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JIR

Getting Started Tutorial - The
Payroll Cycle

The Getting Started Tutorials are designed to guide you through common payroll tasks using step

by step instructions.

Information and guidance contained in this document may differ if you have RTIl enabled. If you
have RTIl enabled, please refer to your RTI Guide.

Remember there is a Help button on most screens, which will always give assistance specific to
that task.

In these tutorials we assume that RTl is enabled and that the Ribbon is fully expanded, (i.e., taking

up the whole of your screen) so you should be able to see the buttons and groups in full.
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Use the Demonstration Company

You will be using the Demonstration Company for this tutorial.
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We recommend you always think of payroll as a cycle, which consists of steps like those described
in the ‘Getting Started Guide’.

The Payroll Cycle

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

Make any
required
changes at
company

level (e.g. to
pay
Send EPS, if elements)
necessary

Create new
employees &
edit existing
employee

details

-

Finalise Variations

- v

Calculate

> -

Print
Issue P45s summaries

and payslips

Create BACS
Post Journal . file

In this tutorial you will go through a payroll cycle in the Demonstration Company.
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Company level changes =

Filter

-
The first stage in the payroll cycle is | [Emm—
to make any required changes at
Company level. These may be, for Code 7 |Name |

1 Dutton, Kaye

example, new payments or ol
deductions, new rates of pay or e

overtime factors, changes to bank account details or a new holiday set up.
Create new employees and edit employee details

Next, you might need to add new starters to the payroll. See the ‘Create New Employee’ tutorial
on the Getting Started tab, for details. This is also the stage where you need to make changes to
existing employees, such as changes to their personal details or to their pay elements. See the
‘Configuring Pay Elements’ tutorial for further information.

Enter Variations

Each employee has their standard pay set up in the Pay Elements section of their Employee
Details screen. You only need to Enter Variations for those employees whose pay in a period is

different from the standard set up.
Here is an example of how to Enter Variations.

These are the details of the variations you are going to enter. Use this information to complete

each tab as required.

Pay Variations - Week 10

Employee No

and Name
1 Dutton, Kaye Bonus = £100
2 Brown, Dawn OVERTIME 15 hours @

Cashier Rate with factor
time and a half

3 Rushton, Graham Zero hours

B On the Selection Side Bar, in the Filter section, click the drop down arrow next to Pay

Frequency, and select Weekly
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B With the mouse, left-click on 1 Dutton, Kaye to highlight her name,

77| Emptoyees
press and hold down the CTRL key on your keyboard, and then left- =~
click on 2 Brown, Dawn and 3 Rushton, Graham. This should leave | 2"
three employees highlighted el
. . . Code # MName
Please note: You can also use this method of selecting various a ‘Dm\m |
. . . 2 Brown, Dawn
employees for other functions such as printing reports 3, o )
4 Gold, Susan
5 Helmrich, Hugh
[ Jugovic, Adrianna

m Click the Pay tab then the Enter Variations button

B This opens the Enter R st v :
Variations for Week 10 ‘ ":"““.,, S L
screen, for Kaye Dutton . AT = s ——

i ‘ e mmme H i oo

/| Hourly Rates | £/hor | Hous | Overtne Foctors | Topay |

Cachier 68800 57,50 Basic 305
4 Cashier 56600 0.00 Overtme 0.00
or

D Payedniame Standard Temporary. il Type

LBonus 000 000 0.00 Payment
2 Expenses. 000 0.00 0.00 Payment
16 Counci Tax i 000 0.00 000 Counci Tax
20 Admin Fee 000 0.00 0.00 AdinFee

ESlES o [ e ([ e |[ o [ me |

B You need to enter a Bonus for Kaye this week; everything else remains the same as in her
Employee Details. The Payments and Deductions section is on the bottom third of the
screen.

B As Kaye already has Bonus set up within her Employee Details, it is already present on
the screen, but with a zero Standard.

m Click in the Temporary box in the grid next to Bonus and enter 100

D/ | Pay/Ded Name: Standard Temgacary Yo

[ tpoms 0.00 10006 0.00 Payment
2 Expenses. 0.00 u.a% ©.00 Payment
16 Councl Tax 0.00 0.00 000 Counl Tax
20 Admin Fee 0.00. 0.00 10.00 Admin Fee

m Click Save to save the variations and move to the next employee, Dawn Brown

B You need to enter some overtime for Dawn this week; everything else remains the same as
in her Employee Details. The Hourly Rates section is in the middle third of the screen

m Click on the word <None> in the grid and a list of the available Hourly Rates set up at

Company level will drop down

m #

Hourly Ristes. | £ | Hour

4 Cashier £.6E00
<hone>
Basic

Manager
Sales Assistant
"Cachier
Security

m Select Cashier from the list
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B The normal £/Hour of 6.68 appears in the next column. Click in the Hours box next to that
and enter 15

m ¢ Hously Rates £ [ Hour Hours |
4 Cashier 6.6800 54.00 Ba
[ 4 Cashier 6.6800 15.0000
<None >

B The next column along is Overtime Factors, which is currently displaying Overtime. Click
in the box, then on the drop down arrow and select Time & Half from the list

Hors | Chver time Factors
54,00 Basic
15.00 Orvertime =

Time: & Quarter
Time & Half
Bouble Tme

B The final column, To Pay, should now show 150.30

Hourg: Dvertime Factors | To Pay

54,00 Basic %0.72
15.00 Time & Half 150.30

B Click Save and the Enter Variations screen for Graham Rushton will open
B All you need to do here is zero Graham'’s standard hours, so in the Hourly Rates section,
click in the Hours column next to the rate Cleaner, and enter 0.

D Hourly Rates £/ Hour Hours

6. Cleaner 6.5000 0-Basic
6 Cleaner 6.5000 0. vertir
<None>

B The final column, To Pay should now show 0.00

Hours QOvertime Factors ToPay

0.00:Basic 0.00
0.00i0vertime 0.00;

m Click Save and the Enter Variations screen will close
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When you have finished entering all of your variations for the current pay period, you need to

Calculate the payroll. Without performing Calculate, the remaining payroll functions may not be

available.

m Select the required Pay Frequency on the Selection Side Bar (for this tutorial, choose

Weekly)

m Click on the Pay tab and then the Calculate button

B The software then calculates the pay for all employees (on the selected pay frequency)

except for anyone 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.)

B For the purposes of this tutorial, we have created anomalies, in order to demonstrate what

you need to do in this situation

B You should now see the following message on the

screen:

m Click OK, and then click on the Work Pad tab
on the right of the screen. The Work Pad
slides out

B You will see that in the Payroll Anomalies
section, two employees are listed

m Click the Print Anomalies hyperlink
underneath that section and the Anomaly
Report will be sent to the screen, detailing
what the system thinks are the problems with
those employees. This allows you to make
any amendments you might need.

Calculate Payroll x

1 Anomalies have been found. To view anomalies, select Work Pad
AL 3nd cick ether the View Anomaly or Print Anomalies Inks.

Payrall Status
| Frequency Pay Date |Perlodl.ulcdu.hmd Pericd Last Finalised
| Weekdy 08/06/2011 0 9
2\Weeky
Areeky
Merithiy 25/06(2011 2 2
Payrall Dates Payroll Anomalies
1 AugustIoil  k Code Employee
MTWTEFES S 2 Dawn Brown
1(2]3 456 7 3 Graham Rushion
4 9 10111213 14
15 16 17 18 19 20 21
eyt ]
23031 +
: ¢ H =
Month End Vrw Anpmaly H'Tntﬁmngs
L
| Mt | FobalPim | Pt foe -

Sometimes anomalies can be caused by perfectly valid situations and can safely be

ignored.

Please note: If you find you have made mistakes, or just need to make changes, you can

Enter Variations and then Calculate again
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Print Summaries and Payslips

The next stage is to print your payroll summaries, ensure your figures are correct and then print

your payslips.

To print the Payroll Summary:

Click on the Pay tab

On the Selection Side Bar, click on the Pay Frequency drop down and select Weekly
Click the Print Summaries button

Select Payroll Summary from the list

The Payroll Summary Pages 1 and 2 will be sent to the screen. To send them to the printer,
click on the Print button in the bottom right

Click Close

As this tutorial is using the Demonstration Company, there are other employees included

in the report, but in a normal situation you would now check those figures

To print Payslips:

Click on the Pay tab

On the Selection Side Bar, click on the Pay Frequency drop down and select Weekly
Click the Print Payslips button

The Payslips will be sent to the screen. (The default payslip report is IRIS Payslip - Laser
with Address. You can change the payslip report in use via the Report Manager. See the
online Manual on the Help tab for more details)

To send the payslips to the printer, click on the Print button in the bottom right

Click Close
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If you pay your employees by BACS you can use the Create BACS File button to view or printa

Create BACS file

BACS Schedule report and create the output file. The printed schedule and the output file are

created at the same time.
To set up the BACS report:

B You first need to select the BACS file you are going to create. You should only need to set
this up once
m Click on the Reports tab, and select Reports Manager

Categories:

B From the list of Categories on the top left, select BACS/Payments Peysin
sommary L

Company
Other

B The list of available BACS reports will appear underneath the
Categories. At this stage you would choose your own BACS software, click on the report
name on the left and drag it across to the Selected Reports section on the right of the

screen

Year-ena

otner

Bratae
by
Apany

oy

I

ot

m Click Save then Close

To create the BACS report and file:

B Select the required Pay Frequency on the Selection Side Bar (for this tutorial, choose

Weekly) —

Filter
Bay Frequency: \Weekly |

<)
—

Flagged:

m Click on the Pay tab, then the Create BACS File button
B The BACS Payment schedule will be sent to the screen

Please note: At the same time as the report is sent to the screen, the BACS file is created
in the folder where you installed the software, for example, C:\PROGRAM FILES\IRIS
SOFTWARE. You will need to direct your BACS software to pick up the file from that

location

m Click Print for a hard copy
m Click Close to close the print preview

Please note: At this point you can still Enter Variations and Calculate if you find you need
to, but you will need to reprint your reports and payslips afterwards
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At this stage you would post your journal, if your system is linked to Accounts software. For further

Post Journal

details on configuring an accounts link and posting a journal, see the online Manual on the Help

tab.

Issue P45s
If you have any leavers you need to issue P45s now.

You are going to make Graham Rushton a leaver:

m Click on 3 Rushton, Graham in the Selection Side Bar to highlight his name
m Click on the Employee tab then P45 Leaver

&

CRE DL WLBBN @]

Add New Starter _ Email NI Todate Alter Default | Diary SMP OSPP ASPP  SAP P45 |Restore
Employee Details Employee Adjustment History - To-dates Employee || Entry L:q‘:?r Leaver
Employee Actions Employee Absence eavers

B Graham's details appear on the screen

m Issue P45 for - Rushton, G. J. b 4
Code I 3
Sumame IHUSthH
First Mame(s] |GrahamJnhn
Print
Department |E|eamng I}
NI Hurnber IMA45B43&A _QK
LCancel
Paidupto [wesk 3 Leaving Date 137022014 7|
[ b |

The leave date cannot be betore B April 2008 or more than 30 days in
the future

B Ifyou are satisified with these details, click Print to view the P45 Part 1
B On the print preview screen, click Print then OK to print the form, then click Close
B The Issue P45 screen will still be visible. Click OK.
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Your first FPS will contain all current employees in the company, plus any employees paid during

Send an FPS

the tax year that have since left, that is, all employees that would normally have a P14 printed.
Each subsequent FPS will generally only include employees paid in any period.

- C|ICk On the 'On“ne SerViceS' tab IIFUH Payment Submission for 2014/2015 x
This is the first Full Payment Submission
m Select 'Send Full Payment Submission’ e Pennd
H Enter ‘Pay Period’
B Who to include should display ‘All' unless you are —
. . P . r . Subrmission Type
resending for an individual (See RTI Guide - ‘What if | | |, e e
) , Reason For Late Repotting | Nane -
make a mistake’)
o . Code ‘ Surmame ‘ Farename |
H Submission Type should show Live
m Click ‘Next'
B Check the figures on the Final Confirmation screen
m Ifrequired, click ‘Print Summary’ or ‘Print Details’.
Print Summary will give a report showing the totals
due. Print Details will give a breakdown of all i | it e orm o
em ployees M Full Payment Submission - Final Confirmation - Month 2 2014/2015 x

This is the first Full Payment Submission

m Click ‘Send’

~Full Payment Submission

Employees paid in Manth 2 Month 2 Totals
New Emplayess Tax 572564
Curert Emplayees Employees NI 243759
Employers NI 316614

Student Loan 0.00

Leavers

@ = @ o

Total

Summary
Number of employees included in the: submission and paid in Month 2 8
Number of employees included in the submission but not paid in Month 2 12

Total Humber of emplopees inchaded in the submission 20

Fleason For Late Reporting
=

Print Surnmary | | Print Detaile | 7 Back f Send

‘ Close |

Hep |

Finalise

This is the last, essential stage of the payroll cycle. When you are satisfied that the figures for
the pay period are correct, you must Finalise before you can begin processing the next pay
period.

To Finalise week 10 in the Demonstration Company:

B Select the required Pay Frequency on the Selection Side Bar (for this tutorial, choose
Weekly)
m Click on the Pay tab and then the Finalise button

Finalisa Payroll

B The following message is displayed:
m Click Yes

Ie Are you sure you want to fnakise the payrol for week 107

Yes | Mo
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B When the Finalise process is finished, this final message appears:  [Fnai payral x

\1) Finalise completed successfully!

OK

B Click OK, and the system is ready for you to begin the payroll cycle for the next pay period

Please note: Once you have finalised all of the pay periods within a tax month, you will
see a message on the screen informing you to do the Month end processing

Send an EPS

If there are any changes to the payment HMRC are expecting, you need to send an Employer
Payment Summary. For example, you are paying an employee SMP so you have reduced the
payment to HMRC by the SMP Recovered amount and by the Compensation amount if your client
is a small employer, or because no employees were paid in the current month.

You can send the Employer Payment Summary as part of the Month End Summary process or

separately via the Employment Payment Summary

m Click on the ‘Online Services' tab and

m Employer Payment Summary 2014/2015 x
se | ect ’Send E m ployer Payment Last month a successful Emploper Payment Summary was made is May
~Submizsion
Summa ry’ Morth May - Submissian Type
B Select the relevant ‘Month’ o Paymerts Dus ———
® Submission Type should show Live . T
m If you are submitting an EPS because no
No Employees will be paid in Future Months
employees were paid in the current Dasfiom | ¢/ |  Dasla -
month, tick the appropriate box and il Py For e
Final Employer Payment Summarny for vear
enter the Date From and Date To PG Er e ]

Fedig [ Mew || Dmss || He |

The Date From and Date To fields are

based on the HMRC tax calendar i.e. 6% of the current month to the 5 of the following

month. For example,

= for a monthly payroll for April you would enter 6™ April 2014 in Date From and 5" May
2014 in Date To

= For a quarterly payroll for June you would enter 6" April 2014 in Date From and 5
July 2014 in Date To

m Click ‘Next'

11
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B The next screen shows the year to date amounts for each month, as required for the EPS.
The Current Month row contains the amounts which have been calculated for this month.
These will be added to the year to date values and submitted **

I Employer Payment Summary May 2014/2015 Live submission x

Al values displayed in this table show the year to date values requied for the Emploer Payment Summary - except the Curent Month row.

Date sent. SMPRec |SMPComp

Current Month| S50, 0.00] 0.00 0.00] 0.00 0.00] 0.00) 0.00] 00
Apri 18/12/2013 376,00, (X0 .60 (X .60 (X .60, 0.0 0.00[ [
May 18/12/2013 63000, 0.00) 0.00 0.00) 0.00 0.00) 0.00 0.00) 0.00[5

June 0.00 0.00 0.00 0.00) 0.00 0.00) 0.00) 0.00 0.00[0
0.00 0.00) 0.00 0.00) 0.0 0.00) 0.00) 0.00) 0000

OSPPRec  [OSPPComp |ASPPRec  |ASPPComp |SAPRec  [SAPComp  |CISSuf

]
]
0.00 0.00) 0.00 0.00) 0.00 0.00) .00 0.00) 0000
0.00 0.00) 0.00 0.00) 0.00 0.00) .00 0.00) 0.00[7
]
]
]
]

0.00 0.00) 0.00 0.00) 0.00 0.00) 0.00) 0.0 0.00[0
0.00 0.00) 0.00 0.00) 0.00 0.00) 0.00 0.0 0.00[%

0.00 0.00 0.00 0.00) 0.00 0.00) 0.00 0.0 0.00[0
0.00 0.00) 0.00 0.00) 0.00 0.00) 0.00) 0.00) 0.00)

oo om oo om oo om o om ooE |

o om 0w om om| 0w 0w  om oo

| Becaloubte | | Pit | [ Beck || Mewt || See || Cose [[ Heb |

m Click ‘Print’ if you need a hard copy of the figures then click ‘Next’
m Click ‘Back’ if you want to amend anything, ‘Send’ when you are finished

** Please Note: if you start using the payroll or enable RTI mid-year, you will need to manually
enter any statutory payment year to date values. On the EPS screen, enter the year to date values
(inclusive of the current month figures) into the month that you have calculated payroll for. For
example, if you start using the payroll in July and have a year to date value for SMP Recovered in
June of £450, then in July SMP Recovered of £100, enter £550 as the year to date value in the July
row.

Please Note: further information regarding submitting an EPS and other RTI information can be
found under Help | RTI Guide

Further Information

It is a good idea to create your own work flow chart, enabling you to tick off each step as you go.
There are other steps to the payroll process that this tutorial hasn't covered, for example,
calculating and paying Statutory Payments, Month end processing etc. These things are
comprehensively covered in the online Manual, as well as in the How to Guides. You can find
these 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 www.iris.co.uk/contactsupport
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Software available from IRIS
IRIS Payroll Basics

Free, RTI compliant payroll software for companies with fewer than 10 employees

IRIS Payroll Business
Intelligent, easy to use payroll software for smaller businesses

IRIS Payroll Professional
Flexible payroll software for medium sized businesses

IRIS Bureau Payroll
Intelligent management for multiple payrolls

IRIS OpenPayroll

Cloud-based UK payroll software - accessible from anywhere on PC, Mac or tablet

IRIS P11D

The easy way to complete employee expenses and benefits returns

IRIS HR Manager
The easy way to keep employee data up-to-date

IRIS OpenPayslips
A secure web based solution that allows your employees to access and download their e-payslips via an online portal

Stationery order line
0844 815 5656

HMRC online service helpdesk

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

HMRC employer helpline
Tel: 0300 200 3200

HMRC employer helpline (for new business)
Tel: 0300 200 3211

Support

Tel: 0844 815 5661 (option 4)
Fax: 0844 815 5665
Email: ipsupport@iris.co.uk

IRIS & IRIS Software Group are trademarks © IRIS Software Ltd 06/2013. All rights reserved

Call 0844 815 5656, or visit iris.co.uk to find out more
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