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Admin Referral workflow – submitting your final statement 

The Admin Referral workflow in ESS allows you raise a query securely with the Fund. Any 

documentation with sensitive data should be submitted through this workflow.  

 

We are asking for your 2024/25 final statements to be submitted via this workflow.  

 

Final statement requirement reminder 

• Final statements will only be accepted in the Fund’s format. 

• Final statements must be submitted as the Excel version (accompanying signed PDFs will be 

accepted but cannot replace the Excel version). 

• One final statement per scheme employer must be submitted, i.e., if you are an academy 

chain with five academies in the scheme, five final statements must be submitted. 

• The deadline for submission of your final statement(s) is 30/05/2025. 

 

Starting the Admin Referral workflow 

Start an Admin Referral workflow by selecting the “Create New Case” option in the 

Workflows tab and selecting “ESS Admin Referral” from the drop-down menu. 

 

At this point you will need to enter a case title: 

Please enter the case title in the format Final statement year end 2025 (employer 

reference number) 

For example: Final statement year end 2025 employer 1234. 

https://www.wmpfonline.com/employers/financial-guidance-requirements
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Clicking “Create Case” will create a new Admin Referral case which will need to be picked up 

from the Workflows case list. 

 

 

Clicking on the relevant case will launch the workflow. You can then follow the steps below.  

1. When you launch the workflow you will be given a brief description of what the workflow is for. 

This will also display the Case ID. Please record this case ID for your records, as this is how 

individual final statements can be identified if they need to be queried by the Fund.   
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2. To submit your final statement:  

Select the relevant employer from the Employer drop-down menu. 

Select “Employer Case” from the Employer or Member level drop-down menu. 

Do not enter any data in the Identity Check fields. 

Select “Search if Member or proceed for Employer” from the Select Action drop-down 

menu. 

Click “Submit” to move the workflow onto the next stage.  
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3. On the next screen select “Final Statement” from the Reason for Referral drop-down menu so 

that the case can be allocated to the appropriate WMPF team.  

In the Message for Administration box please inform us that you are submitting your final 

statement.  
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Upload your final statement onto the Admin Referral by clicking “Choose File” and navigating 

to the appropriate file in its saved location.  

The File Title should be in the same format as the Case Title above, i.e. Final statement year 

end 2025 (employer reference number). 

Important: Final statements must be submitted as the Excel version (accompanying signed 

PDFs will be accepted as a second file but cannot replace the Excel version). 
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4. Once you have entered your message to the Fund as above and have uploaded the Final 

statement to the case, please select “Continue” under “Admin Case Options” and click 

“Next”. The query will then be sent to the Fund.  

  

Queries returned by the Fund 

Once your Admin Referral query has been assessed by the Fund, and necessary actions 

taken, it will be returned into your Workflows tab. You can open this to view the Fund’s 

response by clicking on the case tab.  

  

  

  



 

7 
 

Sensitivity: NOT PROTECTIVELY MARKED 

 

You can open the case by clicking on it, which will open the above page. Our response will be 

located under “Admin Response”.  

If the Final Statement has been accepted you will receive a message similar to the above. You 

can then select “Query Resolved” under “Employer Case Options” to close the case.  

 

If the message indicates a response is needed, you can respond to us through the case.  

You can download the MessageHistory PDF by clicking on it. This displays a list of all 

messages sent during the case.  

The Admin Response message will indicate if we have attached any documents to the case. 

You can view attached documents by selecting “View Documents” under “Employer Case 

Options” and clicking “Next”.  

You will be invited to choose a document to view. You can choose which document to view by 

selecting it in the “Document” drop-down menu, then clicking “Continue”. 
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The document will then be made available for you to download and view.  

 

You can view another document by selecting “Yes” from the “Option” drop-down and clicking 

“Continue”. This will return you to the “Select a Document to View” page. Alternatively, you 

can select “No” and then “Continue”, which will return you to the “Employer Review 

Response” page.  
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If you have further queries for us or we require a response, you can type a message in the 

“Message for Admin” box, then select “Refer Back to Administration” under “Employer Case 

Options” and click “Next”. This will return the query to us. This can be done multiple times 

until the query is resolved.  

If query has been resolved to your satisfaction, you can select “Query Resolved” in the 

“Employer Case Options” drop-down, then click “Next”. This will close the Admin Referral 

workflow.  


