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Dear Customer

Thank you for purchasing IRIS Payroll Business and welcome to your Getting Started Guide.

This guide is intended as a quick overview of IRIS Payroll Business. If you are using IRIS Payroll

Business for the first time, the guide will help you:

set-up a company
create pay elements
add employees

run a payroll

print some reports
It is divided into several sections; feel free to jump to each one as needed.

All topics (as well as other steps to the payroll process that this guide doesn’t cover, for example,
issuing a P45, calculating and paying Statutory Payments) are covered in the online Manual,
accessed from the Help tab and Guides can be found in the Help | Support | Help & Guides
section. We have also created some tutorials designed to help you find your way around the

software.

Alternatively, if you need some more detailed help with a particular screen, click the Help button
which you can find on most screens, or press the F1 key on your keyboard to open the Manual

directly on the topic specific to the current screen.

If you encounter any difficulties, please visit http://www.iris.co.uk/support/contact-support/


http://www.iris.co.uk/support/contact-support/

Getting to know your IRIS Payroll Business

The interface used by IRIS Payroll Business is in the style of Microsoft Office 2007. Here is a brief

illustration of each of the elements.
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Application Button

The Application Button, in the upper-left
corner of the window, opens the Application
Menu.

Click on it to display actions such as importing
and exporting data; backing up and restoring
data, plus quick links to other IRIS products.

The Application Menu also provides a list of
recently accessed companies, similar to the list
of recently used documents in Office 2007, plus
access to Admin to change user settings and
preferences, and an application Exit button.
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Ribbon

The Ribbon d|5p|ay5 mOSt Of IRIS r'/-i-l\-, b IRIS Payroll Business - 2.17.65 - (0) Demonstration Company - 2017/2018
. Vi . . .—/ mployee ompan; ension a) eports nline filin fear-en ollbacl
Payroll Business's functions, first sorted il T — e
PE T 2 UGB WH B % &
into tabs and then into relevant Add New Starter  Email NI Ta-cl?ta Ater Detault Diary SMP SPP  ShPP AP P45 Restore

Employee Details Employee Adjustment History - To dates Employee || Entry Leaver Leaver
Employee Actions Employee Absence Leavers

groups.

The Employee tab contains the functions for adding employees, recording employee absence
and creating leavers. The Pay tab contains all the functions concerning paying your employees,
such as Enter Variations and Calculate, printing summaries and payslips, and viewing previous

payroll information using Pay History.

The Company tab contains all the functions that are set-up or managed at Company level such
as Company Details and Pay Elements. Online filing contains the functions that allows you to

send and receive data/notices from HMRC via the Internet.

The Pension tab contains the functions required for Auto Enrolment and Pension configuration,
including Auto Enrol Config Tool; Configure Auto Enrolment; Configure Pension Fund;
Configure Pensions and Print Pension Reports. An IRIS AE Suite and IRIS OpenSpace Guide
is also available which details how to set-up and use the IRIS AE Suite and IRIS OpenSpace web

portal.

The HMRC tab is mostly for information purposes. As well as allowing you to view the Month
end Summary details of the Company you are currently in, you can use it to print information
such as the Tax and Nl rates, Pensions Earnings Thresholds and Rates, and Attachment of
Earnings Bands in use. It also contains links to various sources of information on important
payroll topics such as Statutory Payments, Student loans and CSA payments.

The Year-end tab, as its name suggests, contains all the functions you will need at the end of the
tax year, and the Rollback tab allows you to correct a mistake that you made in a previous pay
period. The Rollback feature gives you greater flexibility to correct a mistake in a previous period.

The Help tab contains the Manual and links to other sources of useful information.


http://www.iris.co.uk/busiop

Quick Access Toolbar

The Quick Access Toolbar can initially be found above the tabs, next to the Application
Button. It provides shortcuts to the more commonly used actions within the payroll.

/D SE PR You can customise it with the features you use most often; just click on
‘ I L 13 B
Fmaioues | Comnany the drop-down arrow to the right of the bar and a list of the available
commands will drop-down:

Customize Quick Access Toolbar
Click next to any |V| Backup Company Data
command to add or SR AINAEELITLI
remove it from the (V] AcaNew Employee
QUiCk Access |i| Payments and Deductions

|Z| Hourly Rates
Toolbar Manth end Summary

Dviary Entry

SMP

Send

Send FPS

Send EPS

Send MINO Verification

View Audit
Clear Audit
R This option moves the Quick
Quick Calculatar Access Toolbar below the
View Payroll History Ribbon
P35 Details
Click here to view Alter To-dates
more available Restore Leaver
commands BN More Commands.. This option hides/unhides the
Show Below the Ribbon 4 Ribbon. Clicking each tab
Minimize the Ribbon | makes the relevant section of

More Commands the Ribbon reappear

To see more commands to add to the Quick Access Toolbar:

Customize x

) ) . Tookars | Commands Quick Access
1. Click on the drop-down arrow to the right of the Quick Tooban:
. _— . . < IRIS Payod Busess Rbbon |
Access Toolbar as described earlier in this section v i S —
Customize x i
2. Click on More Commands... to open the Toobars  Commands | Quick Access
i . Raset_.
Customize screen Choose conmands from: | I
Employee Actions
. . :6 Backup Comp... *
3. Click on the Quick Access tab - [—t—
Company Management A 2 | Add New Emp...|=
. . . Compary Settings - o"
4. Browse the available commands by clicking Pay Blemerts Remayg | £ | Pments and.. ‘
. S T @ Hourly Rates | Close l
on the drop-down list under Choose % To-date Hist. b [ Monthends..
commands from B Arerfodates | Rest |
Place Quick Access Toolbar below the Ribbon
For further help with this feature, look in the [ oo
Manual on the Help tab.
7
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Selection Side Bar

The Selection Side Bar on the left of the screen is to select the 78] compans
Company and then the Employees you want to work on. The Filter R
section offers you various ways of narrowing your list of employees. r Fiter
Bay Freguency:
You can use basic filters such as Pay Frequency, Department, Deparment: [ a1 .
Flagged: F
whether employees are current or leavers, or whether the employee
has been Flagged. (Flagging is a useful tool accessed from within — |
Employee Details. It adds a flag next to the employee’s name in the 1 Dutton, Kaye

Brown, Dawn
Rushton, Graham
Gold, Susan
Helmrich, Hugh

Selection Side Bar, allowing you to see that you have flagged that

Lo W R

employee for some kind of follow up. See the online Manual for

more details.)

Work Pad

The Work Pad tab is to the right of the screen. Place your mouse pointer over it or click it and
the Work Pad slides out.

The Work Pad presents useful payroll information in an accessible, dashboard style:

At- a-glance status

information on this

company’s payrolls [workPad = x|z Untick this box if you want to
=
Payroll Status g stop payroll anomaly
Frequency | Pay Date | Period Last Calculated | Period Last Finalised | messages
Weekly 08/06/2017 10 ]
2-\Neekly
A calenda 0 o 4-Weekly
= Monthly 25/05/2017 2 2
0 payroll date Details of employees whose
Payroll Dates Payroll Anomalies
T AT b Code | Emploves 7 figures show anomalies
MTWTFSS 8 fpihita Akhtar
2728293031 1 2 8 Hms}m@ Akhtar
34567879 13 iIna Clanahan
0111213141516 . L .
Details of payments you 171819 202122 23 Click this link to prlnt reports
242526 272829 30 - d | th |
have made to HMRC. Each 123 4557 S - — etailing the anomalies
iew Anomaly - Print Anomalies
Month End
month SRR after yeu Month | ToalDue | DateDue |  Date P§m\|
complete the month-end April 13,567.05  19/05/2017 09/05/2017 . .
May 17,376.42.  19/06/2017 09/06/2017 ngh“ght an anomaly you
rocessin June 0.00! 19/07/2017 . . .
P g iy e e want to view and click this
August 0,00 19/09/2017 | in k
September 0,00 19/10/2017
View P32
This section shows any Notes
Uger Title Date Add icli g
notes you and other L | —— | [ s | This link opens the company’s
- - | Edit
users have made about Month end Summary (P32)
. . Delete
this company. Click the —
Add button to create a
new one. A Private tick
box allows notes to . .
Undate bank account detais — Click this Help button for
remain private to you, if . .
P y further information on the
ou wish
v Work Pad
- Help
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Getting started with IRIS Payroll Business

To start using IRIS Payroll Business, there are several things that you need to do first, some
essential, some optional.

You will need to:

Create a Company

Configure the Payroll Calendar for that company
Create some Employees

Set-up some Pay Elements

Set-up the software for online filing

Pay your employees

Print Payslips and Reports

Send RTI Submissions

© No kWD =

You can also optionally:

9. Create Departments
10. Configure Holidays
11. Configure Automatic Enrolment

Creating a company

When you first run IRIS Payroll Business, you are required to create a Company with a few
minimum details, which are highlighted in orange. (If you need to, you can cancel that process.)

This section explains how to add further company details after that initial set-up, as well as how

to create a brand-new company from scratch.

If you have just installed IRIS Payroll Business and are running it for the first time, you will see a
blank company form on the screen, with some fields highlighted in orange.

These are the minimum details you need to enter to be able to save the Company. Itis a good
idea to enter in as much information as you have, but we will just concentrate on the minimum
you need first.

The minimum details you need to enter when creating a e

Company | HMRC | Bark Detals | Online Senvices | Chient Contact Devails | OpeniDs |

Company are:

~Company

Name | |

Address

m Company tab - Company Name
m Company tab - First line of the Address Psiate
m HMRCtab - Tax District No \ )
m  HMRC tab - Tax Ref No st |
{2:::3'?2:::: ]
o | [ ol [[ |
9
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All you need to do is click on each tab in turn and enter as much information as you can. Use the
on-screen Help button or press F1 if you need more detailed help.

Remember:

B To pay by BACS, you must complete the Bank Details tab

B To send your RTI submissions online, you must complete the Online Services tab

B Ifyou need to create a brand-new company, click on the Company tab then select
Create New Company

H OpenSpace tab - RIS OpenSpace is a cloud solution, allowing you to publish documents
to the IRIS OpenSpace online portal. Contact sales for more information

Configuring your payroll calendar

Before you can run a payroll or add employees, you need to set-up your payroll dates. All of the
pay frequencies you use need to be configured.

B Click on the Company tab, then the Payroll Calendar button

The first pay frequency to set-up is Monthly. If you don’t have any monthly paid employees in
this company, click on the Next button at the bottom of the screen to move to Weekly.

To configure the Monthly pay periods: L e =

Monthly

SelotthenestPayDate | - | {Beset/ Femave |

“Monthiy Pay Day
Last Calendar Day of Morth LastWorking Day of Morth

1. Click on the drop-down arrow next to Select the
next Pay Date to open a calendar

Same Date Each Month Last  Friday of Month

Tox Tax Calendar Work Period
Momh‘ FayDate ‘ StrtDate  EndDate | StartDate  EndDate | Colciated ‘ s

2. (lick the required date

3. The Pay Date column is automatically filled with
all your pay dates for the tax year

Use the Monthly Pay Day section to select which day 7
of the month you will usually be paying your employees || w,\ — gosiom [ Nowo—] [ (o]

on. The dates in the grid change accordingly.

10




Next, click in the Work Period Start Date
column and select the date of the beginning of
your first Work Period. (The Work Period for a
Pay Date is the period of work your employee is
being paid for on that Pay Date - for monthly
paid employees, the Work Period is usually the
calendar month.) IRIS Payroll Business will
complete the rest of the dates for you. You can
amend the dates IRIS Payroll Business has
selected, but you need to make sure you do not
have any overlapping periods or any gaps.

If you need to, you can click on a date to change

I] Pay Period Set Up Wizard

Monthly

Select the next Pay Date

30/04/2014

| Reset / Remove |

~Monthly Pay Day
Last Calendar Day of Month

Last Working Day of Month

Last  Friday

of Month

| PavDae | g D];: End Date Start D:’h‘: - Pen;:d Date. | Coladated ‘ Falssd
1 30/04/2014  06/04/2014  05/05/2014 No No
2 30/05/2014  06/05/2014  05/06/2014 No No
3 30/06/2014  06/06/2014  05/07/2014 No T Ne
4 30/07/2014  06/07/2014  05/08/2014 No No
5 30/03/2014  06/08/2014  05/09/2014 No No
6 30/09/2014  06/09/2014 | 05/10/2014 No No
7 30/10/2014  06/10/2014  05/11/2014 No No
8 30/11/2014  06/11/2014  05/12/2014 No No
9 30j12/2014  06/12/2014  05/01/2015 No T No
10 30/01/2015  06/01/2015  05/02/2015 No No
11 28/02/2015  06/02/2015  05/03/2015 No |  No
12 30/03/2015  06/03/2015 | 05/04/2015 No No
" Finalise all remaining periods
| Hep <Back Newt> || Cancel || Finish

it; for example, you may choose to pay early for Christmas.

If this payroll is monthly only:
4. Click on the Finish button
Otherwise:

5. Click Next to complete the Weekly dates

6. Keep clicking Next to complete all the different pay frequencies if you need to

7. Click Finish to close the wizard and save the changes you made

Please note: If you are starting to use IRIS Payroll Business in the middle of a tax year,

enter your next payroll date and IRIS Payroll Business will automatically enter the previous

payroll dates for you and mark them as Calculated and Finalised

11
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Creating an employee

To add an employee:

1. Click on the Employee tab

2. Click the Add New Employee button

mEmployee Details - (1) = C||Ck th|$ Flag, and
P 4 the employee will
LN —— e — appear as flagged on
Personal | Tax &MI PayElements Pay Method To-Dates Absence Notes H H

~Additional Employee Infarmation ~Contact Information ———————————— ~Emplopment Information ——————————— the SeleCtlon Slde

Title l:| Address Job Title |:| bar, thUS reminding

Forename 2 |:| Employment Status

R [ | e beparen ] you that you have

ender ount l:l coaunt Grou l:l f

fords ke || conw peceun Grxe something to follow

Marital Status Tello l:l Diate Started l:l A

DOB [ ] Al Hobiero [ ]| Dt A up for this employee

Passpart No I:l Email l:l \HMDuriWDIked Per

3. Enter as much information as you have for your employee. If necessary, you will be able to
save the employee with minimal information

On the Personal tab, you must enter (as a minimum):

Surname

Forename 1

You will also need to enter the employee’s Address, date of birth (DOB) and Date
started for HMRC reporting purposes

Certain fields are mandatory, and some fields are desirable for RTI purposes. They are
not required for creating an employee record but will be essential before sending RTI

submissions

On the Tax & NI tab, you must enter (as @ minimum):

Tax Code and Week1/Month1? If you leave the Tax Code field blank, when you
complete the Starter Details for this employee, this field will be populated based on the
response selected

NI Rate (a default rate of A will be used if nothing is specified here)

The employee’s NI Number is not mandatory but enter this if it is available

If you have more than one Pay Frequency set-up on your Payroll Calendar, you will first
need to select a Pay Frequency and then the Pay Period will be set (according to the
payroll date on your Payroll Calendar)

12
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Please note: If you are setting up the payroll in the middle of a tax year and are adding existing
employees:

B Enter values on their To-Dates tab. For further details, click the Help button on the
bottom of the To-Dates screen

B Enter Starter Details, ticking Existing Employee (this is not a new employee to the
company)

4. Clicking Save will retain the information you have entered and allow you to keep adding
more details on each tab without closing the employee screen

5. Click Close when you have finished, and a message will appear asking if you would like to
add another employee

Default Employee

To make creating your employees a bit simpler, you can set-up a default employee record, so
that every time you add an employee, certain basic information is already included for you.

To create a default employee:
m Click on the Employee tab then Default Employee

This screen contains all the elements which are available to be added to the default employee.

For example, perhaps most of your employees will |l pefoutt Employee Details x
start on Tax Code 1250L, NI Rate A, Pay Msin | Rates | Paw/Deds |
Frequency Monthly, and Pay Method BACS. T | R g
Title:
m Enter the details into the New Value B 4
Status
C0|umn Tax Code
kT Mt
m Click Save then Close pinete
Pay Frequency
F’a}lMethtﬂ
When you next click Add New Employee and o fees -

selecting Yes to the message ‘Do you want to use
the default employee details?’ those details will

Save ‘ Close | | Help |

already be completed. You can amend these in the new employee’s details if you need to.

You can also amend the Default Employee values at any time by going to the Employee tab and
clicking on the Default Employee button to open the screen again. You can then edit the details
that are there, add more fields, or delete items you may have found you don't need.

Configuring pay elements

In IRIS Payroll Business, pay is made up of Salary, Hourly Rates, Payments and Deductions,
Attachment of Earnings Orders, Pensions, and Loans. These elements (except Salary and
Student Loans) are all set-up in a similar way but in different places.



Salary

Salary is the only pay element that is not created at company level. Itis set-up in each

employee’s details. (You may want to revisit this section if you haven't created any employees

yet.)

To set-up an employee’s salary:
1.

2. Click on their Pay Elements tab

Double-click the employee’s name in the Selection Side Bar to open their details

The first tab open for you is Salary & Rates, and Salary can be found across the top of it.

3. Enter an amount in either the Period or the

Annual box. (Whichever you choose, the

2

B employee Details - Dutton Kaye (1)

Suname  Dutton

Forename 1 [k aye

| Code 1 |

| Department.  [c:hie |

software will calculate the other value for
you)

[ Salay

Persoral  Tax & NI

Saary & Rates

PayElements | pay Method ToDates Absence Notes
PayDeds AEQ  Pensions Pension Flefs Loans
00|

Areasd 000!

ToDale

Notiewd 000]  Rounded 000]

Click Save if you want to keep your changes

D/

Hoyrates | /b Hows | Overtme Factors

ToPay | HowsTodate| ETodste

=

Cashier 6.6800 37.50 Basic

29,5 37.5% 235456

or Close then No if you don't ;

When you are finished, click the Save
button, then Close, or use the arrows in the

>

Cashier
<Mone>

6.6800 0.00 Overtime

0.00 337.50, 2254.50

|12

Oose || Hep |

bottom left to move to the next employee

Hourly Rates and Overtime Factors

Hourly Rates and Overtime Factors are set-up in two stages. They need to be created at

Company level first and then assigned to your employees on their Employee Details screens.

One rate, Basic, is automatically set-up for you.

To set Hourly Rates and Overtime Factors up at
Company level:

1. Click on the Company tab and select Hourly

Rates
Click the Add New button to add a new rate

Tick the Pensionable box if you want this rate to
be part of pensionable pay

You don't set-up amounts per hour here - those are set-
up within each employee’s details.

You may want to set-up different rates for different job
titles or grades. The Name of the rate is what will be
printed on the employee’s payslip. You can assign
several rates of pay to each employee.

‘m Hourly Rates and Overtime Factors

Hourly Rates | Overtime Factors |

D 7

Pensionable
Earnings

Qualifying

Name

m Create Pay Rate

Earnings
-]

|||||

Pensionable

Qualifying

What are pensionable and
qualifying earnings?

oK

| Concel || Hep

Edt |

What are pensionable and

AddNew qualifying earnings?

o | | Help

Qance|7 I |7

14
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To pay overtime, you need to use Overtime Factors.

4. Click on the Overtime Factors tab

Five Overtime Factors are set-up for you. They are used
within employees’ details and when entering Variations to
multiply employees’ rates by the appropriate amount.

For example:

B Employee Z works for 30 hours at basic rate

B Employee Z also does the same job on overtime, for

4 hours at time and a quarter

B To calculate the correct amount of pay, you would

enter (in the Enter Variations screen) 4 hours Basic

Hourly Rate, with the Overtime Factor set to Time

& Quarter

1] Hourly Rates and Overtime Factors

Hourly Rates Owvertime Factors

A

Basic

MName

Value

1.0000

Overtime

1.0000

=

1.2500

1

s

3iTime & Quarte
4 Time & Half

5

1.5000

: Double Time

2.0000

*fou need only change this section if pou pay overtime at a
rate other than those already configured.

Al dezcriptions and values can be amended except 'B asic’

Edt || AddMew

ok

Qancal_ Help -

Once you have configured Hourly Rates and Overtime Factors at Company level, you need to

allocate them to your employees. (To pay your employees normal pay, you need to use the Basic

Overtime Factor)

5. Double-click an employee name in
the Selection Side Bar to open
their details

6. Click on their Pay Elements tab

The main grid on screen holds the Hourly
Rate and Overtime details.

To add a rate:

7. Click on the word <None> in the
grid, and then click on the arrow
which appears

Il Employee Details - Dutton Kaye (1)

Sumame | Dutton Code [ ‘3
Forename ! [Kaye | Depatment [Cahier |
Personal  Tax &NI | Pay Elements | pay Method To-Dates Absence Notes
Selary & Flates | PayDeds AEQ Pensions Pension Refs Loans
Period 0.0 Annual | 0.00 ToDate 0.0
Notional 000]  Rounded 000
D | Hourly Rates | £ [ Hour ‘ Hours. ‘ Overtime Factors I ToPay Hours To-date. | £To-date ‘
4 Cashier 6.6800 37.50 Basic 350,50 337,50 235450,

4 Cashier

0.00 Overtime

<None>

[>] [»]

Oose | |

Hep |

The drop-down list shows all the Hourly Rates which you have created at company level.

8. Select the required rate and the row in the grid will be completed for you

9. Enter the rate amount into the £/ Hour box

10. Enter the number of hours the employee normally works at that rate into the Hours box

You can select an Overtime Factor from the drop-down list at this point as well

15
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Hourly Rates set-up within Employee Details appears every time you open the Enter
Variations screen for that employee.

You could select the Hourly Rates here but leave the amount fields blank and enter amounts on
the Enter Variations screen each time you pay the employee; useful if the employee always
works different hours but at the same rate.

You may prefer to leave this section completely blank and (@ cese raymentveducron

 Edit Payment/Deduction

enter all of the Hourly Rate details on the Enter o
Variations screen, every time you pay the employee. This Name: | \
X . . Type: |Payment - ‘
is only useful if your employee works different hours at
. . Taw & Ml Basis: T awablet Nlable
dlﬂ:erent rates every pay perIOd' Pensionable Qualifying What are pensionable and
Earnings Earnings qualifying earnings?
11. When you are finished, click the Save button then wotot v
OK. You can also use the arrows in the bottom left
P11D Categony: | <Mones

to move to the next employee

Save oK Cancel || Hep

Payments and Deductions

Like Hourly Rates, Payments and Deductions are set-up in two stages. They need to be
created at Company level first and then assigned to your employees on their Employee Details

screens.

To set-up a Payment or Deduction at Company level:
1. Click on the Company tab
2. Choose the Payments & Deductions button
3. Select Configure Payments & Deductions
4. Click on the Add New button

5. Enter the Name for your Payment or Deduction, which will appear on payslips and
reports

6. Click on the drop-down arrow next to Type to specify whether it is a Payment, Deduction,
SSP Contra, Net to Gross, Loan, or Display Item - Payment or Display Item -
Deduction

The Type you select controls the other options that appear on screen. For example, if you
select Deduction, any of the Tax & NI Basis options are available. For more help with
this, press F1 key on your keyboard or click on the Help tab and search the Manual

7. Once you click OK, the new payment or deduction will appear in the grid



To allocate a payment or deduction to an employee after it has been configured at Company
level:

8. Close the Configure Payments/Deductions screen

9. Double-click an employee’s name on the Selection Side Bar

10. Click their Pay Elements tab, then the Pay Deds tab

11. Click on the word <None> in the grid, and then click on the arrow which appears

The drop-down list shows all the Payments & Deductions which you created at company
level

12. Select the required Payment or Deduction and the rest  Pesensl TexaniPayfements [Paytethod ToDates Absence |
Of the row W||| be completed for you Salary & Rates | PayDeds | AED Pensions  Pension Refs  Laans

D s Name Standard Amoun

: <None:»

Eonus

13. In the Standard Amount column, enter the amount SR
Private Medical
you want to pay/deduct from the employee each pay s

“"|5alary Correction

period. (You may choose to leave the standard amount
blank and enter the amount on the Enter Variations
screen. This is useful if the amount to be paid/deducted differs every pay period)

ings
... \SE S Contra

14. When you are finished, click the Save button then Close, or use the arrows in the bottom
left to move to the next employee

For more detailed help on setting up Payments and Deductions, click the Help button or press
F1 on your keyboard.

Remember when setting up deductions (such as a Pension or CSA) mid-year, the

YTD amount entered should be negative

17
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Attachment of Earnings Orders, Pensions and Loans

The other pay elements; that is, the Attachment of Earnings Orders, Pensions and Loans, are
all set-up in a similar way to Payments and Deductions. (A Loan is a type of Payment and
Deduction, added to an employee on the Loans tab within their Pay Elements tab.)

1. First, set the pay element up at Company level by clicking on the Company tab then
clicking the Payments and Deductions button

2_ Select the correct pay element Company Pension Pay Reports Online filing HMRC Year-end Rollback

oie [R5 Ry
type from the drop-down . 3 u’{,{' ® ; j'j el ‘E .
Company Departments Holiday Global Payroll Payments & | Hourly
Details Setup Changes Calendar ||Deductions | Rates
3. Add the new pay element Company Settings ‘E Confila\{lrepayments&Dedud:ions
E Configure Attachment of Earnings Orders
4. Allocate the pay element to the ¥ | ConfigurePensions
g AEQ/Beneficiary Agency Details
relevant employees, on their — gt | Pension Fund Details

Pay Elements tab

Please note: Student Loans, like Salary, are set-up at employee level only and can be found
within Employee Details on the Loans tab of the Pay Elements tab. All you need to do is enter
a Start Date or tick Continue Student Loan and select the Plan Type. The software will make
all the correct calculations for you.

For more help with Pay Elements, click on the Help button on the relevant screen.

Remember when setting up deductions (such as a Pension or CSA) mid-year, the

YTD amount entered should be negative

Online filing

Much of the communication you need to do with HMRC is now done online. RIS Payroll
Business can send Starter Details and RTI via the Internet, and can also receive SL1, SL2, P6, P9,

and RTI notifications from HMRC and update the details of the employees concerned.

This section gives a brief overview of how online filing works. It is controlled via the Online Filing
tab.

& The first thing to do is to make sure you are registered with HVIRC for online filing. If
Online Filing

regmiation,  YOU aren't, there is a handy Online Filing Registration button on the Online Filing tab
which will take you straight to the relevant section of the HMRC website.
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Configure

;?j The next task is to configure IRIS Payroll Business to send and receive messages from
e HMRC. Click the Online Filing tab, and then on the Configure button.

The Company Details screen will open on the Online Services tab.

Bl Company Details * | As well as your Contact Details, you need to
Company ] HMEC | Bank Details  Opline Services | OpenSpace enter the Log In Details gIVen to you When
Use Default Settings . . .
,co,,.acmet;.s e you registered on the HMRC website. Click
Title Forename Sumame . . .
[ l 1 f | the Check button to see if your login details
EmailAddess | | work correctly with the Gateway.
~LogIn Details DOptions H
B ] oo Select how you want to Receive from
Passwod [ | | | e T HMRC. For details on what the options
Check || | RecaiveFromHMACMarualy -] mean, click the Help button on the bottom
~Part Submission RTI Submissions ————— H
Unique ID \:] Enable RTI Submissions v rlght Of the screen.
Enable RTI Yalidation v
Enable RTI Submissions is ticked
automatically and allows RTI to be sent to
ewkog || L || B0 || Government Gateway each pay period.
Receive

Click the Receive button to retrieve details of SL1, SL2, P6, P9, and RTI notifications from HMRC

and update the details of the employees concerned.

Process Mail

Click Process Mail to process the information received from HMRC. If you have opted to receive

automatically within Configure, you do not need to do this.

For more details on how the Online Filing process works, see the online Manual on the Help

tab or click the Help button on one of the Online Filing screens.
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Paying your employees
Once you have everything set-up, you are ready to run your first payroll.
The first step is to Enter Variations. However, you only need to Enter Variations for employees

whose pay details this period differs from the standards set-up in their Employee
Details. Otherwise, you can go straight to Calculate.

1. If you have more than one Pay Frequency, select the required Co.. 7 |Name N
. . Dutten, Kaye
Pay Frequency on the Selection Side Bar Eroun, Dou
Rushton, Graham
2. If you only need to Enter Variations for a few employees this i i

Jugovic, Adrianna

period, select those few by clicking their names on the Selection
Side Bar while holding down the CTRL key on your keyboard.
Enter Variations screens will then only open for the employees
you have highlighted in this way

Cross, Samantha
Akhtar, Hirishita
Malone, Michael
Craig, Mary

Wite ~ & b e L b

=
=1

3. Click the Pay tab and then the Enter Variations button

4. This is a fairly straight forward el
Sumame: Duman Codec 1 "
screen to complete. Any ‘ TS

Employes On Hold This Perior Bl Detsils

amounts which you have set-up = ) oy
in Employee Details will be ——— o o] || e w e

. Usa Motanal Pay for employer's pension .W\(nw 0 1% Week(s) = 000 Weeks:
there for you, but you can edit g - - = ——
them here if you need to, as = = o Z
well as add more

5. Click the Preview button to o e
open a screen showing the -

employee’s net pay and how it
will be calculated

6. Click Save to move onto the next employee or Close to finish entering variations

When you have finished entering all your variations for the current pay period, you need to
Calculate the payroll:

7. Click on the Pay tab then the Calculate button

The software will then calculate the pay for all employees except for those On Hold. (You
can put an employee On Hold in Employee Details on their Tax & NI tab, if you know
you aren't going to be paying them for a while.)

If you find you have made mistakes, or need to make changes, you can Enter Variations and
then Calculate again



At this stage, publish or print your payslips, create your BACS file, issue any P45s, print payroll
summaries etc., (see the Reporting section of this guide) then send your FPS and if required EPS.

8. Finally, select the Pay tab and click Finalise to close the pay period before you can move
on to the next

Reporting
IRIS Payroll Business provides all the statutory reports you need, as well as many reports you

might need internally. The reports we consider to be the most important are set-up for you
ready to print:

Payroll Summary

To print the Payroll Summary after calculating your payroll:

1. Click on the Reports tab

2. Select the Pay Frequency you want on the Selection Side Bar (if you have more than one
Pay Frequency set-up)

3. Click the Summary Reports button and then select Payroll Summary

The report will be sent to your screen initially and will be for the current period, i.e. the one you
have most recently calculated.

To print a hard copy:

4. Click the Print button in the bottom right of the window

You can also change the printer in the bottom left of the window

If you want to print for a different pay period, look at the top of the screen while the
current preview is still open

L i rdl T IRIS Payroll BusinessiE2.15.48 8 (0) Demonstration Company $2016/20178 [Print Report] il Report Options |\ o=
Employee Company Pension Pay Reports Online filing HMRC Year-end Rollback Help Report Options -8 X
I >
[weekno: | 10 2 @ % )
& Al Selected  Department/Code v ’ Employee Totals hd
|Month No:| 2 2 (@] |Year 2016/17 ~ Order Publish
Stationery
Selection Sort By Select Period Detail Level Order Stationery| OpenSpace

You will notice that the Ribbon is opened on a new Report Options tab, which only
appears when you are printing reports. The online Manual on the Help tab will detail all
of these options for you but the main features to notice are:

= The ability to select a different period (and print a historical report) in the Select
Period group

= The option to choose a different Detail Level, to show Company, Department or
Employee totals on the report
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Any time you change one of these options, the following message appears under the
Ribbon:

Information Your report options have changed, click the refresh button to regenerate the report based on these settings. Refresh...

You will need to click Refresh... before you will be able to print again.

Payslips

To print the Payslips after calculating your payroll:

1. Click on the Pay tab

2. Select the Pay Frequency you want on the Selection Side Bar (if you have more than one
Pay Frequency set-up)

3. Click the Print Payslips button

4. Select your payslip report (see the Report Manager section for details on selecting a
different type of payslip

The report will be sent to your screen initially, and will be for the current period, i.e. the
one you have most recently calculated

(s Laser Paysip ) Ferdes Oplire

M 4 tofte b M om [[[l00% <] Totekt2 100w 12012 [’“M—:
To-Dates on Payslip
Gross Pay on Payslip
| Taxable
Cashier NH897237A A 1000L wo ly Rate Printed
300450
300450 ¥ 3750 Cashier Addtional Options
254.40 V Display Holiday Remaining
V Payslip Display Items

W Print Zero Net Payslips
" Print Unpublished Paysiips

Demonstration Company 1:  MsKaye Dutton 04/062014

0.00
195.30
22455

3004.50

0.00
0.00
0.00
750.00

0.00
0.00

26.00

Actions
[Pr‘ma‘HPLaserJetPZoﬁ ~ | copies[ 1 4 Margins print ‘ Export H Email H Close H Help ll

There are several options available on the top right of the window. These enable you to
add or remove a Message, To-Date values (of Pensions, or AEOs, for example), Holiday
Remaining, and Display Items (such as Employers Pension).
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To print hard copies:

5. Change the printer in the bottom left of the window if you need to (it will be set to the
Windows Default Printer)

6. Click the Print button in the bottom right of the window

: H ¢ RIS Payroll Business - 2.17.65 - (0) Demonstration Company - 2017/201% - [Print Repart] | Report Options
If you want to prlnt for a dlfferent pay TIJ Employee  Company  Pension Pay  Reports  Onlinefiing  HMRC  Yearend  Rollback  Help | Report Options
period, look at the top of the screen I = [C s Bl o
[Month Ne: |Year: 2017/18 s(f“vs:;’y Publish Publish
Whlle the cu rrent prevlew |s Stl” open' Selection Sort By Select Period Order Stationery | OpenPayslips || Openspace

You will notice that the Ribbon is opened on a new Report Options tab, which only appears
when you are printing reports. The online Manual on the Help tab will detail all of these options
for you, but the main features to notice are:

B The ability to select a different period (and print a historical report) in the Select Period

group
B The option to choose a different category to Sort By, sorting the payslips into Employee
Code, Name, Department/Code or Department/Name order

Any time you change one of these options, the following message appears under the Ribbon:

Information Your report options have changed, click the refresh button to regenerate the report based on these settings. Refresh...

You will need to click Refresh... before you will be able to print again.



Month end Summary

This report will be automatically generated for you at the | Finalise Payroll

appropriate time. Once you have finalised all of the pay periods 2)  Doyouwishto perform morih end p

within a tax month, you will see this message: o —

1. Ifyou are ready to do the month-end, click Yes

IRIS Payroll Business will then complete all of the month-end calculations and show the
Month End Summary figures on screen.

0 Month End Summary (==
Gross =
Statutory Statutory Shared Statutory
erioq | Income [Student Net i maternity |MIC paternity |MIC parentsl |MIC Adaption | MIC Employment | Tota!
=i Tax oan neame Pay (SMP) Pay (SPP) Pay (ShPP) pe Pay (SAP) e Allowance Simpinl|
deductions | Tax ons | P2Y BIE) on sMp oY el |onseR roy e |onshee PRy CRE) |onsar from NIC:
Tritial 0,00 .00 0,00 9,50 .00 0,00 .00 .00 9,50 .00 0,00 9,50 ©.60 o
Figures
6 April o0 5 | 10062.31 50.00  10152.31 6874.74  460.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00]  3000.00 34600
May -
Month 1
6Maytos | 813101 72.00 826301 824681  133.40 0.00 0.00, 0.00 0.00 0.00, 0.00 0.00 000 133.
June -
Month 2
6Juneto 5 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 o
July -
Month 3
63y to'5 0.00 0.00 0.00 0.00 0.00 0.00 0.00, 0.00 0.00 0.00, 0.00 0.00 0.00 ol
Aug -
Month 4
6Aug oS 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 o
Sept -
Month 5
6Septto 5 0.00 0.00 0.00 0.00 0.00 0.00 0.00, 0.00 0.00 0.00, 0.00 0.00 0.00 ol
Qact -
Mnth &
Total 1925332 | 162,00 | 19415.32 | 15121.55 | 59340 0.00 0.00 0.00 0.00 0.00 0.00 0.00 | 3000.00 | 3593.4C
< >
Total Statutary funding received from HVRC  (22) 0.00 Incentive payment received  (28) 0.00  Deductions made from Subcontractars (25} 0.00
Advance received from HMRC to refund Tax (7) 0.00 CIS Deductons Suffered (30) 0.00
prntentrend | [ ermteso | [ swtewy | s

2. Click the Print Month-end button for a hard copy of the report
3. Check the figures on the P30 screen
4. Click the Print P30 button for a hard copy of the yearly report

5. Click Close when you are finished

Please note: If you are starting to use IRIS Payroll Business mid tax year, you should

enter your month end figures to date in the Initial Figures row located at the top of the

screen. Click the Help button on the screen for more guidance.

Reports tab

The Reports tab on the Ribbon contains the Report Manager, Custom Reports, Configure
Favourites, Print Favourites, and buttons for each category of report available to print.

?f"*‘, 7 IRIS Payroll Business'=2.15.48 = (0) Demonstration Company = 2016/2017

Employee Company Pension Pay Repmﬁh Online filing HMRC Year-end Rollback Help

EErr

Print Summary Multi Employee Company Year-end Other Print  Configure | Report Custom

Payslips Reports ~ Period Reports - Reports ~ Reports ~ Reports ~ || Favourites Favourites | Manager Reports
Available Reports Favourites Manage
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Report Manager

IRIS Payroll Business has several reports set-up for you by default. You can find these on the Pay
tab, under Favourite Reports and Print Payslips, and on the Year-end tab. The Report
Manager is where you can find further, more detailed reports.

To open the Report Manager:
1. Click on the Reports tab
2. Click on the Report Manager button

3. Reports you select here will be added to the buttons on the Reports tab

el e Teecnd Srpers
[ 23w Srmary Sy s
Porie 3 Pzect wrmary
1 ~— 1 o £t Summary
e — MO & Lown Survmary By bagho.
>4

Migte Company Sporg
Rty

i NG Saport Seme
—— e - - ] Prrte N

— \ N == SotOrde

All you need to do is:

4. Browse the Categories in the top left by clicking on each one - the reports will appear in
the Available Reports window underneath

5. Click on the report you are interested in and a sample of it will appear in the centre of the
screen

6. When you find a report you want to add, click on it and drag it across to the list of
currently selected reports of that type on the right of the screen then Save

7. The report will now appear on the appropriate Button on the Reports tab of the Ribbon

To remove a report from a tab or button:

8. Click on the report name on the right of the Report Manager screen

9. Click on the left-pointing arrow
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Report Buttons

Any reports selected in the Report Manager are added to the relevant Button on the Reports
tab. Click a Button to see a drop-down list of currently selected reports in that category. The
report buttons are Print Payslips, Summary Reports, Multi Period, Employee Reports,
Company Reports, Year End Reports, and Other Reports.

Favourite Reports & Custom Reports

In IRIS Payroll Business, you can set-up Favourite Reports; reports that you use regularly. Once
configured, these reports can be printed from the Print Favourites button on the Reports tab.
Alternatively, the reports can be printed from the Favourite Reports button on the Pay tab.

Custom Reports allows you to have your reports added to IRIS Payroll Business that can be
printed from the Reports tab. IRIS Payroll Business Support can create bespoke reports for you,

to discuss your requirements contact our Support Team.

For more information on Favourite Reports and Custom Reports please see the IRIS Payroll
Business Manual which can be accessed from the Help tab.



Creating departments

This section describes how to set-up company Departments if needed, and how to allocate

employees to a Department.

To set-up your departments:

_

6.

Select the Company tab

Choose the Departments button

Click Add New

Type the department name directly into
the Department Name grid

The Dept Location and Dept Notes

m Configure Departments

Na Department Mame

Lelete

s

Save

boxes can be completed, but are purely for your information

Click Save then Add New to add the next department

When you're finished, click OK

To allocate an employee to a Department:

7. Double-click the employee

name on the Selection
Side Bar to open their
details. Department is on
the Personal tab

Use the drop-down arrow
to see the list of
Departments you have
set-up, and click to select
the one you want

When you are finished,
click the Save button, and
then Close, or use the

arrows in the bottom left to move to the next employee

oK
- b ‘ Help ‘
[ 11] Employee Details - Dutton Kaye (1) x
§
Suname B ot
Forename 1 Departmert
Personal | Tax &NI PayElements PayMethod To-Dates Absence Notes
Additional Emplopee Information Cantact Information ¢ Employment Infarmation ————————————————
Crurnpsall
K "
mmnas [l e M ER Depatment Cashier I
Gender County [Uied Kngdon <] | | AccountBom gy -
Marital Status TelNo 0161 205 4152 Date Started 12/01/1989 ﬂ
DOB 23051568 | || Mobie Mo 07736 195624 Date Left |:| Ll
Fassport No l:l Email 2a@hb.co.uk Howrs Worked Per [0 30,00 frs or more |~
Week
st |ms: u Bl Save Cose Heb
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Configuring holidays
This section describes how to set-up a default holiday allowance within your company, if needed,

and how to allocate that allowance to employees.

To set-up a default holiday allowance for your company:

1.

2.

6.

Click on the Company tab B Holiday Set-Up

Default Allowance

Click the Holiday Set-up button

Select the type of holiday allowance you Dl Hola Alormnce &
want from the drop-down, which currently
At a Rate of Per Day

says Days. Choices are Hours, Days, Weeks
and Months Cairy Over Entitlement

If you have a standard pay rate for Holidays

enter it here, otherwise you can leave it at Rieset Holdays

Eancel_ | | Help -

Zero

Enter a Carry Over Entitlement. This is the maximum amount of holiday your employees
can carry over into the new holiday year. When you click Reset Holidays on this screen,
IRIS Payroll Business will carry over any holiday left, but only up to this maximum amount

Click OK to close the screen and save your changes

Holiday information entered here will be added by default to each new employee you create. It

will not apply to any existing employees - you will need to update those manually by opening the

individual's details.

To amend an existing employee’s default holiday details:

. M employee Details - Dutton Kaye (1) x
Double-click the employee name on .

. . . Suiname |Dution | Code [ ] \‘;
the Selection Side Bar to open their ‘ S e [ ‘ :
detaI|S Personal Tax &NI Pay Elements PayMethod To-Dates {ADSENce | Hotes

SSP Qualiying Days

! Monday

V| Tuesday

V| Wednesday

v Thusday

| Fiiday
Saturday

Click on their Absence tab

Enter the correct details and click
Save then Close

Sunday

w
o

s maf ] [>2]




The Payroll Cycle
We recommend that you think of payroll as a cycle, which consists of steps like those described
in this guide.

This diagram provides you with a basic summary of the steps you need to complete in each
cycle.

o

Make any
required changes

at company level P —
(e.g. to pay
h Vments) }
Create new
Send EPS, if ) employees &

necessary edit existing

employee details

Print summaries
and payslips

(ate BACS file

There may be slight differences in your further payrolls, for example:

B You may not have any new employees to add but you may need to edit the details of
existing employees

B Before finalising, you may need to make changes to employees and recalculate the
payroll. You would then need to reprint reports etc.

B Ifyou have an accounts system, you will need to Post Journal before you finalise the
period

B Once you have finalised all of the pay periods within a tax month, you will need to do the
Month end processing

It is a good idea to create your workflow chart, enabling you to tick off each step as you go.

29
IRIS. Look forward



There are other steps to the payroll process that this guide hasn’t covered, including issuing P45s
as well as calculating and paying Statutory Payments. These things are covered in the online
Manual. You can find this on the Help tab.

Alternatively, if you need some help with a particular screen, click the Help button which you can
find on most screens, or press the F1 key on your keyboard, to open the Manual directly on the
correct topic.

If you encounter any difficulties, please visit http://www.iris.co.uk/support/contact-support/.
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http://www.iris.co.uk/support/contact-support/

Useful numbers

HMRC online service helpdesk HMRC employer helpline

Tel: 0300 200 3600 Tel: 0300 200 3200
Fax: 0844 366 7828
Email: helpdesk@ir-efile.gov.uk

Tel: 0300 200 3211 (new business)

Contact Sales (including stationery sales)

For IRIS Payrolls For Earnie Payrolls For IRIS Payroll Professional

Tel: 0344 815 5656 Tel: 0344 815 5676 Tel: 0345 057 3708

Email: sales@iris.co.uk Email: earniesales@iris.co.uk Email: payrollsales@iris.co.uk
Contact Support

Your Product Phone E-mail

IRIS PAYE-Master 0344 815 5661 payroll@iris.co.uk

IRIS Payroll Business 0344 815 5661 ipsupport@iris.co.uk

IRIS Bureau Payroll 0344 815 5661 ipsupport@iris.co.uk

IRIS GP Payroll 0344 815 5681 gpsupport@iris.co.uk

IRIS GP Accounts 0344 815 5681 gpaccsupport@iris.co.uk

Earnie or Earnie 1Q 0344 815 5671 earniesupport@iris.co.uk

IRIS Payroll Professional (formerly Star) | 01273 715300 payroll-support@iris.co.uk

IRIS is a trademark.
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