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Introduction

This guide explains how to convert your data from IRIS PAYE-Master to your new payroll software.

It details what is converted and what is not, and explains how to resolve some of the issues that

may arise from running the Conversion program.

Please read this entire guide before beginning the Conversion.

If you have any questions on this guide or difficulties with converting, please contact our Support

department who will be happy to help you. You can call them on 0844 815 5671 or email them at

payrollpro@iris.co.uk

What is converted?

Employee Details

Year to Date amounts

Additions and Deductions, Pensions and Attachments
Statutory Payments - SMP/SAP/SPP/ShPP

For each month where, under RTI, the Employer Payment Summary has been sent to
HMRC, the following year to date values will also be converted:

= SMP Recovered

= SMP Compensation
= SPP Recovered

= SPP Compensation
= ShPP Recovered

= ShPP Compensation
= SAP Recovered

= SAP Compensation
= (IS Deducted

= NIC Holiday

= If there has been No Pay This Period

The RTI fields On Strike, Employee requested zero contracted hours, Payment to a non-
individual

Employment Allowance - The total Employment Allowance will be converted from IRIS
PAYE-Master. If you are converting mid-year, in your new payroll software, enter the value
already claimed for the tax year in Company | Alter Company Details | HMRC Details |
Employment Allowance
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What is not converted?

m  Comp Rebate and Amount pensions
u  Absence Details

=SSP Amounts

= PAYE Remittance Report Amounts

B NEST Schedule (Enrolling Workers/Contribution Schedule) details - If any employees have
been previously excluded from the NEST Contribution Schedule and are still to be excluded,
this information will need to be re-entered after conversion when the NEST Contribution
Schedule file is being created

B The Configure Auto Enrolment | Output Files | Withhold Initial Pension Contributions
field in PAYE-Master will not convert and will need setting in your new payroll software after
conversion. The equivalent in the new payroll is the Configure Auto Enrolment | Pension
Files | Withhold Initial Pension Contributions setting

B The Configure Auto Enrolment | Output Files | Send Pension Files field in PAYE-Master
will not convert and will need setting in your new payroll software after conversion. The
equivalent in the new payroll is the Configure Auto Enrolment | Pension Files | Send
Pension Files setting
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What to do in IRIS PAYE-Master before converting

When running the final payroll for each company you are converting:

Enter a leaving date for any employees
where this is the last payment

Enter Variations

Calculate Payroll

Send BACS

Send FPS

Finalise Payroll

Send EPS if required

If a Year-end Cleardown is required, do this in
PAYE-Master before conversion

Follow conversion guide

JIRIS
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® In IRIS PAYE-Master make sure you have completely finalised the payroll for each company
you wish to convert BEFORE attempting to run the conversion program

How to convert the payroll data

m If you are converting part way through the month, print a PAYE Remittance report to cover
the month so far

®H  Make sure you have installed and licensed your new payroll software and that both IRIS
PAYE-Master and your new payroll software are now closed down.

B Run the conversion program as instructed by Support.

The program will check your new payroll software licence details to make sure the number of
companies due to be converted does not exceed your new licence. A check is also made to ensure
companies in IRIS PAYE-Master are finalised.

1. The next screen displays a list of your IRIS PAYE-Master companies along with:
m  Current and converted data locations
B Finalised status
= Convert? option

Any companies which have not been finalised in IRIS PAYE-Master are unavailable for conversion.

[ B PAYE Master to IRIS P2

From the list below, select the companies you want to convert. You can only convert companies that have been ‘Finalised”. Version 2.3.1.2

PAYE-Master Company Company Location Finalised  Converted Company Location Convert?
2 - Flower Box CAUSERSICMURRAY\DOCUMENTSIURIS SOFTWAR CARIS Payroll

| A
o e A

Awailable Licensed Companies : 0000 Convert

2. At this point it is possible to change where the converted data will be saved, if needed.

To do this, click on the current location in the Converted Company Location column and a
browse window will open, allowing you to select a new location. The display will refresh to
show this new location when you click elsewhere on the screen
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3. Select companies to convert by clicking the relevant boxes in the Convert? column and then
clicking Convert

® You will see a progress indicator as the data is converted

u If the conversion was unsuccessful, you will see a message detailing this

If the conversion was unsuccessful, send your company data files and the
Conversion_Errors.xml file to Support. The Conversion_Errors.xml is created in the folder
that IRIS Payroll is installed in. You need to attach these files to an email and send them to
payrollpro@iris.co.uk. If you need help locating the files, contact IRIS Support.

4. Click OK to open the Conversion Stage status screen which will show you which stage went
wrong

If no errors are found, the Conversion Status screen will appear and all stages will be
marked as successful.

5. Click OK to end the Conversion program
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What you need to do now in your new payroll software

Important checks after Conversion

After successfully completing the conversion open your new payroll software and make the
following checks:

Compare the Year to Date Summaries from both
systems

Reconcile converted figures in IRIS Payroll

Check the Company Statistics

Check random employees for correct year to date
EIES

Check Payments/Deductions and Rates of
Pay/Overtime factors have converted correctly

Check Pensions
Check Attachment of Earnings orders
Input PAYE Remittance Report Amounts Paid
Input Absence and SSP Details

Parallel run the next payroll with IRIS PAYE-Master
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Step 2

Step 3

Step 4

Step 5
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To print these in IRIS Payroll go to the Reports menu and select Year to Date Summary.

Compare the Year To Date Summaries from both systems

Make sure the Week No is set to 56 and the Month No is 12 before you print.

Reconcile converted figures in IRIS Payroll

Print and compare the following reports:

B From your new payroll software, the Year to Date Summary

B From IRIS PAYE-Master, the Annual Summary and the Payroll Summary

Check the Company Statistics

Check the figures in the bottom right of the screen in IRIS Payroll to make sure all

employees have transferred.

Check random employees for correct to-date figures

On the Employee menu, click Select Employee. Click on an employee in the list and click
OK. Select the To-Date tab and check the figures.

Check Payments/Deductions & Rates of Pay/Overtime Factors have converted correctly

Additions and deductions are referred to in IRIS Payroll as Payments/Deductions and
Rates and Factors. Payments/Deductions can be found by selecting Company/Alter
Payments and Deductions from the menu. Rates and Overtime Factors can be found
by selecting Company/Alter Company Details and then clicking on the relevant tabs.

m  All additions and deductions in IRIS PAYE-Master will be converted to IRIS Payroll
Payments and Deductions if the Pay Code number is greater than 10 and the Pay
Description is not ‘Unused’

Anything else will need to be set up manually in IRIS Payroll!

B Any standard payment set up as Hours in IRIS PAYE-Master, will be converted into
company Rates and Factors and a standard Rate entry added for each employee. It
will also be created as a Payment or Deduction

B The Factor narrative will be set to Time & Half for an entry of 1.5, Time & Third for
an entry of 1.33 or 1.333, Time & Quarter for an entry of 1.25, Double Time for 2.0
and Triple Time for entries of 3.0

B Any variation without a standard amount will NOT be converted
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= |RIS PAYE-Master has no to-date values for additions and deductions so they will be
set up in IRIS Payroll without a current year to-date. To-date amounts can be added
manually after the conversion by typing directly into the To-Date column in each

employee’s details

B Any companies which use the Multiplier field as a Rate per Hour will need to

manually adjust the Rates and Factors in IRIS Payroll

Only twelve multiplication Factors will be created. If there are more than twelve, the employee
will still have the standard hours configured but using the twelfth multiplication Factor

Any pay element that is on Hold will be converted and become and active payment or deduction

Instructions on setting up Payments and Deductions can be found by clicking Help on the main
menu or pressing the F1 key while on the screen you need help with. Chapter 5 covers Payments
and Deductions and you will find many detailed examples there. Rates and Overtime Factors are

covered in Chapter 4 - Setting Up a Company and Chapter 6 - Starters Leavers and P45s

Step 6 Check Pensions

Pensions are set up as Payments/Deductions. You need to set up a separate Deduction

for each scheme you have, for both the Employer’'s and Employee’s contributions. If you

need to create them at this stage you may find it easiest to create them using the Wizard,

as it asks questions to help you narrow down the various options

m  For each pension set up for an employee on IRIS PAYE-Master, an equivalent

deduction will be created at Company level in IRIS Payroll

H  The title for the deduction in IRIS Payroll will be taken from the Fund Description, the
Scheme Reference or the Pension Type, in that order, with either Ees or Ers added to
it, depending on whether it is an employee or employer contribution. For example:

Pension in IRIS PAYE-Master

Created in IPP/Earnie as:

Fund Description = Norwich Union
Reference = ABC

Type = Main Scheme

Employee

Norwich Union Ees

Fund Description = Norwich Union
Reference = ABC

Type = AVC

Employer

Norwich Union AVC Ers

Fund Description = Blank
Reference = Nat West
Type = Stakeholder
Employee

Nat West Stakeholder Ees

m  If a pension deduction in IRIS PAYE-Master has more than one payment type, for
example, some employees have type value and some have type %, but the description
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is the same, the system will only convert the first one it encounters. This means after
conversion you will need to check which has been converted and then set up a second
deduction at company level using the other type. You will then need to apply it to the
relevant employees

B To add or edit Payments and Deductions, select Company/Alter Payments and
Deductions from the main menu in IRIS Payroll. You can find much more detailed
help and examples within Chapter 5 of Help

Comp Rebate and Amount pensions are not converted from IRIS PAYE-Master; they will need to be set
up manually in IRIS Payroll

Each Payment / Deduction can be assigned to a Report Group. This is one of the options when you
set up a Payment or Deduction at company level. Some of the standard reports use a Pension
Report Group to print the overall Employer's Cost. To make sure the reports function correctly you
must assign any Pension-type deductions to the relevant report group. You will find more
information on this in Chapter 5 of Help

Step 7 Check Attachment of Earnings Orders

Each Attachment of Earnings Order in IRIS PAYE-Master will be converted to an
equivalent Deduction in IRIS Payroll.

B The title will be taken from the AEO Type field

B The start date of Council Tax orders will be used to decide which type of order to
create in IRIS Payroll

B Only AEOs with a Status of Active and On Hold This Period and a Remaining value
greater than zero will be converted

AEOs work differently in IRIS Payroll. The amount an employee owes (Remaining) is
transferred to the To-Date value in IRIS Payroll. The To-Date value reduces each time the
payroll is run and an amount is deducted. Once the To-Date value reaches zero,
deductions will cease.

More details on the different types of AEOs can be found in Chapter 5 of Help.

Pensions and AEOs will not be converted if the Status is not set to Active or On Hold This Period

11

www.iris.co.uk/customer



JIRIS

If converting during the middle of the month you should have printed the PAYE
Remittance Report for the part month before converting. The Amount paid to the
HMRC from the report needs to be manually updated in IRIS Payroll before any payrolls

Step 8 Input PAYE Remittance Amounts Paid

are run.
1. From the Company menu select Alter Conpary | Las | Gonk Detas | Pay tes| Dyerime |
Company Details CompanyName. [Fivrsde Hosptal P

Address | Ward House:
Chapel Lane
2. Select the HMRC Details button and click on ko

Postcode: | 7519407
the Revenue Totals tab card

Directory for Data

[C:Nipp

c =] [&cy =
(3 DotNet -

BPaymam Summary | oK I Cancel |

3. Input only the Amounts Paid from your PAYE

Fievenue Totals | Questions & Declarations |

Remittance Report into the Amount Paid [ oo | wotm | v | e | SRS,
ot T 8553 2358075 ;’;:a’h‘lfl'aﬁ'}"':”'*
May 13917.66. 9916.78 2383444| Revenue each
column s I 000, 000 00| morth
duly I 000 000 oo
[August [ 000 00 agof Dugromal
September 000 000 000 Sr e ilfilin
October 0 20 0.00] e sppoprise
November | 000 000 0.00] boresfor you
Decomber | o0 000 000
iy 200 20 o

February | 000 000
March | 0.00. ).
Total 2781288 19582.31

You will need to select the Since Last Cleardown option when printing the Month end
Summary in IRIS Payroll (the equivalent of the PAYE Remittance Report). This is only required
the first time you print it; in subsequent months your preferred option can be selected
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Step 9 Input Absence and SSP details

All SSP Payments and Holiday need to be set up manually.

9.1 Statutory Sick Pay

JIRIS

If you are currently paying an employee SSP, you need to enter the absence into the Diary.

From the Employee menu select Absence

mAbsenceDiary-DUNSTONAmold @)
Jan| Feb | Mar | &pr| Map .lunelJulyI Aug| Sept] Oct] Nov| Dec|

Diary. Select the Employee from the list, and

their Diary will open

2. Find the first day of the current period of
sickness; remember to include any linking

periods

3. Double-click on that day and a new Absence

Entry window will open

4. Inthe To box, alter the date to the last day of sickness, and

then click OK - 55P Withheld
Reason for withholding SSP .4
B Absence Diary - DUNSTON Amold (1) ) ) “Notes
Jan] Feb | Mar| Apr| May June | July | Augl Sept] Oct] Nov| Dec| 5. A green Ilne will
Diary Entries June 2013 . L
| sick-FutDey | S“” M° T“e ’I Thu Frl - appear on the Dlary.
| mmmm Sick - Part Day . ancel
vmbssr 1T T | Thisrepresents the [ e
i- Slafutmy Leave E] 10 " 12 13 14 15 . X .
il = 7 7 | ° 7 7|/| period of sickness. An amount of SSP to be paid
= : —|| in the next payroll run appears in the bottom left
[Fiom 01/06/2013 S5P = £121.38 Days Paid = 7 Waling =3 Qualiying = 10 corner of the window, and if you hover your
A::‘ounll?bepaidinneleayvdl [Monthy ~| o e s . .
ot m ] — 2] =]l mouse over the green line, details of the SSP
appear
PP B input / Edit Payroll Details —
~ Employee Period— 4 Statutory Payments =
H Code: 1 Week: |—3N::;b eg'o' Sick Pay 121.38 ﬂl
6. The amount of SSP shown may be incorrect, | = @ e { el { e ol
. . . Py lick arrow to view it
because you have already paid some of it ey Py || e ] PA—II
on IRIS PAYE-Master. In that case, when you e oh | Fow  [wen]ror 8
0.00 Doctor 25.0000 Overtime: 1.2500 0.00 skip
run the first payroll, alter the amount of SSP l|=r—
that comes up on the employee’s Input No Paed | anount | [ stonsea] To0at | Lower [ upper |
. i Lo T Bonus 200.00 20000 156000 0.00 1000.00 (-4
/Edit Payroll Details screen, by clicking on 2 Ererses S0 Mn wen
. . 10  Season Ticket Loan 40.00 40.00 0.00
the arrow as indicated e o
Process

Diary Entries June 2013
I- 7 | Sun Mon Tue Wed Thu Fri
| Sick - Full Day - - —
| o Sick - Part Day
1 Withhald SSP 2 3 2 5 ] z 8
| m—Statutary Leave 3 10 1] 2 13 4 15
(o 6 7 8 18 ) 21 2
C—IKIT Day
F3 2 F3 % 77 2% )
£ 3 5
[
Monthi
l —— LI Save 0K Cancel
M3 v
(W Absence Entry

[N Sick - Fuil Day

[~ Absence Period

From | 01/06/2013 EI To | 01/06/2013 E]‘

7. It may be that when you enter the sickness
absence into the Diary, no SSP amount appears or it states ‘SSP - Not Entitled’ and
you know they are entitled. This can happen when there is not enough pay history on

the system to calculate the average earnings for SSP.

In that case, cancel out of the diary and do not save the sickness entry you have

made.

13
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You will need to force the SSP entitlement through by altering some amounts in
Employee Details:

8. Onthe Employee menu click Select Employee

9. Select the relevant employee

[0 Employee details - DUNSTON Amold (1)

10. Select the SSP tab. On the right you

Eenetall Eetiodl Sglaly] ﬁalesl Tax/NI I Paylgedsl To-Da(gI ﬁank] Costing | Auto Envoll Pgnsionsl

will see a section entitled Previous [ty (R fac v s e

xﬁ'SSMTWTF s M= Wk No. BB
Gross FEEETD e I
oooooog week 47(LY] 0.00
ooooooo week 48(LY] 0.00
11. Scroll down until you come to the S aiareie aia ok salsT 000
oooooog week 51(LY] 0.00

current pay week (the LY refers to the Dobobbo | Wesk 200 |_ 000 -]

[~ Previous E

Week in the previous taX year)’ and Previous Sickness Ended | / / E’ For rD—jWeeks ‘
enter in amounts of £200 in each of
the 8 previous weeks

User-Defined Clone 0K Save Cancel

12. Click on OK to save the information
and close the screen

13. You then need to go back to the Diary and re-enter your sickness details

14. If the figures still do not come up as expected, you can either save them as they are
and alter them during payroll run on the Input/Edit Payroll Details screen, or contact
Support for further assistance

Holidays

Holiday entitlement is set up at company level; however these settings only apply to new
employees subsequently added to the system.

B From the Company menu select Holiday Set-up to set up your default Holiday
settings. Chapter 14 of Help has detailed information on all the options.

Each individual employee you have converted will need their current Holiday information
entering on the Salary tab of their Employee Details. This is time consuming but there
are some shortcuts available, such as using Employee Templates.

Using Employee Templates to alter Employee Details, step by step

If you know that some Employees have the same Holiday information, for example, all
Employees in the company have a Holiday Entitlement of 25 Days, you can use
Employee Templates to apply that information to all of them in one go. In this example
we are going to use Employee Templates to alter Holiday information, but it is possible
to use them to update many other fields in Employee Details.

Using the Apply button you can apply a Template to an existing employee or a range of
existing employees. When applying a Template you change only the information specified

www.iris.co.uk/customer 14
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You may want to try out the example described here within the Demo Company first of all. To select

in that Template. The rest of the employee’s data is left intact.

the Demo Company, click on the Company menu and Select Company. Click the Demo button at
the bottom of the screen

First of all make sure you have backed up your company data. Chapter 11 of Help has

information on backing-up.

1. Fromthe File menu select Operator g

Preferences. Ensure Use Employee b e e

|V Warn to Process Accounts

Templates is ticked and click OK ™ Gid Auto Ech
" Hide |~ Give Back-up Reminder
I~ Enable Auto Import
~Sh &R
2. Go to the Employee menu, and select I StonsBar L i e s
Employee Templates. You will see the el I~ BachPining

following screen

-~ Employee Second Sort Order——
@ Code

I~ Month-end Summary Warning
|~ Colour Payrun Payments / Deductions
I~ Employee Tree View Selection

ﬁ ;E!ﬁﬁ; E " Sumame [~ Repeat Employee Selections
Template Name Add oK I Cancel
Modify
Delete
Apply
Copy
Close
3. Click the Add button ,
Main I Ealesl an/Deds'
4. Inthe bottom left, enter a Template : =
Field Name | New Value }-—
Name Title
Department
Sex =
. Status
5. Scroll down to the bottom of the Field Tarcads
Name list and you will see four Holiday M Rate
. . . . Pay Period
Fields; Holiday Period, Holiday Rate, Py Mebod !
Net Pay Rounding |
Holiday Entitlement and Holiday Left icosss Level ‘ =
Template Name : oK Cancel I

Holiday If you click on the box in the New Value column next to Holiday
Period: Period, you will see an arrow.
Click on the arrow to get a drop down list of the choices you have
for this field.
The choices are: Hours, Days, Weeks, Months, (%) Accrual, (X)
Accrual

Holiday Rate: | You may have a set amount each employee gets per
hour/day/week/month for their holiday.

This will probably differ too much for a general update like this.
Holiday This is the amount of annual holiday an employee is entitled to.
Entitlement: | In our example itis 25 days so we would set this to 25.

Holiday Left: | This will most likely be different for every employee so is not
really relevant for a general update like this.

15
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)

6. Using an example of a general company-wide

Holiday Allowance of 25 days, you would select Main | Raes | Paped: |
Days from the New Value column next to Feld Name HewViahue
H H Mext Tax Pay Period
Holiday Entitlement oty P Dags
Holiday R ate
. . Holiday E ntitlerment J
This completed Template will allocate 25 Days Holiday Lei

Contractual T aken
Holiday Entitlement to every employee in the rtianced e Etlemert
nhanced Rate Taken
Enhanced Rate Remaining
com pa ny Enhanced Holiday Rate
Contracted hours per week,
Contracted days per week,

Template Mame : |Holiday Entitlement

7. Click OK to save it and go back to your list of
Templates

8. Make sure the newly created Template is highlighted and

click Apply on the right @ il € Select Now
~ Selection Criteria
9. This opens the Employee Selection screen. The top of %

Field | Condition [ Detail
the screen gives you two choices, All and Select Now - -

10. In our example we are applying the Template to all
employees so leave All selected and click OK

v

oK sOL Clear LCancel

Select Now enables you to fine tune which employees to select, allowing you to create more

detailed Templates in the future if you need to. For example, you could apply a Template to a
range of employees, one or more selected Departments, or just to selected Employee Codes

11. The Template Apply Mode window allows you to fine tune your selection even more.
The three options you are given here are:

& Don't ovenwrite any existing data
" Ovenwrite existing data

" Overwiite existing data with warnings

For example:

= If some employees already had a Holiday Entitlement different to the one you are
applying, and you didn't want to change any of them, you would choose the first

option

= Ifyou wanted all employees to have this new Holiday Entitlement regardless of

what currently exists in their record, you would choose the second option

= If you wanted to check each employee before you applied the new Holiday
Entitlement, you would choose the third option
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12. The last option is the safest, so highlight it, click OK and
the system will start applying your Template. If it comes
across any employees with information already in the
fields in your template, it will come up with a warning,
allowing you to choose whether to apply the change or e |
not

Field : Employee's Holiday Period

Replace 'Hours' with 'Days' 7

Template Library l 28 J
13. Once the system has finished checking and applying the

Template to all the employees you have selected, the @ Template applied
following message will appear:

14. Click OK and then Close on the Templates screen to
finish

Remember that Holiday Remaining will still need to be entered manually for each individual
Employee

Step 10 Parallel run the next payroll along with IRIS PAYE-Master

Check the correct amounts are calculated in your new payroll software.

WE STRONGLY RECOMMEND THAT YOU PARALLEL RUN IRIS PAYROLL WITH IRIS PAYE-
MASTER FOR AT LEAST ONE PAYROLL PERIOD AFTER CONVERSION. IF THIS IS NOT POSSIBLE

CHECK THE FIRST PERIOD’S FIGURES THOROUGHLY

17
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Additional Software and Services Available

IRIS AE Suite™

The IRIS AE Suite™ works seamlessly with all IRIS payrolls to easily manage auto enrolment. It will
assess employees as part of your payroll run, deduct the necessary contributions, produce files in
the right format for your pension provider* and generate the necessary employee
communications.

IRIS OpenPayslips

Instantly publish electronic payslips to a secure portal which employees can access from their
mobile phone, tablet or PC. IRIS OpenPayslips cuts payslip distribution time to zero and is
included as standard with the IRIS AE Suite™.

IRIS Auto Enrolment Training Seminars

Choose from a range of IRIS training seminars to ensure you understand both auto enrolment
legislation and how to implement it within your IRIS software.

Useful numbers

HMRC online service helpdesk HMRC employer helpline

Tel: 0300 200 3600 Tel: 0300 200 3200

Fax: 0844 366 7828 Tel: 0300 200 3211 (new business)
Email: helpdesk@ir-efile.gov.uk

Contact Sales (including stationery sales)

For IRIS Payrolls ‘ For Earnie Payrolls
Tel: 0844 8155700 Tel: 0844 8155677
Email: sales@iris.co.uk Email: earniesales@iris.co.uk

Contact support

Your Product ’ Phone ’ E-mail

IRIS PAYE-Master 0844 815 5661 payroll@iris.co.uk

IRIS Payroll Business 0844 815 5661 ipsupport@iris.co.uk

IRIS Bureau Payroll 0844 815 5661 ipsupport@iris.co.uk

IRIS Payroll Professional 0844 815 5671 payrollpro@iris.co.uk

IRIS GP Payroll 0844 815 5681 support@gppayroll.co.uk

IRIS GP Accounts 0844 815 5681 gpaccsupport@iris.co.uk

Earnie or Earnie IQ 0844 815 5671 support@earnie.co.uk

IRIS & IRIS Software Group are trademarks © IRIS Software Ltd 06/2015. All rights reserved

| I I R I S Call: 0844 815 5700 for IRIS or 0844 815 5677 for Earnie

Visit: iris.co.uk



