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When running an unregistered version of Diamond Discovery Payroll a warning message will

be presented.

Warning : This Product is in DEMORNSTRATION mode.

If wou have purchased this produck, you will have been
praovided with a PIN numbet.

Do wou wish ko Regisker now 7

From here, either go to the registration screen by clicking Yes, or use the product in
demonstration mode by selecting No. In demonstration mode the software will run for an
unlimited time, but will only perform calculations for the first three pay periods and for a
maximum of 5 employees.

If you have purchased a PIN

To register the product you will have to enter your name and your company name. These
are not validated in anyway and are required only for licensing purposes.

Next enter the PIN supplied with the software and click the Check button. If an error
message is received, then please double check the PIN.

R egistration Mame IYDur M ame

R egiztration Compary IYDur Comapty

Registration PIN ~ [1234  fowy 7390 cDi2

Current tax year calculator I_ Fdvalti taw pear I_
Payroll managemet I_ Companies I_
Izers I_ Employeez I_

Paproll Profeszional I_

Check Eegister LCancel

Please note: The PIN number shown here is for example only and will not register the
product.



Registration Mame IYDur Mame

R egistration Compary IYDur Company

Registation PIN ~ [1324  Joo 7390 |cD1Z

Current tax year calculator | Yes PAuilti tax pear | ez
Payroll management | ves Companies ||_|N|_h-1

Users | ] Emplovess IUNLM

Payroll Professional | Ma

Check, Register Cancel

If the PIN has been entered correctly the Register button will become active. Click this to
complete the operation.

Important: The default username & password are both SVR.

Entering an upgrade PIN
Entering an Upgrade PIN

The software can easily be upgraded to handle more employees by entering a new PIN. To
do this, go to Admin > Registration.

Beqistration...
Swyztem Dptions...
Uzer Management...

The registration screen will then be displayed:
e Overtype the old PIN.
Click Check and the facilities will change.
Click Register.
A message box will appear, Click OK to complete the Upgrade.



Closing the software for the first time
Closing the Software for the First Time

On closing the program for the first time, Business Payroll will force a back up to be taken
(standalone version only). Click Ok to clear the message and the Archive and Restore screen

will be displayed.

Restore | Zamcel

0% 100%

Close

¢ C(lick the Archive button to open the file dialog window.

e Select the location to save the backup.

e The File Name consists of Year-Date-Time, example Q2002-08-14@142051.arc. The
file name can be changed.

¢ Click Save to start the backup.

e A counter will show the progress of the backup.

¢ When complete click Ok on the message box and then click Close.

The program will now exit.



Setting up a company

Setting up a Company

The first step is to enter up the company details:

Open the company maintenance screen by (MGl Erplovese  Beportz Calculator  Admin
selecting Company > Company

Compary Maintenance...

maintenance from the drop down menus
and the following screen will be presented. Divisions/Departments/Locations/GL Codes...
General
General
[ Generdl]] Lo M ardParcsion || Btz | Calendr | Eisportz| 21| | BL Coca|
Entdameri Iz 5HP
Endikarieri ko 3PP
Endidsroand in 559 Driplips 0 plioes . .
Ipixh’:F LonpamyH o Dighay Fareravas ¥ Overview:
A Erbini i e B
Pagrg SFT Cparpurey Aaddrass .
FaradFE Tusn b Lo The General screen is used
Fae2 2 1o ] for setting up the company
S Fy T B e name and address.
25 Aot Wiedd Eaengs I
i poscom cany
Tuce, HIBED b 5L Tasts [esmenL far
Dada Comed Trading [ |
e Tedscions ﬁ;ﬂﬁg‘j' Slandyd A Codes fidbew | Dol = I:l

Company Details
Click the Add New Button to add a new company record.

Company Name and Address
Under the General tab fill out the Company name and address details. These details will be
printed on all the relevant reports including the end of year reports.

Display Forenames
Check this box if forenames are required to be displayed on the main screen in the Employee
Explorer window.

Staff Number

If a staff number is entered when setting up an employee, it can be used to sequence the
employee explorer window and associated reports. The default length is set to a maximum
of 14 characters but, if fewer characters are needed, changing the length here will make for
neater displays and printing.

Date Ceased Trading

If a company ceases trading during the tax year, then the ceased trading date can be
entered. This is necessary if the company’s end of year returns are to be filed early via the
internet.

Pressing the Undo button will completely remove all information entered on this screen.

When this has been completed, click the Tax, NI and Pensions tab.



Tax, NI & Pensions

Tax, NI & Pensions

General  Tax, NI and Pension ] Payments } Calendar ] ﬂspmlsl I

I GL EDdES] Employes

Tax District Search for Company by Tax Ref Overview:

Numben[T25 =] ew| el [TT125¢ [ This section allows entry
Name  [South Londan Search far Tax Ref. of company Tax and

S T ECoN e [E [—— [— Pension details, it also

" Emplayee (Primary NI Cont's anly) [ Unique Tax Ref allows the default NI

£ Fension ong szheme I method to be set so each

Drefault NI Methad

Exact hd

Calculate small employer relief on SMP
SA&P SPP papments

Accounts Dffice

Acoounts Office [ [P [ [

Reference

Accounts Office Shipley -

2|

Djvision/Department,’

Additions/Deductions Lonation/GL Codes

Standard G/L Codes

Add New

Delete | Close

[ ]

Tax District

new employee added will
be calculated in this way

From the Tax, NI and Pensions screen select the Tax District Number from the drop-

down list.

— Tax District

Numberl vI IHef. |

If the number has not
been previously entered,
select the button located

M ame | between the Number and
Ref.
— Taw District Select Add New and enter
Tax District | Tax District Description the Tax District Number
and District Description
122 South ezt into the lower fields.
Press Save then Close to
return to the main screen.
{100 |E st Landor]
Add Hiew Undo Save
Scheme Type

The scheme type selected, depend on the kind of employee’s in the payroll.

If all employees on the payroll are paid pension only (No Basic Pay) then the scheme type
should be set to Pension Only Scheme.

In any of the employee are receiving Basic Pay the scheme type should be set as Normal.

Company Pensions
If the company is authorised to operate a company pension scheme, enter the employer’s
ECON number



Default NI

Select the way NI should be calculated. This will be used as the default for any employees
added to the system. This can be overridden if necessary when adding a new employee.

Default Nl Method

IE:-:au:t j

Tip
Setting the default NI method here will save time
when adding new employees

Table method uses the Inland Revenue tables and should be used if transferring over from a

manual payroll. Exact will calculate NI using a percentage method; both methods are
acceptable by the Inland Revenue.

Small Employer Relief

If the company is classed as a small employer put a tick in the Small Employer Relief check
box. This will then calculate and display the compensation on the IR Remittance Advice.

End of Year Returns

Where the electronic transmission of end of year data is available, enter the Permit Number
for the company.

Tax Reference Search
Enter the tax reference of the company to be searched for.

Contractor Unique Tax Reference
Enter the UTR of the company.

Accounts Office

Enter the Accounts Office Reference and select Office location from drop-down menu. This
must be entered for subcontractor efiling.

Payments
Payments
izaevral| L 11 and Parion [ Emraari | Cabnertar | Bogents | 01 | | i o]
Bark Details Diecdiral Farg Dlaile Overview:
p—— L—— Ak || oot - The payments section
e Bk Barch s S _ is used to enter
?m?:ﬂ;}"::gg Botourd Hurbar | ety 3 company banI_</
PWEED |¢.I1 Ao AOES AF aspay Tilegay CuhalPay Ford [ 0 payment details.
B 35F Tes = -.1 "
S0 s e ek E s Custones Nz Additionally the default
S3F freage sy Earigs peeerce | pay frequency and
E;Lﬁ'l_‘fwx* BACE Fie Fomeal [Sondwd Fomat =) lculati h
Tz, K ED B 5L Tests Stow BACS Heades [ calculation method can
CHAPS tdbuce Indsins T be set for each new
; employee.
AgbsorsD eductions 3&"3‘;”?*’;’;” Sl G :ooe:| aibem | Do | [ ” l

Bank Details

If the company makes net payments through a banking system using Giro or a form of BACS,
enter the company’s Bank Details by clicking Add New Bank.



Adding a new bank

ok tpriamncy Click Add New and enter the Sort Code, Bank

Bk Som o | Bk Haves Frd Burah

Name & Branch. At any stage the Undo button
can be pressed to clear all the details.

Press Save to store the details then Close to
return to the Payments Screen.

: : r | | - If bank details are to be ammended, select the
bank from the list, correct the information and
st | | | click Save, then Close.
Chime

To assign the bank details to the company, select the bank sort code from the drop down list.
The Bank Name and Bank Branch will appear in the respective fields.

Autopay / BOBS / Faxpay / Telepay

If any of the banking interfaces to BACS are used, enter the appropriate reference numbers
into the Autopay / BOBS / Faxpay / Telepay fields.

A format for the BACS transmission must be selected from the dropdown list.

Default Pay Details

The default calculation type i.e. Net > Gross or Gross > Net can be selected here. These
settings will be applied to any new employees created, but can be altered in the employee
screens.

The default pay frequency i.e. Monthly/Weekly/Two-weekly etc can be selected here. These
settings will be applied to any new employees created, but can be altered in the employee
screens.

Cash Net Pay Rounding

For cash payments, enter the Rounding to be taken into account when calculating the Cash
Analysis. E.g. to round down to 50p enter .50

Show BACS Header

Check this box if a header is required on the BACS file output from the system. The BACS
software provider can inform the correct setting.

10




Calendar

Calendar
isrssl] Lo W1 antPassion| Enpvents | Laerebe | separts | 21| | 5L Coder|
Ta o PayPred Overview:
W PREREEE g D Ta sdrastically genese TAY .
5 T e Il s WEE, et b T Payslips dates for each
a1 - L . « .
Fovi SV T 13 ety [ =] [ [T N individual company are set
P 55F | G ale eshs )
P PP Taut 2 swedl [3 o [FEMENE  [Fen - from this screen.
Farg 5PF Tast 25
Fuaring SEF
Faam S5F Tad 4 _ Ta: B o Fap Fascd - eat TAE
S Py Wi Paolue SR it ripeLanile
o Tertie - - I
SEF Ao e Weekl Eamaigs 1 = 0042008 [T x:Marih | dates click.
S5 F Link
5P Hini Liscpcls
F‘Jmhl_-\fﬂ’:.‘ul Tads ¥ Dy 30 of sach month lemmentste: Hondhe
© The [Lgat =] [cosdyy =] o emhinb
o diooest o Dlatez L I

Ao induction; | s et

su—muﬁﬂ.fm:.| adatiew | [imen | | Cie |

Tax Week or Month

Use the Tax Week / Tax Month lists to view the dates for the selected period.
Payslip Date

This date is printed on the payslip for earnings paid in the selected period.

Pay Period End Date

The end date for earnings paid in the selected period. E.g. if paying a week-in-hand, then
this date should be set a week prior to the payslip date.

Setting Weekly Payslip Dates

Important: The dates for the year must be set from the first period for the frequency e.g. 1
for weekly, 2 for 2-weekly or 4 for 4-weekly. Then by clicking Generate Weeks or
Generate Months the dates for each period will be calculate automatically.

Setting Monthly Payslip Dates

e The monthly dates can be change individually by selecting the tax period from the
dropdown list and entering the required date.

e Or by selecting the first option a day of the month can be entered. Then by clicking
Generate Dates the dates for each period will be calculate automatically.

e By selecting the second option the monthly dates can be setup to be a specific day of
each month e.g. the last Friday of each month. Click Generate Dates to calculate the
date automatically.

Accept all Dates

It is required that the dates are verified, once they have been tick the Accept all Dates
check box. If this box is not ticked the program will not perform calculations and a warning
message will be presented directing the user to the calendar screen.

11



Reports

Reports
Qtac Solutions Ltd ﬁaneral] Tax, Ml and Pension] Papments 1 Calendar ﬁeportsw ] 1 GL Eodes] Employes ]
Pay.slip Optians . : o‘,erview:
Single Payslip Per Page v Frint 5 alutation I - .
Frint Forename on Papslip I Suppress Titles I The reports Optlon
Show Pay Method W Show Holiday Entitlement I
Prin Zero Net Pay v screen allows the
Dizplay Boxes on Security Papslps v Show Employers Pension I . .
‘Windowed OHPZ1 - customization of the
Ottes Reports _ information displayed
Page Throw Between Repart S ections ¥ Show Address on Pavall Labeks i .
Suppress Superceded Records on P11 ¥ Shaw Calculation Audit Report Ml Met of Rebate on the pay5|lp a nd
Suppress Titlle Shading v Emall Address I— . .
Show Employers Cost on R Remittance r VaI’IOUS OpthI’\S fOI’
Show Year to Date on IR Remittance [~ Emal Password other reports
Default Payslip type Retype Email Password [ '
[Payslip QCOT x|
fdditions/Deductions | Division/Depattment? | ooy 5n Codes AddNew | Delete sz
Location/GL Codes

Payslip Options

Single Payslip Per Page
Check this to produce one payslip per page or uncheck to allow for two per page.

Print Forename on Payslip
This will display employees forename on their payslip.

Show Pay Method
When this option is checked the pay method e.g. cash, BACS etc will appear on the payslip

Print Zero Net Pay
Ability to print payslips with zero net pay.

Display Boxes on Security Payslips
Displays boxes around gross, net etc on Security Payslip.

Windowed DHPZ1
Formats address to top. Option for DHPZ1 type payslip only.

Print Salutation
Prints Salutation on payslip.

Suppress Titles
Do not display titles on the payslip.

Show Holiday Entitlement
Prints Holiday Entitlement on payslip.

Show Employers Pension
Print the amount of employers pension calculated.

Other Reports

Page Throw between Sections
This option will put a blank page between the various sections of the report.

Suppress Superceded Records on P11

The P11 report shows any payment that has been saved for the employee; this includes any
payments that have been back processed, which are denoted by a (S) for superceded.
Checking this option will remove the superceded records for the report.

12



Suppress Title Shading
Deselect to show title/header shaded on reports.

Show Employers Cost on IR Remittance
Totals employers cost on IR Remittance.

Show Year to Date on IR Remittance
Displays year to date amounts on IR Remittance report.

Show Address on Payroll Labels
By default only the employees name will be printed on the payroll labels. Check the box to
include the address on the label. The software is formatted to print on Avery 7160 or 7161

labels.

Click Close to return to the main menu.

Divisions, Departments £ GL Codes

Division, Departments & GL Codes

To Access the Division/Department/Location [ el Emplavee  Reports  Calculator  Admin

And GL Code options select Company >
Division/Department/Location G/L Codes

R oo | Dopaimnts | Loewbors | AL Codes |

Company Maintenance. .. |

Divizionz/Departments/Locations/GL Codes... |

T —— | OQverview:

Divisions/Departments/Locations
are used to divide employees
into groups. When applied to
an employee the display and
reports will be split according to
these groups.

et G/L Codes

: Can be applied to any addition
; or deduction within the system.

scan | | (=] y

Adding an Entry

Select the company from the list on the left hand side.
Select the correct tab.

Click the Add New button.

Enter the name of the group or code.

At any time click Undo to clear the entry

Click Save.

This entry will now appear in the list on the right.

Deleting an Entry

Highlight the entry to be deleted in the right hand list.
Click Delete.

13



Applying Divisions/Departments/Locations to an Employee

From the main screen, highlight the employee and then press the right mouse button.
Choose Employee Maintenance from the context menu.

From the General section, select the Division/Location/Department for the employee.
Click Save.

Employee Explorer Grouping

The main employee list can be ordered from Company > Display Options. From here the
employees can be sorted into three levels.

For more information on Display Preferences see Main Screen Overview.

Applying GL Codes to Additions and Deductions

See Additions and Deductions later in this section for more information on how to set up and
apply G/L Codes.

GL Code Reports are available from the Reports > Pay Period menu.

Standard GL Codes

Standard GL Codes

Before any G/L Codes can be assigned to the pay elements they must set-up using the
Company > Division/Department/Location G/L Codes menu option, see the previous
page for more details on how to do this.

To Access the Standard G/L Codes options
select Company > Standard G/L Codes

Employee  Beportz  Calculator  Admin

Company Maintenance...

Divigions/Departments /L ocationz/GL Codes. ..

Standard G/L Codes...

Additions and Deductions...
Penzionz...

Bulk &mendments r

Dizplay Preferences...

St Conpory. A |
G/L Code GiL Code

Tet Grost Pap [[Homel 7] Ssent Lea [Mone) 7]
Totl Deductions [irigee] 7] WFTC/OPTC [onar 7]
BF Rounding [honel 7] NetPay [ricee 7]
OF Roundng [Honel  ®]  MetPapeCash [Mone =]
Emglyes Ferson [None| 7]  HetPay-Chease [hicne) 7]
Emploger Perion [|None) 7] MetPay-BarkBio [ 7]
TaPad [lnone) 7]  NetPay-8085 [rioe 7]
Mot Empiogaa Nl [lhonel =]  MelPap-utopay [hiorer 7]
MotEmphoyes Ml [Noonel ] MetPwBACS [hone) 7]
N Rebaie [iHonel =] s5P [Pt 7]
P [roner 7]
ome | [ e |
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The Select Company drop down list allows the user to choose the company to work with,
as each company may have its own separate G/L codes.

To assign a code to the pay element simply choose one from the dropdown list next to it.
When all codes have been set, click Save then Close.

Additions £ Deductions

Additions & Deductions

To access the Additions and Deductions (Gl Emplovee  Beports  Calculator  Admin
options select Company > Additions &
Deductions

Company Maintenance. .

Divisionz/Departments/Locations/GL Codes...

Standard G/L Codes. ..

Additions and Deductions. .

Additions
Additions
Select Company: I [tac Solutions Ltd j
Additionz | Deductions | —oveWIew: .
SUBJECT TO... This screen is used for
arl G Hol R Paypsli .

Description ggséript\onTak NI Pen Lopsilol Croedits Fiate F:éfur GL Code P?iﬁﬁlf Sett|ng up new
additions, and defining
the relevant
parameters, i.e.
allowable for tax, NI,
rate factors etc.

MRECCCE | | [Mane) =

Add New Dielete Unda Close

Save |

Creating a New Addition

Select the correct company from the dropdown list.
Select the Additions tab.

Click Add New.

Enter a description for the addition e.g. Bonus.

Subject To

Define the Tax, NI, Pen (Pension) and Gross Up parameters:

If the addition is subject to Tax and/or NI, place a tick in the relevant box.
To include the addition amount in a pension calculation, tick the Pen box.
Tick the Gross Up box to make the addition a Net Addition.

Rate
If a second rate of pay is required, or another addition such as a mileage allowance, enter
the rate payable in the Rate field.

15



Rate Factor
The Rate Factor is linked to the employee’s hourly rate and is normally used for overtime
additions. For example: To enter an addition for double time the rate factor will be 2.0.

GL Code
A G/L Code can be assigned to the addition by selecting one from the dropdown list.

Payslip Priority
If required, the order in which the additions should appear on the payslip can be set here.

Deductions
Deductions
Select Company: IQtac Solutions Ltd j
Addiions | Deductions | Overview:
ALLOWABLE AGAINST This screen is used for
Shart Hol Papslip  BACS .
Description DescriptionTax NI Pen Hol Credits  GL Code Pricrity  Deduction settlng up new

deductions, and
defining the relevant
parameters, i.e.
allowable for tax, NI,
Pen etc

I rrrre I[Nune] jl'l r

Add Mew Delete Wnda Cloze

Save |

Creating a New Deduction

Select the correct company from the dropdown list.
Select the Deduction tab.

Click Add New.

Enter a description for the deduction e.g. Loan.

Allowable Against

Define the Tax, NI, Pen (Pension) parameters:
If the deduction is allowable for tax and/or NI place a tick in the relevant box, i.e. if the
deduction needs to be taken off before Tax and NI are calculated, tick both the boxes.

To calculate the pension amount before the deduction is taken off, remove the tick from the
Pen box. This is only applicable if the pension deduction has been set up as a percentage of
the basic pay.

G/L Code
A G/L Code can be assigned to the deduction by selecting one from the dropdown list.

Payslip Priority
If required, the order in which the deductions should appear on the payslip can be set here.

16



Pensions

To Access the Pensions Options select [l et Ermplovee  Beports Calculator  Admin
Company > Pensions from the main screen.

Company Maintenance...

Divigions/D epartments /L ocations/GL Codes. ..

Standard G/L Codes...
Additiong and Deductions. ..

Pengions...

|Comporyst |
Overview:
This screen is used to set
up the pension details for
the company.

" Mo [Py Fund Mams

— I

LR F I_ ‘Scheme Reference /L Code

. SCONEOMA) [ | 1l [icre) =l

[ Belarsd Fiarvenue Appacrvsd Penson Plan [ Gt Linss Baaic Flate Tt

wi | o | o | _ome | [ o ]

Adding a New Pension Fund

Select the correct company from the left hand list.

Click Add New.

Enter the name of the pension fund. This will appear on all relevant reports.

Enter the Scheme Reference as is supplied by the pension provider. If the scheme
reference is unknown, then leave this field blank.

A G/L Code can be assigned to this fund by selecting one from the dropdown list.
SCON Number

Each pension fund may have a COSR or COMP number, which needs to be entered here. If
there is no code number assigned to the fund, ensure that None is selected.

Inland Revenue Approved Pension Plan

If the pension scheme is Inland Revenue approved then the box needs to be checked. The
pension provider will be able to supply this.

Gross Less Basic Rate
To calculate the pension deduction on the gross pensionable pay less the basic rate of tax

this box needs to be checked. NB: This method only works when calculating the pension
deduction on a percentage of the employee’s wages.

17



Deleting a Pension Fund

¢ Highlight the fund name in the right hand list.
¢ (Click Delete.

Setting up an Employee

Setting up an Employee
After setting up a company you can now add employees. To do this, ensure the correct
company is displayed on the main screen:

QA TALC Solubons Lid Mew El‘l‘ﬂ|n}.|'¢=&|

Then click either the New Employee button (as [N Beports  Calculator
shown above) or select Employee > Employee Employee Maintenance. .
Maintenance from the drop down menus.

Click the Add New button to start a new employee record.

General
General
Select Emplayee | =] Staffho | ~|
General | Personal| Tas andNi| Pay Method| Pay Bates] addiions | Deductions | 4E0s| Pension | Notes | Overview:
pen i:‘ Tile W - The General screen is
L Suname | used to set up the
Forenames | staff number, gender,
Studer Employee Saltation | title. surname
I~ P3aS) Signed 1 ’
as forename and
™ Subeaniastor division/dept/location
as required.
Division  [{Hore) |
Department |{None) =l
Lacation —[{Hone) | ]

Suppress Emar Messages [ | | Cloze |

General Information

Enter the employee’s standard details including, surname, forename, title and department
The gender setting is used to check various statutory entitlements (e.g. SMP) and also to
create temporary NI numbers where the employee’s correct NI number is not yet available.

Staff Number
This field contains the employee’s staff number if applicable. The length of this field can be
set from the Company Maintenance screen, up to a maximum of 14 characters.

Personnel Database Name

DIAMOND DISCOVERY Business Payroll will link with Personnel Manager, personnel system.
This field will only appear if a link to the personnel database has been activated. Personnel
Manager options are available under Admin > Personnel Manager > Link Status.

Division/ Location/ Department

These fields can be used to sort the employees in the Employee Explorer window and reports.
These codes can be set from Company > Divisions/Locations/ Departments, G/L
Codes menu option.

18



Student Employee

For employees who have signed a P38(S) tick the P38(S) Signed check box. This will indicate
to the Inland Revenue that the employee is a student who has paid no tax, when
electronically filing the end of year return.

CIS
Check this box for subcontractors. This will self-populate the Tax Code to CT and National
Insurance Number to X — Exempt from National Insurance.

Personal
Personal
Golect Evplopen | ~| o | -
Gisewrl | Eevsond | Taoesndil] Psbstod | Py Fraims | aciions | Qssuetions | AEDs| ansion | boses | Overview:

IEnMMme:: - - This section allows entry

ki Heddap Hows r '

e of the employee’s
[ - Hedidap Takian [ om | pf Y ti .
| Dute o B b s — personal information, i.e.
| e address, date of birth

Fonleda | |_,._,.— I etc.

Horsa Phors Rorbat -

Dol Ledl |
[ [7+ [
Tnda\ln.b::: E"::;:“" '_
Ervad Perisaiad — ~ Maiad et T T
FAedpee Exial Paiinand 1 wickwed I Yes? T

L e ™ Apek Dieciol NI?
> 3
Supprapr Enoe Mariages [ surkd Bl | Clon

General Information

This screen contains sections for entering the Employee’s Address, Marital Status, etc.

The Date of Birth field is used to check that an incorrect National Insurance code is not used.
If the National Insurance number is not initially known for a new employee the date is also
used to create a temporary NI number.

Email Address/Password
Enter the email address and password protects it when sending payslips via email. The
payslips will default to a pdf document.

Payroll Status

By default the status is ‘Active’, allowing all pay operations to be performed on the employee.
'On Hold" excludes the employee from any automatic payroll processing.

‘Leaver’ allows printing of a P45 Certificate. This status excludes the employee from
automatic payroll processing operations but will allow manual payment.
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Selecting ‘Deceased’ from the list will trigger the screen Pe'fu”a'“ep'ese”a‘a“"e
Itle

on the right. This allows the user to enter a Mo =
representative of the deceased for whom the P45 will go Sumame
to. |Falfa

Forenames
B

A final payment can be made by selecting the checkbox

at bottom of screen. Adldress
| 345 Chester way

|Dergon wells
|Chesshire

PostCode [C127TH|

Further Payment to be made 7 I

Holiday Hours?

If the employee’s holiday entitlement is measured in hours tick the Holiday Hours? checkbox.
If left un-ticked the holiday entitlement will be measured in days.

Holiday Allowance

The total amount of holiday entitlement should be entered here.

Holiday Taken

Displays the amount of Holiday Taken in this field, half days appear as 0.5. N.B holiday is
recorded in Absence Recording via the Change button in the Open and Pay screen, please see
‘Absence Recording — Holiday'.

Directors NI

If the employee is a company director, put a tick in the Yes box.

The employee may opt to pay NI under normal rules, therefore the Apply Directors NI?
should be unchecked.

If the employee has been appointed a director during a tax year the start date must be
entered so that the NI is calculated on a pro-rata basis. If no start date has been entered,
the date defaults to the start of the tax year.

Date Left

This date will appear on the P45 certificate.
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Tax & NI
Tax & NI

Seinct Emplapen |

| eaffhn

L-enerdl _I'-‘ﬂw L el M1 | I"-y:.-!edm.l r-yy-ﬂdt:l gddlm:-'_ lt-wclmsl gElJ:l E\ew:ml r-'nml

Tan Corde T sy
| i Cusrudsive
w1

Prewious E oo PS5 Py and To

Gioas Pay T o P
om | [T

NI Code Leer
[ & - HOT Crout Standed Fraie

I Hanbes
[

|IRFPR Meiilssi

Overview:

This screen is used for
inputting the employee’s
tax code, P45
information if required,
NI Code letter and NI
number.

PAG Dk

S5FIL)
Latt FTw Date Kz ‘Wipakz SSF |

i
[

Soprar Enos Marages [ Ackd eee Chum |

Tax Code

This is a mandatory field and must be entered in one of the following formats without leading
blanks or zeros...

1t0999999H, L, P, V, T, J, A, Y (E.g. 461L, 264T, 1035H)

oT

K1 to K999999

BR, DO, NT (No Tax), CT (Subcontractors 18%)

Tax Basis

Wk1/Mth1 does not include the employee’s previous pay and tax in the pay calculation. This
is used, for example, when an employee’s P45 details are not available.
Cumulative will include the previous pay and tax details in the pay calculation.

Previous Employment P45 Pay & Tax

Enter any P45 Gross Pay and Tax Paid from a previous employer during the current tax year.
To check whether the previous employment details are correct click P45 Check. Select the
pay frequency for this employee and the period for which the calculation is being made and
then click P45 Check. If the P45 details are incorrect the Calculated Tax area will be shaded
red.

NI Code Letter

Choose the correct NI code (NI Table Letter). Note: - The system does not support mariners
NI Table Letters.

Various checks are made within the system to ensure that the correct code is used.

E.g. if the employee is in a Contracted Out Money Purchase Scheme (COMP) then the NI
code must be F, G or S.

Warning messages will also appear below the selected NI code if an appropriate ECON or
SCON number has not been entered in the company information. These are required for
printing on the Inland Revenue end of year tax reports and can be entered by using the
Company > Company Maintenance menu.

NI Number
If an NI number is not provided then leave the NI Number text box blank. The NI number

must be entered as soon as possible as this information is required on all Inland Revenue and
Contribution Agency reports.
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IRPR Number (Inland Revenue Personal Reference)

This number will appear on all documentation from the revenue and may eventually
supercede the NI number.

Pay Method
Pay Method
Select Erplopen | -] Mo | -
EH-H'-H' _I'-‘ﬂw| T w1 | Fa poethnd | fa}»ﬂdt:| Eq'.‘dlﬂ-:-._ Jmllcnﬂ QEIJ:| Ewwm| r-'mﬂ| over\liew:
The pay method section
Py M [Cath =l is used to enter the
Dok fotCods [ =] Add Hewiiao employee’s pay method,
Bk Hae: [Fiore] i.e. BACS or Cash and
Bark. Brch o] bank details if required.
Eeoowt Manbs [
Account Hame |

B/%n0. Flod Bunbe: |

EedopursFage Floss Famae Talapag Honbas |
Pogwrerd Tipe (% Moemal 7 S Dy

Soprar Eno Marages [ ch] e Chn |

Pay Method

Choose one of the pay methods from the list. For each pay method different reports and
controls are available from the Reports > Pay Period > Payment Method Reports
menu.

Bank Details

Start by entering the employee’s sort code, if the bank has already been added the Bank
Name and Branch details will be completed automatically. If there is no match the user will
be asked to add a new bank, select Yes.

Adding a new bank

Pk Myrisnncy Click Add New and enter the Sort Code, Bank

Flaek o | Flack Hawe S Bugmh

Name & Branch. At any stage pressing the Undo
button will clear all of the details.

Press Save to store the details then Close to
return to the Payments Screen.

r‘J r | | - If bank details need to be amended, then select
the bank from the list, correct the information
st | | | and click Save and then Close.
ks

B/Soc. Role Number
If the Bank Sort Code is for a Building Society then enter the Building Society Roll Number
(maximum of 20 characters). This field is also used to add a reference to BACS files.

Auto Banking Reference Number

If either the BOBS/Autopay/Faxpay or Telepay pay methods have been selected, enter the
employee’s BOBS/Autopay/Faxpay or Telepay reference.
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Pay Rates

Pay Rates
The pay rates section (shown below) is used to enter details of the employees’ pay
frequency, pay rate indicator, standard hours, if required, and pay rate. There is also the
facility to choose the calculation type, SSP details, a student loan, and a pro-rata pay on start
facility.

Qeneral] Eersonal] Tax and NI] FPay Methad ; ] additions] Qeduction&] QEDSI Eension] Notes]

S5P .
v Alowed? Sun Mon Tus ‘wWed Thu Fi  Sat E:rt]ebféo;;iv;hmh 55P  B/F LastPlw End Date Iy
MormalWorkingwesk: [~ W W w W ¥ [ ,7 B/F SSP weeks Paid ,—
Pay Fates Student Loan
Current Pay Frequency  Effective Date Calculation Type Salaied  Std Hours Fate Per Hour Pay Rate - Stadent Loan
Deduction?
Start Date
H
Stop Date
M
Hours Perweek Perwiesk
Weekly | |0B/04/2008 |GrosstoNet = | [ | oo | 0.0000 | 0.00
Start at Pay Month ] Add Rate ‘ A
Employes Brought
Formard... Suppress Emor Messages [ LClose ‘

sSSP

If the employee is allowed SSP tick the Allowed checkbox.

Enter the Number of Qualifying Days in a working week that an employee would qualify for
SSP payments i.e. this is the number of days in a week that the employee normally works.
If the employee has been receiving other benefits, the Benefits Agency may have notified a
date before which SSP cannot be paid. If so enter the date.

Pay Rates and Salaries

Select the Add Rate button. =8 el

The Pay Rate Indicator has been replaced with a Salaried Check-box and it reflects the way in
which the employee’s pay is calculated. If Salary the employee’s basic pay will be calculated
using the salary per week/month multiplied by the number of pay periods (e.g. two weekly =
2). Hours per week can still be entered, but it will not be used in any pay calculations.

Example
Hours Per \wWeek Per "wWeek

|2weekly | |0B/04/2006 GrosstoMet w| V| 3200 | 0.0000 | 100.00

Salaried Check-box
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Pay Frequency

Always check when entering or changing the pay frequency that the Salaried Check-box,
Standard Hours and Pay Rates fields are consistent with the changes.

If an employee changes pay frequency, the same employee record can be used and all the
pay details at the old pay frequency are retained and reported as normal. When the effective
date changes mid-period, you will need to select a valid date from the drop-down list.

The default pay frequency can be set from the Company > Company Maintenance,
Payments tab.

Start at Pay Period

If the employee starts during the tax Start at Pay'week [ 24
year, the starting period should be

entered here.

Student Loan Student Loan

Tick this box to deduct the loan v Student Loan

repayment automatically. Dates can Deduction?

be entered for Start/Stop, although Start Date

these cannot be back-dated. Im
Stop Date

[0

Select Save Rates once finished and
then Save on the main screen.

If your employee is a salaried, monthly paid employee, you will notice the Pro-Rata on
Start button appear on bottom left of screen.

Select the Pro-Rata on Start button. Pro-Rata an
Start

This will display the pro-rata options. Pro-Rata Method

Select the Pro-Rata Method. _ v Hhnnual S alan over 365 daps

Ent_er the number of Days Worked in the ¢ dnnhual S alany over working days [261]
period. ™ Working davs thiz rmaonth

Drays Worked thiz Month |0

Cloze

If this is @ new employee, complete the rest
of the Employee Maintenance screen or
select Save.

Save

Note: If a pay rate changes through a pay period, the basic amount will need to be manually
changed for this period only. The new rate will appear as per normal the following pay
period.
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Additions

Additions
Galect Empicgms [Teon s x| smibe | |
Gtrrecal| Petanal] Tas et 1| Pag pisthed | PonsBatee  bckbtiors | Deskectiens || 450s | Percin | Htes | Overview:

SUBIECT Tde ... Tax M l\enul:1|“5ﬂ"'::ﬁ1 Rale Feste Faton At/ Howds From thls Screen’ any
additional payments
made to the employee.
The addition(s) will be
applied to each and every
pay period.

2 i el el el il el | [TE] [T [
Audd M
Adition | | ¥
S | st Al =

Applying an Addition

Click the Add New Addition button.

From the dropdown list select the addition to add.
e In the Amount/Hours field enter the payment to be made. Please note you will only
be able to enter Hours if the addition has been set up using a rate or rate factor.

¢ (lick Save Addition.

If the Add New Addition button is not available, it means that there are no additions set up

for the company.
Deleting an Addition from the Employee

e Highlight the Addition in the list.
e (lick Delete Addition.

Creating a New Addition Type
A new addition can be created in two ways: -

Click on Company>Additions Or when in payroll
and Deductions. Processing

Click on the Add New button.

Enter information as required.

Click on Save.

Click on Change.

Click on Create Addition.
Click on the Add New button.
Enter information as required.
Click on Save.
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Deductions

Overview:
From this screen the

user can add any
deduction made to the
employee. The
deduction(s) will be
applied to each and
every pay period.

Deductions
Golect Evploper  [Toc iy ~|  Seathn | -
L-ener-all E\ﬂwl Lm-ancﬂ'l I"-y:.-!ednd'l f-yyﬂdt:l Sdcbion:  Dedudon: | gEI]:l Praan | h'mﬂl
Hel Cramiti
BLLOWAEIE BEARGT ... Tax Ml Fen Hal SR SN Siat Dyt Ayt Eslwice
o | il il | [T IS [T}
Agd Naw
Deachiction N |
Enelyu Binighd Sopprars Enct Mscges [ Ack] Howe Chn |

Applying a Deduction
Click the Add New Deduction button.

Enter the deduction amount.
Click Save Deduction.

From the drop down list select the deduction to add.

If the Add New Deduction button is not available, it means that there are no deductions

set up for the company.

Reducing Balance Deduction

If the employee has had a loan or has to pay a court order the total amount payable can be

entered in the Starting Amount field.

e Enter the amount to be deducted each pay period in the Amount field.
e This amount will then be deducted each pay period until the loan\court order is paid.

Deleting a Deduction

e Highlight the deduction in the list.
e (lick Delete deduction.

Creating a New Deduction Type
A new addition can be created in two ways: -

Or when in payroll
Processing

Click on Company>Additions
and Deductions.

Click on the Add New button.
Enter information as required.
Click on Save.

Click on Change.
Click on Create Deduction.

Click on the Add New button.

Enter information as required.
Click on Save.
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Attachment of Earnings Order
Attachment of Earnings Order

Gplect Erplopen [Tac | Seaithin | -
Gerera] Perscnal| Lo ondi] Popbsticd] PopBaiea| sockon:| Deductions 2603 | Penson | boses | Overview:
Pravant figirir . .
Frotected |zieg Bocks AE DD Slaring Dieshction Firiifeed Chage This screen is used for
Dk Topee Eamingn  Fsbwarca  Fslswarcs  dmount [migsDple StwiDsls  FrekDale Arroid Balaece .
: = attachment of earnings
orders only.
e Castesrns (T Gobrans [T
PotsciedEamings [0 AEDReems [ ke[ faxcel]
Start Dsde [ dadrin Chargs [
EARngasdinCal | Srartngg At im Fri D [ 77
Akt Maw
AED * |
Encipi Rieiohl Sopprar Eno Marages [ Ackd e | [2 |

Operation
Click the Add New AEO button to unlock the fields

Using the information supplied on the AEO form, enter the details that are applicable.
Click Save.

Order Types

PAEO -Priority AEO

CPAEO - Consolidated Priority AEO

NPAEO - Non-Priority AEO

CNPAEO - Consolidated non-priority AEO

AE on AQS - Attachment of Earnings on an Admin Order
CCAEO - Community Charge AEO

CTAEO - Council Tax AEO

DEO - Child Support Deduction from Earnings order
SEA - Scottish Earnings Arrestment Order

SCMA - Scottish Current Maintenance Arrestment Order
SCAO - Scottish Conjoined Arrestment Order

For an information booklet on attachment orders please contact: The Court Service,
Southside, 105 Victoria Street, London, SW1E 6QT.
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Pensions

Pensions
SelcErgizes oz a =] e E=|
Gereal| Beritnal] Tweosibd | Py botwn] Sop Hotes| ek | Dobhaciorn | 220 [Parcon || ot | Overview:
e e e The Pension section is used
et i - ZC - to select a Pension Fund
E Scharss Famserce E @ 5 charna Fiafnsercs
e r— and scheme type from the
e T = e e - list available. Employee
Ercyes e - B Erlye e - B and employer values can
i — s e then be entered either as
X | o X [ | o
hst A = an amount or a percentage.
LEL wrad UEL Y " Erwplogss’ K Hezate ™
me | Sosppeunz Erot Macragar [~ A faw Ciam |

Pension funds

To setup a pension Fund Name, go to the Company > Pensions menu.

Each employee can make payments into a maximum of 2 pension schemes. Other regular or
variable deductions can be tailored as pension deductions by adding a deduction from the
Company > Additions & Deductions menu, but only for pre-calculated pension amounts
— in this case there would be no checking against the National Insurance code and the
amounts would not be included in the Pensions Analysis report.

There are restrictions on the Scheme Type such as. E.g. an AVC must be entered as an
Additional Pension Fund when the Main Pension Fund is, for example, an Occupational
Pension scheme.

Pension Amount

Enter a percentage (to a maximum of 2 decimal places) if the %age box is checked;
otherwise enter the fixed value to be deducted each pay period.

If a percentage is entered it will be used to calculate the pension contribution from the
Pensionable Pay for the pay period. Pensionable Pay is accumulated from those pay elements
that have been defined as Pensionable. To change these definitions use the Company >
Additions & Deduction menu.

Tick this box to only use the pay between the LEL and UEL in the pension calculation.
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Adding a New Employee During the Tax Year

Adding a New Employee During the Tax Year
If a new employee starts after the 12 April it will be necessary to change the tax period to

the correct week/month. The P45 details will be required and the employee’s tax basis may
need to be changed.

Enter the employee as normal.

On the Tax & NI tab of the Employee Maintenance screen there are three areas
relating to new starters Tax Basis, Previous Employment P45 Details and Starting
Period.

If the employee’s P45 Details are known

Previous Employment P45 Pay and Tax Enter the details in the appropriate
Grogzz Pap Tax Paid fields.

! 0o | 0.00 If these figures need to be checked,
P45 Chack then click P45 Check. Incorrect P45
tax figures will be highlighted in red.

If you do not have the employee’s P45 Details

Taw Basis— If no P45 details are available, a P46 form
must be completed.

" Curnulative Please refer to the Inland Revenue

k] At documentation E13 Day to day payroll for
which tax code and tax basis to use.

Starting Period
e Enter the number of the first period to be paid through Business Payroll.
e If unsure of the tax period use the calendar, which can be found under the Help >
Tax Periods menu.

Save and Close the employee record.

Please Note

When an employee has ceased working for the company, but later returns to the company
after receiving earnings from another employment then a new employee record is required.
Please read Duplicate Employee for a quick way to set up the new record.

Duplicate Employee

Duplicate Employee
The duplicate employee function makes a copy of an existing employee’s data and is useful to

quickly set up a number of employees with similar details e.g. There are new starters with the
same basic pay and tax code. It is also useful when a previously employed person has
returned to the company.

e Set up a basic template for the employee as per the Setting up an Employee section.
e When the record has been saved select the employee by left clicking over their name
to highlight them.
Select Duplicate Employee from the Employee menu at the top of the screen.
A new employee will be displayed in the employee list with the “new” appended to
the surname.
¢ The employee details can be amended by right clicking over the employee name and
selecting Employee Maintenance.
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Deleting an Employee

Deleting an Employee
To delete an employee completely from the payroll:

From the main screen, click the right mouse button over the employee’s name.
Select Delete Employee from the context menu.

Click Yes to continue.

Type the word "CONFIRM” on the keyboard.

Click Ok.

Making an Employee a Leaver
Making an Employee a Leaver

Press the right mouse button over the W Ernol
employee’s name and select Employee DDa &”;_F' DP:E |
Maintenance from the context menu. pen & Fay Employee

Cloze Pay Period

Employee Maintenance. ..

Delete Emplayes

Employee Print 3

Payrall Status In the Employee Maintenance screen, go to the

A chive =] Personal section and change the Payroll Status to
Antire Leaver.

M Enter the Leaving Date

On-hold Click Save and then Close.

The employee will now be highlighted in yellow and will
be excluded from any automatic payroll processing.

\®RLT,
- (MO

Printing a P45
P45 Certificates can now be printed by clicking the right mouse button over the employee’s
name and selecting: Employee Print > P45(1) Leavers Certificate, alternatively this

option can be found under Reports -> Employee -> P45(1) Leavers Certificate on the
main menu.
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C/S - Construction Indusitry Scheme

CIS — Construction Industry Scheme

CIS Employee Setup

Employee Setup

Select Employee | j Staff Mo. | j
General | Personal| Tax andNi| Pay Method| PayRates| Additions| Deductions | AEDs| Fension | Notes |
Staff Mumber Gender Tile ir -
‘ * Male
Sumname |
" Female
Forenames |
Student Employee Salutation |
[~ P38[S] Signed
Cs
[~ Subcontactor
Division |[None]

Department | [Mone]

Led Led Lo

Location |[None]

Suppress Emor Messages [

|

Entering Subcontractor Details
This screen is filled out and submitted to the HMRC to confirm CIS details.

| | Close | |

To get to the below screen go Employee > Subcontractor, as

shown to the right.

Select Employes Smith, Mark

Business type

" Partnership

Weirification Mumber |

Trading Mame or |
Company Mame

Subcantractor Unique T ax |
Reference [UTR]

Company Registration No. |
Partnership
H3IFS dchedule Tranzmit
thiz Print Build kL B
TIPS Subrnission e

[

" Trust

Staff Mo. 10 -

" Company

Action
" Match

o Wearify

1D Authentication
User 1D

sfth 455

Pazsword

samn

Retype Passward

s

— Testln

Live

‘ LCloze ‘

Overview:

The setting up of a CIS
employee is a matter
selecting the
Subcontractor check-
box on the General
screen in Employee
Maintenance. This will
default the Tax Code
to CT and the NI
Number to X —
Exempt from
National Insurance.
Continue setting the
employee up as
normal, then save.

Emploves

Emploves Maintenance. ..
Emplovee Brought Farward...

Subconkractor Details

Absence Recording

Load Employes

Open and Pay Employes
Close Pay Period
Back-process...

Delete..,
Duplicate Employee
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Business type

Select the Business Type.

O ™ Partnership ™ Trust ™ Company

Yeirification Murnber | Enter Trading Name or

Trading M ame ar | Company Name, Unique

Company Mame Tax Reference & Company

Subcontractor Unique Tax | Registration No.

Reference [IUTR]

Company R egistration Mo |

Fartnership

<o Fill in the Partnership UTR
Ei’rﬁi’ﬁ?frﬂ?ﬁﬁm fe and Partnership Na|I131e if

_ applicable (Partnership
Fartnership Mame | Business Type only).

Action The default option on checking
" Match details is Verify. Verify will
& Verify be used if the minimum entry

on the UTR section is the
Trading/Company Name.
Select Match only if all
information is entered.

1D Authentication
User D ID Authentication should
thd5Es already be pre-populated from
sttheart entering it on the FBI Setup
Pazsword screen.

Tt In If the details are not entered
[ e please go to FBI > S_etup or
Retype Password view how to in the File By

BT

Internet section.
Save entered details.

Below is an overview on the options available to select on this screen.

Schedule
thiz
Subrmizzian

Erint

Build =ML

Tranzmit
Live

Undo
Cloze

Scheduling a submission allows you to verify at a time
convenient.

Print a copy of these details entered.

Builds XML file to verify.

Transmits XML file real time.

Undoes entered details.

Closes screen.
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Saves entered details.
Save

Verify CIS Details
Verify CIS Details

CIS details entered must be verified. If verification does not confirm with the HMRC system
files, the employee will be automatically put on a CTI tax code. This is the incentive tax code.

If you have elected to Transmit
Live, you will now be viewing the
screen to right, allowing you to
view the file it will send.

To Schedule a Submission skip
these steps.

The URL address is built within the
software and will not need to be
changed.

You can view this file again before
sending by selecting View XML,
and it can be copied to folder.

Select Submit to verify with the
HMRC.

b J %ML Built For Qtac Solutions Lkd.
*--"r/ Do o wish bo preview the XML File?

Gateway Submiszion Server

URL: |https:a’a’secure.dev.gatewa}l.gov.uka’submission

Source #ML l Respanse #ML| Protocal Events

Wiew XML QOD.V AL Cancel Submit
Files

If the below error appears during submission, incorrect details are held in one or more of the
following - Tax District Number or Reference in Company Maintenance. Agent ID (if you're
registered as an agent), Sender ID or Password in the File by Internet > Setup screen.

! "_-. 1046 Authentication Failure, The supplied user credentials Failed validation For the requested service.,
L

Schedulin

From the menu at top, select File By Internet > Schedule Submission, to view the below
window. Highlight the CIS file from the left window and enter a Scheduled Date and Time.
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Subrnissions available to schedule

Current Date Time

03/01/2007 10:42

Scheduled Date Time

03/01/2007 10:45

Activate Timer
YSIPS TPVS
Activate Activte

Inverse
Selection

Selectall ‘ QeselectAll‘

Submizsions Scheduled

EEE B

‘ ‘ LCancel ‘

Select the arrows button.

PrEEEE

The selected CIS file will now appear in the right window, as shown below.

Submigsions available to schedule Current Date Time

|os/mi/2007  [10:44

Scheduled Date Time

|o9/m1 /2007 [10:45

Achvate Timer

WSIPS TFYS
Activate Activie

Irverse ‘

Selectall Deselect All ”
Selection

Submissions S cheduled

7 110:45 ]

(034012007

Delete | | Cancel |

|10:45

Now select the Activate Timer button.

> Activate Timer

WSIPS
Activate

IFYS

Activte
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This will start the process of submitting the
CIS file.

You will receive an email confirmation from
the HMRC within 24 hours (as long as an
email address has been entered on the FBI
Setup screen).

WSIPS
Activate

TFYS
Activie

Submizzon Schedule Active

I

Note: Depending on your internet provider you may need to have an internet connection
running before starting this process.

Brought Forward Details

Brought Forward Details
Opening Brought Forward Details:

Brought forward details can be accessed by selecting

Emplayee Braught Employee Brought Forward... from Employee on the main
Fonward... menu. Alternatively it can be accessed via the Employee
Brought Forward button found on the Employee Maintenance
screen.

Select Employes i, Les Stalf Mo | j
A3 at end Tax Month l_;[ Urilock: Ove I‘Vi ew.
= This Employment - National Insurancs This section is Only used when
GrassPay [ o0 NI Code I[None] = I[None] =l I[None] =

converting from another payroll part
the way through a tax year.

Tax Girs 0.00 UptaLEL (13 | .00 | 0o | 0.00

Tan Paid o

LELtaET (1b) | 0,00 | 000 | 0,00

=R 0.0 ET talEL (1c] | 000 | oo | [
FreePay [ om
bl oo Above UEL | oo | oo [ [

= Paid Feclsim = Tatal NI [1d] | .00 | 0o | 0.00
SMP 0.00 0.00
54P 0.0 0.00
SPP 000 .00 Erployer NI | 0.00] | 000 | 0.00

Employes NI (1e] | 0,00 | 000 | 0,00

- SsP Student Loan )
i [ om | [ el

Tax Credits Rounding Taken Accrued

0.00 0.00 0.00 I 0.00

—IEIOSE

Important: This screen is used only to enter Brought Forward information in situations
where the payroll is being converted from another payroll system part way through a tax
year.

Entering Brought Forward Details

The pay frequency for the employee must be set before entering any B/F details; this is set
on the Pay Rates tab.

To activate the screen click Unlock and the following warning message will be displayed.

: ? WARMIMNG - Changes to B/F data may affect pay caloulations

akeady performed and paid o the employes and
. . Inland Fleverwe
PIeasg read this warning message before Pagments made ahter the B/F pay period will have to be
selecting Yes to proceed 1e-eritered and reprocessed.
Do you wich ba continue #

[ Ho |
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Select the Week/Month of the period paid by the old system from the ‘As at end of Tax
Week/Month’ dropdown list.

This Employment

e Enter the Gross pay to date, Tax able pay to date, Tax paid, Free pay and Net pay for
this employment only. If the employee joined the company during the year, the
previous employment P45 details should be entered under Tax and NI tab of
Employee Maintenance.

e There are additional fields for SSP, SMP and Tax Credits etc. Complete these fields
as applicable.

e There may be a rounding carried forward if a rounding has been applied to cash
payments.

B/F National Insurance

Select the NI letter from the dropdown list above the leftmost column. Three columns have
been provided for entering NI payments. A separate column should be used for each NI
letter the employee has had during a tax year.

Important: All rows of the B/F National Insurance section should be filled out appropriately.
Failure to do so will result in incorrect figures appearing on the P35 and the employee’s P60
at the end of the year.

Checking the Details
When all B/F data has been entered use the Pay Summary, Company Totals and/or P11
reports to reconcile to your previous system.

Transfer Employee

Transfer Employee
The transfer employee function copies complete employee records to another company,
transferring all year to date information or marking the original record as a leaver.

To access the Transfer Employee screen select the company that the employees are to be
transferred from. Now select the Company > Transfer Employee menu option. You will
be presented with a list of employees in the selected company.

Select the employees to be transferred. Holding down the CTRL key on the keyboard allows
for multiple selections of employees — alternatively if all employees are to be transferred
tick the Select All check box.

QATALC Salutions Ltd The company to transfer to can be selected from the
dropdown list. Or by typing a name into the

Copy Additions, Deductions and v dropdown list a new company will be created.

Pensions to this company All additions, deductions and pension details can be

copied by clicking the check box.

Select Transfer all Year to Date
Information if the employees pay records Transfer date
are to be transferred. Otherwise select
Treat as Leavers and enter a leaving date,
this will set the employees status to Leaver | f* Treat as Leavers [+

before transferring them.

= Transter allv'ear Ta Date Infomation
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If required, entering the correct starting period
against the frequency the employee(s) are on can
advance the starting period for the employee(s).

Start "week for Weekly paid
emplovess

Start "week for 24w eekly
paid employees

Start WwWeek for 4-weskly
paid employees

EERRNEN

Start konth for monthly paid
employees

Click Transfer.
You will receive a message giving details of the transfer, click OK to proceed.

Absence Recording

Absence Recording
Absence recording allows extended periods of absence for any employees to be set up; this
includes SMP, SAP and SPP.

To access the Absence Recording screen, Emplayes
select Employee > Absence !
Recording.

Or click the j button on the main
screen.

] Employes Maintenance. ..
i Emplaves Braught Farward...

Absence Recording

Adding a new absence

Puchowski, Erma | Select the employee from the Select
Leach, Alizon Employee dropdown list at the top of
{Puchowsk the window.

Scoging, uI

Click the Add New button.

Add Hew Delete Hrrde

= | ¢ | ¢ [

e Select the type of absence from the dropdown list.
e Enter the required dates

Expected: The expected date of birth (or adoption).

Actual: The date the child arrives (generally used when the baby is premature).

Leave Start: The date on which the employee intends their absence to start.

Date Certificate Issued: This is only applicable by default to SAP. SPP will require a date if
the Adopted checkbox is ticked.

E-_asi-: Pav  Feduce Basic Pay by Statutam Pay Amoumnt
Adiustment: & 0o not Pay Basic Pay
"~ Pay Basic Pay az entered

Select the way the statutory payment should be made:

Reduce Basic Pay by Statutory Amount: This option will pay the employee their normal
wage for the period, an apportioned amount of this pay will be statutory pay.

Do not Pay Basic Pay: The employee will only receive statutory pay.
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Pay Basic Pay as Entered: The statutory payment will be added to the normal Basic Pay.

Undo Cloze

2ave Click Save.

Child Stillbarn [ Entitlement Stopped [ Drate Entitlement Stopped | I

If the payment should be stopped:

Go back into absence recording.

Select the employee from the dropdown list.

Tick the Entitlement Stopped checkbox and enter the stop date.
Click Save.

On opening and paying there are instances when an employee’s pay details will need to be
entered in order to calculate their average weekly earnings.

Pay Date e — Amount If the employee has recently been entered
onto the system then Business Payroll will

i, [Mortny =] ask you to provide pay details for the
: - : ﬂ : applicable earnings period.

I =
| /7 | = Enter the employee’s last payday prior to the
[+ [ =] date displayed (04/01/2003 in the example).
|/ | [ -
[7 [ = | Select the employee’s pay frequency from the
[ | = drop down box.

1. Enter the gross pay [not including tax credits)that the Enter the amount of pay that the emp|oyee

employes earned in their last pay day before 04401 /2003, . .
received on this date.

Average Weekly Eamings I

LCancel | Calculate Cantinue |
2. Enter any aross pay [not including tax credits] the UPOI’I entel’ing the gross pay earned from the
employes has earned between 06/11/2002 and /, i
Sl employee’s last payday you will be prompted
to enter the gross pay earned by the
employee between two dates (06/11/2002
Average Weekly Eamings I ploy . ( / /
and 01/01/2003 in the example).
LCancel | Calculate Cantinue |
2. Enter any gross pay [not including tax credits) the Once you have entered a_” of the gross pay
employee haz earmed between 06/11/2002 and
B s earned _by the en‘1ployee b(,atween th(_a two
dates given, the ‘Calculate’ button will be
activated.
Average Weekly Earnings I 115 30461
| : _ | Click Calculate and Business Payroll will
LCancel Continue . .
: display the average weekly earnings for the

employee over the specified period.
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Recording Haﬁday
Recording Holiday

Before recording holiday leave, a Holiday Allowance must exist under the Personal tab of
Employee Maintenance.

Right click on the employee whom is on holiday from the employee list on the main screen
and select Open and Pay Employee. Once the Open and Pay screen has loaded click on
the Change button and then the Absence Recording tab.

Click the Add New Absence button and select Holiday as the absence type from the drop
down list. Amend the dates accordingly and enter the number of holiday days taken. Click

Save Absence and then close the window.

Employee IDavidBagle_l,l Basic Pay g50.00 Pension I 0.00

gdditionsl Deductions I AEOs  Absence Recording | Tag Credits / Student Loansl Penzion I

Absence Type Start D ate End D ate AmnoLint

|v| |oa/4s2005 | 150402005 | 000

Huoliday Taken oo Daps
%= . .
o _ o Gros-s Pa}l_ - 0.00 Basic Pay Adjustment
Holiday Credits Adjustment This Period I 0.00 ¢ Reduce Standard Basic Pay by Statutony Pay
Haliday Credit Taken Thiz Period 0.a0 i~ Do nat pay Basic Pay
HolidayCredits Balance Remaining 0.00 " Pay Basic Pay a5 entered
Sdd [ew Deleta Undo Save
Absenee Absence Absence Absence
Total Additions Taotal Deductions Und o
nda ose
| o 0.00 — ;

Note; this function is used purely to record holiday dates for reference purposes and will not
calculate holiday pay automatically, if holiday pay needs to be applied then an addition must

be created.
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Bulk Amendments

Bulk Amendments

To access the Bulk [l Errployee  Beports  Calculator  Admin
Amendments options LCompany kaintenance. ..

select Company > Bulk

Amendments. Divizionz/Departments/LocationsGL Codes...
From here you can then Standard G/L Codes...

choose Holiday

Maintenance or Bulk Pay Pematrs

Additions and Deductions...

Amendments.

Bulk Amendments

Holiday M aintenance

Holiday Maintenance
Holiday Maintenance

Bulk. Pay Amendments

From the Holiday Maintenance option you can reset and/or carry forward holiday allowances

for all or groups of employees.

Selecting a Group

BTAC Solutions Ltd <

s (003 Smith, M
- # Development

- # Accounts

* Fayroll

Processing the Amendments

Click the left mouse button over the company
name to amend the whole company.

Or over the Division/Location/Department name
to adjust just that group.

Ensure you have the correct employees selected

before processing

& Days

Al Pay Frequencies

— Payp Frequency——————— " Pay Rate Indicatar

= Horly

— Entitlermnent

Carry Forward Unuzed Entitlement

Set Enhitlerment ta I

-

b awirnum Carry Forward E nbitlement I

Clear Holiday Taken

Cloze |

v

Brocess

Click Process to start the operation.

From the Pay Frequency dropdown
list you can elect to amend
employees on a particular pay
frequency.

Select the way the holiday
entitlement is measured.

Enter the employee’s Entitlement in
the Set Entitlement to field.

If you would like the unused
holiday to carry forward place a tick
in the Carry Forward Entitlement
checkbox. The Maximum Carry
Forward field will become active.
Here you can set a limit for how
much unused holiday is carried
forward.

Remove the tick from the Clear
Holiday Taken to leave the holiday
taken unadjusted.

A report will be produced giving details of the amendment. Click Yes to view the report.
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Bulk Pay Adjustments
Bulk Pay Adjustments

It is possible to alter the pay rates for all employees or groups of employees.

Selecting a Group

OTAC Solutions Lid <

o [B72) Puchowsk, E
—w [HOE] Scoging, P
s [303] Smith, M

# Development

#* Accounts

- & Payrol

Processing the Amendments

Ensure you have the correct employees selected before processing

Click the left mouse button over the company
name to amend the whole company.

Or over the Division/Location/Department name

to adjust just that group.

—Increasze or Decreaze————— 1~ Pay Frequency
% Increaze Al Pay Frequencies j
" Decreass — Pay Rate Indicator
& Salary T Hourly
— Amendment

..........................................

LCloze Erozess

checkbox.

¢ Click Process to continue.

Enter the Amount in the Amount field.

A report detailing the amendments will be produced. Click Yes to view the report.

From this screen you can choose whether to Increase/Decrease the employee’s pay.
Select the relevant pay frequency using the Pay Frequency dropdown list.

You must also select the Pay Rate of the employees to change.

Adjustment can be made by a percentage, to do this, tick the Amend by %age
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Main Screen Overview

Main Screen Overview

The main screen offers an intuitive and functional interface that allows access to the core

features of the system.

Employee Explorer

Employee Explorer
Selecting a Company to Work With

[3TALC Solutions Lid =]
- QTAL Solutions Ltd

=14 Support

-/ [MO1) Coggins. C D a—

oo/ [B12) Puchowski, E
o [HOB) Scoging. P
oo [Q03] Smith, b

What the Symbols Mean

ATAC Solutions Lid

- 4 Support

: \/ (M01] Cogginz, C
~/ [412] Puchowski, E
v [HOB] Scoging, P
S [03) Smith, M

ey [FOB] Ashwarth, B

o [TO) David, G

o/ [WIOB] Kar, A
\/ [k01] Bowezon, A
Ellr Accounts

El # Payrol
@ [MO01] Couzing, D

The letters and Numbers in Brackets
The letters indicate the pay frequency:

W = Weekly

M = Monthly

T = Two Weekly
F = Four Weekly
Q= Quarterly
H= Half Yearly
A= Annually

The company to work on can be selected
from the dropdown list.

The employees within that company will
appear in the employee list below.

+ . The employee has been processed and
the pay period is closed.

@D : The employee’s pay has been
calculated but the period is still open.

&3 : The employee has been loaded but not
saved, this usually occurs when a calculation
has been cancelled.

@ : No processing has yet been carried
out.

[f01] Bowson, &
An employee highlighted in red is On Hold.

[M01] Causging, D

A Yellow highlighted employee signifies a
Leaver.

The numbers show the last pay period processed for the employee. This number
automatically advances to the next period when Open & Pay is performed on a closed

employee.
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Display Preferences
Display Preferences

The way the Employee Explorer displays the information can be altered through the Display

Preferences screen.

The Display Preferences screen is accessed
either by selecting Company > Display
Preferences, or by clicking the Display
Options button on the main screen.

Select Compary:

[0\ =M Erployee  Beportz  Calculator  Admin

Company Maintenance. ..

Divigions/Departmentz/Locations/GL Codes. ..

Standard G/L Codes. ..
Additions and Deductions. ..
Penzions...

Bulk &mendments 3

ATAL Solutions Ltd =]

LEVEL OME

[Maone]

LEWVEL Twf0
I[Nu:une] j
LEVEL THREE

I [Maone] j

Sort Sequence

Sort by Staff Murnber [

Sork by Staff Mame [

Sart by Current Taw Period [

Include Leavers v

Alwapz Expand Digplay Tree v
LCloze Save

Divisions/Departments/Locations
The employees can be split into their
assigned Divisions/Departments/Locations
by a three-tier system.

For example: If you select Location for the
first level and Department for the second
the Explorer window will look like this

- # Bath
. E-# Support
: b [MO1] Coggins, C
£l # Bristal
- # Development
e [FOB) Azhwarth, R

Sort Sequence

These three options will affect the staff
order within the
Locations/Divisions/Departments.

Include Leavers
Uncheck the box to remove leavers from
the Explorer window.

Always Expand Tree View
Tick this box to show all levels in full.
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Searching

Searching
DIAMOND DISCOVERY Business Payroll now comes with the facility to search the employees

using the search bar on the main screen.

j I Search |

f Sunane N Starts with
Forenames Equalz
Tax Code Containz
Post Code Ends with
M| Code
Staff Mo

Using the Search Bar
e Select what field is to be searched using the first drop down list.
e Use the second list to refine the search.
e Enter the search term for in the field to the right of the drop down boxes and then
click Search.
e The first employee who meets the criteria will be highlighted in grey.
e By dlicking Search (Next) again the next matching employee will be highlighted.

A message will be displayed when all employees have been found.

Payroll and Tax Calculator Modes
Payroll and Tax Calculator Modes
All versions of DIAMOND DISCOVERY Business Payroll come with an offline PAYE and
National Insurance calculator that can be used for checking P45 details and “what if”
situations completely independently from the payroll.

| € Payal ICaleulater |

Switching Modes

To switch from Business Payroll Mode to Payroll Assistant Mode or vice versa, click the payroll
or calculator radio buttons. This can be done at anytime; a message prompt will be displayed
if it is possible to save data.

Please see the Payroll Assistant section for more information on using the off-line calculator.

Shortcuts

Shortcuts
The main menu contains shortcuts to several of the most widely used functions. These
shortcuts are described below.

|£1 Exits the program.

|E‘ Loads the most recent pay calculation for the highlighted employee.

@ Displays the open and pay employee window for the highlighted employee.
M Closes off the pay period for the highlighted employee.

|ﬂ‘ Opens the employee maintenance window for the highlighted employee.
|ii| Opens the absence-recording window for the highlighted employee.

|E| Prints the payslip for the highlighted employee.
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|E| Allows you to change the section viewed (Professional only).

DIAMOND DISCOVERY Business Payroll also gives you
W Empleyas | sz Dptinnsl the option to navigate directly to both the New

Employee window and Display Preferences window from
the main screen.

Payroll Processing

Payroll Processing

The Stages of Payroll Processing

The Stages of Payroll Processing
There are two stages to payroll processing:

Open & Pay

In this step a new pay period is opened, the employees pay is calculated and the results are
saved to file. The ® symbol will appear next to the employee to show that this action has

completed successfully.

This action can be done as many times as you like i.e. if a bonus payment has been missed

for an employee during the main payroll run, then Open & Pay this employee and apply the

bonus.

Close Pay Period

It is normal procedure to run a Payroll Summary report before starting this stage to ensure all
employee pay details are correct. This report is found under Reports > Pay Period >
Payroll Summary.

The Close Pay Period function will finalise the pay period and put a " next to the employee
to indicate this has been successful.

By closing the pay period, valid payslips can now be printed and by selecting Open & Pay the
period will automatically advance.

Please Note: Closed periods can be re-opened using the Back Process option explained later
in this section.

Payroll Processing Symbols
+ . The employee has been processed and the pay period is closed.

®2: The employee’s pay has been calculated but the period is still open.

&: The employee has been loaded but not saved, this usually occurs when a calculation
has been cancelled.

@ : No processing has yet been carried out.
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Processing by Company

Processing by Company
To process all employees on the same pay period and pay frequency:

OTAC Solutions Ltd <——— Click the right mouse button over the company
name to display the Pay Action screen.

Suppart
" [MO1) Coggins, C
W 81 2] Puchowsk, E
w" [HOB) Scoging. P
E e (03] Sriith, M
- # Develapment

---0 Accounts

- Fayroll
Process Company QTAC Solutions Ltd Opening & Paying
Select the action to be performed on all employess Select the required Pay frequency and
that can be processed for the required pay period. pay Period.

Select Pay All.
Click Continue.

The ®2 symbol will now appear next to
Pay Frequency Pay Feriod [{ - the paid employees.

&+ Manthly

£ Weekly Patfern Closing the Pay Period
 2Weekly & Papal Right click the company name again to
" 4weekly £ Close Al open the Pay Actions screen.
The Pay period and Pay Frequency will be
as before.
Cancel | Continue Select Close All.

Click Continue.
A tick will be displayed next to the closed
employees.

Pay Frequency
Select the Pay Frequency of the employees you wish to pay.

Pay Period
By default the next period to pay should appear in the Pay period dropdown box. Any pay
period can be selected but only a valid period will complete successfully.

Actions
Pay All calculates the wages and saves this information to disk.
Close All finalises the payment for the selected period.

Continue

Clicking Continue starts the pay run. When it has completed a message box will be
displayed telling you how many employees have been Paid/Closed and how many have been
rejected. If there are any rejects an Anomaly report is produced.

Anomaly Report

If there are any errors, an Anomaly report is produced listing the employees where the errors
occur and why. E.g. the employees have been paid and closed for period 1, you then try to
Pay All for period 10. This action will produce an Anomaly report informing you that the
employees have not been paid for periods 2 — 10.

46



Processing By Division/Department/Location
Processing by Division/Department/Location
To process by Division/Department/Location the display options must be set up so as the
Employee Explorer displays the employees under their respective headings. For more details
on how to do this see the section on Display Preferences.

Division/Department/Location Processing

ATaC Su:ulutin:u‘ns Ltd

- 4 P,

{ ..... w [M01) Coggins, C
----- W (3121 Puchowski, E
----- v [HOE] Scoging. P

: - [Q03] Smith, k4

& [Developrient

---Ir Accounts

- * Faprol

Click the right mouse button over the division
name to display the Pay Action screen.

See the previous page Processing by Company for details on how to use the Pay Actions

Screen.

Processing an Individual Employee

Processing an Individual Employee
Individual processing can take place after the main payroll run to make any adjustments to

pay, to do this:

ATAC Solutions Ltd

----- W (3121 Puchowski, E
o [HOB) Scoging. P
- (03] Smwith, k4

- @ Dewvelopment

- @ Accounts

- 4 Papmll

----- v [M01] Cogging, C €——

Load Employes

Click the right mouse button over the Employees
name to display the context menu.

Open & Pay Employee <+—— Click the left mouse button over Open & Pay

Cloze Pay Period

Ermployes Maintenance. .

Delete Employes

Ermployes Print »

Employee; this will display the Payroll Processing
section.

The Payroll Processing section can also be displayed by clicking the left mouse button over

the employee, then clicking E on the main screen.

47



Payroll Processing Screen Overview
Payroll Processing Screen Overview

—Additions and Deductions This Period
Baszic Hours F ate Bazic Fay
0.00 0oo | 0.00
Change. . Additions | 0.00
Flestore Deductions | .00
Basic Pay

If Basic Hours and Basic Rate or Basic Pay have been set up they will appear automatically,
but can be altered by overtyping them if necessary.

Change

Clicking the Change button opens a new screen that allows you to apply variable pay
elements to the employee’s pay. These changes only apply to this particular payment.
Regular additions and deductions are set-up through the employee maintenance screen.

Additions and Deductions
These fields show the total additions and deductions applied to the employee’s pay.

Restore
Clears all additions and deductions and resets the Basic Pay.

National Insurance Contributions

—HIC NI Code
MIC Code  NIC Refund This list displays the current NI Code for the employee. The
IE code can be changed through the Employee Maintenance
BAF MIC screens.
Directar? Start D ate
B/F NI
= [ Click the B/F NIC button to view the NI details for the

employee. The figures can be set to zero if the employee
becomes a director.

Director
If the employee is a director there will be a tick in the Directors? box. To make an employee
a director, use the Employee Maintenance > Personal screen.

NIC Refund
It is possible to refund NI should the incorrect code have been used in previous calculations.
The refund amount will be reflected on the IR Remittance Report. Please see the Refunding

NI section later in the manual.

Tax for Monthly Tax for Weekly
= Tap —Tax
TawCode M1 Payslip Date TawCode WK1 Payslip Date
|4E1 L r |31 A05/2002 |4E1 L v |24£EIE;"2EIDE
Tax at Fayat Taxat Pay
ki onth Week ‘Week ‘Weeks
. i
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Tax Code

Any changes to the tax code will be made permanent when the calculation is saved.
Wki/M1

Tick this box to put the employee’s tax onto a weekl/month1 basis. A Wk1/M1 basis does
not take account of Gross Pay to Date and Tax Paid to Date within the tax calculation. This is
normally applied when you have no P45 details for a new starter. Any alteration will be made
permanent.

Payslip Date
The payslip date can be adjusted within the current pay period. Any invalid dates will not be
accepted. Changes to the date will not be made permanent.

Tax at Period

This is the Tax at Week or Month that will be used in the calculation. This can be advanced,
for example, when you have a new employee starting during the tax year or when paying
holiday pay.

Pay at Week
Pay at Week is used for paying holiday pay in advance. Please see Paying Holiday Pay in
Advance later in this section.

Pay Weeks

If you are paying holiday pay in advance the total number of weeks’ pay will be entered here.
This ensures the correct tax and National Insurance contributions are paid. Paying Holiday
Pay later in this section describes this operation in more detail.

P45 Pay and Tax

P45
T axable Grosz Tax Paid
| ooo | 0.00

Taxable Gross and Tax Paid

If any P45 details have been entered for the employee they will be displayed here. These
details cannot be altered here, but can be changed through the Employee Maintenance
screen.

Tax Paid this Employment
|'This Employment

Taxable Gross Tax Paid
| 540000 | 1546.20

Taxable Gross and Tax Paid
These figures are accrued over the year and can only be altered by reprocessing the
employee’s pay.
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Peforming a Calculation
Performing a Calculation
Ensure the details are correct, i.e. basic pay, tax week/month and that any additions or
deductions have been applied.
Click Calculate.
The results will be displayed on the right of the screen.

Results A more detailed set of results can be obtained by clicking the
GROSS PAY More Info button.
| 200000
Deductions Gros_s Pay .
| oo The _ﬁrst tab on the More Info screen splits down the gross
pay into Taxable\NIC'able and Non-Taxable\Non-NIC'able
NIC elements.
| 175.34
Tem Deductions

| 961 This tab gives details on pension deductions as well as
P normal deductions and student loans.

| 1494.65 NIC
The NIC tab gives a breakdown of both Carried Forward and
Brought Forward NIC payments.

Tax
The tax analysis shows all elements of the tax calculation

" Calculation Audit Report incIuding a C/F breakdown.

f* Payzlip Report

Save

C/Fwd | Frirt |

An Audit report can be printed by clicking the Print button in the results section. Should you
need to make any adjustments, simply make the alteration and click Calculate.

If you are happy with the calculation click Save to return to the main screen, or click Save
Next to save this record and open the next employee for processing.

To cancel the calculation click Cancel, you will then be asked if you wish to save the record.
Click No to quit without saving.

Multi Period Processing

Multi Period Processing
DIAMOND DISCOVERY Business Payroll comes with the facility to process multiple periods

with a click of a button.

Open and Pay employee, then click the Multi Period button to display the Multi period
screen.
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Multiple Calculation |

e Select the start and end periods for

Caleulate For Pay Periods: the calculation.

e Click Calculate.

e When all periods have been
Start I2 | End |2 =] calculated click Save.

e This process will calculate all pay
elements so that all reports are
available for printing.

Cancel |

NB: The same pay details are used for each period calculated

Refunding NI Contributions

Refunding NI Contributions
If an employee has been calculated using an incorrect NI code letter then it is possible to
refund any NIC that is due.

e Firstly, correct the employees NI code letter, which can be found in Employee
Maintenance > Tax & NI.
e Pay the employee by right clicking over their name and selecting Open & Pay.
e (Click the NIC Refund button.
Manual NI Refund

Select Enter Manually from the Refund Options.

Enter b ariuially e Select the NI code for which the NI
Employee's Emplaver's contributions need to be refunded.
MIC Code Fiefund Refund e Enter the amount of employees NI
to be refunded
& - 0.0a 0.0a
I J I e Enter the amount of employer NI to
be refunded.

Click Save then Close.
Click Calculate and the refund will be shown in the results section.

Re-Calculate NI Automatically

Select Re-Calculate from the Refund Options.

Re-calculate M The Apply NI Code field will show the NI
_ code that will be used for the back
Apply NI Code  From Period calculation. It is important that the NI

||: |3 'I code has been changed in Employee

Maintenance prior to carrying out the
operation.

Select the period that the NI code should
have been changed.

Click Save then Close.
Click Calculate and the refund will be shown in the results section.

51



Pay Period Additions & Deductions

Pay Period Additions & Deductions
Click on the Change button to bring up the Pay Period Additions Deductions screen. Please
note any changes here will only affect this pay period.

Applying an Addition

Add Meaw elete Wil ET Click the Add New Addition button.
Addition Ealitiam Ealitiam Ealitiam
Advance <] FFEI T From the dropdown list select the
addition to add.
Save
Addition
I.ﬁ.dvance j d4840 580 I I | 80.00

In the Amount/Hours field (highlighted in blue), enter the payment to be made. Please
note you will only be able to enter Hours if the addition has been setup using a Rate or
Rate Factor.

o lel Click Save Addition.

Aalditiar

Jndo
Addition

Save
Addition

[Nelete
Salditiar

Applying a Deduction
Ensure that the deductions tab is selected; the deduction is then applied as per the additions
instructions.

Making Adjustments

Should you need to make an amendment to the Addition/Deduction. Highlight the entry in
the list, which will populate the fields below with information. Make the alteration and click
Save Addition\Deduction.

AEO Information

AEO Information
This tab allows you to check the deduction amount and type of order attached to the
employee.
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Pay Period Absence Recording
Pay Period Absence Recording

Click on the Change button to bring up the Pay Period Additions Deductions screen and then
select the Absence Recording tab. Please note, any changes here will only affect the current

pay period.

Abzence Recording |

Abszence Type Start Date End Date Amount

=i |4 | ooo

Entering a new Absence (Sick Leave)

Bdd Hew
Ahzence

Authorized
| Jnauthorized

[Irdo
Absence

Save
Lbsence

Lelete
Shsence

r--*IahE:mitj,I
Faterrity
Adoption

Basic Pay Adjustment
{* Reduce Standard Basic Pay by Statutor Pay
" Do nat pay Basic Pay

= Pay Basic Pay as entered

03/04/2005  |15/04/2005 0.00

Click the Add New Absence
button.

Select Sick Leave from the
dropdown menu. Depending on
the type of absence selected,
different options will become
available.

Enter the dates that the employee
was sick. The date entered in the
finish date is included as a day off
sick.

waiting days has been calculated.

If this is the first sickness recorded on the system and the employee has had previous
sickness; refer to the Inland Revenue documentation to ensure that the correct number of
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SSP Mot Payable [ The number of Qualifying Days
o , used in the SSP calculation can be
Qualifying Sun  Mon Tue ‘Wed Thu  Fri Sat changed. Qualifying Days are the
Days v v W+ ¥ ¥ number of days that the
employee works in a normal
working week.

S5P Details for Pay Period In some instances the Average
average Weekly Earmings in Relevant Period; I— Weekly Earnings must be entered.

If the system doesn’t hold enough information to calculate the Average Weekly Earnings
automatically, you will be asked to enter the Average Weekly Earnings for the eight weeks
prior to the absence.

The way in which the final pay is
calculated is dependant on the
option selected here.

Bazic Pay Adjustment
¥ Beduce Standard Basic Pay by Statutory Pay
= Do not pay Basic Pap

= Pay Basic Pay az entered

sad New Delete Undo Save When all the details have been
fbsence fhsence Abzence Abzence entered click Save Absence.
&bsence Type Start Date End Date Aot After saving, each absence

09/04/2005 | 09/04,/2005 | 13,5 entered will appear in the list. If
Sick Leave 10/04/2005  15/04/2006 | 27.28 alterations need to be made to an
entry, highlight the absence and
make any required adjustments.
One the adjustments have been
made click Save Absence.

Other Absence Types
All other absences are recorded using the same method. Average Weekly Earnings for SMP,
SAP and SPP may be required, in which case enter the figure accordingly.

Please note that with respect to SMP, SAP and SPP; the pay period absence recording
section is used only to record the dates of absence and will not calculate statutory pay. For
full automation of SMP, SPP and SAP the absence must be set up in Employee -> Absence
Recording. See Absence Recording for further details.

Manual Statutory Payment Entry
Manual entries will override any other absence.

Abzence Type Start D ate End D ate Arnaunt
Sick Leave 09/04/2005  09/04/2005 1364 Highlight the date range to be
10/04/2005 | 15/04/2005 [ 27.28 altered.

54



To calculate SSP from a number

55p
| 05 Laleulate 55F of days. Enter the exact number
S5PDaye [ 3 : of days to be paid in the SSP Days
> : field and click Calculate SSP
from days.

Use the Basic Pay Adjustment options to apply adjustments to the final calculation.
Click Save when all the details have been entered.

Tax Credits & Student loans
Student Loans

Student Loans can either be calculated by
[™ Caleuat= OR manually entering an amount in the Pre-
Fre-calculated Amount 0.00 calculated Amount field.

Or automatically by ticking the Calculate

box. After the changes have been applied

click Save Student Loan.

Pay Period Pensions

Pay Period Pensions
A pension Fund Name must already be setup before adding a pension deduction; this can be
done by going to Company > Pensions. See Setting up a Company for more details.

— Additional Pension Fund
Fund M ame

Employee Scheme Reference

Scheme Type

I [Mane] j

Employes Y alue
Zage? [ | 1]

Employer Y alue
Zage? [ | 1]

Pension Fund
e Select the Fund Name from the dropdown list.
e Enter the Employee Scheme Reference.
e Select the Scheme Type.

Pension Amount

By ticking the %age box a percentage can be entered to a maximum of two decimal places.
If a percentage is entered it will be used to calculate the pension contribution from the
Pensionable Pay for the pay period. Pensionable Pay is accumulated from those pay elements
that have been defined as Pensionable — to change these definitions use the Company >
Additions & Deduction menu.
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Click Save Pension.

Processing Holiday Pay in Advance

Processing Holiday Pay in Advance
To pay holiday pay in advance the basic pay must be altered to include the whole amount or

a further payment must be included in addition to the basic pay. To add holiday pay as an
additional payment please see Pay Period Additions and Deductions earlier in this section.

—Tax Change the Tax at Week to the last week of
TaxCode WK1 Payslip Date holiday pay.
[461L I~ [z1/06/2002 Change the Pay Weeks to the total number

ook Temel D of weeks paid. This ensures the employee
osk ‘Woek ‘wosks pays the correct tax and NL _ _

Pay at Week is the period the holiday pay is
[n he 2 paid in.

In the above example:

The employee is currently on tax week 11.

They are going to receive 1-weeks’ normal pay and 1-weeks’ holiday pay.
The Tax at Week is advanced to 12, the last week of holiday.

The Pay Weeks is changed to 2.

Net to Gross Calculation

Net to Gross Calculation
To perform a Net to Gross calculation, the employee has to be setup in the Employee
Maintenance > Pay rates.

Instead of using the Basic Pay field, a new field in the
TARGET MET PAY 4

bottom right of the screen marked Target Net Pay
| 120(] should be used.

Click Calculate and the Basic Pay will be worked out automatically.

Back Processing an Employee
Back Processing an Employee

It is possible to re-open closed pay periods by using the Back-process option. This process
will supercede any previously saved data.
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Highlight the employee in the list by clicking
the left mouse button over the name.

Select Employee > Back-process from the
main menu.

WARNING - Back processing an employee will
PERMAMENTLY remove all employee changes
and pay details for later pay periods that have
already been processed. Your Inland Revenue
Remittance payments and year to date reports
may also need adjusting.

Starting T ax Period |W:|v

Select the starting tax period for

back-processing
LCancel | Ok I

Employee  Reports  File By Inkernet

Employes Maintenance. ..
Employee Brought Forward., .,

Absence Recording

Load Emploves
Open and Pav Emploves
Close Pay Period

Back-process, ..

Delete...
Duplicate Employes

After back-processing an employee there are
two options to re-calculate; Open & Pay
Employee to restart the pay period or Load
Employee to reload the pay details for that
pay period. The payroll-processing screen will
then be displayed.

Use the Starting Tax Period to select the
period to re-open.

Read the warning message before clicking on
Ok to continue.

The employees name will now have a Yellow
and Red symbol next to it in the employee
viewer on the main screen.

Coad Eﬁpln:n_l,lee

—FBper-bay Employes
Cloze Pay Penod

Ermployes Maintenance. ..

Delete Employes

Ernployee Print »
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Reports

All reports available within DIAMOND Reports
DISCOVERY Payroll are accessed from the

L . Compan .
Reports menu. These are then divided into Emplzyei v |
their relevant groups. . '
Pay Period L
‘Year End L)

Tax Tables...

Reports by Company

Reports by Company
To print a report for all of the employees within a company:

¢ Click the left mouse button over the
company name to highlight it.

e Go to the reports menu and select the
required report.

v [B12) Puchowski, E

----- v [HOB] Scoging, P A Reports Option screen will then be
Feeng (03] Smith, M displayed, which is explained later in this

- # Developrment section.

[+ @ Accounts

[+]- o Pauroll

Reports by Employee

Some reports can be printed for an individual employee:
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LTAC Solutions Ltd

e [MO1] Cogging, C
e [8712] Puchonsski, E
" [HOB) Scoging, P
Lo (03] Smith, M

- 4 Developrment

- Accounts

- 4 Payroll

It is also possible to print some employee
reports by pressing the right mouse button
over the employee’s name and selecting

Employee Print.

Report Options

¢ Click the left mouse button over the
employee’s nhame to highlight them.

e Go to the reports menu and select the
required report.

You will be presented with the Reports Option
screen, which is explained later in this section.

Load Employee
Open & Pav Employes
Claze Pay Period

Employee Maintenance. .

Delete Employes

Employee Print

The report options will change depending on the type of report that is being printed.

in. Selection Criteria for Payroll Summary

Group by Lewvel 1 IE-::mpan_l,l j
Group by Level 2 IE-::mpan_l,l j
Group by Lewvel 3 IE-::mpan_l,l j
—Pap Frequency— — Tax Periods = ot SEE——
T Weekly
Stark - -
 2'weekly at {1 =] | =
O dyieekly End m
&+ tonthly

]

Printer Setup |

Print

Cancel

[T Export

r Include &l Fay
Frequencies?

¥ Include Leawvers?

Please note: Not all the options are available with every report. Any options that are not

applicable cannot be accessed.

Grouping

Some reports give have the option to sort by Division/Location/Department. To do this
simply select the group required from the Group by Level dropdown boxes.

Pay Frequency

Reports can be adapted to only include employees on the same pay frequency. Ifitis
necessary to print the report to include all employees, tick the Include all Pay Frequencies

check box.
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Tax Period

A single period or range of periods can be reported using the Start and End period drop down
lists. If the Include all Pay Frequencies check box is ticked there will be no way to choose the

pay periods to report as all periods are selected by default.

Include Leavers

Check the Include Leavers box to include leavers on the report.

Exporting
This is covered in more detail later in this section.

Audit Reports and Payslips

—dudit Beport/Payzlip Dptions

& Payslp OF ¢ Sudit Beport
Payzlip Mezzage

Company Name QTAC Solutions Ltd

Employes Mame |5.3.;.ging

Mat.Ins Ha. ITN ||:||:| |I:IIJ IEIEI IF

Align Printer

When printing Payslips and Audit
Reports an additional field is
displayed so that a message may
be entered.

If the report is run by company
the same message will appear on
each page in the batch.

Default Crystal Repart Printer - The print position can be adjusted by clicking
HP Lazerlet 2200 Senez PCL B the Align Printer button.
Special Stationery Alignment To adjust the printer, use the drop down lists

- adjustments are in steps of
+ or - 0.001 ins.

to select the degree of adjustment.

Click Save.
Left Margin I | TI
Top Margin I':'—Ll The alignment settings will be saved for that

particular type of report, so each report can

be aligned independently.
Reset | Save

Test Print

By clicking the Test Print button the selected report will print with X’s or 9's in all fields of

the report. This is useful for aligning the printer.

Printi ng Payslips
Printing Payslips

Reports

To print payslip reports, select
Payslips from the Reports
menu and the following
screen will be displayed.

Campany
Employes
Pay Period
Year End

Ll Y B A

Pavslips. ..

Pavroll Labels 63.5 x 38, lmm x 21
Pavroll Labels 63.5 » 46.6mm x 18

IR Remittance Adwice, . »

60



Select Payslip Type g@]f@

Payzlip Type

Addresz Payzlip ACT1

Securnty Payslip (Dot b atrix] QC33
Prezsure Seal Papslip

Prezzure Seal Papzlip OPHA1

Sage Style Security (Dot kMatrix] SE33
Sage Style Addrezs (Dot Matrix] SE37
Employes Pay Advice

kd ailer Payzlip QC1S

i D O S B i B B

.

Change Default Payslip

(04 ‘ Cancel ‘

Select the type of payslip required by using
the radio buttons and then click OK. The
Selection Criteria for Payslips window will then
be displayed; see Report Options.

Please note that the Sage payslip formats are
not yet accessible.

Setting the default Payslip Format

Select the Company Maintenance option
from the Company menu.

Other Reports

Fage Throw Between Report Sections
Suppresz Superceded Records on P11
Suppresz Title Shading

Show Employers Cost on IR Remittance
Show Year to Date on IR Remittance

B R

Default Favzlip type
|Papslips QCO1

Lo

Zompansy

Campany Maintenance, ..

Divisions/Departments/Locakions/GL Codes., .,

Show Address on Payroll Labelz [w
Show Calculation Audit Beport Ml Het of Rebate v

Email &ddres= |

E mail Pazsword
li

R etype Email Paszword

Go to the Reports tab and select the required payslip type in the Default Payslip Type.

Click Save and Close.
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Emailing Payslips
Emailing Payslips

Please note: Third Party Software is required to be able to email payslips.
A copy of eDocPrinter PDF Pro can be purchased from http://www.iteksoft.com/ .

Installing eDocPrinter

After the installation of eDocPrinter two new printers will be present in Printer Properties,

eDocPrinter PDF Pro and ERP2PDF.

& eDocPrinter PDF Pro Properties
Set the properties of the printer that is to be used. In .
the General section click Printing Preferences. General | Sharing | Ports || Advanced | Colc

oy
f__:;é eDocPrinter POF Pro

Under the Links tab of Printing Preferences place a tick in the Enable detecting embedded
commands check box. If the box is left unchecked then no .pdf files are created and nothing
will be emailed.

In the Email section, select Send the Email Seting:

generated PDF file as email attachment Serd the paneraiad FOF e 33 emal attachmernt

and Send silently through default email Serd siterily Bicugh defauk emal cienl w
client. Launch default emal client

Sernd abenith thocuoh dalzull emal chert
Send mal drsclly Ibnouch SHTF server

Installing ClickYes
For every payslip that is emailed via Business [l i foliia- 0ol 1 ®
Payrc_)”’ the defaUIt mall Cllent will dlSpIay a & program is trying bo access e-mail addresses you have
warning message advising that another stored in Outlook. Do vou wank to allow this?
program is tl’ymg to access email addresses. IF this is unexpected, it may be a virus and you should
If the payslips are to be emailed then click Az il
Yes when each message appears.  Moweccessfor  [Tre ]

Wes | Mo | Help |

If there are a large volume of employees for whom payslips are being emailed then this
message will appear for each payslip. In this case a program called ClickYes can be
downloaded to handle the action of clicking Yes.

ClickYes can be downloaded from http://www.contextmagic.com/express-clickyes/ .
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Emariling all Employee Payslips to a Company

Go to Company > Company Maintenance from the main menu. In the Reports section,
set the company Email Address, the Email Password. From the Default Payslips Type drop

down list, select Payslips QCO1.

Supprezz Title Shading v Email &ddress |
Show Emplovers Cozt on R Remittance I .
Show v'ear ko Date on IR Remittance [~ Email Passward

Default Papslip type Fietype Email Paszword

|Papslips QCOT |

Before printing payslips select the eDocPrinter PDF Pro printer from the Printer Settings
screen, under the File > Printer Setup menu. This will email all of the payslips as a single
.pdf file to the email address stated in the company Reports section.

A .pdf file containing the emailed payslips will be created in the folder where the DIAMOND
DISCOVERY software is installed.

Emailing Payslips to Individual Employees

Go to Company > Company Maintenance Payslip Options
from the main menu. In the Reports section, set Single Papslip Per Page v
the option to print a single payslip per page.

e-mail address Go to Employee > Employee Maintenance from
the main menu. In each employee’s Personal section,
. set the email address and password that will be used
Email Password to open the file when received.

Retype Email Pazzword s

Before printing payslips select the eDocPrinter PDF Pro printer from the Printer Settings
screen, under the File > Printer Setup menu. This will email each employee’s payslip to

their email address.

|alexni@gtac. co.uk

A .pdf file will be created for each employee payslip in the folder where the DIAMOND
DISCOVERY software is installed.

Please Note
If payslips are intended to be emailed to employees, then either ALL employees must have an

email address, or the employees must be split into two departments or locations. When
selecting the email section to print payslips, select the eDocPrinter printer and when selecting
the print section select the normal payslip printer.

63



Previewing Reports
Previewing Reports

When all the Report Options have been selected, click Preview and the report viewer will

appear.

. Report Viewer

=] E3

| % &%= =[] W «f of 2 IR |
Presview I
-
QTAC Solutions Ltd
Basic Pay 200000 Income Tax 336549 Gross for Tax TD
Mat.Inz. 161.50 2000.00

PAYMENTS

Er Pens.Conts
0.00

Tax Mth Tax Code
3000442002 1 4810
Haolicday Erititlemerit oo

2,000.00 DEDUCTIONS

Ml Code and Mo.
A THOOO00O00K
Haolicday Taken

Tax Paid TD
336.49
Ml Estnings: TD
2000.00
Mat. Ins. TO
161.50
Gross for Tax
2000.00
Ml Earnings
2000.00
Total Gross Pay
2000.00

497.99

Payment hethod Cazh

Scoqgin
00 qging,

NET PAY
1,502.01

Report Controls

&

Print

4 4|5 of B P M
Page Selection

Clicking this button will print the entire report.

It is possible to search for any characters within
the report.

Click the Toggle Tree View button to show\hide
the Tree View. The tree view allows pages to be
skipped within the report.

Select the Zoom required from the dropdown list

The main white field shows the current page, the
number to the right shows the total pages. The
arrow keys to the left and right allow for scrolling
through pages of the report.

The Report Viewer can be closed without printing by clicking the X! button at the top right

corner of the report window.
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Exporting Reports

Exporting Reports
It is possible to export all reports in to various formats. To do this:

Select the report to be printed\exported:

W Eipart Tick the Export check box on the Report Option screen.

L S

r Inelude &l Fayp
Frequencies?

[T Ihclude Leavers?

The Report Viewer will appear, click the = button to print or X/ close the window.

E xport From the Export screen you can
choose which Format to export
Farmat: the report in.
Iﬁmbat Format [FDF) j Cancel The destination of the file then
Destination: 4|Em':E needs to be selected, which
|Disk e j include email or to disk.
Click Ok to continue.

| From this screen select to export all of the

report.

—Page Fange
Lol | By selecting Page Range a certain section of

" Page Range: the report can be exported.

Frarm: |1 Ta: |1 Click Ok to continue.
Canicel |

The next screen shown depends on the destination chosen:

e Disk File: will ask for you to specify the location to save the file on disk.

e Application: opens the application related to the format type; e.g. PDF format will
open Adobe Acrobat Reader.

e Microsoft Mail: opens a new email with the report attached.

e Exchange Folder: allows you to save the report into any Microsoft exchange folder
available to you.

e Lotus Domino: exports the report to a Lotus Domino database.

Additions & Deductions Report Options

Additions & Deductions Report Options
The Additions and Deductions Analysis Report allows either all the pay elements or up to 5
individual elements to be selected from the list.

Select the Individual Pay Elements

De-select the Select All check box.

Tick the boxes next to the Additions and Deductions you wish to report.
Click Ok.
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IR Payment
Business Payroll allows payments to be made to the Inland Revenue via the internet. Select
Company on the main menu and then IR Payment.

Campany

Company Maintenance. . Selecting Information on Making
Divisions{Departments/Locations/GL Codes. ., Payments, Payment of PAYE and
Standard GjL Codes... Paylng By Debit Card will open

Additions and Deductions...

Internet Explorer and load the
relevant page of the Inland
Revenue’s web-site. Details are
provided on how to make payments
Display Preferences... electronica”y.

Transfer Emplovess...

Pensions. ..
EOY Totals

Bulk Amendments »

Duplicate Comparny

N.B. An internet connection is

IR Payment InfFormation an Making Payments necessary in order to use these
Pavment of PAYE K
Paving By Debit Card fU nctions.

Fay IR by BAICS

Pay IR by BACS

Only companies that have Accounts Office Reference, Bank Details, a BACS File Format and a
Calculated IR Remittance value for the selected period will be displayed. Companies that have
already had their payments made will not be displayed.

Pay IR By Bacs E|

Company Calculated Override The Pay IR By BACS screen W|" |ISt Company,
Calculated amount and Override amount (if
entered on EQY Totals screen).
Highlight company and click the Create File
button.

Select File Location

|c:\GtacB acs, J

Pay Period ’E‘
Selectdll | Deselect AII| Jnverse ‘ | B |

Confirmation will be displayed and a text file
will be created in the Diamond Discovery
application directory, titled *<company
name> IR Payment <period>.txt’

The EQY totals will show amount paid to the
Inland Revenue.
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Qtac Payroll Assistant

Diamond Discovery Payroll Assistant

All versions of DIAMOND DISCOVERY Business Payroll come with an offline PAYE and
National Insurance calculator that can be used to check P45 details and “what if” situations,
completely independent from the payroll.

Switching Modes

= Payroll _| To switch from Payroll mode to Calculator mode or vice
versa, click the Payroll or calculator radio buttons. This
can be done at any time, if information needs to be saved
then a prompt will appear.

Calculation Options

Calculation Options
The calculation options can be chosen from either:

|| Manthly - The dropdown Lists at the top
.................................. of the maln screen.

ek
2-meekly
J-weekly
Quarterly
Half-v'zarly
Annual

Or from the calculator menu. [ Calculator [ERUTORRE

[tax [Calculatar Mode]
Cpay [Payroll bode]

-

| 2002200

s NS = LI D

2007 -2002
2000-2001
1333-2000
1339815933
13971938
19961957

P45 Check

Bezet

Load Calculation
Additions and Deductions. ..

Optiors Tax ear »

FPap Frequency
2ave MICMethod  »
Carry Farward Calculation Type #

Please Note: If you have the 10 Employee version of the software, calculations can only be
processed for the current tax year.

Making a Calculation
Making a Calculation

-Calculations Use this section to enter the pay
—Additions and Deductions This Penod details.
Basic Hours Rate B aszic Pay Click the Change button to add
noo | ooooo | .00 any Additions, Deductions, and
SSP etc.
Change... Additions | 0.00 The Restore button will clear
Bestore Deductions T all pay elements to zero.

The Addition and Deduction fields show the total additions and deductions applied to the

employee’s pay, but do not include WTC's, Student Loans and percentage pensions as this is
calculated during the pay calculation.
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~Tax —HNIC Enter the tax code and select

TaxCode M1 Payslp Date MIC Code  MIC Holiday the tax basis.
|451|_ F  [ao/4s2002 | j BANCIT Select the tax period and payslip
— date.

Taw at .

tdonth Durector? Start Date (ijeig(l:ll:t(aag, bberoelil‘?cZ:efc(i)rl\)/zl ard NI

I1 r IE”:"J1 211833 clicking the B/F NIC button
Papat Tawat Pay When the pay frequency is set to weekly an extra field relating to
Week ‘week ‘Weeks holiday pay becomes available. Paying holiday pay in advance is
f1 [1 1 covered in the Payroll Processing section.

Enter the Taxable Gross & Tax Paid

T hiz Employment
T axable Gross T ax Paid for the employee, if required there
[ | l oo are two additional fields for P45
details.

When all of the details have been entered, click the Calculate button at the bottom of the
screen.

The results will be displayed to the right of the screen. If more detail is needed click on the
More info button. If a re-calculation of the same period is required, change the pay details
and click Calculate again.

There are several options in proceeding after a calculation has been made:

e Save the calculation to file.

" Caleulation Audit Report e C/Fwd, carry forward the details to the next pay
% Payslip Repart period.
e Print either a Calculation Audit Report or Payslip

C/Fwd | ;

Report.

Save

Calculator File Operations

Calculator File Operations
Saving a calculation

Click the Save button.

A prompt will appear asking for a calculation name. Enter a file name and click Ok.

The file name chosen will be displayed in the
Payroll Assistant employee list to the left of the screen and the
Foy” [MUT] S Zmith calculator will be reset.

Loading a Saved Calculation
Display the context menu by clicking the right mouse button over the employee’s name in the
list. From this menu select Load Employee.

Deleting a Calculation
Display the context menu by clicking the right mouse button over the employee’s name in the
list. From this menu select Delete Employee.
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NMNet to Gross Calculations

Net to Gross Calculations
To carry out a Net to Gross calculation:

Select Net to Gross from the drop down list.

TARGET MET PaY
[ 1500.00

" Calculation Audit Feport
{+ Payzlip Beport

Met to Gross vI

Grogs to Met
Met to Gross

P45 Check |

A Target Net Pay field will be displayed in
the bottom right of the screen.

Enter the Net pay figure and click
Calculate.

The Basic Pay, Tax and NI will be calculated automatically.
These results can be Saved or Carried Forward by selecting the appropriate action, (discussed

in Making a Calculation).

Tax Rebate
Tax
| 90241
—Tax
Tax Code k1 Payzslip Date
|4E'I L r IEDJDMEDDE
Tax at

b anth

Fay
|1 Rebate v

P45 Checker

P45 Checker
Select P45 Check from the dropdown lists.

Select Pay Frequency from the drop down lists.

—Tax
Tax Code

|4E1L

Tax at Month

M

~P45

The tax field will look like this when paying
a rebate.

If the rebate is not to be paid then remove
the tick from the pay rebate check box.

Click on Calculate.

P45 Check = I

larozs o MNet
|Met to Gross

IM:::nthI_l,l 'I

(b orthly
Wweekl

Taxable Gross I

Tax Paid |

Enter the Tax Code, Tax Period and P45 details. Click Calculate.

Calculated Tax | 171.93

Click Next to perform another check.

The amount of tax paid will be displayed in
the Calculated Tax field.
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End of Year Totals

End of Year Totals

To produce an accurate P35 Summary it is necessary to enter any funding and CIS
deductions that are applicable to your business. This can be accomplished through two areas
of the software; either on a month by month basis through the Reports > Pay Period > IR
Remittance Advice > Enter EOY Totals menu option, or for the year by selecting the File
by Internet > EOY Totals menu option.

Entering EOY Totals by Period
Entering EOY Totals by Period

Select Month bl

— IR Funding — Papments and Deductionz

Tax [ 0.00 | MIZ Holiday claimed | 0.00
SSP/SMP/SPP/SAR [ ggo || CIS Deductons [ 0.00

: T ax Deducted from I—
Tax Credit I 0.00 Subcontractor Payments 0.00
Payments made to I 0.00

Inland Revenue

Undo | Cloze

Select Month
Use the dropdown list to select the month in which the details need to be added.

IR Funding
If funding has been received from the Inland Revenue, then the amounts must be entered
into the system within the appropriate fields.

e Tax: Tax refunds.
e SSP/SMP/SPP/SAP: Statutory Payments.

Payments and Deductions

Incentive Payment Received: If the company’s P35 was filed electronically in the previous tax
year, then the employer may qualify to receive an incentive payment from the Inland
Revenue. This is provided that the employer qualifies as a ‘small employer’ and a ‘full and
complete’ submission was made. If the incentive payment is to be recovered from the Inland
Revenue through the payroll, then the amount to recover should be entered in the relevant
period.

CIS Deductions: This field should be used by Limited companies who have suffered CIS
deductions and must enter the value from form CIS25.

Tax Deducted from Subcontractor Payments: Enter the tax deducted from subcontractors if
applicable.

Payments made to Inland Revenue: Enter the actual amount paid to the Inland Revenue for
the monthly remittance.

Entering EOY Totals for the Year

Entering EOY Totals for the Year
All totals for the year can be viewed and amended by selecting File by Internet > EOY

Totals.

In addition, this screen shows the Compensated and Recovered statutory payment details.
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File by Internet (FB/)

File By Internet

Preparing Payroll Manager for File by Internet
Preparing Business Payroll for File By Internet

Select the Setup option from the File By File Ev Internet

internet mend.

EC Totals

ECry Walidation
Enter P384's

Subrmit bo HMRIC
Schedule Submission

Skakus Reporks k
Query Submissions Status

Authentication Details

On the set up screen enter the Sender ID and Password (these are obtained by registering on

the Inland Revenue’s website, www.hmrc.gov.uk) and a valid email address. If the returns
are being filed as an agent, tick the Agent Required check box and enter the details of the
agent.

Agent 1D | Title I T j
Carnpany | Farenarme |
Addrezs Line | Surname |
I Email | [~ wiok [T Prefered
I T elephane I [~ Wobile [T Wk [T Prefered
| Extension I
Postcode I Faw I I~ Mokile & Swiok [T Prefered
Country I Extension I
— General 1D Authentication
Default Currency IGBF’ Sender 1D | Sender
Email | Password | I Compary j
Cloze e Save

Click Save and then Close to return to the main screen.

Company Contact

Select Company Maintenance from the Company menu.

If the end of year return is being made as a company, then enter the company’s contact

details in the FBI section. If the return is being made as an agent, then enter the company
whose returns are being transmitted electronically.
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Sending a Single Part FBI Submission
Sending a Single Part FBI Submission

Before attempting to submit any end of year returns, please ensure that Business
Payroll has been set up for FBI, as discussed in the previous section.

Data Validation

Select Submit to HMRC from the File by | File By Inkernet
Internet menu. Setup
ECY Takals

ECry Yalidation
Enter P354's
Submik ko HMRC

Skatus Reports 4
Quety Submissions Skaktus

The FBI submission screen will then be
displayed. Confirm that the authentication
Sender 1D febedei details are correct and click OK.

Pasmmced -
Ralupe Passsond I~—

10 Adherdbcstian

IHYew ———End ol Ve
FLE[ (i Full and Complete.
FEE(E e P3ga, r
I 14 Pl -
ol © it i
1] Cances|

Business Payroll will validate that all of the required information has been completed. If the
company passes the validation then the P35 Declaration screen will be displayed. If company
information fails the end of year validation then a report will be generated detailing any fields
that must be altered.

P35 Declaration

Complete the Declarations, Checklist(1) and Checklist(2) sections of the P35 Declarations
screen, selecting any options that are applicable to the company.
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QTAC Solutions Lid

Diaclaeations | Cheoklist (1] | Checkist (21| Tas andd M| Statutory | Totais]

P14 Declaration
Forms P14, End OF v'ear Summaty far each employes at
dizchor ot whom | was iequined 1o complete a fom P11,
Draductions Waorking Sheet [or aquivalent recoed) during the
pear

i

Have boen sent seperatelrin -

| eritltnet = ane o mos e pait

PI8A Declaration
Completed fomm P384, Emploper's Supplementary Rebum

A Dy - A Mot Dus
—P11 Declaration
MNumbsr aof Companies Campleted F110 and P110(b). Aetums of expenses
payments, bamefitz and Clazs 1A cortibutions
0 ]
<] o =1 #re Due r Aot due (=
Sechion-
[Mare] =
Schedule Bl - EUTI,,T’L Tranamit Clata

[Flone) | Submizsion - Frasvias ¢ )

The Tax & NI, Statutory and Totals sections display any information that has been entered
via EQY Totals during the course of the year. If required, the figures can be either entered or
adjusted within these screens.

Once completed, the P35 can be printed by clicking Print.

There are several options when submitting the return to the HMRC:

1. Preview the submission by clicking Build XML and click Yes when asked if a preview
of the XML is required. This will make the selected company available for scheduling
to submit at a later time. The XML files can be built for any number of companies,
working through the list in the left-hand window prior to scheduling them for
submission.

Send immediately by clicking Transmit Live.
3. Schedule the submission to be sent at a later date by clicking Schedule this

Submission. For more information on this subject, see Scheduling FBI Submissions.

N

Transmit Live

After clicking Transmit Live the Government Gateway Client screen will be displayed. Please
check that the URL reads:

[3 ateway Submizzion Server

LRL: Ihttps: Azecure. gatevay. gov. Lk Asubmizzion

Click Submit, Business Payroll will connect to the HMRC Government Gateway and transmit
the end of year data. Please be aware that this process could take several minutes due to the
large volumes of submissions made to the Government Gateway.

When the submission has concluded, a message will be received stating “"Message
Successfully Sent”, in which case no further action is required. If a message is received
saying “Submission received and awaiting processing”, then the submission status must be
monitored — see Query Submission Status.
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Sending a Multi Part FBF Submission
Sending a Multi Part FBI Submission

Submitting P35 Part

Select Submit to HMRC from the File by Internet menu. From the FBI Submission screen,
confirm the authentication details, select the P35 Part and click OK.

Business Payroll will check that all of the required information has been completed. If the
company passes EQY Validation then the P35 Declaration screen will be displayed.

P35 Declaration

On the declarations screen enter the total number of P14 parts that will be submitted.

QTAC Solutions Lid

Diacaeations | Cheklit (1] | Creckist (21| Taw and M| Stabuto | Totas]

P14 Declaration
Farms P14, End OF Y'ear Summary far each employes at
dirzctor ot whom | veas tequined o complete a fom P11,
Dreductions Working Sheet [or agquivalent recoed) during the
Wear

Have boen senb eeparatesy in e~

(& &l el Eeet = e o o e ik

P3I8A Declaration
Completed fomm P304, Emplopers Supplemantary Rebum

A Due i Are Mot Due &
— P11 Declaration
Numbsr af Companias Campleted P10 and P110(b). Aetume of espensas
payments, banaliiz and Clazs 14 confributions
0 ]
<] o =1 e Due F fie ot dug %
Sechion-
[Mare] =
Schadule Bkl . Eui;dn:ﬂ'dL Tranamit Cloza

[Morel | Submizsion - Frasvies ¢ )

Complete the Declarations, Checklist(1) and Checklist(2) sections of the P35
Declarations screen, selecting any options that are applicable to the company.

The Tax & NI, Statutory and Totals sections will display any information entered in the
EQY Totals section. If required the figures can be entered or adjusted using these screens.

Once completed, a submission can be previewed by clicking Build and Preview XML. The
message can be sent immediately by clicking Transmit Live or schedule the submission for
sending at a later time by clicking Schedule Submission.

Transmit Live

After clicking Transmit Live the Government Gateway Client screen will be displayed. Please
check that the URL reads:

[3 ateway Submizzion Server

LRL: Ihttps: Azecure. gatevay. gov. Lk Asubmizzion

Click Submit, Business Payroll will connect to the HMRC Government Gateway and transmit
the end of year data. Please be aware that this process could take several minutes due to the
large volumes of submissions made to the Government Gateway.
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When the submission has concluded, a message will be received stating “Message
Successfully Sent”, in which case no further action is required. If a message is received
saying “Submission received and awaiting processing”, then the submission status must be
monitored — see Query Submission Status.

Submitting P14 Part
Select Submit to HMRC from the File by Internet menu.

The FBI Submission screen will be displayed, confirm the authentication details, select P14
Part and click OK.

On the FBI P14 Part screen, enter an ID for each the P14 submission in the Unique ID text
box. A unique ID is required for each P14 part submitted.

Click Transmit Live, and then on the Government Gateway screen click Submit.

When the submission has concluded, a message will be received stating “Message
Successfully Sent”, in which case no further action is required. If a message is received
saying “Submission received and awaiting processing”, then the submission status must be
monitored — see Query Submission Status.

Scheduling FBI Submissions
Scheduling FBI Submissions

Adding a Submission for Scheduling

After clicking Schedule Submission the Schedule FBI Submission screen will be displayed.
The left-hand list on this screen shows the submissions which are available for scheduling.
Select the item in the list using the left mouse button.

— Submizzors avalable 1o schedde—————— . — Submiggiors Scheduled
Cuirent Date Time
ED" QTAC Sobaticns Lhd 17 4ml

[ieH12/2005  [1:s3

 Scheduled Date Tie ———

IEEEN |

By

Activabe Timer

Epc ke
ImieT

Enter the required submission date / time in the Scheduled Date Time fields.

Click the g button to schedule the submission. The right-hand column will now show
the submission along with the date / time.
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Change a Submission for Scheduling

Select the submission in the right-hand list. The date / time details will be displayed in the
fields at the bottom of the screen.

Adjust these accordingly and click Update.
If the scheduled submission needs to be removed, highlight the submission and click Delete.
Stopping the Scheduler

The submission scheduler can be stopped at any time by clicking Deactivate timer.

Query Submission Status
Query Submission Status

Due to the volume of submissions it is possible that the end of year data will be transmitted
but not validated by the HMRC. In this situation Business Payroll will mark the submission as
pending and it will be necessary to monitor the submission status by sending a query to the
HMRC Government Gateway.

Updating Submission Status

The status of a pending submission can be File: B Inkernet

checked at any time by selecting the Query Setup
Submission option from the File by Internet
menu. EDY Tobals
EDY Yalidation
Enter P354's
Subrmit o HMR.C
Status Reports 4

Query Subrissions Status

When the FBI Query Status screen is displayed confirm that the authentication details are
correct and select either Full & Complete or P38A, then click OK.

Business Payroll will work through all of the submissions pending validation and update the
status.

Status Report
To view the status of each company, File Bty Inkernet

select Status Report > EOY Status Setup

from the File by Internet menu to

display the Selection Criteria for EOY EO Taotals

Status screen. Ecy Yalidation
Enter P354A's
Submit bo HMRC

Stakus Reporks EO% Skatus

Cuery Submissions Skatus P354 Skakus
P45 1y Leaver Skatus
Starter Status

The companies that are to be reported on can be selected in this screen. Multiple companies
can be selected by holding down the Ctrl key on the keyboard and click the left mouse
button over the required companies. Once selected, click either Print or Print Preview to
create the report.
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efile P45 Part I (leaver)

efiling P45 Part 1

Firstly, you will need to make the employee a leaver. To do this go Employee > Employee
Maintenance from the menu at top. Select the Personal tab and enter Date Left.

General EBISDnEdl Tax and NI] Pay Method] F'ayBates] additions] Qeductions] EEDS] Eensionl Notes]

Employee Address

|1 Church Road PI—_law.D" Status ﬂzlllicdlaaiSHours? I
[Bristol Aetive = Holiday T aken [ oo
| l% Holiday &llowance 0.0
| Drate Jaoined
PaostCode W IW I
|Hnme Phone Mumber Date Left ’7
[oe/oer2006 o
e-mail sddiess b arital Status
| + Single
Email Passward [ " Married Director Start Date
Retype Email Passwand ’7 " Widowed v “fes? lh’i
£" Divorced [~ Apply Director M7
>
Suppreszz Enor Meszages [ | Undo ‘ Cloge | Save
Once you have saved the changes
to the Employee Maintenance, the |0 Authentication
window on the right will appear
confirming your Sender ID and Sender ID |BI1GUSKk47ALC
Password from the File By Passward
Internet ‘Setup’ screen.
Retype Paszword P—
Select the Submit button to send
or Schedule Submission to send
at a time convenient to you. S _ & chedule
Frint P45 Submit - Cancel
‘ ‘ Subrmizzion ‘

It will then validate the P45 which
you select OK to confirm.

You are given the option of
viewing the XML file before
sending.

L] E Qtac Solutions Limited passed EOY Walidation
L]

wML Builk For Qtac Solutions Limited.
Do ol wish ko presiew the XML Filey
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Submitting the P45(1) to the HMRC

If you have elected to Submit
straight away, you will now be
viewing the screen to right. To

Gateway Submizsion Server

Schedule a Submission skip this
step.

URL: |https:.ﬂ’x’secure.dev.gateway.gov.ukx’submission

Source XML ] Responze XML | Protocal Events

The URL address is built within the
software and will not need to be
changed.

You can view this file again before
sending by selecting View XML,
and it can be copied to folder.

Select Submit to send your P45 to
the HMRC. You will receive a
confirmation email from the HMRC

within 24 hours.

Wiew XML QOD.Y ML Cancel Submit
Files

If the below error appears during submission, incorrect details are held in one or more of the
following - Tax District Number or Reference in Company Maintenance. Agent ID (if you're
registered as an agent), Sender ID or Password in the File by Internet > Setup screen.

| E 1046 Authentication Failure, The supplied user credentials Failed validation For the requested service,
L]

Scheduling a Submission

From the menu at top, select File By Internet > Schedule Submission to view the below
window. Highlight the P45 from the left window and enter a Scheduled Date and Time.

Submissions available to scheduls

Current Date Time:

02/06/2008 1217

Scheduled Date Time

02/06/2008 1230

R

Activate Timer

WSIPS TPVS
Activate Activie

Selectall Deselect Al Iverss
Selection

Submiszions Scheduled

[0 I

‘ ‘ LCancel
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Select the arrows button.
EarEERE

The selected P45 will now appear in the right window, as shown below.

Subrmizzions awailable to zcheduls . Submizzions Scheduled
Current Date Time

|o2/nes2006 1219

Scheduled Date Time

|o2/mes2006 |

Activate Timer

P45[1] 30 Qtac Solutions Li.

. 02/06/2006  12:30

VSIPS TPVS
Activate Activte
[pz/meszo0e  [12:30
Selectal | Deselect Al ‘ Slnverge Delete | ‘ Lancel
election
Now select the Activate Timer button.
Activate Timer
WSIFS TIPS
Activate Activte
This will start the process of submitting the
P45.
You will receive a confirmation email from
the HMRC within 24 hours.
{Deactivate
........... Timer
WSIFS TIPS
Achivate Achivie

Submizzon Schedule Active

I

Note: Depending on your internet provider you may need to have an internet connection

running before starting this process.
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efile P45 Part 3 (starter)
efiling P45 Part 3

To efile a P45 Part 3 you must first enter the previous Pay and Tax details in the Employee
Maintenance, as shown below. Select Save to enable the efile P45(3) button.

General ] Perzonal

Pay Methodl FPay Bates] gdditions] Qeductions] QEDSI Een&ion] Notes]

Tax Basiz
T3 Ceetz 503L @ Cumulative  © Wikl dthi NI Code Latter
NewTawCode [ T ax Basis |4 - HOT Crout Standard Riate |
Effective Diate I-"J"i & Cumulative Wik Mtk
Previous Employment P45 Pay and Tax
Grozs Pay Tax Paid Tax Code Wl/M1  Pay Frequency MI Mumber
| 1zso000 | 352055 [503L v Monthly [TT123486
Date of Leaving 17/10/2006 [~ Student Loan? [~ PE Details IBPR Number
Frevious Tax District Add | PAYE Reference Last Pay Period
Ernployer [120 x| Mew| [T1234 B -
efile PA5(3) | efile P4E | P45 Check | :
SSPIIL]
LastPwDate [7 7 Mo'WeeksSSP [ 2|
Employee Brought S
Forward.. ppress Eror Messages [ Add Mew LClose
The window on the right will
appear confirming your Sender D Authentication
ID and Password from the File
By Internet ‘Setup’ screen. Sender D |BI1GUSKk47ALC
) Paszward s
Select the Submit button to send
or Schedule Submission to send Retype Paszword
at a time convenient to you.
[ s Test:
Print P45 Submit schedule Cancel
Subrnizzian

It will then validate the P45 which
you select OK to confirm.

You are given the option of
viewing the XML file before
sending.

9
)

wML Builk For Qtac Solutions Limited.
Do ol wish ko presiew the XML Filey
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Submitting the P45(3) to the HMRC

If you have elected to Submit
straight away, you will now be
viewing the screen to right. To
Schedule a Submission skip this
step.

The URL address is built within the
software and will not need to be
changed.

You can view this file again before
sending by selecting View XML,
and it can be copied to folder.

Select Submit to send your P45 to

Gateway Submizsion Server

URL: |https:.ﬂ’x’secure.dev.gateway.gov.ukx’submission

Source XML ] Responze XML | Protocal Events

the HMRC.

QOD.Y ML Cancel Submit
Files

View XML ‘

If the below error appears during submission, incorrect details are held in one or more of the
following - Tax District Number or Reference in Company Maintenance. Agent ID (if you're
registered as an agent), Sender ID or Password in the File by Internet > Setup screen.

| E 1046 Authentication Failure, The supplied user credentials Failed validation For the requested service,
L]

Scheduling a Submission

From the menu at top, select File By Internet > Schedule Submission to view the below
window. Highlight the P45 from the left window and enter a Scheduled Date and Time.

Submissions available to schedule

Selectall Deselect Al Inverse
Selection

Current Date Time

231172006 1329

Scheduled D ate Time

23/11/2006 :

FrrERE

Activate Timer

WSIPS TFWS
Activate Activte

Select the arrows button.

Submizsiohs Scheduled

[~

| ‘ Cancel ‘

PrEEEE
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The selected P45 will now appear in the right window, as shown below.

Submissions available to scheduls . Submizzions Scheduled
Currert D ate Time
F4 ) [

/2006 | 15:40

[221172008 [1E

Scheduled Date Time

[z211/2006  [15.40

Activate Timer

WSIPS TPYS
Activate Activie

[2311/2006  [15:40

Selectall Deselect Al lnvers_e Delete LCancel
Selection

Now select the Activate Timer button.

Activate Timer

WSIPS TIPS
Activate Achivte
This will start the process of submitting the
P45.
You will receive a confirmation email from
the HMRC within 24 hours.
i Deactivate
........... Timer...
WSIPS TFYS
Activate Activte

Submizzon Schedule Active

I

Note: Depending on your internet provider you may need to have an internet connection
running before starting this process.
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efile P46 (starter)
efiling P46

To efile a P46 select the efile P46 button in the Employee Maintenance

Eenerall Personal  Tax and NI ] Pay Methodl F'a_l,lﬂatesl édditions] Qeductions] QEUSI Eensionl Notes]

Tax Basiz

T Cod T —— _
R BU3L © Cumdlative (% Wk1/Mth1 NI Code Letter
MewTaxCode [ T 2 Basis |4 - NOT C/out Standard Rate |

™ Curnulative (* Wkl Mtk

Effective Date Y

Previous Employment P45 Pay and Tax
Grozz Pay Tax Paid Tax Code Wi/l Pay Frequency

NI Humber
| oo | 0.00 | r Maorthly TT123456
Date of Leaving s [~ Student Loan? [~ PE Detailz IRPR Number
. Tax District Add | PAYE Reference Last Pay Period

Previous M
Ermplayer | j ew ] | 1 hd |

efile P45(3] | efile P45 | P45 Check | |
SSPIIL)
Lagt PIw Date | ¢ Mo, Weeks S5F g A

Employee Brought
[P r Suppress Emor Messages [ fidd Mew

The window on the right will

‘ Cloze | |

appear confirming your Sender & Authentication

ID and Password from the File

By Internet ‘Setup’ screen. Sender 1D |BI1GUIK47ALD
Pazzword i

Select either the Submit or
Schedule Submission button to Retype Password
trigger the P46 Declaration
screen.

EEREEEETY

Schedule Cancel
Submizzion
On the P46 Declaration YOU’” Tick each declaration that appliez to John Holmes
have various OptiOI'lS that will Employee's Present Circumstances
reflect this em P|0Yee- Thiz 1z the emplayee's first job sinze Tast Beh Apnl and they HAVE MNOT beere
A receiving Jobseekers Allowance, or taxable incapacity benefit or a state
orcunational Denzion

Select the Submit b_Utt_on to send This is how the employee's only job, but since last Bth April they HAYE had

or Schedule Submission to send B another job, or have received tazable Jobseeker's Allowance or Incapacity
. . Benefit. They do not receive a state or occupational pension.

at a time convenient to you.

C 7 The emplopes has another job of receives a state or occupational pension,

Student Loan

|f the Emplopee lzft a course of Higher E ducation befare last Bth April and
O I received their first Student Laoan instalment an or after 13t Sepember 1333
and they HAYE MOT fully repaid their Student Loan, Please tick box 0.

[if the employes is required to repay their Student loan through their bank or building
society account, please do not tick box D)

Schedule

[ Test 3
Sl Subrmission

Cloge ‘
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You are given the option of
viewing the XML file before
sending.

Submitting the P46 to the HMRC

If you have elected to Submit
straight away, you will now be
viewing the screen to right. To
Schedule a Submission skip this
step.

The URL address is built within the
software and will not need to be
changed.

You can view this file again before
sending by selecting View XML,
and it can be copied to folder.

Select Submit to send your P46 to
the HMRC.

—

b J %ML Built For Qtac Solutions Limited.
/ Do wiou wish bo preview the XML File?

Gateway Submiszion Server

URL: |https:a’a’secure.dev.gatewa}l.gov.uka’submission

Source #ML l Respanse #ML| Protocal Events

Wiew XML QOD.V AL Cancel Submit
Files

If the below error appears during submission, incorrect details are held in one or more of the
following - Tax District Number or Reference in Company Maintenance. Agent ID (if you're
registered as an agent), Sender ID or Password in the File by Internet > Setup screen.

! "_-. 1046 Authentication Failure, The supplied user credentials Failed validation For the requested service.,
L

Scheduling a Submission

From the menu at top, select File By Internet > Schedule Submission to view the below
window. Highlight the P46 from the left window and enter a Scheduled Date and Time.
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Submissions available to schedule

Selectal ‘ QeselectAII|

Inverse
Selection

Current Date Time

28/11/2006 11:56

Scheduled Date Time

28/11/2006 1154

PEEEY
Activate Timer
WSIPS TPVS
Activate Activie

Select the arrows button.

The selected P46 will now appear in the right window, as shown below.

Submissions available to schadule

Selectall ‘ Qeselect.&ll|

Irverze
Selection

Currert Date Time

Submizsions 5 cheduled

[/

‘ LCancel ‘

PrEEEE

Submiszions Scheduled

[28/11/2008  [1157

Scheduled Date Time

[28/11/2006  |17:58

EREE Y

Activate Timer

WSIPS
Activate

TIPS
Activie

Now select the Activate Timer button.

P4E 44 23112006 Gtac Solu.. 28/11/2008

11:58

| ‘ Cancel |

Activate Timer

WSIPS
Activate

TFWS
Activte
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This will start the process of submitting the
P46.

You will receive a confirmation email from
the HMRC within 24 hours.

WSIPS
Activate

TFYS
Activie

Submizzon Schedule Active

I

Note: Depending on your internet provider you may need to have an internet connection
running before starting this process.

CIS Monthly Submission
CIS Monthly Submission

A monthly submission for Subcontractors must be submitted to the HMRC every month.
Failure to do so will result in penalties from the HMRC.

File By Internet

To submit a subcontractors

n Setup
salary, select File By
Internet from the top menu, ECY Totals
then Submit to HRMC. B Yalidation
Enter P354's

Subrnit ko HMRC

Schedule Submission

Skatus Reports L4
Query Submissions Skakus
View Responses

The screen to right will I Authentization

appear. UserID | sfthdSetfss

Select Monthly Return, and Passwrd [

then OK. Fetype Password =
IM *rear End of Year CIS
F45[1] L"‘ Full and Complete WVerfication i
WL - P38 i+

Ok LCancel
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Once OK selected the below screen opens showing subcontractors amounts.

Monthly Pay Period

Qtac Solutions Ltd CIS Return for month 1

Companies

Subcontractor

Subcontractors T Declarations

Fayments t aterialz Deductions

Before any transaction takes
place, please confirm the
check-list on the Declarations
screen.

Select Print to copy this file.

r Can wou Confirm that no pagments have been made to

subcontractars in the congtruction industry in this period'?

Can you canfirm that the employment status of each individual

Iv included on this return has been congidered and payments have

nat been made under contracts of emplogment

Can you canfirm that every subcontractor included on this returm has

Iv either been wenfied with HM Revenue and Customns. or has been

included in previous TS return in this, or the presvious bwo tas pears

v Can wou Confirm that the information given on this retum iz comect

and complete to the best of pour knowledge?

[ 1 do niot anticipate paging any subcontractors in the next six months

 Test WSIPS Schedule T it
— sl —  ths Frint | BuildsdL | ' ransm Close Save
TIPS Subriszioh
Subcontractors T
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Erirt

Press Transmit Live to submit

Tranzmit
now... |:i'-.-'E
...or Schedule this Schedule
Submission to send at a time this

Submiszion

convenient to you.

Both of the above actions use the same process when efiling P45, P46, End Of Year or CIS

Verification, in this manual/help.

System Administration

System Administration

There are a variety of different system options
available from the Admin menu.

Registration is covered at the start of this
manual.

Adrmin

Reqistration. ..
Syskemn Oplions. ..
User Management...

Cefaulk User Management Settings. ..

Default Company. ..
Unlock, all Records

Change Password, .

Payroll Status Report
Carnpany Lisk

Archive and Restare Data, ..

Personnel Manager

Daka Conversion
Compack And Repair

Bank Maintenance. ..
Audit Trail, .

Build Company Index
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System Options
System Options

—Mizz — Reports
[+ Festore Last Screen Size Show Reportz M asimized r
¥ Flestore Last Company Uzed Feport Print Time Delay |_1 Seconds
[+ Restare Last Employes Used Feport Zoom % m
[T Disable Archive prompt on exit

LCloze | Save

Miscellaneous
The Restore options will remember the employee, company and the size of the screen last
used. These are used when the program is reloaded.

The Disable Archive will stop the prompt to backup the database when the program quits.
Even if the prompt has been disabled and a standalone version is being run on the PC an
archive prompt will appear once a month and an archive must be saved.

Reports
To make the report preview window open its maximized state, tick the Show Reports
Maximized check box.

In some cases it is necessary to delay the time taken to send the report to the printer. The
Report Print Time Delay allows for a pause time in 1 second increments.

Report Zoom% allows you to set the default zoom level for the report preview window.

User Management

User Management
User Management allows new users to be set up and with varied permissions which can be
adjusted for each company. These options are only applicable on multi user systems and are

only accessible to the supervisor.

User Tree View

77 The primary role of the tree view is for the

S 401 Al User selection of users to be edited. To do this,
) click the left mouse button over the required

.............. user to highlight them. Any options set will

o [ Logaed OFf be shown.
- [ Logged On

From the Tree View the various states of the
users can be viewed. Click the +/- sign next
to the folders to expand/collapse the lists.

Company Selection
CEM Pawrall Users can have different attributes for
ATAC Saolutions Ltd individual companies.

Select the users in the tree view, then select
each company in turn, adjusting the attributes
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User Permissions

[Jtac Saolutions Lim

View Change " Apply to Al Companies
Compary  Company
v [ & Apply to Qtac Solutions

Lirnited Oinly

Qtac Solutions Limited

as required.

These options relate to employee and
company functions.

To give the user permission to perform a
function, place a tick in the relevant box.
As mentioned previously, these options can
be set individually for each company. To

Change  Delete Wiew Back : :
Emplayes Employee Employes Process make the selected options applicable for all
Emplayee companies tick the Apply to All Companies
v v v v check box. This can then be overridden if
necessary.
User Status
Gilobal Settings It is possible to lock a user’s account to stop
Lagged Allowe  Show  Create ; :
On Locked Supervizor  Payroll Repot  Companies unauthorized logging on.
Mode Selection
I_ r v v r v It is also possible to give or remove

supervisor rights. Please note there must
always be at least one supervisor account.

Username And Password

Change the username and password here.
This is only accessible by the supervisor.
Users can change their own password
through Admin > Change Password.

Paszwiord

HH

IzerM ame
N

Other Functions

It is possible to print all of the users and their attributes by clicking the Print button.

All users can be stopped from logging into the system by clicking the Lock Out All button.
Clicking the button a second time will reactivate all users.

Default User Management Settings

Default User Management Settings
Shown below are the default user settings. When creating a new user, the user will be
activated with whatever privileges are set here.

Employee Company
Change Delete  Wiew Back Wiews Change
Employes Employee  Employes  Process Company  Company
Employes ™ v

r v v [v
Global Sethingz

. Allow  Show Create
FBl  Supervizor  Payoll Report  Companies

tode Selection
v v v v v
Cloze
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Default Company

Default Company
Default Company allows the user to set defaults on the General, Calendar, Reports and GL
Codes tabs on the Company Maintenance screen. Each time a new company is added the

Company Maintenance screen is opened with the saved defaults.

Tax District
MHumber -

Accounts Office

El

Electronic Payments

| Shipley

BACS File Farmat

General l LCalendar ] Eepurts] GL Eu:u:les]

HIC Options

Default NI Method

Euact -

Calculate zmall

r emplover relief on
SMP SAP SPP
pavments

Scheme Type

Dizplay Options
Dizplay Farenames [v

.

Mumber of Characters
in Staff Mumber

Default Pay Details
Calculation kMethod

|I3r|:|ss to Met

El

Fay Freguency

|Standard Forrnat j |h-1|:|nthl_l,l j
f« Mormal
v Show BACS Header Emplayes [Primary NI
. Cont's only] Cash Met F'da;ﬁncu:;und 0.00
[~ CHAPS Advice Indicat
¥IEE INEIEEaT (" Pension anly zcheme Fay Employees if no Hours [w
Cloze

Change Password

Change Password
To change the password of the user that is currently logged on as:

Enter the Current password.

Click Save to complete the operation.

Confirmn Pazzword

P d
asSwior current Enter the New password.
=T I e Enter the new password again in the
Confirm Password field.
e I .

At anytime click Cancel to quit without saving.

L
ul)
=
11

Zancel |

Payroll Status Report

Payroll Status Report
This report gives the status of any open or closed pay periods and is broken down by pay
frequency. The report is viewed and printed like any other report. For more detail on reports
see the Reports section earlier in this manual.
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Post Budget Tax Code Uplift

Post Budget Tax Code Uplift
Each year certain tax codes require uplifting as per the budget. Business Payroll has a

function that will raise tax codes. This function must only be run once per company on the
specific date, and will affect all active, applicable employees within the selected companies.

Which Codes will be affected

Example: The Uplift screen will show the code suffix
The following changes will be made ... and the uplift for the code.

IT | Increase by 2 F I Increase by 4

Selecting the Companies to Uplift

Compary List Selected Companies

CRM Payroll LTAC Solutions Ltd

Select A

<< Bemove

All companies will start in the Company List on the left of the screen.

e Highlight the required company by clicking the left mouse button over the company
name.

e (Click the Add button.

e The company will move to the Selected Companies area on the right of the screen.

e To remove a selected company, select the company in the right window and click
Remove.

¢ (Click Update to complete the operation.

Once completed, the updated companies will be removed from the list and therefore cannot
be updated again.
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Archive and Restore Data
Archive and Restore Data

Archive and Restore data allows payroll data to be backed up to either a hard disk drive or
removable media. N.B If the backup is intended to be saved on a CD-ROM, the archive must
be saved to the hard disk drive first and then burnt onto the CD.

Archive and Restore Utility

Reskore | Zance|

0% 100%

Close

Archiving Payroll Data

¢ C(lick the Archive button to open the file dialog window.

e Select the location to save the backup.

e The File Name consists of Year-Date-Time, example Q2002-08-14@142051.arc. The

file name can be changed.
¢ (lick Save to start the backup.

A counter will show the progress of the

backup. When complete click Ok on the Archiving to Floppy Disk

message box and then Close.

DynaZIP ZIP Request If the file has been requested to save to floppy
disk, then a message will be displayed
Fleaze inzert the first dizk of the MuliYolume set. prompting a disk to be inserted. Once the disk is
Press 0K when ready or Cancel to abart. in the drive click Ok.

Cancel |

DynaZIP ZIP Request If the backup is too large to fit on one disc, a
message will be displayed prompting for a
Please inzert Dizk Yolume 2. second disk to be inserted. Click Ok when the
Fresz OF, when ready or Cancel to abort, second disk is in the drive.

Cancel |

Restoring Payroll Data
DynaZlP UnZlP W amning

C:\Program Fles\Q TACO20340 TACOZ03. mdb exists, do vou want to ovenwite it?

Yes res to gl

Click the Restore button and a
file window will appear.

Select the data file to restore.
Click Open.

A warning message will be
displayed, (opposite).

Click Yes to All to complete
the restore.

93



Personnel Mﬂnﬂger {Only Applicable to Personnel Manager Users)

Personnel Manager
DIAMOND DISCOVERY Business Payroll can import data from Vizual’s Personnel Manager

program. To do this, go to Admin > Personnel Manager > Link Status.

. . . To turn on the link, click the
[ Achivate link to Vizual Personnel Manager Activate Link check box.

Choose the location of the
interface files.

File Locations ...

Clear Link Hiztory File _..

- . I—_l Click Cancel at any time to
Clear out Link recordz processed before: | 140802 - Clear
: —I quit without saving.
Import Lock Status: Idle Clear |

Click Save.

Ean-::ell Save |

Clear Link History File

All interface records between DIAMOND DISCOVERY Business Payroll and Personnel Manager
are logged. To permanently remove these records from this log file enter a date and click
Clear.

Import Lock Status
This field shows the current status of the link. If the software is importing data it will change
to Active. In the event of a crash, clicking the Clear button will reset the import operation.

Also available from the Personnel Manager menu are options to:

Refresh Data
This option will start the import process.

Export All Data
This option will export all data to the location specified in the Personnel Manager Link screen.
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Company Export

There may be occasions when a selection of companies needs to be exported. DIAMOND
DISCOVERY Business Payroll allows this with the use of the Company CSV Export and
Company MDB Export functions. These functions can be found by selecting Admin -> Data
Conversion from the main menu.

Company MDB Export...

This Program will export one or more companies from your QTac Payrol 0304 database. Upon Openlng the Com pa ny M DB
] Exportlocstin—— | Export window, a list of companies

Lok will auto-populate in the Companies
1= @l |Elc: [SWL30_56] vl |
Folders: |5c ISt area.

Select the companies that are to be
exported and from the Export
Location window, select a destination
‘ for the exported file.

Flease select the companies Fram your FPlease select the location that vou would

database that you would like o export. like ko export the company to Cllck the Export button to begln
~Results exporting the chosen companies.

Cancel Export

Company CSV Export...

The Company CSV Export function exports all company data in the form of a number of CSV
files. These CSV files are organized in their own folder, the folder being exported to a chosen
location.

Compeny [Teat Upon selecting the Company CSV
Export option, a window will be
displayed with the intended location
—=/| | of the exported file.

Sedac! Fla Location

[\ Frogrem Flez\D TADOSIET et

To change the file location, click the
*..." button.

Once the location has been selected
click Export.

Compact and Repair
Compact and Repair
Running the 'Compact and Repair' utility regularly will help keep the database at a
manageable size.

This utility can only be used if no users are connected to the database. Therefore, it is
recommended that this utility be used at a time when no user, other than the supervisor, is
on the system. Note that no harm will come to the database if the utility is launched while
another user is connected; the utility will simply report that the database could not be
compacted. If this occurs, ensure that all other users are logged out and try again.

The Compact and Repair utility that comes with Business Payroll can be accessed through
Admin -> Compact and Repair from the main menu options. The database will then be
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compacted. The program will display a notification once the process is complete.

Importing Company Details

Importing Company Details
DIAMOND DISCOVERY Business Payroll has a ‘Company Import’ function that allows external

company information to be imported at any point during the tax year. The information to be
imported is in the form of ‘comma separated’ files (.CSV), these files being arranged in a
specific format. Please find examples of the format of the import files on the DIAMOND
DISCOVERY Installation CD.

There are 9 files in total per company. These are as follows:-

Company.csv

Employee.csv

EmployeeBF.csv
EmployeeBFNI.csv
AdditionDeduction.csv
EmployeeAdditiondeduction.csv
Pension.csv
EmployeePension.csv
EmployeeAEO.csv

Each company and its related .CSV files should be stored in a separate directory named after
the company, as outlined below.

Drive:\

Test Company A

Company.csv

Employee.csv

EmployeeBF.csv
EmployeeBFNI.csv
AdditionDeduction.csv
EmployeeAdditiondeduction.csv
Pension.csv
EmployeePension.csv
EmployeeAEO.csv
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Once the CSV files have been
prepared, the company details
can be imported. Select
Admin -> Data Conversion
-> Company Import from
the main menu.

Reqistrakion...

Swsbem Options. ..

User Managerent. ..

Default User Management Settings. ..
Defaulk Comparny. ..

Unlock all Records

Change Password, ..

Pavrall Skatus Report
Comnpany Lisk

Archive and Restore Data, .,

Personnel Manager

Diaka Conwersion

Compact And Repair

Bank Mainkenance. ..
Audit Trail, .

Build Company Index
Clear Company Index

Corveert 0405 bo 0506, .,
Campany MDE Export, ..

Campany Impark, ..
Campany C3Y Export...

From the Data Migration window (below), select the source and target folders by clicking
Browse and selecting the appropriate directories — N.B the source folder must contain a

folder for every company.

Smufm:r-gﬁr'iﬁm Soirce Folder B el L el L R TR Broess |
Tasget Files: [TTALTE Dafshase Taget Foider: | Brorvesm
Anomsbes Fle: [Ho poblzns deincled) o |

1 Companss | Souare Dats
Totat Spdeched Frocisarg
Conpaniss | | [} | 1]
Ernphogess: J | o
Target Data
Hipain
Currerd Task: |
Acands Mn’mﬂ.l
Migesions Sariedt | Firshedd | Tirrm Taskoare |
oo | ||

Click Prepare to display a list of relevant files in this directory. Highlight the file that is to be
imported and click Import. All information in this file will be imported into Business Payroll.
The program will need to be restarted to refresh company information.
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Appendix.

Company.csv

COMPANY.CSV (This file contains all the company specific details)

Field
Number Name Type | Description / Value(s)
1 CompanyName Text | Company Name
2 Address1 Text | Company Address Line 1
3 Address2 Text | Company Address Line 2
4 Address3 Text | Company Address Line 3
5 Address4 Text | Company Address Line 4
6 Postcode Text | Company Post Code
7 Country Text | Company Country
8 PhoneNumber Text | Company Phone Number
9 TaxDistrict Text | Tax District
10 TaxRef Text | Tax Reference
11 TaxDistName Long | Tax District Name
Default NIC Calculation method for the Company.
12 IngNICMethod Long | Values: 0: Exact; 1: Table
Default Calculation Type for Company.
13 IngCalculationType | Text | Values: 0: Gross to Net; 1: Net to Gross
14 BankName Text | Company Bank Name
15 BankSortCode Text | Company Bank Sort Code
16 BankBranch Text | Company Bank Branch
17 BankAccountNo Text | Company Bank Account Number
18 BankAccountName | Text | Company Bank Account Name
19 BSocRolINo Text | Building Society Roll Number
20 BOBSAutopayNo Text | Autopay/BOBS/Faxpay/Telepay Number
Default Pay Frequency for Company.
Values: M = Monthly; W = Weekly; 2 = 2 Weekly; 4 = 4
21 PayFrequency Text | Weekly; Q = Quarterly; H = Half Yearly, A = Annual
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AdditionDeduction.csv

AdditionDeduction.CSV (This file contains Additions and deductions set up for each individual

company.)

Field

Number Name Type Description / Value(s)

Long Primary Key to uniquely identify the

1 PKAdditionDeduduction | Integer | Addition/Deduction

2 Description Text Eg "Basic Pay", "Employee Pension" etc.

3 ShortDesc Text Short code for description

4 Addition Yes/No | Yes = Addition; No = Deduction.

Addition: Yes = addition is subject to tax; No =
addition is not subject to tax. Deduction: Yes =
deduction is allowable for tax, No = deduction is not

5 Tax Yes/No | allowable for tax.

Addition: Yes = addition is subject to NI; No =
addition is not subject to NI. Deduction: Yes =
deduction is allowable for NI, No = deduction is

6 NIC Yes/No | subject to NI.

Yes = addition/deduction included in calculation of
pension payment; No = addition/deduction not

7 Pension Yes/No | included in calculation of pension payment
Yes = Additional Holiday Payments; No = no

8 Holiday Yes/No | Additional Holiday Payments.

Yes = Addition is grossed up; No = Addition is not

9 GrossUp Yes/No | grossed up.

Applied to the basic hourly rate, or to the Optional

10 Multiplier Double | Rate in this record if it's non-zero.

Optional rate. If a value is entered here then it is

11 OptionalRate Double | used instead of the basic hourly rate.

12 ReducingBalance Yes/No

13 CarryForwardDeficit Yes/No

Long Order in which additions/deductions will be printed

14 PayslipPriority Integer | on the payslip.

15 BACSDeduction Yes/No | a deduction to an additional Bank Account by BACS
Yes = Include in Holiday Credits Accrued Gross Pay
calculation; No = not included in Holiday Credits

16 binHolidayCredits Yes/No | Accrued Gross Pay calculation
Yes = Holiday Pay addition; no = not a holiday pay

17 binHolidayPay Yes/No | addition
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Pension.csv

Pension.CSV (This file contains Company Pensions)

Field Number | Name Type Description / Value(s)
Primary Key to uniquely identify the
1 PKPensionFund Long Integer | Pension
2 strPensionFundName Text Pension Fund Name Description
3 strSchemeRef Text Pension Scheme Reference
Company Pension SCONCOMP
4 strSCONCOMP Text Number
Suffix for Company Pension
5 strSCONCOMPSuffix Text SCONCOMP Number
6 INngSCONCOMPSchemeType | Long Integer | SCONCOMP Scheme Type
7 strSCONCOSR Text Company Pension SCONCOSR
Suffix for Company Pension
8 strSCONCOSRSuffix Text SCONCOSR Number
9 INngSCONCOSRSchemeType | Long Integer | SCONCOSR Scheme Type
Inland Revenue Approved Pension
10 bInIRAPP Yes/No Plan
11 INgECONSCONSelection Long Integer | None = 0;COMP=1;COSR =2;
Requires Pensionable Pay to be
12 binGrossLessBasicRateTax Yes/No Gross Less Basic Rate Tax
Yes = Additional Holiday Payments;
No = no Additional Holiday
13 binHoliday Yes/No Payments.
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Employee.csv

EMPLOYEE.CSV (This file contains all employee details)

Field
Number Name Type Description / Value(s)
1 StaffNo Text Staff Number
Mr, Mrs, Miss, Ms, Dr, Prof, Sir, Rev, Lord, Lady,
2 Title Text Earl, Duke, Duchess, Prince, Princess, Rt. Hon.
3 Surname Text Employee's Surname
4 Forenames Text Employee's Forname(s)
Salutation - eg "Albert" or "Mr Hall", suitable for
5 Salutation Text the salutation in a letter (prefixed by "Dear ").
6 Gender Text M=Male; F=Female
7 EmailAddress Text Employee's email address
8 Address1 Text Employee's Address Line 1
9 Address2 Text Employee's Address Line 2
10 Address3 Text Employee's Address Line 3
11 Address4 Text Employee's Address Line 4
12 Postcode Text Employee's Post Code
13 PhoneNumber Text Employee's Phone Number
14 MaritalStatus Text 0=Single, 1=Married, 2=Widowed, 3=Divorced.
15 DOB Date/Time Date of Birth
16 JoinDate Date/Time Date of joining company
17 LeaveDate Date/Time Date of leaving company
18 Director Yes/No Yes = is a director; No = is not a director.
Date from which NI is calculated on Director's
basis (if no date then whole tax year on Director's
19 DirectorDate Date/Time basis).
20 CurTaxCode Text Current Tax Code e.g. 461L
Yes = tax calculated on a cumulative basis; No =
21 CumulativeTaxBasis | Yes/No tax calculated on a week1/month 1 basis.
Long
22 CalculationType Integer 0: Gross to Net; 1: Net to Gross
23 NINumber Text National Insurance Number
24 NICode Text AB,C,c,D,E,F,G,J,L,S,X
25 PayRate Double Hourly Pay rate
Yes = paid on salary basis; No = paid on hourly
26 Salaried Yes/No basis.
Salary per annum for monthly, quarterly, half
yearly and annually paid staff. Salary per week for
27 Salary Double weekly, 2 weekly and 4 weekly paid staff
28 PayDate Date/Time date that pay rate is effective from.
Hours per month (for monthly paid) or per week
29 StdHours Double (all other frequencies).
Long
30 CurTaxPeriodWM Integer Current tax period Week/Month
Yes = Holiday allowance is expressed in hours;
31 HolidayHours Yes/No No = Holiday allowance is expressed in days.
Days (or hours) of holiday allowance. Can be half
32 HolsAllowance Double days (or hours).
33 HolsTaken Double Number of days (or hours) holiday taken.
Gross Pay Amount on the P45 when employee
34 P45GP Double joined company.
Tax Amount on the P45 when employee joined
35 P45Tax Double company.
36 IRPRNumber Text Inland Revenue Personal Reference Number
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37 BankName Text Employee's Bank Name
38 BankSortCode Text Employee's Bank Sort Code
39 BankBranch Text Employee's Bank Name
40 BankAccountNo Text Employee's Bank Account Number
41 BankAccountName Text Employee's Bank Account Name
42 BSocRolINo Text Employee's Building Society Roll No.
43 BOBSAutopayNo Text Autopay/BOBS/Faxpay/Telepay Number
44 DepartmentName Text Department Name
A = Active; L = Leaver; O = On-hold; T = Trade
45 PayrollStatus Text Dispute
1=Cash; 2=Cheque; 3=Giro; 4=BOBS;
5=Autopay; 6=BACS; 7=Faxpay; 8=Telepay;
46 PaymentMethod Text 9=Pay Flow; 10=N/A
M = Monthly; W = Weekly; 2 = 2 Weekly; 4 = 4
Weekly; Q = Quarterly; H = Half Yearly, A =
47 PayFrequency Text Annual
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EmployeeBF.csv

EmployeeBF.CSV (This file contains brought forward year to date figures for each employee.)

Field
Number Name Type Description / Value(s)
1 StaffNo Text Staff Number
Long
2 TaxWM Integer | B/F tax week/month number.
3 GP Double | B/F Amount paid to the employee this tax year.
B/F Amount taken in tax from the employee this tax
4 Tax Double | year.
5 NetPay Double | B/F Net Pay
6 Round Double | B/F Amount now owed to the employee.
7 SSP Double | B/F SSP Amount paid to the employee this tax year.
8 SMP Double | B/F SMP Amount paid to the employee this tax year.
B/F SMP Reclaim Amount claimed back from the
9 SMPReclaim | Double | Revenue this tax year.
10 SAP Double | B/F SAP Amount paid to the employee this tax year.
B/F SAP Reclaim Amount claimed back from the
11 SAPReclaim | Double | Revenue this tax year.
12 SPP Double | B/F SPP Amount paid to the employee this tax year.
B/F SPP Reclaim Amount claimed back from the
13 SPPReclaim | Double | Revenue this tax year.
B/F Student Loan Amount taken from the employee
14 SLoan Double | this tax year.
B/F Tax Credit Amount paid to the employee this tax
15 WFTC Double | year.
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EmployeeBFNI.csv

EmployeeBFNI.CSV (This file contains brought forward NI year to date figures for each
employee.)

Note: Where an employee has had an NI code change within the current tax year there should
be a separate record for each NI Code.

Field
Number Name Type Description / Value(s)
1 StaffNo Text Staff Number
2 NICode Text NI Code
B/F Gross Nl-able pay this tax year for the
3 NIGross Double | indicated NI Code.
B/F Gross E'ee NI this tax year for the indicated
4 NIEe Double | NI Code.
B/F Gross E'er NI this tax year for the indicated
5 NIEr Double | NI Code.
6 NITotal Double | B/F Total NI for this tax year (dbINIEe + dbINIEr)
B/F Gross E'ee NI Rebate this tax year for the
7 NIEeRebate Double | indicated NI Code.
B/F Gross E'er NI Rebate this tax year for the
8 NIErRebate Double | indicated NI Code.
B/F Earnings (equivalent to "Up to LEL", "LEL to
E'ee Threshold" etc added up) for the indicated
9 NIEarnings Double | NI Code (n/a for 2001-2002).
B/F Earnings up to the LEL this tax year for the
10 UpToLELEarnings Double | indicated NI Code.
B/F Earnings from the LEL up to the Earnings
11 LELToETEarnings Double | Threshold this tax year for the indicated NI Code.
B/F Earnings from the Earnings Threshold up to
12 ETToUELEarnings Double | the UEL this tax year for the indicated NI Code.
13 AboveUEL Double | B/F Earnings above UEL
Long Order in which NI Codes changed throughout the
14 NICodeOrder Integer | tax year
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EmployeeAdditionDeduction.csv

EmployeeAdditionDeduction.CSV (This file contains Additions and deductions set up for an

employee)
Field
Number Name Type Description / Value(s)
Long

1 FKAdditionDeduction | Integer Link to Addition/Deduction
2 StaffNo Text Staff Number

1=Cash; 2=Cheque; 3=Giro; 4=BOBS;

Long 5=Autopay; 6=BACS; 7=Faxpay; 8=Telepay;

3 PaymentMethod Integer 9=Pay Flow; 10=N/A

Yes: Hours (applies only to additions); No:
4 Hours Yes/No Amount of Addition/Deduction.

Number of hours or the amount of
5 Value Double addition/deduction.
6 LoanAmount Double Original amount (Deductions only)

Current outstanding balance (Deductions
7 BFLoanAmount Double only)

Amount deducted each period (Deductions
8 LoanDeduction Double only)
9 BFLoanDeduction Double Amount already deducted (Deductions only)

Date of first deduction to be taken.
10 RBStartDate Date/Time | (Deductions only)
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EmployeePension.csv

EmployeePension.CSV (This file contains Employee Pension Details)

Field
Number | Name Type Description / Value(s)
1 StaffNo Text Staff Number
Long
2 IngFKPensionFund Integer | Link to pension fund
3 PensionSchemeType Text Values: A,B,C,D,E,F,G,H,I
4 strEmployeeSchemeRef Text Pension reference.
Employee pension value. (Note the field
name is misleading - it can apply to
either the Main Pension or and Additional
5 dbIMPEE Double | Pension contributions)
Employer pension value. (Note the field
name is misleading - it can apply to
either the Main Pension or and Additional
6 dbIMPER Double | Pension contributions)
Yes = Main Pension; No = Additional
7 binMainPension Yes/No | Pension.
Yes: Employee pension value is
calculated as a percentage of
pensionable pay; No: Employee pension
8 biInEmployeePercentage Yes/No | is a fixed amount
Yes: Employer pension value is
calculated as a percentage of
pensionable pay; No: Employer pension
9 blnEmployerPercentage Yes/No | is a fixed amount
Employee percentage of pensionable
10 dblEePercent Double | pay
11 dblErPercent Double | Employer percentage of pensionable pay
Yes = Pension Limits; No = No Pension
12 blnLimits Yes/No | Limits.
Yes = Employer pays employee NI
rebate; No = Employer does not pay
13 binEmployerPaysEeNIRebate | Yes/No | employee NI rebate.

Note: The following are
descriptions of the different
pension scheme types.
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A - (COSR) C/out Salary Related

B - (CISR) NOT C/out Salary Related

C - (COMP) NI Rebate value only

D - (COMP) NI Rebate + additional contributions
E - (COMP) NI Rebate OR additional contributions
F - (AVC) Additional Voluntary Contributions

G - (FSAVC) Free Standing AVC

H - (PPP) Personal Pension Plan

| - (SHP) Stake Holder Pension
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EmployeeAEO.csv

EmployeeAEO.CSV (This file contains Employee AEO Details)

Field
Number Name Type Description / Value(s)
1 StaffNo Long Integer | Staff Number
Values: PAEO, CPAEO, NPAEO,
CNPAEO, AE on AOS, CCAEQO,
2 AEQOType Long Integer | CTAEO, DEO, SEA, SCMA, SCAO
3 LoanAmount Double Original amount
4 BFLoanAmount Double Current o/s balance
5 LoanDeduction Double Amount deducted each period
6 BFLoanDeduction Double Amount already deducted
7 RBStartDate Date/Time Date of first deduction to be taken.
8 AEOReferenceNumber Text AEQ Reference Number
9 AEODateOflssue Date/Time Date AEQO issued
10 AEODateReceived Date/Time Date AEO Received
11 FinishDate Date/Time Date deductions finish
12 AQElssuingBodyReference | Text AEQ lIssuing Body Reference
Yes: Apply Admin Charge; No: Do not
13 AEOApplyAdminCharge Yes/No apply admin charge
14 ProtectedEarnings Double Protected earnings
15 PaymentsFinished Yes/No Finished deductions
Is an Earning Arrestment required on
16 CAOEARequired Yes/No this Conjoined Arrestment Order

Note: The following are descriptions of
the Different AEO Types

PAEO -Priority AEO

CPAEOQO - Consolidated Priority AEO

NPAEO - Non-Priority AEO

CNPAEO - Consolidated non-priority
AEO

AE on AOS - Attachment of Earnings on
an Admin Order

CCAEOQO - Community Charge AEO

CTAEO - Council Tax AEO

DEO - Child Support Deduction from
Earnings order

SEA - Scottish Earnings Arrestment
Order

SCMA - Scottish Current Maintenance
Arrestment Order

SCAO - Scottish Conjoined Arrestment
Order
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Help Menu

The Help options can be accessed from the

help menu. Tax Periods. ..
Rates...
Help Topics...

Release Motes, .,
About,

Tax Periods

Tax Periods
To examine where a specific date falls in a tax week or tax month, use the Tax Periods
calendar.

Select a pay date ...

Select a date using the dropdown lists to

November2005  [November - [2005 ~| 10 the tax month and year.

Sun | Man Tue | wed | Thu Fri St
i e 5 N i Click the left mouse button over one of the
5] 7 g g 10 11 12 days.
i 14 15 16 17 18 14
20 2 2 23 24 25 2 The tax week and tax month are displayed in
27 23 23 30 the fields at the bottom.
“weekly Paid konthly Paid
TawWeek [ 31 Tax Month |7
Taxbonth [ 5~

Rates

Rates
By calling up the Rates option all the NI, SSP, SMP and Tax rates for the current year will be
displayed.

5P| SMP/SAP/SPP | Student Loan |

| Tasates Prelh May| TauRates| MICBancs| stm | coss| comes| | Use the tabs at the top to select the
Band 1 2020 Rate1 | 1000 % Scottizh Tax Rates rate to view.

g

Band2 [ 23330 Rate 2 [ 2200 % Rate1 [ 10.00
Band3 [ Rate3 [ 4000 % Rate 2 [ 22.00
Bandd [ Rated [ 000 % Fate 3 [ 40.00
Rated [ 000 % Rate 4 [ 000
Sub-contractor Rate [ 1800 % Rate5 | 0.00

Basic Rate Pointer [ 2

e

e

a4

o

Emergency Tax

Ovemiding Regulatory Limit [ 50,00 # Code
Tax Rebate Limit i 433

LCloze
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Help Topics

Help Topics
The Help Topics option will load the on-line manual. This can be accessed at any time within

Business Payroll by pressing the F1 key on the keyboard.
About

The About option shows information about the software.

About 0Gold2

QTAC Payroll Manager 2002-2003

Pavroll Systemn and Tax Calculator
Version 2.02.04 .
& oluTions Database version : 2,22 | € Version Number

- Creation date: 14th lanuary 2003

System Info...
2 1994-2002 TAC Solutions Limited - All Rights Reserved

By clicking on the System Info button another screen will be displayed showing the version
number of the calculation file.

Lifrated

o]
c
o
o]
]
L

QTAL

[&] Aibout PAYE0203 |

|O PAYED203 - Tax and M ational Insurance Calculatar
: Version Number

Yerzion 1.4.11 <

PATEDZ03.DLL iz an Activesd DLL which calculates Tax
and Mational Inzurance walues for tax vear 200242003
and [optionally] for any of the previous ik tax years.

2 1333-2002 ATAC 5 olutions Limited

These two version numbers are useful when contacting support at Diamond Discovery
Solutions.
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Company Maintenance Professional

Company Maintenance - Commercial

Business Commercial contains functions for parallel running with another payroll system and
extended functionality for General Ledger Coding.

Select Company Maintenance from the Compary
Company menu. Company Maintenance. ..

Bureau

Bureau
Parallel Run Indicator

By default all new companies set up on Business Commercial will be in Parallel Run Mode and
is indicated by the background colour of the company drop down box.

QTAL Solutions Ltd | HewEmplopee |

Orange Indicates Parallel mode and white Live mode.

Include Open Employees in BACS Report

By Default the BACS report will not included any employees who are in an open state. If all
employees are required to be included then check this box.

Re-open Periods
The Re-open period function will open the latest closed period for the company.
To Re-open all employees for the selected pay frequency:
e Tick the checkbox next to the required pay frequency. The Tax Period field next to
the selected frequency will contain the period number that will be Re-opened.
¢ C(Click Re-open.

Set Employee B/F figures

Set Employee B/F (Brought Forwards) is used to make adjustments to figures calculated with
Business Commercial while parallel running alongside another payroll system.

The principal behind this is that the previous individual pay records are combined into a single
brought forward record. Theses brought forward figures can then be accessed and amended
through the Employee Brought Forward screen.

e (lick the Set Employee B/F Figures button and when the process has finished,
close the Company Maintenance screen.
¢ Select Employee Brought Forward from the Employee menu.
Select the employee using the Select Employee combo box.
Click the Unlock button, then click Yes to the warning message.
The brought forward details can now be adjusted to reflect the results of the other system.

Go Live
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The Go Live button takes the company from Parallel Run mode to Live mode. The Live
mode disables the ability to set the Employees brought forward details.

GL Codes

The GL Code section on the Company Maintenance screen gives you the facility to
organise the GL Export report according to the company’s structure.

Element is the lowest level e.g. the individual parts such as Total Gross Pay or each
Deductions etc. By default this is included and is set to the maximum size of 16.

Before adding additional categories, the maximum character length for Element must be
reduced from 16 to the actual character length used by the company. This is because 16
characters is the maximum length available for all categories used. E.g. company and
department can both have a character length of 5, leaving a maximum character length of 6
for the Element category.

Eenerall Tax, Ml and F'ensiu:unl Ea_l,lmentsl Ealendarl Eepnrtsl EEI I Bureau
— 5L Code Defimtion

GL Code Format [16 Digitz kdax.]
Select GL Category Category Length

Element

Company
Divizion
Departmert 5 k4
Location —|

>

3 N2

44

GL Code For Compary Cateqaory Length
IE lernent 16

Adding Categories

Initially, reduce the maximum character length for the element category. Left click on the
Element in the right hand window and enter the required character length in the Length
field.

To select additional categories, left click the required category in the left-hand window. Then

click the | button to move it to the selected categories list (right-hand window). When the
category has been selected set the character length. If Company is selected as a category
then a GL Code for the company must be entered in the GL Code for Company Field.

To move all categories, click the ** | button.

Ordering the Categories

Select the category in the right-hand window and then use the A o v buttons to move
the category up or down in the list.
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GL Report

The GL Export report Reporks
can be found under the

Carmpany L Comparny Details, .
Reports > Company
Emploves » ]
> GL Export menu _ Department List. ..
option Pay Period ’ Lacation List
p . vear End , Fu:.a.ln:n .|5
Division Lisk. ..
Pro Reports L4 Emploves Status. ..
Emploves List, .,
Global Reports » Py

additions and Deductions. ..
Pension Fund Lisk

Tax Tahbles. .. AED Summaty
Decrementing Balance Surmaty

Pay Rates
Holiday Report
Gl Expark

Departmental Costing

Departmental Costing
Departmental Costing allows a portion of the employee’s gross pay to be attributed to
different departments within the company.

To enable Departmental Costing departments must be set up in advance. For more
information on setting up departments please see Divisions/Departments/Locations,
G/L Codes.

Applying costing to the employee
Highlight the employee in the list and select (A eUEN Reportz  Calculator

Employee Maintenance from the Employee Emplayes Maintenance. .
dropdown menu

— Departrert Costing X On the General tab of the Employee

|[N|:.ne] j | 0,00 Maintenance screen use the dropdown list
to select the required department. Then

| Hone] =] 000 enter the percentage to be attributed to

|[N|:.ne] j | 000 that cost centre. The cost can be spread
over a maximum of five departments.

[ (Mane) =l | oo

[ (Mane) =l | oo

Departmental Costing Reports

The costing reports can be found under Pro Reports under the Reports menu and are as
follows.

Department Costing Summary: The percentage allocated to each department, for each
employee.

Department Costing Totals: Payment and deduction totals broken down by department.
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Employee Cost Report: Employees individual costs grouped by department.

Holiday Credits

Holiday Credits
Default Holiday Credits settings

New employees can have holiday credits applied to their records automatically by creating
defaults in the Company Maintenance screen.

Select Company Maintenance from the (MMl Ernployes  Beports  Caloulator  Admin
Company menu.

Company Maintenance. .

Divigione/Departmentz/Locationz/GL Codes. ..

—Holiday Credits In the General section, enter the percentage of
Gross Pay to be accrued for holiday credits. A
Holiday as % of Gross Pay Iw threshold for which holiday credits will be
Gross Pay Lini IW calculated up to can be set by entering a value in
: the Gross Pay Limit field.
Dizable Holiday Credit Anniversan r
Wwharning
Include Statutorny Pavments in Gross r
Pay

A warning message will be displayed when the employee is approaching the anniversary of
their start date. In some situations this is not desirable and therefore can be disabled by
ticking the Disable Holiday Credits Anniversary checkbox.

To include any statutory payments such as sick pay or maternity pay in the holiday credits
calculation, tick the Include Statutory Payments checkbox.

Individual Employee Settings

The holiday credit percentage applied to individual employees can be viewed or amended by
opening Employee Maintenance and selecting the Personal tab.

Haliday Credits  [w The Percentage of Gross Pay used in the holiday
credit calculation is the only editable field.
: 3 Should an adjustment to the holiday credit total
Holiday az % of Grozs Pa I
d d 8.30 be necessary, see Paying Holiday Credits
Holiday Payp Creditz Taken I 000 below.

Holiday Pay Credits Accrued I 172 92

Paying Holiday Credits

e Open & Pay the employee and click the Change button.
e Select Absence Recording tab.
e C(Click Add New Absence.
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| [y I oon Choose Holiday from the Absence
Type drop down box.

Althonized

Unautharized

Sick Leave Enter the start and end dates of the

b aternity holiday.

Faternity

| Adoption

Holiday Taken o0 Daps Enter the amount of credits to be taken.
A3 % of Gross Pay 210 Click Save and then Close.

Hnlfda}l Ered?ts .-’-'-.d|ustme.nt Th?s Period I 0.00 The Holiday Credit amount will be
Holiday Credit Taken This Period 0.00 displayed in the Additions field on the
HolidayCreditz Balance Remaining R1E.7E main calculation screen.

Please note that positive or negative adjustments to the holiday credits balance can be made
using the Holiday Credits Adjustment this Period field.

Holiday Credits Reporting

The Holiday Credits reports can be found under Pro Reports on the Reports menu and are
as follows.

Detailed Holiday Credits: This report shows a complete breakdown for each employee period

by period.
Holiday Credits: Holiday gross pay percentage, holiday taken and Holiday credits remaining

by employee.

Bureau Details

Bureau Contact
To access the Bureau Details option, select
Company then Bureau Details from the Bureau Name |
main screen. Title [ - |
Forename: |
These details will then be used in the BACS Sumame [
authorisation report.
Telephane |
Fax |
Cloze |
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Company Sections

Company Sections

Company Sections allow a group of selected companies to be worked on independently from
other groups of companies. This can be advantageous when paying weekly or monthly
companies with nil addition/deductions etc.

Section Maintenance
Section Maintenance

Company Mainkenance, ..

TO access the Section Maintenance Divisions/Deparkments Locations/ial Codes. ..
option, select Company > Company Standard GIL Codes. .
Sections > Section Maintenance from Additions and Deductions...
the main menu. Fensions. .
ECY Tokals
EBulk Amendments 3

Display Preferences. ..

Transfer Emplovees. ..

IR Payment 3

Bureau Details

Pay Selected Companies

Company Sections Section Maintenance

CompanySections

urrent Section

—Section Maintenance

:Wkt :Wk:y Enter the Section name and Description in the
My bt lower fields.

wakely Weekly o N

wihlynl wieekly with nil addition/deduction Select Save_

I |

ficd e Unda Save
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Company Sections

Company sections
Adding a Company to a Section

Select Company -> Company Sections -> CompanySections to access the screen
below.

Any companies that do not belong to a section will be displayed in the list on the left of the
Company Section screen.

x

Sechion [Mane] -
Section - Mane Description I[Nnne]
ABC Groun Ltd ABC Group Ltd
Frontier Plantation Ple Frontier Plantation Ple
[tac Solutions Ltd Add 35 Ltac Solutions Ltd
<<< Bemove
£ | |1|:||:| > | 0
Selectal | Deselect Al | i Undo | Close | Gave |
Section |[N.:.ne] | Select a previously saved section from the
drop-down list.
il 55 Press Add to place under the section on the
— left.
<<< Remave There is also a Remove button to reverse
— the action.
Select Save.
Undo Cloze Save

Below is a list of further options in Company Sections.

Ll |1I:IIII— Ll 0 Up to One hundred companies can be

viewed.

Select All, Deselect All and Inverse

Selection to make adding more efficient.

Selectall | Qeselect.ﬁ.lll Iriverse
Selection
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Current Section
Current Section

The Current Section option allows the user to view and work on one section at a time - select
Company > Company Sections > Current Section from the main menu.

Eurrenl: Section

Sechion D'escription

x|| From the Section menu, select the
section required.

|Mthly

j IM orthly

Click Save to view this section.

Pay Selected Companies

Pay Selected Companies

Sections of companies can be paid in one action. To view the below screen, select Company

and Pay Selected Companies.

Pay Selected Companies

RS | S L

Selectal | Qeselect.ﬁ.lll Inerse
Selection

Select the action to be performed on all employees
that can be proceszsed for the required pay peniod.

— Pay Frequency FPay Period———
o hanthly Start m =
= weekly
 2wieekly End |1 v|
 Aweekly

—Action
o Pap Al " Close &l

Total number of companies matching criteria |-|

Section Dezcription
IMthI_I,I j |h-1|:|nthl_l,l Emplovess
Becalzulate
Totals Fau All LCancel |

Highlight the company or companies to be paid or closed. Confirm the Pay Period, Frequency

and Action before selecting Pay All.
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Creating Import Files

Creating Import Files
The Create Import File function creates a .csv (comma separated value) file, which can be
edited in a spreadsheet package. The created import file automatically contains the employee

name, staff number and the pay period number. Additional fields can be added by selecting
the relevant check boxes.

Create an import template by selecting the
Batch Management > Create Import
File menu option.

Batch Managerent
Create Import File
Impork
Batch Mainkenance
Add Mew Batch
Bulk Process
Extra Inpuk Types
Emploves Update

Selecting the fields to appear in the Import file

Any additions or deductions already set up for the company can be added into the import file
by ticking the relevant check boxes. Before using an addition/deduction, a short code should
be created against the item. The short code is used for the column headings in the import
file. If an item with no short code is selected, a warning message will be displayed indicating
that a “short code” is needed to use the item. Please see the instructions below on how to set
up a short code.

Additionz Deductions Cther

[]Bank Holiday -- BankHal
Boruz - bonus

[ Expenzes - expen
Qvertime -- overtime
[ 5ub - sub
[ Travel - travel

tdobile Phone --- mobphone

[W2corued Holidap Paid --- HP&Y
[ Over Payment - OwerPay [ Annual Salary - SAL

[ Sub Repayment - SubRep [ Bank Account Humber - ACC
[] Bank Sort Code - SORT

[ Holiday Drays - HOL DAY'S

[ Haliday Haurs - HOL HOURS

Adding a short code
1. Select the Company > Additions & Deductions menu option.
2. Select the addition/deduction that the short code is to be added to.
3. Enter the short code (up to 20 characters), then click Save.

Adding a Short code after receiving the warning message

Click Yes to the message, which will take you to the additions/deductions setup screen.
Follow steps 2 and 3 above.
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Pay Frequency and Pay Week/Month

[T Select Al Others Select the correct frequency using the radio buttons. The
software will then display the Pay Week/Month. If an

_f_-ayyzreq;‘lemy incorrect Pay Week/Month is displayed, then this can be
ey changed by entering the correct Pay Week/Month in the
2 'weekly Pay WM field.
4 weekly
* Manthly

Enter Pay "W I o

Include Leavers [~

Selecting where to save the Import file

different location click the %.-d button and select the folder where the file should be saved.
The name for the file is automatically created from the company name and the pay period
the import file is for.

||::'\F'r|:|gram FilezhATAC Solutions Ltd Paywid 1 Impart File, caw

"File Lacation

When all the criteria for the import file have been set, click the Create File button.
Editing the import file using a spreadsheet package

On opening the import file with a spreadsheet package, a similar table will be displayed:

EMP NAME EMP NO | PAYWM | bonus overtime | BankHol | ;
Smith Paul 1 1 ;
Webber Dave | 4 ;
White Emma | 2
Williams Lee | 3

—_

—_

—_

Important Points

The import file has a header row and a final column containing a semicolon, both of these
features must not be altered in any way.

Please note that if the file is opened using a spreadsheet package then the package may
apply formatting on certain columns. E.g. Sort code fields may be seen as dates.

120



Jmpnrﬂng Pay Files
Importing Pay Files

Select Import from the Batch Management | Batch Management

menu. Create Inport File

Batch Maintenance
Add Mew Batch
Bulk. Process

Extra Inpuk Types

Click the button to browse for the import file and when the file has been located click
Import.

[®] import File ]|

Company [ TAC Solutions

Select File Lozation

C:4Program Files\O TACO4058 TAL Solutions Payiatd 1 Impart File. sy . |

Impart | Cancel

“Import in Progress” warning message

A message will be displayed if an import has not completed successfully or is currently in
progress. Check with the user displayed in the message that that the import has completed,
then click the Clear Locks button.

Click Import to start the import process again.

File Validation

During the import process the file is validated. If any problems are found the import is
aborted and an anomaly report is displayed detailing any errors.
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Batch Maintenance

Batch Maintenance
The Batch Maintenance screen displays information on batches that have been imported
and/or processed.

Select Batch Maintenance from the Batch | Batch Management
Management menu. Create Import File
Irnport

Batch Maintenance
Add Mew Batch
Bulk Process

Extra Input Types

Report

Select the batch from the list and click Report to view a detailed summary of all the
information in the batch.

Manually Editing a Batch

Highlight the batch to be edited and click Edit. This will open the Batch Input screen, which
shows all the information within the selected batch.

Batch Input x|
Company  [QTAC Solutions Papwt [ 5
File  Sequence
Batch Import Staff Mo, Employes Short ez Descnption Hours Amount Yalue Proceszed
ar ‘/ 5 4 Williams, Lee Bonug Bonug 520,00
a7 \/ 4 3 White, Emma Trawel Trawvel 2000
ar ‘/ 4 3 “white, Emma Bonug Bonug 260,00
a7 \(” 32 “Webber, Dave Trawvel Travel 2000
ar ‘/ 32 “webber, Dave Bonug Bonug 320,00
a7 \(” 21 Smith, Paul Trawvel Travel 2000
ar \/ 21 Smith, Paul Bonug Bonug 450,00
7 5 [+ [wilkars, Les T[ravel | T [ 2000 r
[w Auta Fill Staff Mumber [v Auta Fill &ddition Deduction S ave and Addition
v &uto Fill Sequence number Addew Deduction
Add MNew Delete e Save Cloze |

Select the entry to edit. The value for that entry may be changed, or modify the type of the
entry using the Short Description drop down box.

The selected item can be removed completely by clicking the Delete button.

For more information on using the Batch Input screen please see the Batch Input section on
the next page.
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Batch lnput
Batch Input

Select Add New Batch from the Batch Batch Management
Management menu. Create Import File
Imnpork
Batch Maintenance

Add Mew Batch

Bulk. Brocess
Extra Inpuk Types

Entering a New Batch Manually

Enter the Pay period number that the batch is for.
Enter the Staff Number of the employee; the employee’s details will be populated
automatically with the appropriate details.

e Select the type of entry from the Short Description drop down box.

e Enter the value for the entry in either the Hours or Amount fields.

e (lick Save to complete the batch, or Save and Add New to add another entry.

Auto Fill Options

Data entry speed can be increased by selecting one or more of the Auto Fill options. E.g. If
the same Addition had to be entered for each of the employees, then deselect Auto Fill
Staff Number and select Auto Fill Addition Deduction. Each a new entry is added this
would leave the staff number field blank, but would automatically populate the Short
Description field with the last Addition / Deduction type used.

Bulk Process
Bulk Process

Select Bulk Process from the Batch Batch Management
Management menu. Create Import File
Imnpork

Batch Maintenance
add Mew Batch

Bulk. Process
Extra Inpuk Types

Bulk processing will run any unprocessed batch imported for the selected company. It is
advisable to check the imported batches using Batch Maintenance before commencing any
Bulk Processing.

To process the btch, cick

Continue. If any problems occur,

Click on Continue to Process all Batches ;
for Company OTAC S olulions. an anomaly report will be produced.

[ Pay 2l Employess who are not in Batch
[T Cloze Batch Employees after they are paid

[T | Update Emplopes M aintenance anly

Confinue |
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Bulk Processing Options

Pay All Employees who are not in batch: With this option selected any employee not in the
batch file will be paid their normal basic rate/hours, or salary.

Close Batch Employees after they are paid: All employees in the batch will be closed.

Extra Input Types

Extra Input Types
Select Extra Input Types from the Batch
Management menu.

Batch Management
Create Import File
Imnpork
Batch Maintenance
Add Mew Batch
Bulk Process

Extra Inpuk Types
Employes Update

x
These input types have been entered

Shatt into the software, ready for use.

i Bulk. Process

*- Mot Included in “Update Emploves Maintenance only'

Diescription Description Employee Number and Number of
Accrued Holiday Paid T Weeks will appear regardless of type
Annual Salary Sal selected.

Bank Account Mumber ACC

Bank Sort Code SORT

B azic: thiz Period * BASIC

Employes Number ErP MO

Haliday Days * HOL DAYS

Haoliday Hours HOL HOURS

Hourly R ate HRRATE

Haurs Thiz Penod * HOURS

Murnber of ‘Weeks * HOWEEKS

Standard Hours STDHRS

Tax Code T

Wik i Thd1
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Employee Update

Employee Update
Select Employee Update from the Batch

Management menu.

Batch Management
Create Import: File
Impork
Batch Mainkenance
Add Mew Batch
Bulk Process

Exkra Input Tyvpes

JEE |_||:||j.5|t|;e

Using the Employee Update option allows employee maintenance records to be amended.
Fields left blank will make nil change.

i x

Compary  |Grac S lutiors Ltd

Select File Lacation

IE:HF‘rngram Files'0 TACOS0E . |

Click the button to browse for the import file and when the file has been located click
Import.
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FAQ's
O When paying a director no National Insurance has been deducted.

Employees who have their National Insurance deducted as a director will not pay any NI until
their Gross Pay to Date reaches the LEL (Lower Earnings Limit). From then on National
Insurance Contributions are calculated on all NICable earnings until the Gross Pay to Date
reaches the UEL (Upper Earnings Limit). The employee pays no National Insurance from this
point on for the financial year.

The limits can be found from the Help > Rates / NIC Bands Tab.

O The system hasn't paid the right number of days for a Tax Credit.

This is due to the company calendar not being set correctly:

Go to Company > Company Maintenance / Calendar Tab.

Check to see if the Pay Period End Date is correct:

If you pay a week-in-hand the Pay Period End Date should be a week prior to the Payslip
Date.

If you up to and including the day shown in the Payslip Date field the Pay Period End Date
should be set the same.

Setting the Dates

Ensure the Tax Period Week/Month is set at 1.

Change the Pay Period End Date as it should be, as at Period 1.
Click Generate Dates.

Click Save.

O How do I print a P45?

Highlight the employee by clicking the left mouse button over their name in the Employee
Explorer list.

Press the right mouse button and select Employee Maintenance from the context menu.
On the Personal tab change the Payroll Status to Leaver.

Enter the Leaving Date.

Click Save then Close.

Right click the employee in the Employee Explorer List and choose Employee Print > P45
Certificate.

O I've forgotten my password.

We will be able to provide you with a temporary password by sending us written permission,
Fax 0117 935 3545.

The Fax must:

Be on headed paper.

Contain the authorizing persons printed name and signature.

We will then call you back with the password.
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O 1) I've restored the software from a backup CD and now get this error.

Q Unexpected eror # 75 occurred: Path/File access emar

By default the files held on a CD are read only and therefore have to be reset.

Double click the My Computer icon on the windows desktop.

Go to C:/Program Files/ and open the DIAMOND DISCOVERY directory for the year you are
restoring (this is assuming the software has been installed in the default directory).

Select all the files within the DIAMOND DISCOVERY directory.

Press the right mouse button to display the context menu.

Choose Properties.

Remove the tick from the Read Only attribute.

Click Save.

Open the program as normal.

O 2) I've restored the software from a backup CD and now get this error.

Q Unexpected ermor # 429 occured: Activesd component can't create object

The software cannot simply be copied straight from a backup CD, but must be re-installed
from the most recent DIAMOND DISCOVERY CD.

O How do I transfer the payroll data from one computer to another?

You will require 1 or more blank floppy disks to save your payroll data on.
Back up your data by selecting Admin > Archive and Restore Data.
Select Archive.

Archive Data - Select Target Folder for Archive File |
Save jn: {23 Qtac0203 j gl

T ﬁ Desktop

L0 by Computer
= Flopp [ Select the Floppy
g2 Swi00_36 [T (A:) drive from the
2= (0] Save In dropdown
=2 Otac on 'Dtacserver' (G - menu.

File name: IE!EEIEIE-EI'I 1B B4656. arc Save I
Save az type: IAl'chive.al'c j Cancel |

Click Save and the Archive operation will start.
If your data is too large to fit on a single disk the software will prompt you to insert another
blank disk, please remember to number the diskettes.
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The other computer must have DIAMOND DISCOVERY Business Payroll installed. If it hasn't
it can be done from the latest DIAMOND DISCOVERY CD.

On the computer you are transferring the data to, go to Admin > Archive and Restore Data.
Select Restore.

Select the Floppy (A:) drive.

Select the backup file to restore.

Click Open.

You will be warned that the database already exists, Click Yes to All to complete the restore
operation.

Click Close on the Archive Utility and the software will exit.

On re-opening DIAMOND DISCOVERY Business Payroll your data will have been restored.
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