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Welcome to your guide to setting up and using the IRIS AE Suite™ and IRIS OpenSpace web portal.

Dear Customer,

IRIS AE Suite™ The IRIS AE Suite™ consists of several elements, including Auto enrolment

(within your payroll software), IRIS OpenEnrol and IRIS OpenPayslips/P60s.
For more details on the IRIS AE Suite™ please contact Sales on 0344 815 5656

Pension
Interface

The Guide will describe how to set up and use each function on the web and
also within your payroll software.

The Guide contains instructions on setting up the cloud portal for the following elements of the
IRIS AE Suite™:

® |RIS OpenEnrol
= |RIS OpenPayslips and P60s

It also includes:

= |RIS OpenSpace

Further help can also be found on our website

www.iris.co.uk/customer 4
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IRIS OpenEnrol is an element of the IRIS AE Suite™; a new way to distribute workplace pension

What is IRIS OpenEnrol?

communications to employees. Letters that need to be sent to employees, in order to comply with
legislation, will be created automatically when you run the payroll. They will then be published to a
secure online portal. The letters are emailed directly to each employee, and once they have
registered with the portal they will be able to quickly view all of their past automatic enrolment
letters in an easy to access, secure area.

What will IRIS OpenEnrol do for me?

Employees receive pension communications directly via email

= Letters can be accessed anywhere an internet connection is available

= Quick and easy to setup with no software to install

= Increases Automatic Enrolment administration efficiency

= Reduces carbon footprint demonstrating an environmentally friendly solution

= Reduces communication distribution costs including printing, postage and processing
= Fully secure

= Allows employees immediate 24/7 access to their own pension communication

information

= Free lOS, Android and Windows Phone apps available for employees to securely view

their own pension communications on tablets or smartphones

= Loginto IRIS OpenEnrol to print any communications if an employee does not have an

email address

= All published communications are date stamped for audit purposes and a copy stored

against the employee record

www.iris.co.uk/customer
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Certain Automatic Enrolment triggers during the payroll run will cause a communication to be

How does IRIS OpenEnrol work?

created, which you then need to publish to the IRIS OpenEnrol secure website. IRIS OpenEnrol
takes that data and creates letters in the form of Adobe PDF files to be sent to your employees.

= If the employee has an IRIS OpenEnrol account an Adobe PDF version of the letter will

be emailed to the employee and stored online

= If the employee does not have an account but has an email address they will still
receive the pension communication but will also be asked if they wish to set up their
online account. The letter content is in the email, meeting the TPR key requirements

= If the employee does not have an email address, log into IRIS OpenEnrol to print the

required letter

When you Publish for a company for the first time, the company and employee details

are created for you in IRIS OpenEnrol.

www.iris.co.uk/customer
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Steps to setting up and using IRIS OpenEnrol

Create your IRIS AE Suite™
account

Enter your IRIS OpenEnrol login
details into the payroll

Follow steps in Pension Guide to
set up payroll correctly

Publish letters from within payroll

Use the IRIS OpenEnrol portal to
manage pension communications
to your employees

www.iris.co.uk/customer
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If you have an IRIS OpenPayslips account you do not need to set up a new account for IRIS

How to create an IRIS OpenEnrol account

OpenEnrol; you can click the Login button and login as normal

1. Once you have signed up for the IRIS AE Suite™ you will receive an email confirming your
IRIS OpenEnrol account has been created. Click on the link to confirm your Contract and
Direct Debit details

JIRIS ‘ OpenEnrol

SIGN-UP - IRIS OpenEnrol

Dear Test Test,
Thank you for exprassing your interest in IRIS OpanEnrol. In order to process your order please follow the link below.

What do you need to do?

»  Click on the I|nk below to confirm your Contract and Direct Debit Details:
h Sal istrationData/?1d=7533&token=bfe4254d-456a3-487b-a04f-

.iris
41‘380 195dFF6

2. You will then receive an email confirming your account has been created. Click on the link
in that message to complete your registration

JIRIS

Activate Your OpenPayslips Account

Dear Tom Hext,
Thank you for signing up to OpenPayslips.
To complete your registration click https://www.irisopenpayslips.co.uk/account/confirm/163e6b9e-2f2.

If you have any questions regarding the product please contact our Support Team who can assist on technical queries via
wnw.iris.co.uk/contactsupport.

As a reminder, please note that your use of OpenPaysllps is governad by the ten'rls and conditions you agreed to when you signad
up, available here: li Hom

3. Enter your New password, Confirm new password and click on the Set Password button

OpenEnrol
IIIRIS ‘ OpenPa;SIips

Enter your chosen password

Thank you for registering with IRIS OpenPayslips. please enter your password

below

Email address |quarriesotﬁce@yahoo.co.uk |
First Name |T°"“ |
Last Name [Hext |
New password | | ’

Confirm new password |

Set Password Cancel

4. Another email will be sent confirming those password details. You are now ready to use
IRIS OpenEnrol

www.iris.co.uk/customer 8
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The New Administrator - Email Address needs to be added to the payroll software and all

How to set up IRIS OpenEnrol in the payroll software

employees must have a valid email address.

1. Loginto Admin, click on File | Online Login Details | OpenEnrol/OpenPayslips Login

Details

2. Enter the username and password registered on the portal and click OK

l] Online Login Details x

Usemname I

o —

(im0 [ mizrcsiom|

3. Logback into the payroll software. If you need to you can set different login details for
each company on Company | Alter Company Details | Open IDs

4. Make sure all employees have an up-to-date, valid email address within Employee Details

For IRIS OpenEnrol to operate correctly it is vital for certain information to be present.
Instructions on what else you must do can be found in the Pension Guide, which you can

access via the Pension menu in your payroll software

The Pension Guide also details how the letters are created and how to publish them

www.iris.co.uk/customer



JIRI

How to administer your employees’ pension communications using

IRIS OpenkEnrol

1. Visit the IRIS OpenEnrol website at https://www.irisopenpayslips.co.uk/ and click the Login
button

OpenEnrol
nl I RIS ‘ OpenPayslips
Usemame | user@example.con

Password

(] Remember me?

Forgot your password?

Login Cancel

2. Enter here the login details you entered when you created the IRIS OpenEnrol account. User

name is the Email Address you used. Click the Login button
NOTE: To receive a password reminder simply click the Forgot your password? link

The first screen you see on logging in is the Employees tab. (If you do not have OpenPayslips this
screen is read-only). This is a summary of what's happened recently within the company.

3. Click on the OpenEnrol tab

A Employees s OpenEnrol £ Settings g Subscription / Maintenance

m Published Audit Templates

The OpenEnrol tab has four views, Print, Published, Audit and Templates. It opens by default on

the Print view.

www.iris.co.uk/customer 10
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Print

Company Filier Emgloyee Search

Communications to be printed Al .

SNV = i |

] T Ioog cfidiylksd NR3I4EETDA & Jobholders (no t 13082015

] 20 Farran SABTI5080 DEDEZ015

FRANKENSTEIN

] Harry STASE JABEE0EIC DBDBZ015

15 Beatnce HYDE  TYGEZ7148 DGOEZ015

14 Gadys NIMTEG 3404
EMMANUELLE

DGDEE015

JIRIS I OpenEnrol

JIRIS

Ideally your employees will have email addresses set up within the payroll software so that when

you click the Publish button the pension communications will be sent automatically via email to

those employees. They will also be able to set up their own IRIS OpenEnrol accounts, and access

their own communications via the portal.

However, there may be some employees who are unable to receive their communications this way

as they do not have an email address. You are able to print their letters via this Print section of

the IRIS OpenEnrol portal and send them a physical copy, whilst retaining a record of having sent

the communication for audit purposes.

1. Use the Company Filter to view results by company, and Employee Search to find

particular individuals

2. Click the Select All box or tick the boxes to select particular letters. Then click the Print

button

11
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You may need to resend emails or merely see what communications have been sent. To do this:

Published

1. Click the Published button to open the Published view

Compary Filter Employee Search

Select Al Resond

MiNumber  Document _"__“ 2 Date -

g NATIOAT4A  Latiar 4 - for workars alresdy in workplace DEMEZ015
BROADEENT pension (and itis a g heme}
1 2 Heler NBSE2301D  Letter 4 - for workers alr inworkplace DEDEZ015
ATHINSCN pension (and itis 3 g w3 acheme]
=] 1 Amold NMZ422198 Letter4 - for workers already In workplace DBMEZ015
DUNSTOM pension (@nd itis g heme]
2] 1 Tracy Tavlor Latter 1 -for Eligitie Jobha test 30072015
postponament)
9 Tamy NAT204T4A4  Letter 1 - for Elgible Jobhaiders | 29072015
BROADBENT pasponement)

JIRIS | opencnrol

You are able to view a list of all the emailed communications, as well as resend the emails if
necessary, from this screen.

2. Use the Company Filter to view results by company, and Employee Search to find particular
individuals

3. Click the Select All box, or tick the boxes to select particular letters. Then click the Resend
button to resend the emails previously sent through the payroll software

www.iris.co.uk/customer 12
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Audit
From To Document Company Filler
—; i E All ] All
Employee Search
Quick Repar
Employae
g Emaloyes Diate NiNumber  Dotument Version  Template
T Ioog chdiylksd MR3I45ETAA  Latier 1 -for Eliginle Jobholdars (no posiporemanty
Hilary MRSECCIAE  Lefer 1 - for Bl nholders (no poaponement)
Graenheld
] aergaer 1382015 MNRSEZ398A Letter 1 - Cptintlaining Scheme 2

JIRIS | openenrol

JIRIS

Printed

The Audit section is primarily for the Pensions Regulator, so you can provide evidence that you

are meeting your legal obligations regarding pension communications.

1. Use the filters From, To, Document, Company Filter and Employee Search to narrow the

list of entries as required.

2. Click the Quick Report button to download a PDF version of the data on your screen.

13
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Templates

JIRIS OpenEnrol

Template History

Templala Typa Wi

13 Wiew Template

Z4 Wiew Template

2 View Template

z Wi Template

2 Vg Templats

ligible Jobholders and Entied Workers 2 View Template

orkers aiready In workplace pension (2nd f1s a qualifang scheme ) z View Template

Leter & - for afl workers - poslponemant z Wiew Template
- | W a1 e K Displzying tems 1 -8 of 8

Finally, you can view the various Templates that are in use to create the letters, see what the

current versions are and edit them in order to add your own logo and signature.

1.

Click on the Templates button to open the Templates view

In the View column, click on the View Template link next to the template you are
interested in

The screen will change to the Edit Template view. This will show the changes that have

been made to that particular template, and when they were made

Edit Template

A s

Versior Document Reason of Charge Live Date View Template

13

nt is Coming 2M5-07-18 View Template
12 At £ caming

11 AU E

at s Coming

Auto Enrgimant Is Coming Initial Varsion

0 IR B ) Displaying fems 1- 4 of4

JIRIS . OpenEnrol
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To add your logo to the template:

1. Click the Edit Logo button

Edit Template
Upload New Logo: Browse...
Upload New Signature: Browse...

1

(This screen may look slightly different if using a browser other than Internet Explorer)

2. Click the Browse button next to Upload New Logo then browse for your logo on your
system and click Open

3. Click Save Changes and your amended template will appear in the list as the latest
version. Click the View Template link to view a PDF of your amended template

15
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IRIS OpenPayslips is a new way to distribute payslips and P60s to employees. Payslips and P60s

What is IRIS OpenPayslips?

are published from within the payroll software to a secure online payslip portal. Once employees
have registered with the portal they are able to quickly view all of their current and historic
payslips and/or P60s in an easy to access, secure area.

= All payslip/P60 information is taken directly from the payroll software and displayed
exactly how they are usually seen

= Payslips/P60s can be accessed anywhere an internet connection is available

= Quick and easy to setup with no software to install

= Increases payroll processing efficiency

= Reduces carbon footprint demonstrating an environmentally friendly solution

= Reduces payslip/P60 distribution costs including printing, postage and processing
= Fully secure

= Allows employees immediate 24/7 access to their own pay information

= Easy access to historical pay information for both employer and employee

= Free IOS, Windows phone and Android apps available for employees to securely view
their own payslips/P60s on tablets or smartphones

www.iris.co.uk/customer 16




Steps to setting up and using IRIS OpenPayslips

Visit IRIS OpenPayslips
website and Create Account

Update payroll software
with Account details

Check employee email
addresses

Publish payslips and/or
P60s

JIRIS

17
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How to create an IRIS OpenPayslips account

1. Visit the IRIS OpenPayslips website here

JIRIS | ool

Welcome to IRIS OpenEnrol and IRIS OpenPayslips

New - All your automatic enrolment communications and payslips in one placel

Employees have to be Informed at key stages in the automatic enrolment process. The communications required will be set by their worker status
and what stage they are atin the process, and the triggers behind this are complex.

IRIS OpenEnrol takes tare of the communications element, so you don't have to, IRIS has worked dosely with The Pensions Regulator to
& the right communications at the right tima,

BNSUME your warkers rec

As an employer you have a legal obligavon t support your employees with payslips and P60s. IRIS OpenPayslips helps sutomats and streamline this process.
saving time. monay and helping reduce your carbon footprint.
IRIS Oper

employze:

llows you to publish p.
view thelr current and histon:

s and PE0s electronically from within your 1RIS payroll seftware to a secure online partal. Once delivered your
ayslips via thair smartphone tablet. laptop or desktop computer whenever they want!

For more information on Pricing or to receve a quote please call (8443155700,

Benefits to the client Benefits to the employees
/ Quick and easy to setup with no software to install Allows employees immediate 24/7 access to all their
One lecation for all communications incduding automatic communications
enrolment. payslips and Pets Employees can accass communications in ane secure, online

s A RSTEAGE B  AKOTT T ET, s Bn U  ppsmmia g

2. Click Try Now to open the following screen:

Openknrol
JIRIS | T

Create a new account

Pleasa complete tha form belows to create new account for your organisation, note that enly one account per organisation s required. do not use this formto
Create User accounts.

To complete the registration a confirmation email will be sent to your emall address with an activation link

New Organisation Detalls New Administrator
Organisation Name

: Email Address
Customer Reference
Confirm Email Address

|
[
Address
Forename |
[ Surname |
* required
Towm
5 1 tam an Accountant/Bureau
Postcode
| have read and agree to the Terms and Condition:
Country & = .
Telephone
Contact Emall Address | ¥
‘Web Address | Create Cancel

3. Enter the required details then click Create. An activation email will be sent to the New
Administrator - Email Address

4. Click the link in the email to be taken back to the IRIS OpenPayslips website

5. Enter a Password and click Set Password

www.iris.co.uk/customer 18
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How to update the payroll software

employees must have valid email addresses.

JIRIS

The New Administrator - Email Address needs to be added to the payroll software and all

1. Loginto Admin, click on File | Online Login Details |OpenEnrol/Open Payslips Login

Details

2. Enter the Username and Password registered on the IRIS OpenPayslips website and click

OK

[ 1f] OpenEnrol/OpenPayslips Login Details x W

Uszername | |

Pasaword | |

| oK | | Cancel

3. Log back into the payroll software. If you need to you can set different login details for

each company on Company | Alter Company Details | Open IDs

4. Make sure all employees have up-to-date, valid email addresses within Employee Details

I employee Details - Dutton Kaye (1) x
Suname  |Duttan | Code |1 g‘
Forename 1 [Kaye | Deparment | Cachies |
Personal | | Tax &M Pay Elements PayMethod To-Dates Absence Notes
Addiional Emplaye Infomation Cantact Informtion p Information
Crumpsal
K
rowss [ ||| oscode wat3ER PRt
Gender Courty | Lnited Kingdom - (e
Marital Status TelNo 0181 205 4152 Date Started 12/01/1989 ﬂ
DOB 23/05/1965 A || MobileNo 07736 195624 Date Leit [
PassotMo | || ewl astbenud HousWoiked Per [0 3000 hrsor mare =
Wesk
L Save | ‘ Close | | Help

19
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How to publish payslips/P60s to the IRIS OpenPayslips portal

Payslips

1.

P60s

Select the Pay Frequency then go IRIS OpenPayslips

to Reports | Print Payslips Publishing payslip data for 1 employes(s).. \
If necessary change the period you \

wish to publish for and click
Cancel

Refresh
Click the Publish button in the OpenPayslips HE Cpenfartes (=]
SECtIOn Of the r|bb0n @ Payslip(s) have been published successfully.

If not all employees have an email address, tick

oK |

screen and click Refresh at the top of the screen. The preview window will now only

Print Unpublished Payslips to the right of the

display and print for employees without an email address

All employees paid in the selected pay period with an email address will be sent an email
asking them to register with the IRIS OpenPayslips website to view/print their payslip

From Reports | Report Manager | Year-end, add the E-P60 to the Selected Reports
(this only needs to be done once)

Select the Pay Frequency then go to Reports | Year-end Reports
Select the E-P60

Click the Publish button in the OpenPayslips section of the ribbon

IRIS OpenPayslips
IRIS OpenPayslips
Publizhing P60 data for 2 employes(s)... -
o] PG0(s) have been published successfully.
L[]
Cancel

All current employees paid in the tax year with an email address will then be sent an email
asking them to register with the IRIS OpenPayslips website to view/print their P60

If you then want to print the P60s for employees with no email address, at the top of the
screen, from the Print Filter section, select Employees with no email address. Click
Refresh, and the preview screen will only include employees without email addresses

www.iris.co.uk/customer 20
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How the employer views the published payslips/P60

To view the published payslips/P60:

1. Go to the IRIS OpenPayslips website at https://www.irisopenpayslips.co.uk/ and log in
with the registered email address and password

2. Click on an employee’s name and the screen will change on the right to show only their
communications

3. Select the tax year on the right that you wish to look at, then click on either the Payslips
tab or P60 tab. The screen will change again to show the payslips/P60s uploaded for the
employee in that tax year

4. Click on the Payslip or P60 and a new browser tab will open containing a copy to be viewed
or printed as needed

5. Click back to the first browser tab to return to IRIS OpenPayslips

Managing the IRIS OpenEnrol & IRIS OpenPayslips Account

The main page has five tabs on the top left, Employees, OpenEnrol, Settings, Subscription and
Maintenance. (IRIS OpenEnrol is detailed earlier in this guide)

= il o MyAccount «~
A Employees = OpenEnrol & Settings & Subscription / Maintenance

Your Employees Payslips
& Edit Employee | il Delete
|-CompanyName v |¥ | - status Edk 4
Employee Name ¥ Company Name YV Status Y LastLogin ¥ Password ) Description ¥ Full Name YV Year ¥ Uph %
4
A Al = 5
© 2 AmoldDunston IRIS Software Ltd Inactive 23/05/2014 16:28:37 [ AUt EnroIment o o1d Dunston 2018 2 2
Is Coming 16:
@
e 5 N o
x Riverside Hospital = 28h S
& Beatrice HYDE PLC P Active 02/05/2014 11:30:10 -8 (| P602014-2015 Amnold Dunston 2014 114 - %
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The Employees tab displays all employees from all companies in the payroll software that have
had payslips/P60s published to IRIS OpenPayslips, along with their current Status.

Employees

The list of employees can be sorted using any of the columns; Status shows whether a
registration email has been sent and whether the employee has registered with IRIS OpenPayslips

yet.
How to edit an employee’s details

1. On the Employees tab select the individual using the buttons on the left, then click Edit
Employee

Edit Employee Details

Employee Details

First Name |Arr10|d

Last Name [punsTON

E-Mail Address Iamold.dunston@ri\ferside.co.uk .
st | cance

2. Amend details, then click Update

If an employee’s email address changes, you must update it in the payroll

software AND here, as it will not sync automatically when you publish
payslips/P60s

IRIS OpenEnrol

IRIS OpenEnrol is an element of the IRIS AE Suite™ detailed earlier in this guide
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The Settings tab has two buttons on the top left, Account Details and Report.

Settings

A Employees 5 Opentnrol [R-EINEM & Subscription  / Maintenance

Account Details Report

When the Settings tab is selected it opens by default on the Account Details view.

= Account Details shows the account administrator details. These can be updated by
clicking the Edit button

= From the Report button you can:

o Use the Audit Log Report to view a list of all actions taken within this account.

Use the Search box to filter the results if required

o View Published Payslips History to create a report showing the number of
files uploaded per payroll company. Enter the relevant dates and click either
Data Export (.CSV) or Print View

o View Changed Employee Emails showing previous email addresses and what

they have changed to

Subscription

The Subscription tab has two sections, Contract and Invoice History.

= Contract displays your Start Date and End Date and other useful information

= Click on Invoice History to view, print or export invoices

Maintenance

The Maintenance tab allows you to recall documents that have been sentin error. You can recall
Payslips, P60s and Pensions information by clicking on the relevant button at the top of the

screen.
To recall a document:

1. Tick the box next to the relevant document or click the Select All box if you need to recall
everything
2. Click the Recall button

This will remove the published document from the website, it will not recall the actual sent
email (which in the case of Pensions includes a copy of the letter). If the employee tries to click on

the link to the payslip/P60 in the email, it will not work.
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The IRIS OpenSpace is a cloud solution allowing you to share documents with your clients. You are

What is IRIS OpenSpace?

able to publish payroll reports to the IRIS OpenSpace online portal and your clients are then able
to log into IRIS OpenSpace to view and/or approve the reports.

IRIS OpenSpace can incorporate your branding, colours and logos both online and in all
communications; this provides a fully branded portal to your clients where they can safely and
securely exchange their confidential information with you.

= Upload, store and approve documents online

= Reports can be accessed anywhere an internet connection is available

= Quick and easy to setup with no software to install

= Increases efficiency

= Reduces carbon footprint demonstrating an environmentally friendly solution
= Reduces distribution costs including printing, postage and processing

= Fully secure - only you and your client can view documents

= Allows clients immediate 24/7 access to report information

= Claim 1GB storage free (by entering your Customer Reference - contact Sales/Support for
this)

= Easy access to E-Approvals and E-Checklist
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How to create an IRIS OpenSpace account

1. Visit the IRIS OpenSpace website here

i I Rls Coll: 08448440644 AbouwtlRlS  Conwacrus (RSN
"

Q

Home IRISsolutions FTPsoftware Insight Training FProductSupport Cloud solutions Store (D]‘ﬁ

IRIS OpenSpace

Login  Branding Guide What's new? © TRY NOW

IRIS OpenSpace
Overview

The 2as;

(o] ¢]

¢ and secur

and the

IRIS OpenSpace

= Upload, store and approve
documents online

« High level security - only you and
your client can view documents.

+ Customise with your own logo
and colour scheme

Fully integrated with the
IRIS Accountancy Suite
Unlimited electronic approvals

+ Accountents can claim 1GB
starage FREE

2. Click Try Now to open the following screen:

JIRIS | openspace

Create a new account

Complete the form below to create a new account for your accountancy practice, please do not use this form if you are a client of an accountant.

®  To activate your free space please enter your customer reference number and postcode
®  To complete the registration a confirmation email will be sent to your email address with an activation link

Note: If you do not have a reference number, complete the registration form and check the box below to submit your details.

New Organisation Details New Administrator

Organisation Name Email Address

Customer Reference I Confirm Email Address I .
Postcode I g Forename | ¥
Telephone I T Surname I -
[J Ido not have a customer reference number and would like to be contacted [ I have read and agree to the terms and conditions
to get 1GB of storage for free
* required

3. Enter the required details. Make sure you enter your Customer Reference to claim your
1GB of free storage

4. Click Create. An activation email will be sent to the New Administrator - Email Address

5. Click the link in the email to be taken back to the IRIS OpenSpace website

6. Enter a Password and click Set Password
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The New Administrator - Email Address needs to be added to the payroll software along with

How to update the payroll software

the relevant Client selected in Company Details.

1. Loginto Admin, click on File | Online Login Details | OpenSpace Login Details

2. Enter the Username and Password registered on the IRIS OpenSpace website and click
oK

[ 1f] OpenSpace Login Details X }

Usemname | |

N —

3. Log back into the payroll and on Company | Company Details | OpenSpace, click

Refresh to populate the Client Name dropdown with the available clients in IRIS
OpenSpace account. The Client Name list is in Client ID order

m Company Details x 1
Compary | HMBC | Bank Detais | Opline Services | OpenSpace |
Select Client
Gl
Gt
T || toa || o |

4. Select the Client from the Client Name dropdown; this will automatically populate the
Client ID with the Client ID configured in the IRIS OpenSpace Account then click OK

It is important to ensure that the correct Client ID/Client Name is entered to

prevent potentially publishing to the wrong client
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How to publish reports to the IRIS OpenSpace portal

Reports

1.

2.

10.

Print the required report to screen
If necessary change the period you wish to publish for and click Refresh

Click the IRIS OpenSpace Publish button at the top right of the screen

1sion Pay Reports Online filing HMRC Year-end Rollback Help Report Options

5 r
|WeekNo: 9 ;¥ E]_; ;l’@
i Employee Totals ¥ : ‘ S
|MonthNo:' 2 |V |Year: 2015/16 ¥ Order Publish
Stationery

Select Period Detail Level Order Stationery LOpenSpace |

| 144 tofts b M o= |[[100%2 ~]| Totml20 100  200f20

From the Publish to OpenSpace - Request E-Approval screen, select the required

settings

Tick Send email Notification if you want an email notification to be sent to your client.
This will be sent if they have Receive Notifications ticked in the client setup of IRIS

OpenSpace
By default, Generic approval will be selected and displays the following text:

“[Client] confirms that the information is correct and complete to the best of their knowledge
and belief.”

If you want to customise the text, select Custom Approval and enter the required text - a

maximum of 300 characters over 3 lines

To request electronic approval from your client, tick Client has given consent to
electronically approve their documents

Select specific users to request approvals from by clicking All Users then the Select Users
button

If you do not require approval for the documents, click Skip. The document will then not

include a request for approval

Click Publish Document to publish to IRIS OpenSpace. The report will be published in pdf
format
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How to view the published documents

To view the published documents:
1. Go to the IRIS OpenSpace website at https://www.irisopenspace.co.uk/Account/LogOn
and log in with the registered email address and password
2. From the Dashboard, choose from:

= Files - Unread Files Received
= E-Approvals - Awaiting Approval; Approved or Rejected
= E-Checklist - Not Started; In Progress or Finalised*

= *The E-Checklist is only used by IRIS Personal Tax software - for further details click

here

3. Click on the relevant Filename / File description, this will download the document for you

to view

www.iris.co.uk/customer
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The main page has three tabs on the top left, Home, Settings and Subscription.

Managing the IRIS OpenSpace Account

A Settings  H Subscription

PIEEIVEN  Clients  Upload File

S e selcted
Client Narme Fllename / File Description Date Uploaded Size Ownes
FILES
No records 10 display
Unread Fles o

Recetved

E-APPROVALS

-
feedback
s R 5

Rejectad 0

ECHECKLISY

Not Seared 0

JIRIS | openspace erms and Comamans | Prisacy Policy | Caakis Palicy | Help | Castamer Suppars A

Home

The Home tab has three views - Dashboard, Clients and Upload File

Dashboard

The Dashboard view displays all documentation for all clients in the payroll software that have
had documentation published to IRIS OpenSpace, along with the current status. The
documentation is broken down into three sections:

= Files - Unread Files Received
= E-Approvals - Awaiting Approval; Approved or Rejected

= E-Checklist - Not Started; In Progress or Finalised*

*The E-Checklist is only used by IRIS Personal Tax software - for further details click
here
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Clients

From the Clients tab you can:

= Click + New Client to add a new Client

= Upload a file to all clients

= Search for a client by Client Name or Client ID

= Check a Client's Status for instance, Not Registered or Active

= Edit Client - allows you to add a client user, delete a client user, resend activation

request, edit client user email address

Click on the relevant Client Name - this will take you to the Files view and display current
documents together with information such as the date Uploaded, the e-Approval status, file Size
and Owner

Files

1. Toview a document, click on the Name, this will either open a folder containing
documents or download the document for you to view

2. To upload a new document and send an email notification to the client, click Upload File,
tick Send email notification and Browse.... for the required report

3. For ease of administration, you can setup folders to store documentation - perhaps a
folder for payslips. To add a folder, click New Folder. Tick the selection box next to the
new folder and click Edit, here you can amend the folder name and add a description if

required

4. To move a document to a folder, tick the selection box and then click Move To, select the

folder you require and select Move. You can select multiple documents

5. To copy a document to a folder, tick the selection box and then click Copy To, select the

folder you require and select Copy. You can select multiple documents

e-Approval

This view shows all the documents for the relevant Client, along with their current Status
regarding e-Approval, for instance if approval has been requested or if the document has been
approved and who it has been approved by.
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e-Checklists are a great way to collate tax information electronically for your clients. They

e-Checklist

eradicate the cost of producing and posting paper checklists, whilst negating data entry overhead
and errors.

This valuable integration, offered by IRIS Personal Tax - part of the IRIS Accountancy Suite and IRIS
OpenSpace, means that you receive the client tax data you need, when you need it. Click here for
further information.

Settings

The Settings tab has 6 tabs, Users, Practice Details, Customisation, Audit Log, e-Approval Logs
and e-Checklist Logs.

PRIl & Subscription

m Practice Details ~ Customisation ~ AuditLog  e-Approvallogs  e-Checklist Logs

First Name Surname Email Admin Receive Notifications from clients
Anna Stephens Yes Al
Chris Hardisty Yes None
Displaying items 1 - 2 of 2

When the Settings tab is selected it opens by default on the Users view.

= Users shows the account administrator details. These can be updated by clicking the
Edit Staff button

Users

From the Users tab you can:
= View or Edit Staff
= Add new users
= Importusers

Delete users
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Practice Details

From the Practice Details button you can:

= Edit the Practice details

= Add/Edit or Delete your Default Folder Structure

= Apply amendments to your Default File Sort Order, choose from:
o Uploaded time/date, most recent first
o Latest Downloaded time/date, most recent first
o Electronic approval status, required first
o Alphabetically, ascending by name
o Alphabetically, ascending by description

Customisation

Here there are various options enabling you to build your own, personalised, client portal. Click
here for further details.

Audit Log

Here you can view and download actions carried out in IRIS OpenSpace such as:

User Logged In

User Logged Out

= File Deleted
= File Downloaded by User
= File Uploaded
This screen displays the Date, User, Action, Client ID and Data.

e-Approval Logs

From this tab you can view documents for the relevant Client, the Status, for instance if approval
has been requested or if the document has been approved and who it has been approved by.
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View here the log of e-Checklists, displaying the Client ID, User, Name, Description and date Last
Updated.

e-Checklist Logs

Subscription

The Subscription tab has two sections, Your Subscription and Invoice History.

= The Your Subscription section displays your Status, Subscription Id, Subscription
Cost, Created Date and IRIS Free Space. You can update your Subscription here by
purchasing additional storage, which you will be billed automatically for each month
until you cancel it from this screen

= Click on Invoice History to view, print or export invoices. Links to the invoices are sent
automatically after each monthly
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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: 0344 8155700 Tel: 0344 8155677
Email: sales@iris.co.uk Email: earniesales@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 Payroll Professional 0344 815 5671 payrollpro@iris.co.uk

[RIS GP Payroll 0344 815 5681 gpsupport@iris.co.uk

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

Earnie or Earnie IQ 0344 815 5671 earniesupport@iris.co.uk

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