to specific early-adoption provisions, amendments are effective for accounting periods beginning on or after 1 January 2019. A new accounts disclosure checklist and a new set of pro forma accounts have been included for such pension schemes, whilst amendments have been made to the existing accounts disclosure checklist for pension schemes with period commencing before 1 January 2019.
Revised SORP – Financial Reports of Pension Schemes (2018)

In June 2018 the Pensions Research Accountants Group (PRAG) published a revised version of the Statement of Recommended Practice - Financial Reports of Pension Schemes (2018), to incorporate relevant changes made by the above amendments to FRS 102 and to also comply with new legislative requirements concerning the disclosure of transaction charges in certain defined contribution schemes.

See Appendix II for further details.

Guidance from PRAG

Update for VAT on Pension Schemes (January 2018)

Recent European court decisions have confirmed the position regarding the VAT treatment of pension fund managements costs and also the recovery of that VAT by sponsoring employers. 

The guidance highlights the options available and the need for correct documentation.

Pension Scheme Financial Statements and Going Concern (April 2018)

The revised ISA (UK) 570 Going Concern requires an explicit reference to the use of the going concern basis in audit reports. This guidance provides assistance to both trustees and accounts preparers and to auditors on the going concern assessment.

The guidance addresses how the requirement applies to defined benefit, defined contribution and hybrid scheme accounts.

An Overview of the Effects of Cybercrime on Pension Schemes (April 2018)

The Pensions Regulator (TPR) issued guidance for trustees on the “Cyber Security Principles for Pension Schemes” in April 2018. This guidance states that trustees and scheme managers, need to take steps to protect members and assets, which includes protecting them against cyber risk and that this is regardless of the size or structure of a scheme. 

The guidance issued by PRAG provides further guidance to those involved in the pension sector about controls and procedures needed to minimise the damage which can be caused by cybercrime.

Accounting for Guaranteed Minimum Pension equalisation by pension schemes following the Lloyds judgement (March 2019)

Following a legal judgement in 2018 defined benefit schemes have a legal obligation to equalise Guaranteed Minimum Pensions (GMPs) for members contracted out between May 1990 and April 1997, backdated to May 1990, through provision of other scheme benefits. Under FRS 102 and the Pension SORP the obligation in respect of backdating benefits and related interest should be recognised as a liability in pension scheme accounts where material and it can be measured reliably. 

The guidance looks at the issues arising from this ruling and how they can be addressed. 

The new PRAG guidance mostly affects the guidance notes in Section A of your manual, in particular in relation to audit evidence and completion. See Appendix III for further details. 

For a detailed list of all changes made as part of this update, see Appendix IV.
What’s next?

Over the coming weeks and months, we will have a clearer picture on the implications of Brexit. Once the government plans are finalised, the impact on your manuals will be assessed and relevant updates made. 

On 12 December 2018, the FRC approved ISA 540 (Revised), Auditing Accounting Estimates and Related Disclosures and related conforming amendments to other ISAs. The effective date of the revised and amended standards is for audits of financial statements for accounting periods beginning on or after 15 December 2019. The revision of ISA (UK) 540 includes enhanced requirements and application material for risk assessment procedures and the auditor's work effort in responding to the assessed risks of material misstatement. These include, in addition to addressing risks related to estimation uncertainty, specific attention to other risk factors in making accounting estimates such as complexity and subjectivity. The standard covers the audit of expected credit losses in banks and reflects the increased importance and complexity of estimates in financial statements. 

The changes to ISA 540 will be updated in your Pension Schemes SAM later in 2020. 

Contact us 

We are always pleased to receive feedback on our manuals, including any improvements that you would like to see incorporated.  Please contact me if you have any comments to make.  My contact details can be found in Appendix I below.
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Jenny Faulkner

September 2019

Appendix I - How to access the updates

The updated manuals are available to download from our online services website:

1. Visit www.mercia-group.com
2. Click on ‘My Account’ at the top of this webpage.

3. Enter your sign in details. 

Forgotten your password?

If you have forgotten your password click on the ‘Forgot password’ and enter your email address. An email will be sent with a link to reset your password.  

4. Once you have signed in, you will see your dashboard. Towards the bottom of your dashboard you will see ‘My support products’ area showing some of your support products. To view all your support products and download your manual, click on the ‘View more and download’ button. 

The updated version of the manual is available to download (SAM Pension Schemes 11.0 (September 19)).  Click on the link and save the download to your chosen destination.  

5. Click on the ‘set up’ file downloaded to your chosen destination from step 4 above.  You can then install the manuals to your chosen destination.  

The default destination will continue to be your program files, under a ‘Mercia’ folder:

C:\Program Files\Mercia\SAM - Pension Schemes 11.0

If you wish to store the manuals elsewhere, please browse to your preferred location during the installation process.   

Where the manual is installed direct on to your computer you will be able to access it from an icon installed on your desktop, as well as through the folder containing program files on your hard drive.

Adjusting your macro security settings in Microsoft Word

You may find that you have to adjust your macro security settings in Microsoft Word in order to access the manuals.  You’ll find guidance on how to do this in Appendix V. 

Please note that we do not currently support Windows Office RT, Office Mobile and Office 365 Online however Office 365 with a locally installed copy of the Office suite is supported.

Implementation

The updated version of the manual should be used with immediate effect.  

Contact us

	Administration queries:


	Email TechnicalManuals@mercia-group.com 

	I.T. related queries:


	David Hirst or Doris Vargas at david.hirst@mercia-group.com or doris.vargas@mercia-group.com


	Mercia website login details requests:


	Email onlineservices@mercia-group.com 



	Technical queries:


	https://www.mercia-group.com/tech-query-request/ and submit your query using the form provided. 



	General Mercia technical SAM enquiries:
	Jenny Faulkner at jenny.faulkner@mercia-group.com 



	Telephone:
	0330 058 7141


Appendix II - Financial Reporting Changes 

Revised Accounting Standards - FRS 102 and Pensions SORP (2018)

In December 2017 the FRC issued Amendments to FRS 102 The Financial Reporting Standard applicable in the UK and Republic of Ireland Triennial review 2017: Incremental improvements and clarifications and then in March 2018, a consolidated version of FRS 102 The Financial Reporting Standard applicable in the UK and Republic of Ireland (March 2018).  
When FRS 102 (The Financial Reporting Standard applicable in the UK and Republic of Ireland) was issued in March 2013 the Financial Reporting Council (FRC) indicated that it would be reviewed every three years.

The changes have an effective date of accounting periods starting on or after 1 January 2019.

The majority of the Triennial Amendments are editorial in nature and are intended to merely clarify rather than change the accounting treatment.  

The principal FRS 102 amendments which have an impact on pension scheme financial statements are:

· The introduction of a description of a basic financial instrument to support the detailed conditions for classification as basic. Making this change will result in a relatively small number of financial instruments, which breach the detailed conditions for classification as basic, now being considered to be basic and measured at amortised cost. In these cases measurement at amortised cost will provide relevant information for users of the financial statements.

· Entities will be required to recognise fewer intangible assets acquired in a business combination separately from goodwill. This will reduce the costs of compliance, whilst still providing users with useful information about the business combination. Entities may choose to separately recognise additional intangible assets acquired in a business combination if this provides useful information to the entity and the users of its financial statements. When an entity chooses to recognise such intangible assets separately from goodwill, it shall apply that policy consistently to the relevant class of intangible assets.

· The principle included in the financial institution definition has been amended to remove references to ‘generate wealth’ and ‘manage risk’. This change should help to reduce the interpretational difficulties in relation to implementing these concepts, and should reduce the number of Common Investment Funds meeting the definition of a financial institution, although those that do must continue to follow the disclosure requirements. 

Revised SORP – Financial Reports of Pension Schemes (2018)

In June 2018 the Pensions Research Accountants Group (PRAG) published a revised version of the Statement of Recommended Practice - Financial Reports of Pension Schemes (2018), to incorporate relevant changes made by the above amendments to FRS 102 and to also comply with new legislative requirements concerning the disclosure of transaction charges in certain defined contribution schemes.

A summary of the main changes is given below:

· Disclosure of the fair value hierarchy has been amended to require use of the 1, 2, 3 hierarchy. The transitional provision that allowed reference to the a, b, c categories has been removed. 

· Disclosure of concentration of investment risk (5%) has been amended in the SORP to include holdings pooled investment vehicles. However, there is no requirement to look at the underlying investments in a pooled investment vehicle unless the scheme is the sole investor.

· Removal of the requirement for an auditor’s statement on contributions for schemes with more than 20 participating employers.

· The new requirement a chair’s statement on corporate governance for qualifying defined contribution arrangements, including hybrid schemes and master trusts.

· Disclosure of comparative information is always required unless FRS 102 or the SORP state otherwise. Exceptions in the revised SORP include the comparatives for the table of movements in investments and detailed comparatives doe derivatives. Further disclosure is also required for hybrid scheme accounts when comparatives are required for both the defined benefit and defined contribution sections, whether on the face of the primary statements or prominently in the notes.

· Inclusion of an explicit reference to the going concern basis even if there is no material uncertainty in relation to going concern. Disclosure requirements for significant benefits pending members decisions at year end have been extended. 

· Clarification of the disclosure requirements in pension scheme financial statements regarding the identification of those statements as stated in FRS 102. 

· Confirmation that the SORP does not include any of the exemptions allowed for small schemes under FRS 102 Section 1A. 

Some, but not all of the revisions to FRS 102 and SORP 2018 affect the pro forma accounts and accounts disclosure checklists within the manual and, subject to specific early-adoption provisions, amendments are effective for accounting periods beginning on or after 1 January 2019. A new accounts disclosure checklist and a new set of pro forma accounts have been included whilst guidance has been made to the existing accounts disclosure checklist for periods beginning before 1 January 2019.

Appendix III - Guidance from PRAG

Update for VAT on Pension Schemes (January 2018)

Recent European court decisions have confirmed the position regarding the VAT treatment of pension fund managements costs and also the recovery of that VAT by sponsoring employers. The guidance highlights the options available and the need for correct documentation.

The guidance considers the different VAT treatments that apply depending on whether the scheme or the employer contract for the management services and also the new option of using a tri-partite agreement (Scheme, Manager and Employer) that could enable employers to recover 100% of the VAT.

Copies of the guidance are available to PRAG members on the PRAG website (www.prag.org.uk). 

Pension Scheme Financial Statements and Going Concern (April 2018)

The revised ISA (UK) 570 Going Concern requires an explicit reference to the use of the going concern basis in audit reports. This guidance provides assistance to both trustees and accounts preparers and to auditors on the going concern assessment.

For most pension schemes the assessment of going concern will be straightforward and the additional disclosure in the scheme audit report will be uncontroversial. The guidance addresses the circumstances where this is not the case.

Some examples of situations which could give rise to material uncertainties as to whether or not a scheme enters wind up include but are not limited to:

· where the TPR is investigating the scheme and has issued a freezing order but has not yet indicated whether it will issue a winding up order;

· the employer is experiencing financial difficulties, but the directors regard the business as a going concern as they are seeking to resolve the difficulties, for example re-negotiating banking covenants or re-financing debt obligations; or

· the scheme has entered the PPF assessment period and the scheme funding level against PPF compensation has yet to be determined.

To assess whether the going concern basis is appropriate, and to identify any material uncertainties over a scheme’s ability to continue as a going concern, the trustees should consider events that can trigger a wind up of the scheme. The period covered by the assessment needs to be at least 12 months from the date of approval of the financial statements.

The guidance notes that this assessment:

· Is based on information available at the time of approval of the accounts.

· Should be formally documented and minuted at a trustees’ meeting or included in the trustees’ report.

· Is best addressed when planning preparation of the accounts.

Examples of circumstances that may lead to non-going concern or material uncertainty disclosures, and hence be considered in the formal trustee assessment include:

· Trustees decision to wind up a scheme.

· Notice served by an employer to wind up a scheme.

· Termination of contributions by the employer.

· If the employer has experienced an insolvency event.

· The employer has a history of late payment of contributions or there are overdue contributions.

· Trustees are aware that the employer is experiencing financial difficulties.

· Failure by an employer to comply with its duties under the scheme.

· TPR orders the scheme to be wound up.

The guidance does not provide much detail about the specific disclosures to be made as the principles are the same as for any other entity. However, the following points should be noted:

The trustees should consider the status of member communications and whether there might be sensitivities about disclosure of going concern issues that have not already been communicated to employees and members. Such concerns cannot override the requirement for disclosure but might affect the timing of approval of the accounts with the statutory limits.

Where there are uncertainties over the going concern status of the employer this could be sensitive or prejudicial to the financial position of the employer and any negotiations with the Pension Protection Fund or The Pensions Regulator. The Guidance therefore recommends early engagement with all relevant parties by the trustees.

The guidance also addresses the work an auditor should undertake in order to evaluate the trustees’ assessment of the scheme’s ability to continue as a going concern. Possible sources of information to assist with that evaluation set out in the guidance include:

· The wind-up provisions of the scheme trust deed.

· Trustee minutes

· Formal trustee and employer communications

· Results of trustee employer covenant review

· Employer contribution payment history

· For defined benefit schemes, latest recovery plan and actuarial valuation

· Employer financial statements

· Trustee communications with TPR

· Notifiable events reported to TPR by the trustee and employer

The guidance also highlights key provisions in ISAs 570 and 700 and Practice Note 15 on the audit of pension schemes. 

An Overview of the Effects of Cybercrime on Pension Schemes (April 2018)

The Pensions Regulator (TPR) issued guidance for trustees on the “Cyber Security Principles for Pension Schemes” in April 2018. This guidance states that trustees and scheme managers, need to take steps to protect members and assets, which includes protecting them against cyber risk and that this is regardless of the size or structure of a scheme. The guidance issued by PRAG provides further guidance to those involved in the pension sector about controls and procedures needed to minimise the damage which can be caused by cybercrime.

This is relevant from an audit perspective as it concerns the risk of fraud, compliance with laws and regulations and also assessment of the systems and controls maintained by the scheme.

The guidance explains

· What constitutes cyber crime

· Data theft

· Ransomware

· Loss or theft of storage devices

· Targeted security vulnerabilities in systems

· Disclosure of confidential documents

And also:

· Why pension schemes are potentially vulnerable and attractive to cyber criminals.

· Schemes hold a lot of personal data about members and employees including sensitive information.

· Many functions are outsourced to third parties which also deal with other schemes and so would be particularly attractive targets.

The April 2018 Guidance issued by TPR set out the following points:

· Trustees and scheme managers are accountable for the security of scheme information and assets.

· Roles and responsibilities should be clearly defined, assigned and understood.

· Trustees and scheme managers should have access to the required skills and expertise to understand and manage the scheme cyber risk.

· Trustees and scheme managers should ensure there is sufficient understanding of the cyber risk including: a scheme’s key functions, systems and assets, its ‘cyber footprint’, vulnerabilities and impact.

· Trustees should make sure cyber risk is on the risk register and regularly reviewed.

· Trustees should ensure sufficient controls are in place to minimise the risk of cyber incident, around systems, processes and people.

· Trustees should assure themselves that all third-party suppliers have put sufficient controls in place. Certain standards and accreditations can help demonstrate cyber resilience.

· Trustees and scheme managers should have systems and processes in place to ensure the safe and swift resumption of operations.

· There should be an incident response plan in place to deal with security incidents and enable the scheme to swiftly and safely resume operations. Trustees should ensure they understand their third-party suppliers’ incident response processes.

· Trustees should be clear on how and when incidents would be reported to the trustees and others, including regulators (such as the ICO and TPR).

· Cyber risk is complex and evolving and requires a dynamic response. Controls, processes and the response plan should be regularly tested and reviewed. Trustees and scheme managers need to be regularly updated on cyber risks, incidents and controls, and seek appropriate information and guidance on threats.

TPR also made it clear that it expects trustees to maintain robust internal controls and to be assessing and monitoring their administrators to ensure that processes and internal controls are meeting their requirements. 

The guidance then addresses how a scheme should respond.

· IT based solutions such as firewalls, access controls, security settings etc.

· Mapping data to identify targets

· Assessing and testing cyber defences

· Planning for resilience

· Dealing with identified vulnerabilities

· Prompt response and triage of any incidents

· Investigation of what happened, who was affected, the severity of the breach and remedial action required.

· What can be done to mitigate any legal or financial (fines and penalties) consequences.

Accounting for Guaranteed Minimum Pension equalisation by pension schemes following the Lloyds judgement (March 2019)

Following a legal judgement in 2018 defined benefit schemes have a legal obligation to equalise Guaranteed Minimum Pensions (GMPs) for members contracted out between May 1990 and April 1997, backdated to May 1990, through provision of other scheme benefits. Under FRS 102 and the Pension SORP the obligation in respect of backdated benefits and related interest should be recognised as a liability in pension scheme accounts where material and it can be measured reliably. 

The guidance looks at the issues arising from this ruling and how they can be addressed. 

Whether or not it is necessary to recognise a liability and incur the time and expense of obtaining a reliable estimate, will depend on whether or not it is material to a scheme’s financial statements.

Current industry estimates of the total cost range from less than 1 to 4% of scheme liabilities for some schemes. There are no estimates publicly available for the backdated element which is likely to be only a proportion of the total liability.

It may be possible to carry out a high-level assessment of the likely liability. This assessment could be based on estimates determined by the Scheme Actuary or estimates prepared for the purposes of the employer’s financial reporting. If it is clearly going to be immaterial it will not be necessary to include it in the financial statements. However, the trustees should explain their approach to dealing with the issue in the trustees’ report pointing out that a provision is not required on the grounds of materiality.

Determination of the provision at a member level is likely to be complex and will involve detailed analysis of individual member records which may not be available for some time. There may also be complications in applying the methodologies approved by the court. Therefore, if a reliable estimate can be determined by other methods it will not be necessary to calculate the backdated benefits and related interest at a member level.

It is possible that measurement difficulties might exist which mean the trustees cannot reach a reliable estimate. Non-recognition of liabilities due to measurement difficulties is normally expected to be rare (SORP 3.6.3). If the trustees conclude that it is too early in the process to determine a reliable estimate and there are grounds to believe the amounts are likely to be material this should be disclosed in the notes to the financial statements (FRS102:2:32) as a contingent liability (FRS 102:21:12) The scheme auditor will obviously need to consider the implications for their report.

The question arises as from what date this obligation existed. This matters in determining whether the ruling as an adjusting or non-adjusting post balance sheet event. Either the effective date of the obligation is the date of the ruling meaning it is a non-adjusting event for periods ending before the ruling. Or it could be argued that trustees have always had this obligation making it an adjusting event. The balance of views emerging from accounting firms is that the effective date for recognising the obligation is the date of the ruling which provides clear guidance as to the measurement methods available.

Schemes with year ends after the judgement date will recognise the cost of backdated benefits and related interest in their financial statements where material and where a reliable estimate can be made.

Early communication between trustees, scheme auditors, scheme actuaries and the employer is vital to assess the implications and likely impact on pension scheme financial reporting.

Implementation

The new PRAG guidance mostly affects the guidance notes in Section A of your manual, in particular in relation to audit evidence and completion.
Appendix IV - Detailed list of changes

Set out below is a list of all the documents that have been revised in this update, along with a brief explanation of how they have changed. 

If you would like a hard copy of the manual please contact us on 0330 058 7141 or send an email to technicalmanuals@mercia-group.com.  There is a £25 administration charge for this service.  

Pages to be changed



Main reason for change

	Section A - Guidance notes


	
	

	· 1 - Contents and guidance notes
	-
	Updated for the changes made in this update.



	
	-
	1.2 - Pension Schemes Act 2017 - Explanation added as to why largely not applicable to audits within the scope of this manual.



	
	-
	1.4 - TPR Codes of Practice - CoP 15 Authorisation and supervision of master trusts (October 2018) added to listing.



	
	-
	5.4 - SORP - Guidance added on the changes made by SORP 2018.



	
	-
	8.4 - VAT on investment management costs -Reference added to guidance issued by PRAG on the treatment of VAT on fund management costs.



	
	-
	8.10 - Accounting estimates - A summary of the PRAG guidance on accounting for Guaranteed Minimum Pension equalisation by pension schemes following the Lloyds judgement (March 2019 has been added.



	
	-
	8.11 - Data protection - A new section has been added that gives an overview of the PRAG guidance on the effects of cybercrime on pension schemes.



	
	-
	9.3 - Going concern - A summary of the PRAG guidance on the application of the revised ISA (UK) 570 Going concern to pension schemes has been added.



	· 2 - Getting started for new manual users


	-
	Updated for the changes made in this update.



	· 3 - Update 09/19 - What’s changed
	-
	A copy of this guidance has been added to this manual.



	· 4 - Creator - getting started
	-
	Updated for the changes made in this update.



	Section B - Example letters


	
	

	· 3 - Terms of business
	-
	The Insurance Distribution Directive has replaced the Insurance Mediation Directive and as a result all references now refer to insurance distribution.

	
	
	


Pages to be changed



Main reason for change

	Section D - Example accounts



	· 1 - Defined benefit scheme accounts - periods commencing before 1 January 2019
	-


	Guidance added to clarify that the accounts are for accounting periods beginning before 1 January 2019. 

See Appendix II for further guidance.



	· 1A - defined benefit scheme accounts – periods commencing on or after 1 January 2019


	-
	New set of accounts for pension schemes preparing accounts for periods commencing on or after 1 January 2019.

See Appendix II for further guidance. 



	· 2 - Defined contribution scheme accounts - periods commencing before 1 January 2019
	-
	Guidance added to clarify that the accounts are for accounting periods beginning before 1 January 2019. 

See Appendix II for further guidance.




	·  2A - Defined contribution scheme accounts - periods commencing on or after 1 January 2019
	-
	New set of accounts for pension schemes preparing accounts for periods commencing on or after 1 January 2019. 

See Appendix II for further guidance.



	· 3 - Hybrid scheme accounts - periods commencing before 1 January 2018
	-


	Guidance added to clarify that the accounts must only be used for accounting periods beginning before 1 January 2019. 



	· 3A - Hybrid scheme accounts - periods commencing on or after 1 January 2018
	-


	New set of accounts for accounting periods beginning on or after 1 January 2019. 

See Appendix II for further guidance.



	Section E - Disclosure checklists 



	· 1 - A32 Disclosure Checklist– periods commencing before 1 January 2019


	-
	Guidance added to clarify that the disclosure checklist is applicable for periods commencing before 1 January 2019.



	· 1A - A32 Disclosure checklist – periods commencing on or after 1 January 2019
	-
	New checklist added for periods commencing on or after 1 January 2019.

See Appendix II for further guidance.




Pages to be changed



Main reason for change

	Section G - Current file documents 


	· F5 - Investments and related income audit programme
	-
	Amended test 50 to ensure compliance with auditing accounting estimates in accordance with their relevant financial reporting framework. 



	· H5 - Contributions receivable and related debtors audit programme


	-
	Amended test 17 to ensure compliance with auditing accounting estimates in accordance with their relevant financial reporting framework. 



	· J5 - Benefits and other payments and related creditors audit programme
	-
	Amended test 18 to ensure compliance with auditing accounting estimates in accordance with their relevant financial reporting framework. 




Appendix V - Adjusting your macro security settings

Macro Security

To run the Pension Schemes SAM 11.00 the macro security level needs to be set to medium. To alter the macro security level:

In Microsoft Office 2007:

· Click on the Microsoft Office logo (which can be found in the top left hand corner of the screen in Word)

· Click on ‘Word Options’ at the bottom of the window 

· Click on ‘Trust Centre’ on the left hand menu

· Once selected the Trust Centre settings button will appear on the bottom right - click the ‘Trust Centre Settings’ button and from the left hand menu of the new screen, choose ‘Macro settings’ on the left

· Choose the bottom option; ‘Enable all macros (not recommended; potentially dangerous code can run)’

· Close all open Office program windows

· For the Pension Schemes SAM click on Start\All Programs\Mercia\SAM - Pension Schemes 11.0 or double click on the Pension Schemes SAM 11.0 icon on your desktop 

· Click on the ‘Enable Macros’ button.

In Microsoft Office 2010 / Microsoft Office 2013 / Microsoft Office 2016:
This covers the installation default setting, your individual set up may vary.

· Run the Pension Schemes SAM 11.0 from either the desktop icon, the start menu icon or from programs

· Click the “Enable Content” button on the yellow bar

· The manual will now open

If your computer settings for ‘trusted documents’ or ‘macro settings’ are different from the installation defaults please contact your systems administrator / I.T. team for further advice on whether you are permitted to change these.

Microsoft Windows 8 / Office 2013 users: If your default start up option settings in Microsoft Word are to open email attachments and other uneditable documents in ‘reading view’, please click the ‘View’ tab, followed by ‘Edit Document’ to continue when opening the manual.  An option to run ‘Creator’ will appear on the ‘Add-Ins’ tab.
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