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1 Purpose

Connect is the employer portal of the GEMINI Collective Foundation (hereinafter referred to as Foundation).
This document sets out the processes that can be managed via Connect and describes the functions of the
portal.

2 General points

2.1 Homepage and navigation

The Connect homepage provides useful information and links as well as the name and details of your contact
person at the Foundation.

The header at the top of the screen lists various functions as well as your documents and settings.

1. Navigation
Use the menu symbol to show and hide the navigation column on the left margin of the screen.

2. Logo
Click on the logo to return to the homepage.

3. Quick selection
Shows which Connect for employers you are using. You can switch between different affiliations via the quick

selection in the drop-down list. This applies if you are responsible for several companies.

4. Tasks
Shows the changes and notifications you have initiated or cached. Various filter criteria make it easier for you
to find the tasks you are looking for. You can call up your cached changes and notifications with a double click

and continue to edit them.

5. Messages

Lists all documents for your use in chronological order. Filter criteria make it easier for you to find the
documents you are looking for.

As soon as a new document arrives, all users you have registered will receive an automated e-mail with the
subject “New information in your connect” from noreply@avadis.ch.

6. Three-dot menu
Click on your user name or the three-dot menu to open the user settings or log out of Connect. Details
regarding the user settings can be found in the “User settings” chapter.
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2.2 User settings

The header on the right shows the user name you are using.

2.2.1 User profile
You can edit your user settings in the user profile.
Edit: user name and language setting

You can change your user name and the language setting for your Connect account via the “Edit” button.
Please note that these changes will not become active until the next user name.

Change password

Click “Change password” to create a new password.

Change e-mail address

Click on “Change e-mail address” to enter a new e-mail address.

Multi-factor authentication

For security reasons, two-factor authentication is required to log in to your Connect account. Since this
involves two separate elements, you must provide a mobile number when registering.

2.2.2 Client management
The client management section lists the user accounts to which you have access. The list is the same as the

quick selection in the drop-down menu shown in the title bar. You can give the individual clients an alias,
which will be displayed in the quick selection.

2.2.3 User management

Manage the Connect users under “User management”. To do this, you need to hold the Connect
administrator rights.

Enter new users
Click on “"New" in the three-dot menu in the top right-hand corner to access the data entry interface.

Forename, last name, e-mail address, user name and language are mandatory fields. You can choose
individual subject authorisations for each user. With the “Connect administrators” authorisation, you can
enter, delete and edit users. The checkbox for the “Welcome e-mail” must be activated to ensure that newly
registered users immediately receive an e-mail to guide them through the login process.
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Edit user
Select the relevant user with a double click or via the "Detail” button.

Edit the forename, last name, e-mail address, user name, language and authorisations by clicking on “Edit".

Block user
Select the “Disabled” checkbox to block users from Connect.

2.3 Search

Use the search function in the top left-hand corner to search for specific employees. The results are presented
in order in various tabs. In the “List of insured persons” tab, you can enter changes and notifications directly
for individual employees. To do this, click on the three-dot menu on the right margin of the line.

2.4 Favourites

Click on the star to mark frequently used menu items as favourites. The items will be listed above the
navigation to make it easier for you to find them. Click on the star again to deactivate the favourite status.
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3 Member & insured persons

Details of your employees can be found under “Members & insured persons”. You can enter and submit
changes like salary or address changes.

3.1 Master sheet

The master sheet provides information on plan allocations, contracts and settlement conditions as well as
invoiced contributions.

3.2 List of insured persons
The list of insured persons provides an overview of all of your employees. Submit the changes (3.2.1 to 3.2.11)

and notifications listed below to the Foundation by opening the context menu for a specific employee (right-
click or two-finger click) or via the three-dot menu on the right-hand side.

Processing of changes
The Foundation processes changes on a pro rata basis.

Use the "Export PDF" button to download the list as a PDF file. You can generate an XLS file by clicking on
the three-dot menu and then on “Export Excel”.

3.2.1 List of insured persons — information

Provides all relevant information regarding employee benefits.

3.2.2 Change of salary

Salary changes can be made directly via the list of insured persons.

3.2.3 Change of plan

Allows you to report a change of plan for employees. The process is the same as for the change of salary. You
can enter a valid-from date in the second section.

3.2.4 Notification of departure

Before an employee leaves the Foundation, please check the address (under List of insured persons —
information) and amend it if necessary. When employees leave the Foundation, all employment policies (all
contracts) they hold with the Foundation are terminated.

The question about the ability to work must be answered in the affirmative, except in the case of total
incapacity for work or disability.
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3.2.5 Contribution simulation

Would you like to know how an employee’s contributions will change if their salary or plan changes? Simply
use the provisional contribution calculation tool. Select the desired calculation year and enter the member’s
details in the relevant fields. Next, enter the new salary and the respective plan (e.g. Minus, Standard or Plus)

and click on “Calculate”. The insured salary and contributions are displayed either as a total amount or
itemised per month and year for both employer and employee.

3.2.6 Change of personal data

Change employee details here (e.g. surname).

3.2.7 Change of address

Change employees’ addresses here.

3.2.8 Change of marital status

Change employees’ marital status here.

3.2.9 Notification of incapacity for work

You can enter the complete notification of incapacity for work on Connect and upload the necessary
documents. If you would like to send the Foundation additional documents after having registered the
incapacity for work, please use the contact form.

Confirmation after processing by Foundation

The Foundation will process the case after receiving your notification of incapacity for work. Subsequently, the
company and the employee will receive a confirmation via Connect messages. The confirmation contains

detailed information, for example on incapacity for work, exemption from contribution payments or invoiced
amounts.

3.2.10Retirement

You can enter retirement notifications for employees here. This also requires entry of the retirement date and
the degree of retirement.

The format for entering the date is MM.YYYY, with the current year being automatically added to the month
entered. The retirement date is the first day of the following month (retirement as at 21.1.2023 = 2.2023).

The retirement form must still be completed.

3.2.11Notification of death
You can register death notifications for employees here. This also requires entry of the date of death.

The death notification form must still be completed
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3.2.12Leave

Register unpaid leave for employees here. Besides entering the data regarding the leave, please also enter
the contribution type and the financing.

3.2.13Seasonal interruption of work

Here you can enter seasonal interruptions for employees. Simply specify the duration of the seasonal
interruption and submit the data.

3.3 List of insured persons — information
Lists all employees together with information relevant to the employee benefits scheme. You can rearrange
the list by clicking on the column titles. The column widths can be adjusted individually by dragging the arrow

between the column titles in the desired direction.

If you want to enter a change or notification, go to the “List of insured persons” menu item.

3.4 Entry of an insured person

A valid OASI number is mandatory for registering new entries. Without the number, entries cannot be
registered with the Foundation. Following the registration of a new entry, you will receive a confirmation of
registration stating the provisional monthly employee and employer contributions. The Foundation will notify
you of the definitive contributions after processing the case.

If the person in question is already registered in the Foundation’s system, the master data will be completed
automatically. You can edit the data to update obsolete information or correct errors.

Enter the data relating to the employment relationship, such as the entry date, plan, annual OASI salary, level
of employment, capacity for work or disability, in the “Pension scheme” section.

If known, enter the previous employee benefits institution in the “Further information” section. You can also
enter information for the Foundation under “Remarks”. You must also fill in the “Date of entry” field.

Click on “Submit” to generate a registration confirmation that can be sent to the insured person. The
registration is not valid without confirmation from the Foundation.

3.5 Employer contribution reserve

You can check the outstanding balance of the employer contribution reserve account under the “Employer
contribution reserve” item.

3.6 Contribution evaluation

You can order a contribution evaluation for a specific period of time here. As soon as the contribution
evaluation is available in your messages, you will receive an e-mail with the subject “New information in your
connect”.
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4 Salary notifications

4.1 Salary notification
The annual salaries of your employees can be reported via the Salary notification process.

To avoid entering all salaries by hand, you can download a list of the last reported salaries, which can be

found under the “Salary notification template” menu item. Enter the new details in the list and save them to

your computer.

Now open the “Salary notification” menu item and call up the relevant salary year. As a next step, upload the

completed Salary notification template again in the “Salary notification list”.

During the last step of the process, you have to specify whether all employees are insured with the Foundation
and whether they are all fully fit for work. After the data has been checked and submitted to the Foundation, a

PDF confirming your notification will be displayed, which you should keep on file as a receipt.

After your salary declaration has been processed by the Foundation, you will receive a message in your
"Tasks" box.

4.2 Change in salaries throughout the year
Salary changes for the entire workforce can also be reported during the year.

After you have entered the reference date, a list of your employees is displayed together with the salary-
relevant information. You have two options to change the salaries:

1. Change the salaries directly on the portal.

2. Download the salary change template under “Template entire workforce”, make the necessary

changes in the list and upload it again under the “Template entire workforce” menu item.

After your salary declaration has been processed by the Foundation, you will receive a message in your
"Tasks" box.
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5 Contact

Please use this contact form for your queries and for the submission of documents to the Foundation.

6 Accounting

6.1 Account statement

The account statement provides details of your invoices, credit notes and transactions. You can use the filter
functions to search for specific items, display only outstanding invoices or search for transactions in a specific

period.

GEMINI Collective Foundation c/o Avadis Vorsorge AG
Zollstrasse 42 | P.O. Box | 8031 Zurich | T +41 58 585 33 00 | www.gemini.ch 10/10


http://www.gemini.ch/

