UK Payroll for Interprise — Entering employee data in
Interprise

This Guide covers entering employee data in Interpr  ise. Although you may enter employee data
in this way for any employees we recommend that you only use this method for those
employees who are not included in the payroll, e.g. Contractors. Use the Add New Employee
function in the payroll system for those employees who are paid through the payroll.

Click the New Employee link to open the New Employee form:-
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Enter the requested information to complete the form then select the Payroll Setup tab.
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% Employee - [To be generated]
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Payroll Information
Payrall Employes not linked to any Payroll
Gender Employee not linked to any Payroll
Weekly
Date OF Birth e :
Emplovment Stark * | Employment End w

Note the drop down box for Payroll

If the employee being entered is NOT included in the payroll then leave the “Employee not linked to any
Payroll selected. Otherwise select the required payroll in the list.
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Payroll Information
Payrall |;Em|:|||:uyee not linked to any Pawroll v|
Gender | L | Marital Skatus | w |
Dake OF Birth | L | ML Murnber | |
Employment Skart | L | Employment End | v|

Now enter the remaining data required as shown above.

NI Number and Employment End are not mandatory in this form, but if you link the employee to a
payroll then NI Number will be needed.
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If you choose link an employee to a payroll in the previous screen then the next time you view the
employee list they will be highlighted in red as shown below. Note: The payroll cannot be run whilst
there are employees highlighted in red.
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Click the red area to select the employee then click the [Edit Details| button to launch the New Employee
wizard which will enable you to enter the remaining details needed by the payroll system.

Complete the details as required by the Wizard.
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