UK Payroll for Interprise — Running the Payroll Gui  de.

This Guide describes the procedure for Running or r e-running the Payroll.
Log into UK Payroll for Interprise if not already connected

The Home Page is displayed: All payrolls that you have created for this employer will be listed
in the table, this example has only the one payroll called “Weekly”. The next pay period is
displayed for your confirmation. In this case itis W1 (week 1) as the payroll has been set up to
run from the beginning of the pay year and has not yet been run. You may have set up your
payroll to begin part way through the year in which case the Next Pay Period will display the
period at which you have said you wish to start.

& Payroll Company - Interprise Suite 2007
File Wisw Faverites Tools  Skin: Office 2003 Help

MumKey 721 &4 | hibp: . inkerprise . co.ulkfWelcome_UK, asp - B L:] B @th\uns +| [ 1y
700 Payroll & HR | UK Payroll for Interprise
(=7 Mew | =
5] 701 Employes Company / Business Payroll Company Payroll |None |
| Find ‘: = -
5] 711 Emplovee i ‘J 5 G
= Todls Function ‘ Payroll for Interprise ‘\.P)
‘*E] 721 Connect
—-=] 722 Mominal Transfer Wizard Welcome lan. Your last login was at 17/12/2007 10:32:27.
| Setup n This is your UK Payroll for Interprise homepage. From here you may manage your Payroll(s)
5] 731 GL Account Defaulks % Employer Details or carry out other actions.

15 View Report
e Heports Please begin by clicking on the 'Payroll Name' that you wish to manage.
= Account History

e Date Last
= My User Details Payroll Name Pay Run Run By
_ Period |
Y Order Supplies £ Wi ’
I Support Centre 7 ¥
= Year End Your Free Trial ends on 31/12/2007.
- . Before this date, you will need to purchase at least 2 Employee Payroll Months before running
= HMRC Communications all your Payrolls.
I Create New Payroll You can |:|r|:ha5e Employee Payroll Months by seleminchcuunl History on the menu,
or by cligking here.

I View Payroll Table Data When a date is displayed
= Tools Giiok here to run you may click here to adjust
& Log Out EEEayis values and re-run the Payroll

2004 - 2007 Lerm st Tecroingy L0

To run the Payroll click the payroll NAME (e.g. “Weekly”)

Note: Once the payroll has been run for the first time the Date Last Run column will contain the
actual date that it was last run. Should you need to make any corrections to the payroll in the
current period you may click on the DATE to start the re-run procedure.
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UK Payroll for Interprise — Running the Payroll Gui  de.

700 Payroll & HR | UK Payroll for Interprise
= | = —————————
1 Emploves | Company { BUSINEss Payroll Company Payroll |Weekly
| L -
1 711 Empl | ‘ vk 5
TRveE | Function | Employee Pay ltems Run Payroll L\".’)
| —
] 721 Connect |
5] 722 Mominal Transfer Wizard | Payroll Home | Log Out |
| Setup i
=] 731 GL Account Defaults | Edit Details Add New
|| EMPL-
0004 Tester, Miss Two O
/070001 Tester, Mr One
; Include All Clear the Include [%
i 2) checkbox for an
f Exclude All employee to exclude
f from the Payroll run

The list of employees entered into the payroll is displayed on the left. Note that each employee
has a tick box alongside their name. The employee WILL be included in the payroll calculation
only if their tick box is ticked.

In the example above the top employee has been automatically excluded by the system
because her start date has been set in the future relative to this payroll period.

Click each employee name that is to be included in the payroll to check that the wages, etc and
deductions are correct for that employee (see Quick Start Guide).

When ready click the |Run PayroII| button. Note that if you are correcting and Re Running a
payroll the button will be marked |Re-Run Payrol|

The first time you run a payroll the system will throw up a reminder page to ask you to confirm
that you have entered all the details needed.

You will then be asked to confirm the actual Pay Date for this payroll.

The system will then calculate the payroll and will complete with a screen similar to this:-

700 Payroll & HR | UK Payroll for Interprise
|7 Mew i - —_—
=] 701 Employes i . ‘ Company / Business Payroll Company Payroll |Weekly
=] 711 Employes : )
et Function | Run Payral {?)
‘—E 721 Connect i
5] 722 Nominal Transfer Wizard | Print Payslips | Print Pay Summary Print Statutory Return |
L7 Setup
5] 731 6L Account Defauks | Print Accounts (Nominal Ledger) Report Finish
Pay Summary for Payroll Company, Weekly payroll - Week 1, Pay Date 12/04/2007
||Printed on 17/12/2007
| Pay Ref Employee Mame Eamings Deductions PAYE En;];‘)\cnyee EEI%WM Net PAY
OT0001 Mr One Tester 240.00 410 25.61 15.40 17.92 198.99
Totals for 1 employees 240.00 410 25.61 15.40 17.92 198.99
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UK Payroll for Interprise — Running the Payroll Gui  de.

In this example only the one employee has been included in the payroll and the screen displays
the values for that employee. By using the buttons at the top of the page you may print
Payslips, Pay Summary, Statutory Return or the Nominal Ledger Report.

Click Finish to return to the Home page.

700 Payroll & HR | 'UKPayroll for Interprise
7 M | —
L5 701 Employee \ Gompany / Business Payroll Company Payroll | Weekly |
[ Find
L5 711 Empl L
u?l‘s meeyes Function | Payroll for Interprise ‘\'?r)
tj 721 Connect
[=5] 722 Nominal Transfer Wizard Ul Ui Payrott for Interprise Version 1.2.07 Welcome lan. Your last login was at 17/12/2007 10:32:27.
|7 Setup i1 This is your UK Payroll for Interprise homepage. From here you may manage your Payroll{s) or
LE5] 731 &L Account Defaulks |~ Employer Details carry out other actions.

|[|= View Reports
il . P Please begin by clicking on the 'Payroll Name' that you wish to manage.
il | =< Account History

5 My User Details Or, to rerun the previous payml%{:lick in the 'Date Last Run’ column

|[|'= Order Supplies o

(||& support centre Payroll Name Pay Dag’uta“ Run By
il = Period

||l [ Year End

| 5 Weekly (W2 .‘:ﬂ 47/12/2007 Mr lan White )

11|= HMRC Communications

||[= Create New Payroll Your Free Trial ends on 31/12/2007.

& View Payroll Table Data aBﬁf;‘;zrﬂ;:ydr:tIE you will need to purchase at least 2 Employee Payroll Months before running
Il | = Tools You can purchase Employee Payroll Months by selecting Account History on the menu,

1|8 Log out or by clicking here.
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Note that the Next Pay Period has been incremented to W2, the Date Last Run now contains a
date and the name of the person registered with HMRC for your company.

ReRunning the payroll

If corrections to the payroll are needed the payroll may be rerun by clicking on the DATE.

Note that this action does NOT affect your payroll credits. No extra charge is made for
rerunning payrolls previously run.

If you click on the Date you will be asked to confirm that you want to ReRun the payroll.

Including / Excluding Employees

The tick box alongside each employee’s name will determine whether or not they are included in
the payroll calculation. If a payroll is to be rerun for, say, one employee then excluding all the
others will leave the original calculations unaffected.
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Linking Payroll results to the Interprise Nominal L edger

700 Payroll & HR

L7 Mew
=] 701 Employee
= Find
=] 711 Employee
|5 Tools
|—E| 721 Conneck
—[=] 722 Mominal Transfer Wizard
L Setup
=] 731 GL Account Defaults

UK Payroll for Interprise

UK Payroll for Interprise Version 1.2.07

= Employer Details

= View Reports

T Account History

To transfer the payroll calculations to the Interprise Nominal Ledger click the
Nominal_Transfer_Wizard item in the Interprise menu.

The Wizard will ask you to confirm which payroll data you want to transfer and will manage the
process for you.
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