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The ADP4 E-Form allows you to: 
 

 Change to EA code for a single or multiple members who are currently 
employed with you. 

 

 See a full list of members who have a current open employment with 
you. 

 

 Check start dates, employment ID, SD Ref  
 

 Check the date to which their pension record has been updated 
 

 
 
Although the member record will be updated with an EA Code change within a 
couple of hours, the list of members in the ADP4 is updated overnight and you will 
not see the changes you have made until the next day. 
 
If you have submitted a joiner form or a cyclic update and you want to check if this 
has processed successfully, the ADP4 list is a good way of checking this. 
 
It is also useful when dealing with some errors and the Error Handling Guide explains 
how the ADP4 can help. 
 
Once you have selected the link in the E-Forms menu you will be presented with the 
list shown on the following page. 
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Please note: The details shown on the above list are taken from a test database. 

 
 
The list can be sorted into any order by clicking on the column that you wish the 
order to be in. 
 
i.e. if you want the list in NINO order click on the title of that column and the list will 
be sorted into NINO order. 
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If you wish to find a specific member you can enter their surname, NINO, SD Ref or 
EA Ref in the “find” box and you will be taken to their entry on the list, as follows: 
 

 
 

To change a members EA Code, type the new EA Code in the “EA Code” box and 
then select “Tick to change” alongside the member(s) that you wish to allocate the 
new EA Code, as follows: 
 

 

 
 
Then scroll to the bottom of the page and click “Submit” 
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You will then receive a confirmation screen showing the members for who you have 
amended the EA Code, as follows: 
 

 
 
By selecting the print option on the dark blue banner bar you can print this list. 
 
Check the proposed changes carefully before selecting continue and if you have 
made any errors either on the new EA Code entered or the members that have been 
selected; select “cancel” and this will take you out of the ADP4 and back to the E-
Forms menu. 
 

 
 
If you are happy with the changes select “continue” and the changes will be 
processed at NHS pensions the same day but will not be reflected in the ADP 4 list 
until the next day. 

  

 


