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What is Remote Payroll Entry?
The Remote Payroll Entry (RPE) app is a cloud-based tool, which
enables users to safely and easily send payroll information to their
third-party payroll administrator, such as a Bureau or Accountant,

without having to complete complex spreadsheets.
L
Via the RPE app, you will be able to:

B Enter new starter information

B Create leavers

B Process static employee information such as changes to bank details or salary changes
B Enter variable pay information, such as hourly pay rates and overtime

B Submit the information to your payroll administrator at the touch of a button

You are also able to enter and save information whilst offline and upload it via the cloud later.

This guide will give you a general tour of RPE, with more detailed sections later describing how to
carry out particular tasks.

You should have received a welcome email advising you of:

B  How to download the app

B Your Username and a temporary Password

The application will prompt you to change your password when you first log in.

You will receive a further email containing your Username, plus details of the Company Name
and Pay Frequency for which you will be entering data. You may receive further emails if you are
allocated more companies or payroll frequencies.

Opening RPE

To open the app after installing:

1. Double-click on the Remote Payroll Entry icon tldg on your desktop
2. Enter the Username and temporary Password

3. The application will prompt you to change your Password the first time you log in
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Log in to RPE

When finished, click on
the Home tab and click
Submit to Payroll

Refresh your data
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Demonstration Company Tax Year: 2016/2017
Pay Date: 08/06/2015 Frequency:  Weekly
State: Active Period: Week 11

Payroll Entry: 0 >
< New Employees: 0

Employee Changes: 2

Leavers: 0

Add New Employee
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FAQS

®  Whatdo | doif | Submit to Payroll before | have finished entering the information for a
particular pay period?

You will need to contact your Bureau/Accountant to let them know. If they have imported
the data and calculated the payroll, the data will be closed for you. They will need to undo
payroll and delete the timesheet data. You will then be able to click the Refresh icon in the
app and continue editing

B Can | use the app on different computers?

Yes! When you have finished entering information, on the Home tab, click on Save to
Cloud icon and log out of the app. You will then be able to continue on a different
computer, with the app installed, by logging into the app and on the Home tab clicking
Retrieve from Cloud



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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