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Dear Custometr,

Welcome to your guide to setting up and using IRIS OpenPayslips.

The Guide will describe how to set up and use IRIS OpenPayslips on the web and also within your

payroll software.

Further help can also be found on our website
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IRIS OpenPayslips is a new way to distribute payslips to employees. Payslips are published from

What is IRIS OpenPayslips?

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 in an easy to

access, secure area.

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

= Payslips 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 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 I0S, Windows phone and Android apps available for employees to securely view
their own payslips on tablets or smartphones
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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

JIRIS
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1. Visit the IRIS OpenPayslips website at https://www.irisopenpayslips.co.uk/

How to create an IRIS OpenPayslips account

8] Enrol
JIRIS | e

Welcome to IRIS OpenEnrol and IRIS OpenPayslips

New — All your automatic enrolment communications and payslips in one place!

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 at in the process, and the triggers behind this are complex.

IRIS Openknrol takes care of the communications element, so you don't have to. IRIS has worked closely with The Pensions Regulator to © TRY NOW
ensure your workers receive the right communications at the right time.

As an employer you have a legal obligation to support your employees with payslips and P60s. IRIS OpenPayslips helps automate and streamline this process,
saving time, money and helping reduce your carbon footprint.

IRIS OpenPayslips allows you to publish payslips and P&0s electronically from within your IRIS payroll software to a secure online portal. Once delivered your
employees can view their current and historic payslips via their smartphone, tablet, laptop or desktop computer, whenever they want!

For more information on Pricing or to receive a quote please call 08448155700,

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 location for all communications including automatic communications
enralment, payslips and Pe0s Employees can access communications in one secure, onling
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2. Click Try Now to open the following screen:

(o] Enrol
JIRIS | e

Create a new account

Please complete the form below to create new account for your organisation, note that only one account per organisation is required, do not use this form to
create User accounts.

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

New Organisation Details New Administrator

Organisation Name | |

r — Email Address
Customer Reference | |

Confirm Email Address

Address | |*
| ‘ Forename "
| . ‘ Surname 2
* required
Town | ‘
r e [ZJ 1am an Accountant/Bureau
Postcode | |
|' ‘ I have read and agree to the Terms and Conditions
Country |
Telephone | | i

Contact Email Address |

|
Web Address | ‘ Create Cancel
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Enter the required details then click Create. An activation email will be sent to the New

Administrator - Email Address

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

Enter a Password and click Set Password
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JIR

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

How to update the payroll software

employees must have valid email addresses.

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

Enter the email address and password registered on the IRIS OpenPayslips website and
click OK

(] 1R OpenPayslips/Opentnrol

Email &ddress |

Password ||

Cancel |

2. Log back into the payroll and make sure all employees have up-to-date, valid email
addresses within Employee details

m Employee details - ATKINSON Helen (2) @

General Eerindl Sglaryl Rates | Iax,.’NIl Pay,@edsl TD—Datgl Eankl §SP| Auto Enmll Pgnsionsl

~Dates

Empl. Code | 2 Biirth |18,-’11,-’19?5 B | Age: 39
Title IDr Status IUnkann VI Started |23|.f[|8,f2[|m | LoS:13
Sumame ATKINSON Left | i

Farenamel IHeIen

Forenarme? IMiriam  Male ~dddress
92 George Street
e &8 IHeIen & Eemale Acklam
Phone No |(n1542) 353734 Middleskrough
Cleveland
Department IPsychiatry j Pastoode: ITSE R
e-mail I Country IUnited Kingdom j

il il User-Defined | 0K Save | Cancel |

www.iris.co.uk/customer 8




JIRIS

How to publish payslips to the IRIS OpenPayslips portal

Payslips

1. Go to Reports | Print Payslips and select the required pay periods

__

r Current Printer

I\\F'DT 568585 uppart Colour [HF CP1025)

" OpenEnmol/Payslips

Fublish |

i =
Mumber of copies |4 =
r Detail Level
€ Company Totals
" Department Total:
% EmployeeT otals

Select Period
week Mo [g j I~
Month Mo [2 j I~

‘ear 01516 <]

 End Periad(s]
wieek Mo Ig j -
Maonth Mo |2 j -

‘Year I—LI

Freview Export Marginz Selection LCancel

2. Click the OpenEnrol/Payslips Publish button in the top right of the Print Payslip Report

screen

3. If not all employees have an email address, a message will appear asking if you wish to

print payslips for those individuals

OpenPayslips | 22 |

@ Do you want to print Payslips for employees without an email address?

4. Click Yes or No

IRIS OpenPayslips @

@ Payslip(s) have been published successfully.

oK |

5. All employees paid in the selected pay period with an email address will then be sent an
email asking them to register with the IRIS OpenPayslips website to view/print their payslip
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How the employer views the published payslips

To view the published payslips:

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 the Payslips tab
The screen changes again to show the payslips uploaded for the employee in that tax year

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

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

Managing the IRIS OpenPayslips Account

The main page has five tabs on the top left, Employees, OpenEnrol, Settings, Subscription and

Maintenance. (IRIS OpenEnrol is part of the IRIS AE Suite™, not available in IRIS Payroll Basics.
Contact Sales on 0844 815 5700 for more information).

o @l o MyAccount +
L B LEEEE  S=openenrol £ Settings Subscripion  /# Maintenance
Your Employees Payslips
@ Eu Emplovee | i Do | (R
-CompanyName v |¥ |- Stalus T
Employee Name ‘¥ Company Name W Status W Last Login T Password &) Description ¥ Full Name T Year ¥ Upl E]
8
= - Auto Enrolment 208+ g
© X AmoldDunston IRIS Software Lid Inactive 23105/2014 16:28:37 i [ PUOENOIMENt s moig Dunston 2014 2
Is Coming 18: -
a
Riverside Hospital 28h
A Beatiice HYDE PLC i Active 02/05/2014 11:30110 5. | P80 2014-2015  Amold Dunston 204 114 %
Riverside Hospital n% L0 - Auto
] David I Registrat t 160812013 14:49:49 5 31
A vty PLC AR ER - Enrolmentls  Amold Dunston w1
Coming
& David Murray Hersie oSl Registration sent o
PLC ) PSRz ot Dunston 213 2
20132014 14
) David M Eaton Limited Reqgistrati it
L David Murray aton Limite egistration sen m  Payslip 01 =
8] Amold Dunston 2013
Riverside Hospital 2o i
X Graham Patterson Registration sent 8
PLC L | PayslipM01 o — 2013 2z
T 20132014 10
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The Employees tab displays all employees from all companies in the payroll software that have

Employees

had payslips published to IRIS OpenPayslips, along with their current Status.

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 |am0|d.dunst0n@riverside.co.uk .
[upite [ corce

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

11
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IRIS OpenEnrol is another element of the IRIS AE Suite™, not available in IRIS Payroll Basics.

OpenEnrol

Contact Sales on 0844 815 5700 for more information.
Settings
The Settings tab has two buttons on the top left, Account Details and Report.

# Employees 58 OpenEnrol £ Setfings & 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:

= 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

= 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

= 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 Contract ID, Contract Type, Start Date and End Date
& Click on Invoice History to view, print or export invoices
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The Maintenance tab allows you to recall payslips that have been sent in error. You can recall

Payslips by clicking on the relevant button at the top of the screen.

Maintenance

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.

If the employee tries to click on the link to the payslip in the email, it will not work.

13
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