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Dear Customer,

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

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

The Guide will describe how to set up and use each function on the web, and 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
B [RIS OpenPayslips, P60s and P45s

Further help can also be found on our website
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https://www.iris.co.uk/support/iris-openpayslips-openenrol-support/openpayslips-openenrol-document-library/

What is IRIS OpenEnrol?

IRIS OpenEnrol is an element of the IRIS AE Suite™; a new way to distribute workplace pension

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 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 10S, Android and Windows Phone apps available for employees to securely view
their own pension communications on tablets or smartphones

Log into 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
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How does IRIS OpenEnrol work?

Certain Automatic Enrolment triggers during the payroll run will cause a communication to be
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.

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

emailed to the employee and stored online

m 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

B If the employee does not have an email address you can log onto 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.
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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
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How to create an IRIS OpenEnrol account

If you have an IRIS OpenPayslips account you do not need to set up a new account for IRIS

1.

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

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 expressing your interest in IRIS OpenEnrol. In order to process your order please follow the link below.

What do you need to do?

» Click on the link below to confirm your Contract and Direct Debit Details:
https://payslips.irisopenapps.co.uk/Sales/ReviewSalesReqistrationData/?1d=7533Rtoken=bfe42 54d-456a-487b-a04f-

4f980195dff6

2. You will then receive an email confirming your account has been created. Click on the

3.

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:/fwww.irisopenpayslips.co.uk/account/confirm/163e6b9e-2{f2.

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 OpenPayslips is govemnead by the terms and conditions you agreed to when you signed

up, available here: https://www.irisopenpayslips.co.uk/Home/TermsAndConditions.

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

button

O |
JIRIS | e

Enter your chosen password

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

below

Email address
First Name

Last Name

New password

Confirm new password

quarriesoffice@yahoo.co.uk
Tom

Hext

Set Password Cancel

IRIS

8
. Look forward



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

IRIS OpenEnrol

How to set up IRIS OpenEnrol in the payroll software

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

employees must have a valid email address.

1.

St O
[z s ] 1o sersaimgomeranc ] v o pegrom | L s e 0 |
| 9-Design | 10-Rearange n Taxcodes |

Log into the payroll software, click on Setup/ e e e
structons | 1-Propram Optons | 2-Passwords | 3-Pracice PaYE Detaks | 4-Pracice Pensin Detals | |

Options from the main menu e [E e e

the newy password twice and click on the "Resst then srter the new password twice and chek on

Pasword” bution the “Reset Passwoed” bulton.

Exsting PAYROLL password  |==" EnﬂnzP“-ﬁUJEEM:;lﬁi:
Select tab 2 - Passwords ol e et

Checkofpewparowod | Checkolnewpasweed |
Enter the email address and password Gk Dtk
registered on the portal and click Update =il
. . Password Help.
Login Details
Click Cancel to return to the main menu
Personal Details

Make sure all employees have up-to-date,

The lefthand frame shows the rain eraployee details. Some fields are comman with the main payroll sereen
Arcess the other personal details categories by clicking on the buttons in the fighthand frame

"Mampevsuna\Delawls reen

valid email addresses in the Email field in plyoeD it ot
. .
Employee Details | Personal Profile el o
Datc ofBith | 01705194 e
. . . . Age(loday) 29 pis Employee Aletts o o
Ensure the Publish Payslip/P60 box it ticked agess [ 2 Theli ot >8]
[ Maidstone Pay History Cancel 0 l
[ Traring History
FostCods | 55380F [ CFR Training ] he @
Telephone Number | 01234567830
Mobile Humber | Discipline Record
E-mail aabb@ce couk Memgs
Fubich Paysipied @
Date of Induction Training | = Aftached Documerts

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 main screen in your payroll software

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

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

OpenEnrol
JIRIS | Serire
Usemnmame

Password

| Remember me?

Forgot your password?

Login Cancel

2. Enter here the login details you entered when you created the IRIS OpenEnrol account.
Username 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. This is a summary of what's
happened recently within the company.

3. Click on the OpenEnrol tab

s OpenEnrol £ Settings g Subscription J° Maintenance

m Published Audit Templates

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


https://www.irisopenpayslips.co.uk/

Print

Communications to be printed

seen [T
Employee

Seler / yee

Select Code Employ

o 7 ioog cfidiylksd

(] 20 Farrah
FRANKENSTEIN

(3] 19 Harry STABB

(] 15 Beatrice HYDE

o 14 Gladys
EMMANUELLE

JRIS ‘ OpenEnrol

NI Number

NR345678A

SAB79508D

JABE5082C

TYG52734B

NM765340A

Company Filter

All

Document

Letter 1 - for Eligible Jobholders (no
postponement)

Letter 4 - for workers already in workplace
pension (and itis a qualifying scheme)
Letter 4 - for workers already in workplace
pension (and itis a qualifying scheme)
Letter 4 - for workers already in workplace
pension (and itis a qualifying scheme)
Letter 4 - for workers already in warkplace
pension (and itis a qualifying scheme)

Company
Name
Twilight Test
Coltd
Riverside
Hospital PLC
Riverside
Hospital PLC
Riverside
Hospital PLC
Riverside
Hospital PLC

Date

13/08/2015

06/08/2015

06/08/2015

06/08/2015

06/08/2015

Employee Search

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 can 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 can 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
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Published

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

1. Click the Published button to open the Published view

Company Filter Employee Search

Communications Published Al . [ Q searcn |

. Employee Company |

Select Employee NI Numbe Document Date
Code mploy umber ocumen Name al

o 9 Terry NAT20474A  Letter 4 - for workers already in workplace Riverside 06/08/2015
BROADBENT pension {and it is a qualifying scheme) Hospital PLC

(=] 2 Helen NB662381D Letter 4 - for workers already in workplace Riverside 06/08/2015
ATKINSON pension (and itis a qualifying scheme) Hospital PLC

[m] 1 Arnald NM342219B Letter 4 - for workers already in workplace Riverside 06/08/2015
DUNSTON pension (and itis a qualifying scheme) Hospital PLC

(] 1 Tracy Taylor Letter 1 - for Eligible Jobholders (no test 30/07/2015

postponement)

(] 9 Termy NA728474A  Letter 1-for Eligible Jobholders (no Riverside 29/07/2015

BROADBENT postponement) Hospital PLC

JIRIS ‘ OpenEnrol .

You can 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
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Audit

Audit

From
dd/mmiyyyy | @

Employee Search

Employee

Employee
Code Py
7 ioog chdiylksd
1 Hilary
Greenneld
G aergaer

JIRIS ‘ Openknrol

To

dd/mmiyyyy

Date
13/8/2015
1512

13/8/2015
16:06

13/812015

Document

All v

NI Number

NR345678A

NR5689248

NR562398A

Document

Letter 1 - for Eligible Jobholders {na postpanement)

Letter 1 - for Eligible Jobholders (no postponement)

Letter 1 - OptiniJoining Scheme

Company Filter

All

Version Template

24 View
Template
24 View
Template
2 View

Company Name
Twilight Test Co
Ltd

Twilight Test Co
Ltd

Twilight Test Co

Printed/Emailed

To Be Printed

Printed

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, Client 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
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Templates

Template History

Template Type

Auto Enrolment s Coming

Letter 1 - for Eligible Jobholders (no postponement)

Letter 1P - for Eligible Jobholders (Postponement Version)

Letter 1T - for Eligible Jobholders (Transitional Version)

Letter 1 - Optinfloining Scheme

Letter 2 & 3 - for Non-Eligible Jobholders and Entitled Workers

Letter 4 - for workers already in workplace pension (and itis a qualifying scheme)

Letter 6 - for all workers - postponement

e‘u a1

JIRIS ‘ OpenEnrol

Version
13

24

2

(SR IR IV

Reason For Change
Logo changed
Logo changed
Initial Version
Initial Version
Initial Version
Initial Version
Initial Version

Initial Version

Live Date View

2015-07-16 View Template
2015-07-16 View Template
2014-12-03 View Template
2014-12-03 View Template
2014-12-03 View Template
2014-12-03 View Template
2014-12-03 View Template

2014-12-03 View Template

Displaying items 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

2. Inthe View column, click on the View Template link next to the template you are

interested in

3. 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

4 EditLogo... | & Edit Signature...

Version Document

13 Auto Enrolment Is Coming
12 Auto Enrolment Is Coming
11 Auto Enrolment Is Coming
1 Auto Enrolment Is Coming

= I T B )

JIRIS ‘ OpenEnrol

Reason of Change
Lago changed
Logo changed
Logo changed

Initial Version

Live Date

2015-07-16
2015-07-16
2015-07-16

2014-05-20

View Template
View Template
View Template
View Template

View Template

Displaying items 1- 4 of 4

14
IRIS. Look forward



To add your logo to the template:

1. Click the Edit Logo button

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

£ B

(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
IRIS. Look forward



What is IRIS OpenPayslips?

IRIS OpenPayslips is a new way to distribute payslips and P60s/P45s to employees. Payslips and

P60s 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 their current and

historic payslips and/or P60s/P45s in an easy to access, secure area.

All payslip/P60/P45 information is taken directly from the payroll software and displayed
exactly how they are usually seen

Payslips/P60s/P45 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/P45 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 10S, Windows phone and Android apps available for employees to securely view
their own payslips/P60s/P45s 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 and/or
P60s/P45s
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How to create an IRIS OpenPayslips account

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

OpenkEnral
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 i process. The ications 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 OpenEnrol 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 GpenPayslips allows you to publish payslips and P60s electronically from within your IRIS payroll software to a secure online portal. Once delivered yaur
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
enrolment, payslips and P0s Employees can access communications in one secure, online

el ansue ay o gsmse e g o plgnce Wit il ol e b BN sy Ay

2. Click Try Now to open the following screen:

o] Enrol
JIRIS | S

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

Qrganization Name |

Email Address {
Customer Reference |

*

Confirm Email Address |

Contact Email Address

Addrass | |*
[ Forenam | ¥
‘ |
‘ ‘ Surname | g
) * required
Town [ |
™ [0 1am an Accountant/Buraau
Postcode \ |
- ‘ ‘ I have read and agree to the Terms and Conditions
ountry
Telephone | |®
| |

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
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How to update the payroll software

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

employees must have valid email addresses.

1. Log into the payroll software, click on Setup/ Options from the main menu

2. Select tab 2 - Passwords

3. Enter the Email Address and Password registered on the IRIS OpenPayslips website and

click Update Login Details

| 12 - TaxMI I 13-

i 14 - Previsus years’ payrels. | 15 - Licence

| 5-Design User-defatic Summaries | 10 - Rearrange

Emplayee Order I 1 - Automatic Change of Tax Codes

| o-sutr pugess

I 6 - Define Empioyes Group Headings I T - Direct Banking 1 8 - Accounts Link

Instructions. I 1 - Program Options | Z—Pluwomsl

3 - Practice PAYE Delnils 1 4 - Prachice Pension Detals

Payrall Password

You eries the ewasting pawoll passvord then erier
the resw password tace and click on the "Reset
Pazsword” button.

Esasting PAYROLL password
Hew PAYROLL password
Chesck of ress passviond

[ Reset Pagecl Pazswoid ]

"~ Cnline Login Deteds

PPractice Managar (oo Master] Passwoed

You enter the existing peactics manager passvwod
then ander the new password teice and chick on

the "Fleset Passwoed” button.

Esisting PRACTICE MANAGER
pattvweed
,7

—

Flesal Practice Mansges Password |

Hew PRACTICE MANAGER
password

Check of new passvoed

Emal Addess [s0@bb.conk]

P!I:d[nn-mi

| Update Login Deta:

4. Click Cancel to return to the main menu

5. Select Change Employee Details and then select the Employee Personal Profile

6. Make sure all employees have an up-to-date, valid email address in the Email field

7. Ensure the Publish Payslip/P60 box is tic

ked

Persanal Details

Main Personal Details
’V Acess the ather personal detais categaries by clicking on

The left-hand frame shows the main emplayes details. Some fiskds are common with the main payrall screen.

the buttons in the right-hand frame. ‘

ployee D ~ Otker Categ:
Sumame | Jensn
DateofBith | 0106384 [
Age (todsy) 23 yrs Employee Aleits = 0
Addess | 52The Links [ éppaisalRecod |
[ Maidstone Fay History Cancel Q ]
PostCode | SSIEDF [ CPR Traning ] o) 9
Telephone Number | D1Za4S67EE0
Mobile Number | Discipline Record
E-mal aa.bb@cc.co.k. Memgs
FublchPayslp/Pe ¥
Date of Induction Training | =] Attached Dacuments
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How to publish payslips/P60s/P45s to the IRIS

OpenPayslips portal

Payslips
1. Once you have
calculated the payroll

g0 to Print Output |
Payslips

2. Select the Tax Period
you wish to publish
for, then click the
OpenPayslips
Publish button

3. You will be informed
when the Payslips

Options for Printed Output

|Pen5inn Summariesl ReimhursementSummariesI Budgets I Student Loans I Attachments

| Excel Dump I Bank Qutput

Audit I Lists of Employ

Employee Summary

Instructions Payslips Monthly Summary and P32 Deduction Sheets (P11) I P45
— Payslip Style Tax Period
* Plain paper (] 4 o
|April ;I
= Plain paper laser security
Cancel

r— Mumber of Payslip:
¢ Papslips for all employess [sxcept partners).
" Payslip for a single employes (ot partners).
" Drawings =lips for all partners.

" Drawings #lip for a single partner.

OpenPapslips

Publizh

Print UnPublished

r Single Employes/Partner

| =l

[2 payzlips printed ta
an A4 sheet]

Help

Design of Payslip

Frinter Setup

g

Order Stationery

have been published successfully

4. 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

5. If not all employees have an email address, you can print those that haven't been

published to by selecting the Print Un-Published button

6. 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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P60s

P45s

From the main screen, go to
End of Year, select Step 2 -
Print P60s in a variety of
formats and click OK

Select Print employee P60s
onto blank A4 paper then
OK

Select P60s for ALL
employees or A P60 for a

Printing P0s

PEDz

Mumber of Employess

* PEOs for ALL employees

Print PED: @4
Cancel @‘

Help

PED: will be printed directly onta blank A4 paper. You can print PEDs for all emplapees ar select
to print for & single employes.

The PE0s can be printed with background grey-shading. This gives the printed PEQs a better
appearance . The background shading is possible with most madern laser or ink-jet printers but
some older printers cannat produce this type of output,

Frint & zingle employee PEO with the shading option selected and check if the appearance is

salisfactory. If nat choose the aption to print without grey-shading Printer St
Tinter Setup

e

Use of Grey Shading OpenPayslips

* Usze grey shading on the PEO [if
the printer is capable of printing the
shading conectly).

Publich

A PED for a SINGLE employes

J Print PEQs without grey shading
[on & lower quality printer]

Frint UnPublished

SINGLE employee, then click the IRIS OpenPayslips Publish button

You will be informed when the P60s have been published successfully

All employees 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 not, all employees have an email address, you can print those that haven't been

published to by selecting the Print UnPublished button

From the main screen, go to
Print Output | P45

From the Print a P45 for a
leaver drop-down menu,
choose the employee

Click the OpenPayslips
Publish button

You will be informed when the
P45 has been published
successfully

| Pension Summaries | Reimbursement Summarie5| Budgets | Student/Postgraduate Loans |Aﬂachment5

Excel Dump | Bank Qutput Audit | Lists of Employees Individual Employee Summary

instructions | Paysiips | Monthly Summary and P32 | Deduction Sheets (P11) | P4s

Frint a P45 for a Leaver 0k @

Chooze employes - the employes must have a leaving date
[Brian Smith =1 Cancel @‘
Help @

OpenPayslips

Fublizh

7.

If the employee has an email address in their record, an email will be sent asking them to

register with the IRIS OpenPayslips website to view/print their P45




How the employer views the published
payslips/P60s/P45s

To view the published payslips/P60s/P45s:

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, P60 tab or P45 tab. The screen will change again to show the payslips/P60s/P45s
uploaded for the employee in that tax year

4. Click on the payslip, P60 or P45 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
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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)

W0 MyAccount

JUEE] mopenEnol o Settings f§ Subscription £ Maintenance

Your Employees Paysiips
-( Delete [Riverside Hosptal PLC V] ¥ [-Status Mhd
Employee Name ¥ Company Name ¥ status ¥ LastLogin ¥ Password Request [ Description ¥ Full Name ¥ Year¥ Uploaded ¥ Last
PaysipM 03 om0 oo
O 2 AmosounsTON Rversice Hostal PLC actie 1102018 152740 0 F0U0 s o an GhEe w A
O A Beatrice HYDE Riverside Hospital PLC Active 00/12/2014 13:20:14. Payslip M 09 0211272012 0211272013 E
o 20122013 Beatrice HYDE 212 o1a0s 10:14:05 2
O 2. owanuy Rversice Hostal PLC Regsttonsent 16092013 1614040 [ oy 2 osmaanis
a13es proven
O 2 owenumy Rversie Hostl PLC Regstonsent O mosnans eros oy s osooanre | 8
oa1a4s pronen H
O . Frank FEELGOOD Riverside Hospital PLC Registration sent PaysipW 13 122012 1an2012 ]
B 2120013 WTEBEETED 212 posest 205951 &
O . Granam Patierson Riverside Hospital PLC Registration sent PaysipW 14 7012 1722012
0 ZE W thomas Derbysnire w120 e
O 2. Kelly Whoever Riverside Hospital PLC Registration sent Paysiip M 03 02062012 0200612013 g
D ooraors  BeAEeHYOE 22 et 22911 <
O L. Ralph PETERSON Riverside Hospital PLC Registration sent PaysipW 15 120tz 172012 =
0 ZE W thomas Derbysnre w20 e
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Employees

The Employees tab displays all employees from the Company in the payroll software that have
had payslips/P60s/P45s 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 IArnoId
Last Name |punsTON

E-Mail Address |arn0|d.dunst0n@riverside.co.uk l

v | carc

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
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IRIS OpenEnrol

IRIS OpenEnrol is an element of the IRIS AE Suite™ detailed earlier in this guide

Settings

The Settings tab has two buttons on the top

f Employees 2 OpenEnrol [R-EEINEE = Subscripion  / Maintenance

Account Details Report

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

left, Account Details and Report.

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

B Contract Details displays your Start Date and End Date
B Click on Invoice History to view, print or export invoices

Maintenance
The Maintenance tab allows you to recall payslips that have been sentin error. You can recall
Payslips, P60s, P45s 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/P45 in the email, it will not work.



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 5555 payroll@iris.co.uk

IRIS Payroll Business 0344 815 5555 ipsupport@iris.co.uk

IRIS Bureau Payroll 0344 815 5555 ipsupport@iris.co.uk

IRIS GP Payroll 0344 815 5555 gpsupport@iris.co.uk

IRIS GP Accounts 0344 815 5555 gpaccsupport@iris.co.uk

Earnie or Earnie 1Q 0344 815 5555 earniesupport@iris.co.uk

IRIS Payroll Professional (formerly Star) | 0344 815 5555 payroll-support@iris.co.uk

IRIS is a trademark.
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