JIRIS

Employee Rollback Guide

Undoing multiple payroll periods



JIRIS

Your software has the ability to reverse an employees pay over multiple pay
periods. This allows you to make corrections or adjustments for a single
employee without affecting the rest of your payroll. Your software allows you
to undo the last pay period via Payroll > Undo Payroll however if you need to
undo further periods you must follow this procedure.
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Step 1: Back up your current data.

JIRIS

Before changing any pay records go to File > Back-up & Restore > Back-up
Company Data and create a back-up of your current payroll data.

File | Company Employee Pension Payroll Reports  Online Services  Extensions 1

Alter Password

Change Payroll Date
Back-up & Restore

Import Data
Export Data

Printer Set-up
Print Tax/MI/Pension Rates

Operator Preferences

Use Last Year's Company Data

Exit

Return to Log-in

Ctrl+F4

£ &E&EE

Back-up Company Data
Back-up Reports

Restore Company Data
Restore Reports

Step 2: Enable Employee Debug

Before you begin, you must configure your software to allow rollback. This will
need to be enabled for each company and once set will only need to be done

once.

Company | Employee  Pension  Payroll  Reports

Click on the Company menu and select

Alter Company Options
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Click on the Menus tab and tick the

Show ‘Debug’ option.

Step 3: Check the employee history

JIRIS
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v Skow Debug Ogtid
[~ Show Remove Enplopes’
o | Cancel |

Before starting the employee rollback you need to check the periods already
processed. You can also use this screen to see at a glance what has already

been undone.

Click Extensions > Pay History > View History Table. Select the employee to

view the history table.
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In this example Frank Feelgood has been processed up to month 6, you are
going to rollback to tax month 4.
Therefore you will need to debug and undo months 6, 5 and 4 sequentially.

Step 4: Undo the current period

Click on Payroll and then Undo Payroll Payroll | Reports  Online Services
Do/Redo Payrall

Undo Payroll

Day Book View

Spreadsheet Import »

Select the period [ ] Select Employees - Undo Payroll

Employee Type & Period
In this example we are starting with month

6.
Tick the appropriate option, weekly or Moty M MonthNo | B )
monthly, and set the period number using
the arrow buttons.

™ WeskNo [14 —

To select the employee, click on the button ~ Tall. You will then see your list of
employees:

[] Selected Employees ﬁ

Find the employee in | SortBy: |Code |
the list and click to oo " Deomtrant -~
highlight them. Click > e s

3 LOMGSTAFF, Henmy b aternity
OK. 4 QGILYY, Lucinda b aternity

v GQUIMM, Lynne Meurology

2 FEELGOOD, Frank Pzychiatry

11 ZHIMAGD, Clarence b aternity

13 JECEYLL, Bart M artuary

15 HY'DE, Beatrice M artuary

16 LIVIMGSTOME, Albert Paychiatmy

19 STAEBE, Harmy Meurology I

20 FRAMKEMSTEIM, Farrah Faychiatmy -

—[10 Employeesz]
oK Cancel
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You should now see the correct - 5=l ze o Cilies
employee in the “Selection Critria” list Fid | Condiion | D atai =
MName - FEELGOOD, Frank

. . . r §
After clicking OK you will be 7] Undo Payroll X
prompted to confirm the ) — Employees eligible to be undone
employee(s) you are looking to

Code M arme
reverse.
q FEELGOOD Frark

Click Undo to complete the process.
Once complete you will see a similar
screen confirming your actions.
Click OK to continue.

[1] Emplovesz) Can be reversed

Step 5: Change employee debug

To be able to undo an employee for a further period we must change the
employee debug.

WARNING: Only change the field outlined below unless advised by IRIS
support. If you change other fields within the employee debug you can cause
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problems with the selected employee that may not be apparent for some time.
Please ensure you have a backup before proceeding.

Click on Tools and select Employee [SBE- Yeor-cnd—Help
Debug. ¥ Toolbar
Select the employee. v | Status Bar

v | Sidebar

Reset Company Statistics
Rebuild Data File
Quick Calculators

Global Changes

Employee Debug (Intex Only)

["] Employee Debug - FEELGOOD, Frank )
General l Bates l Pay/Deds
Field Description Current Y alue Mew Value el
FPay tethod 2
FPay Period b
Payment After Leaving |
| Presiom Frnd nl .
Period Last Paid 2013105
Fenod Fad Up o U
Fost Code WA ATT
Prew Emplovment Sickness Week, ]
Previouz Employment Groszs Q.00 -
Prevvious Employment Grogs Last™ Q.00
Previouz Employment T ax Q.00
Prevvious Employment Tax Paid La Q.00 -
Clear Fiow | ok | Cancel |

The value we need to alter is Period last paid.This value determines when the
employee was last paid in the tax year. In the example above we have 2013105
which breaks down like so:

2013 - Sets the tax year 2013/14 (eg. 2010 would indicate 2010/11 tax year)

1 - Sets the pay frequency; 1=Monthly, O=weekly (Inc. 2-weekly and 4-
weekly)
05 - Sets the period (month or week) in this example month 5 (August)
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This value dictates which period we can undo and should be set to the period
before the one we need to undo.

Example:

We have already undone Frank for month 6 in step 4. As we had not closed
month 6 or began work on month 7 we could undo the employee without
needing to debug. Now we want to move on to undo month 5 we must first
debug the employee. We would need to enter 2013104 in the new value
column

2013 -Taxyear 13/14
1 - Monthly employee
04 -Month4

Type this in the “New Value” column

[~] Employee Debug - FEELGOOD, Frank S|

General l Bates ] Pay/Deds l

Field Description Current ' alue Mew VWalue Al
FPay tethod 2
FPay Period b
FPaprment After Leaving |
Penzion Fund 1]
Period Lazt Paid 203105 203104
Period Paid Up Tao 2305
Fozt Code WA ATT
Prew Employment Sickness Week, ]
Previouz Employment Grogzs Q.00 —
Prevviouz Employment Grogzs Last™ Q.00
Previouz Employment T ax Q.00
Prevviouz Employment Tax Paid La Q.00 -
Clear Fiow | k. Cancel |

Clic
k OK and OK again to confirm the changes.

Step 6: Undo the period

Now we have used the debug to re open month 5 for the employee we can go
to Payroll >Undo Payroll and undo month No. 5.
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If you then need to undo further periods we need to repeat the process, Go to
Tools > Employee Debug > Select Employee > Set Period Last Paid to re open
period > OK to apply changes >go to Payroll > Undo Payroll.

In this example we would set the period last paid value to 2013103. This will
reopen month number 4. Once applied we can then go and undo month 4.

Step 7: Re run the payroll

We are now ready to re-run the payroll for the employee. You can check the
periods that have been reversed by going to Extensions > Pay History > View
History Table. Select the employee, the periods we have reversed should show
in yellow.

[7] History Table - FEELGOQD, F. A, =
Search in |Em|:u|u:u_l,lee Code j
For |
—  Month— —'Week .
Code Surmame Forename [ 113 25 37 49 Ml Avaiable

— 2 14 26 38 50 E—

1 DUNSTON Amold L 715 27 79 51 B

2 ATKINSON Helen 1 4 16 28 40 52| | [ Undone

3 LOMGSTAFF Henry 5 5 17129 41 53

4 0GILVY Lucinda o E 18/30 42 54

5 PETERSOM F alph 7 719/ 31 43 56

B TavLOR A 5 a o0 32 44 20132014 =

7 QLINA Lyrine q 9213345

g FEELGOOD Frank - 10 1022 24 45

9 EROADBEMT Termy 5 11 11 23 35 47

10 JACKSOM Florence L] 12 12124 36 48

Pay Details Cancel

Change the payroll date, in this example we need the pay date from month 4.
Go to File > Change Payroll date. Reset your pay date and click OK to continue.

To pay the employee click on Pay > Do/Redo Payroll select the employee by
clicking on the select employee icon and selecting the employee.

Process the pay as normal for this employee.
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Once you have processed the payroll you will need to reprint all your reports
for that period, including Payslips, payroll reports and your Month end
summary. If there is a difference to your payment due to HMRC you can make
the adjustment with your next payment.

There may also be differences with the employee’s net pay. This will also need
to be adjusted and payslips reprinted for the period’s run.

Step 8: Reprint reports

If you need to re-run more than one period you will need to change the payroll
date and process the employee back up to date.
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