UK Payroll for Interprise — Quick Start Guide.

This Guide follows on from the ‘Registration Guide’ and covers entering employees’
details and basic payroll information before runnin g the payroll for the first time.

Note: Entering employee details is quicker and simp ler from within UK Payroll for
Interprise than from within Interprise itself. You may enter details in either system, but
the payroll requires more data than Interprise does and so you will still need to enter the
extra details required by the payroll after you hav e entered the basic data through
Interprise. This guide describes the entry process through the UK Payroll system.

Note: If you need to enter details for employees th at are NOT on the payroll, e.g.
Contractors, then you should use the Add New Employee function in Interprise — see
“Entering employees data in Interprise” Guide.

1) Double Click “Connect” on the UK Payroll for Interprise menu, to load your payroll Home

Page.
UK Payroll for Interprise
I Company f Business |nterprise Solutions LLP Payroll |None |
Function | Payroll for Interprise ':.:)
UK Payroll for Interprise Version 1.2.07 Welcome lan.
= This is your UK Payroll for Interprise homepage. From here you may manage your Payroll{s)
4 Employer Details or carry out other actions.

% View Report
B b Please begin by clicking on the 'Payroll Name’ that you wish to manage. This will enable you
=¥ Account History to enter details for your Employees.

I My User Details

o g i M Date Last |

7 Order Supplies Payroll Hame Pay it Run By

Fiir Period

=¥ Support Centre g it |

\5F Year End wi :)

HRE Commudicaang Your Free Trial ends on 31/12/2007.

7 Create New Payrall Before this date, you will need to purchase at least 0 Employee Payroll Months before running
2= all your Payrolls.
= View Payroll Table Data You can purchase Employee Payroll Months by selecting Account History on the menu,
& Toals or by clicking here.
&5 Log Out

2004 - 2007 Lerryn Data Teomalogy Lid

2) Click on the Payroll Name (e.g. “Weekly”) to enter the Employee list

3) Because there aren’'t any employees set up on the payroll yet the system will warn you
that you need to enter them. Click the button to enter the New Employee
Wizard which will guide you through this process.

UK Payroll for Interprise

‘ Comparry / Busingss Interprise Solutions LLP Payrall I_\_"\."eekly
‘ Functioh | Employee Pay ltems :)
Payroll Home | Log Out
( AddNew D
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4) Follow the wizard through the question sequence. You will be guided to enter
information from any P45 or P46 forms relevant to the employees. Also information
relating to Student Loans and Sickness Certificates. If any of this information is not
immediately to hand it can be ignored and entered directly into the employee records
later.

5) When the wizard has completed then the Employee record (General) form will be
displayed:-

K Payroll for Interprise

‘ Company / Business Interprise Solutions LLP Payroll |Weekly i
E-
| ; = o
‘ Function | Employee Details \_‘:)
___]select the Detail screen you require:
I General | PrevEmploy | Totals YTD Tax Credits | SSP Sick Pay | Parental Pay | Attach t P
| Add'l Personal Contacts | ..Jul.a.Hiét.l.er Traini g | Di ciplinary | ‘Notes | P9D P11D
|Amend details for this Employee. then click Update (andstory fislds sre manksd )
||~ Name and Address : . Payroll
| SN —=——pe Tax and NIC Details Pay Frequency: Weekly
f o NI Number * [AB123456A | 3/ Student
5;5|'-Ta;;t'\'ame | Tax Code * ) \Week / Morth 4 [] with P38S [] Payroll Ref [0T0001
QéForename 1 NIC lf.?_t.ter... — — i [Employee Type
:_|One | _;A- Standard, Non Contracted-Out bl R || Normal = :|
|||Forename 2 e
| | | \Taking part in Trade Dispute O 2]
|||Forename 3 -
| | Persun;l D*etalls e
il Z |Date of Birth AT
{ ’23re_s€: — 07/02/1980 Start Date 03] /.
AL High
1l scmnere Student Loan i Pa_y MEthOE_
i - Sex * Student Loan [1 ¥ | Cash \_’_| Bank Detailsl
| & Male
i O Female |Department
{| Postcode * |AB12 3CD L | |
||Proneto.[ ] ' ' .
f i * \Job Title
! (hfa;l.tal‘Status Employment End ] | |
*)
2 SHigE Leaving Date
O Married P45 Required [ Always Exclude from Payroll
) Divorced [
Separated
2 Deceased [] Close |
) Widowed

It is possible to amend any of the data entered previously at this point. Note that P45/P46
data is accessed through the Prev Employ| tab and year to date totals of pay and tax are

displayed on the [Totals YTD] tab.

The Wizard does not include data entry for SSP Sick Pay, Parental Pay (i.e SMP, SPP,
SAP), Attachment Orders or Pensions. You must enter any relevant data in each of these
forms where necessary

See later Quick Guide pages for more detail.

Click to return to the Employee Pay Items form.
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6) Entering Earnings and Deductions items and values

Click on the name of an employee in the list. The Earnings and Deductions columns will be
displayed. Initially they will be empty until some pay items have been selected. Click the
IAdd or Edit Details | button at the top of the Earnings column to reveal the list of available
earnings pay items:-

UK Payroll for Interprise

[] Bonus

[[] Overtime (Basic Rate)
[ Overtime (Time + 1/4)
[ Overtime (Time + 1/3)
[ Overtime (Time + 1/2)
] Overtime (Double Time)
[ Travel Time

[[] Expenses (Non-taxable)

PP |
PP |
TP |
PP |
(GO CX
PP |
TP |

Update . Cancel
Click here to add Advance (Haoliday) Pay
Click here to add Tax Credits
Click here to add Parental Pay
Click here to add S5P

Note: If a pay type required is not displayed it is possible to create your own from the payroll
Home Page / Employer Details / Pay Types menu item.  (See Creating your own Pay Types).

Enter the pay item detail: Tick the box alongside the relevant Pay ltem (e.g. Wages) and you
may enter the Qty and Rate information in the format you wish.

For example: The employee works 40 hours per week at £6 per hour
You may enter Qty = 40 and Rate = 6.

Or, if you pay the employee £240 per week , you may enter Qty = 1 and Rate = 240 .

In the Orange area at the bottom of the column click “This Period only” if these pay items are
only relevant to the next payroll run, or click “Future Periods” if they are to be used as the

default values until changed. Click to store the data entered.
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‘ Gompany f Business |nterprise Solutions LLP Payroll |\Weekly |
‘ Function | Employee Pay Items ".‘:‘)
Payroll Home | LogOut | Earnings Qty  Rate Add or Edit Details |
Edit Details | Add New | To add any of the following Pay ltems to this Deductions Qty Rate
Employee, check the box adjacent to the item o
Qty Rate
TTO001  Test, Mrs Two |l [ Wages
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Click the | Add or Edit Details |button at the top of the Deductions column to reveal the list of

available deductions pay items. As in the case of Earnings, new Deductions pay types can be
defined if required.
7) Run the Payroll

When all employee details and pay items have been entered you may Run the Payroll — see UK
Payroll for Interprise — Running the Payroll

Note: If you will want to link the payroll calcula  tions output to your Nominal Ledger then
you MUST run the GL Account Defaults BEFORE running your payroll for the first time.

Download “UK Payroll for Interprise — Nominal Ledge r link guide for instructions
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