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INTRODUCTION

Please note this document is intended as a guide only to assist with the payrun process in TemplaCMS & SelectPay. It is
solely the responsibility of the customer to ensure that pay is processed correctly each pay period.

Each step in this document is indicated by a step number and with a ‘S’ or ‘C’ in the first column where:

S =SelectPay

C=TemplaCMS

All point where back-ups should be taken are marked in ‘Red’. The user is welcome to take any additional back-ups if needed.
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Save & Process the Pay

If any Auto-Enrolment requirements need to be actioned the following message will

appear when clicking on ‘Save & Process’

Action any Auto-Enrolment requirements

Save & Process the pay again, print final reports

Repeat Step 25 if any changes are made & re-print the reports. Click on ‘Finish’ once the

final reports have been printed.

Check the payrun batch ‘Reconciliation’ in CMS

Repeat Step 26 & 25 if any changes are made & re-print the reports. Click on ‘Finish’ once

the final reports have been printed

Produce the BACS export file to pay the employees

Take a back-up called ‘Pre-FPS’ followed by the period or tax week number

Submit the FPS to HMRC

Print P45’s

Print or E-mail Payslips

Take a back-up called ‘Pre-PeriodEnd’ followed by the period or tax week number

Process the Period End

Produce the BACS export file to pay the Attachments of Earnings

Update the Statutory Return & Submit EPS - for a single database

Update the Nominal

Create the necessary Pension files from the Pension Wizard

Remove any Pension pay element from employees who had refunds
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Step Templa CMS / SelectPay Payrun Process
S* 1 Take a back-up called ‘PreTaxCodeUpdate’ followed by the period or tax week number

S 2 Download Tax Code Notifications

It is advisable to always do this process from the same user pc if the option ‘Retrieve New Items’
will be used. Alternatively keep track of the last date notifications were downloaded and used the
‘Retrieve Items Since’ option.

Launch the DPS Viewer from Utilities -> Receive -> Launch DPS Viewer:

=

. Home Payroll Pensicn System Liilities
L) - | w = e e =
j =g sl @I —jex _;ﬁ
Import Pay  Update  Netto Update Update NI Send Check Receive Adjust
Details Pay Rates  Gross  Retirement Dates Letters v Cutstanding - v Overstated FPS
Process HMRC

Welcome x| DPS Viewer X

PajPaEll po [ sia [ s2 [ ar [ noT [ Rm |

P6/P6B Tax Coding Notices Options
(®) Retrieve New Items
Last Saved —~ .
ast ssve () Retrieve Items From
Trem: () Retrieve [tems Since
Date:
D Count
Items to retrieve

Select a form type: P6/P6B, P9, SL1 (Student Loan Start), SL2 (Student Loan Stop), AR (Annual
Reminders) or Not (Notifications

Select a retrieve option, such as Retrieve New Item & then Press Retrieve

S 3 Save Downloaded Tax Code Notifications

Item Type Employee Name Tax Code wi1/M1

38308614 PG BEASLEY JULIE CHRISTINE 944l
38308615 PG PADRAQ NUNESPAULO JOS...  944L
38308616 P& OSE-OWUSU CHARLES 944L D
38346731 P& NEWMAN NANA YAA DUFIE BR
38388923 PG ARMAH KELVIN NII MARTEY  500L D
38430919 PG ADEWALE SAMUEL BR
IRETA415 PR MARTTNA T IRANDY HENNRTK - 9441 —

Save All Mumber of lines: 276

Once the messages have been retrieved, basic information about the messages will be listed. Press
Save All to store the messages as files in your Downloads folder.

This will download the messages for ALL payroll databases

S 4 | Apply the Downloaded Tax Code (or other Notifications)
Go to Utilities -> Receive and choose the relevant option that should be applied:

P6/P6B, P9, SL1 (Student Loan Start), SL2 (Student Loan Stop), AR (Annual Reminders) or Not
(Notifications).
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EJ HMRC Communications - Receive Messages |.ﬂ

e bl
P6/P6B - Tax Coding Notices

Employee Code Employee Options Narrative T
11113 REBELO SILVA S Do Nothing Employee has left

112303 LIND DAVID ADR Do Nothing Employee data already matches file.

112687 KAJARI ENIKO Do Nothing Employee data already matches file,

110761 ARDILA TRASLAY Do Nothing Employee data already matches file.

ii2702 CARDOS0 MARIA Do Nothing Employee data already matches file,

112705 MUNOZ OSPINA Do Nothing Employee data already matches file.

110862 AWAL SADIATU 5 Do Mothing Original - Code 733L, new - Code 326T (Name in message - AWAL SADIATU SHAIE
110862 AWAL SADIATU § Do Nothing Employee data already matches file.

109768 BATISTA GOMES Do Nothing Employee data already matches file.,

Review the messages to decide if you wish to use them to update your payroll data

Matching will have been attempted (it may help to sort them on the narrative)

o If the details from the message match one of your Employees (e.g. matching NI number) the
Employee code will be displayed in the first column

o If No match could be made, the narrative will be “Employee not found”.

o Forallthe unmatched Employees, you can leave the option as “Do Nothing” if more than one payroll
database exists.

o  For all the matched Employees, select the required action from the Options list. This will default to
“Do Nothing” change it to “Process” to update the Employee record

EJ HMRC Communications - Receive Messages
2 o
P6/P6B - Tax Coding Notices

o Click on ‘Receive’ to start the process (button to left of printer icon above).
o The following message will appear - if employees already have pay for the current pay period the
pay will need to be processed again for the tax code changes to take effect.

oy —

Please rememnber to process the pay for the affected employees again.

QK |

| |

o Responding ‘Yes’ to the following message, will clear the lines that have been processed, leaving
just those that were set to “Do Nothing” for to review and process.

< =

Do you want to remove records that have been successfully processed?

. 4

||
] Yes Mo

o Repeat step 3 for all other payroll databases.

S* 5 Take a back-up called ‘PrePostponement’ followed by the period or tax week number
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S 6 Postpone any new employees if required

From the Pension -> Pension Control Menu highlight all new employees (they should be at the
bottom of the list and have no status date) and then click on ‘Auto Enrol’

==

Home Payroll System Utilities | Pension Control*

j H % @E; ? & Field Chooser

B ick Find
Edit Save Assign  Auto Search () QUi
Paytypes Enrol || Criteria
Window Actions View
Welcome x  Pension Control* x
Employee Code Surname Forename 1 Department C ¥ Status Date Postpone ¥ Activ  Pension Paytype ¥ Qualifyi ¥ Worker ¥ Eligibl ¥ Non-eligi ¥ Entitl ¥
100001 Anne Anderson 24/07/2013 v  PENSION v v v
100002 Dennison Denise 24/07/2013 v  PENSION v v v
¥ 100003 Peck Victoria 24/07/2013 v v
100004 Harding Heather 24/07/2013 4 v
100005 King Stephen 24/07/2013 v PENSION v v v
100006 Henderson Elizabeth 24/07/2013 v v
100007 Tyler Neil 24/07/2013 v v
100008  Stonehouse Martin v

This will assign a status of ‘entitled’ to each employee.

With the employees still highlighted now click on ‘Bulk Postpone’ and enter the postpone date for
the period that you choose. Individuals can be postponed via selecting the employee and then
click on ‘edit’ and enter the ‘postponed’ date.

Home Payroll System Utilities | Pension Control*
B = N [ Field Chooser
A & <& )
B Quick Find

Edit Save Assign  Auto Search
Paytypes Enrol = Criteria
Window Actions View

Welcome x  Pension Control* x

Employee Code Surname Forename 1 Department C ¥ Status Date Postponed Y Adiv  Pension Paytype ¥ Qualifyi ¥ Worker ¥ Eligibl ¥ Non-eligi ¥ Entitl ¥ Opted-Out Opted-In Joined Ceased
100001 Anne Anderson 24/07/2013 v PENSION v v v 26/07/2013
100002  Dennison Denise 24/07/2013 ¥ PENSION v v v
100003  Peck Victoria 24/07/2013 v v 26/07/2013
100004  Harding Heather 24/07/2013 v v 24/07/201
100005 King Stephen 24/07/2013 ¥  PENSION v v v
» 100006 Henderson Elizabeth 24/07/2013 01/08/2013 | = v v
100007 Tyler Neil v v
100008  Stonehouse Martin « August 2013 4 v

Mon Tue Wed Thu Fri Sat Sun
29 30 31 1 2 3 4
5 6 7 8 9 10 11
12 13 14 15 16 17 18
19 20 21 2 23 24 25
26 27 28 29 30 31 1
2 3 4 s 6 71 8
[ Today: 26/07/2013

Do not assign a pension pay element to employees who will be postponed. Entering a
postponed date does not exclude the pay element from standard pay, and if it is not
excluded, a deduction will still be made.

S 7 Enter Opt Out / Cease dates

Highlight the employee, click on ‘Edit’ and then enter the ‘Opt-out’ or ‘Ceased’ date in the
relevant column on the pension control screen.

dcome x  Pension Control* x

ployee Code Surname Forename 1 Department C ¥ Status Date Postponed ¥ Activ  Pension Paytype ¥ Qualifyi ¥ Worker v Eligibl ¥ Non-eligi v Entitl ¥ Opted-Out
100001 Anne Anderson 24/07/2013 v  PENSION v v v 26/07/2013
100002 Dennison Denise 24/07/2013 v PENSION v v v
100003 Peck Victoria 24/07/2013 v v
100004 Harding Heather 24/07/2013 v v
S 8 Remove pension pay element from employees who opted out / ceased

From the employee record, click on ‘Standard’ pay, find the pension pay element in the list and
then right click or click on the ‘Include/Exclude’ button, set to ‘exclude’ and then click on ‘Yes’.
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Home Payroll Pension System Utilities | Standard Pay List - 001709, Employee An...

j _jl' 3} Delete Paytype @:m. g:lE‘ ? [& Field Chooser
- h = Search Criteria

New Open Include/Exclude | Apply Searc
Paytype Paytype Paytype Profile | Criteria &3 Quick Find
Record Actions View

Standard Pay List - 001709, Employee Anne x

Drag a column header here to group by that column.

System Type ¥ Type ¥  Paytype Code Status ¥ PAYE NICees NICers =
Standard Deduction PEN-ELIGIBLE AE 045 Included 0.00
Standard ( -‘ 0.00
Standard Access SelectPay 0.00
Standard 0.00
Standard 0.00
Standard _ 0.00
gt:;g;tg 'e/, Are you sure you want to exclude Paytype PEN-ELIGIBLE AE 0457 g:gg
Standard 0.00
Standard 0.00
Standard 0.00
Standard 0.00
Standard Yes MNo 0.00
Standard — 0.00
Standard L 0.00

S 9 Enter Sickness

Clicking on the ‘Sickness’ button will display the following screen:

s%

A kil RN

Home Payroll Pension System Utilities Payroll - Sickness - 000178, Warren Sandra

E.—f—' H @ @ @’ ? [B Field Chooser

- A Quick Find

Save & Save Previous Next Run System  Correct Search

Close Checks Sickness Criteria

Window Management View
Welcome x  Employee List % Payroll - Employee Record - 000178 x | Payroll - Sickness - 000178, Warren Sandra x

0SP Record P
Sickness Days YTD 0

Sickness From Whole Day Sickness To Whole Day No. of Days Status V7 Notes From HR.  OSP Rule

*

OSP record — This shows the current OSP rule for this employee. The OSP rule can be added, edited,

or deleted from here. Only one OSP rule can be assigned to an employee.

Sickness Days YTD — This shows the total number of work days the employee has had off sick this

fiscal year.

The grid — This shows the employees sickness details in descending date order.

Un-processed lines (i.e. those not yet affected by Period End) can be:

Deleted, by highlighting the appropriate line and using your keyboard's delete key

Amended, by highlighting the appropriate line and changing the dates as required.
However, if the status is SSP Contd. then the ‘Sickness From’ date cannot be edited.

Processed lines (i.e. after Period End) are disabled.

Sickness can be entered from this screen as follows:

Click into the first blank line on the grid and enter the ‘Sickness From’ and ‘Sickness To’
dates etc.

Click on ‘Run System Checks’:
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‘r:‘“) s dgmms Lederpilig

Home Payroll Pension System Utilities Payroll - Sickness - 000178, Warren Sandra®

@ =l @ 6 | T [ Field chooser

A3 Quick Find
Save & Save Previous Next Run System = Correct Search
Close Checks Sickness Criteria
Window Management View
Welcome x  Employee List x  |Run System Checks Ford - 000178 x | Payroll - Sickness - 000178, Warren Sandra® x

0SP Record F
Sickness Days YTD a

Sickness From  Whole Day Sickness To Whole Day Mo. of Days Status w Motes From HR  OSP Rule

% 10/04/2015 1.00 14/04/2015 1.00 5.00 Dr recieved

*

This process will check any amendments to existing sickness lines or additional sickness
lines against the information currently held in the sickness table for this employee.

The Status field will be updated at the end of this process and any errors will be shown with
an exclamation mark and a description of the failed validation:

e

Welcome x  Employee List 2 Payroll - Employee Record - 000178 x | Payroll - Sickness - 000178, Warren Sandra® x
0SP Record F
Sickness Days ¥TD 0
Sickness From Whole Day Sickness To Whale Day No. of Days Status 7 Notes From HR  OSP Rule
% 10/04/2015 1.00 14/04/2015 1.00 5.00| sSSP Applicable JBF reécigved

*

e Clickon ‘Save’
e The SSP paid value can be checked form the ‘Run Payroll’ screen.

S 10 Enter SMP

Parental Pay records for Employees can be accessed from the Employee list:

.

Home Payroll Pension System Utilities Employee List
\ %’ [} Mew Employee == &) Pl History Expenses ~ % L§ &= Reset Period Rate & Quantity ? [ Field Chooser | B3 Shoy
% FE p i .
% Duplicate Employee &3 Attachments _;f_.! Sickness ) i Print P45 &3 Quick Find
Mew Employee Open Standard Assign  Bulk Update ) Search
Wizard Employee [ Delete Employee pay |5 Parental Pay - of Tax Codes &9 Reinstate Employee Criteria
Record Management Actions View W
Welcome x  Employee List  x |Employee List x Parental Pay
Drag a column header here to group by that column.
Left ¥ Employee Code Surname Forename 1 UK Postcode Department Code ¥ Foreign Country ¥ Tax Code 7 NI Number NI Letter % Joining Date ¥ Due To Leave Dat
000111 Luis. LUCIA EQ 5PH K181 5C8024298 i 12/07/1988
000120 Gyapong Odafe E8 2HA BR. PWB58641B A 26/06/1992
000178 Warren Sandra W7 3QZ BR. PW3506524C A 20/04/1994

From the ‘Parental Pay’ record screen click ‘New Parental Pay’:

\j j [3t Delete Parental Pay i ? [ Field chooser

H Quick Find
New Open Apply Backdated Search
Parental Pay | Parental Pay Pay Rise Criteria
Record Actions View

New Parental Pay [ployee List 3  Employee List x| Parental Pay List - 001358, Samson TRACY X

Drag a column header here to group by that column.

Type 7 Reason for non-payment %  Status 7 First Day of Leave  Payment Start  Payment Finish Weeks Used 3 Weeks Paid ¥ Amount Paid *

If no previous parental pay records exist for the employee the user will automatically be

presented with the parental pay ‘entry’ screen without the need to click on ‘New Parental
Pay’ as per above.
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BLE R T | T [0

&)

Home Payroll Pension System Utilities Payroll - Parental Pay - 001358
i < IS
Hl save -
Save & Previous Next
Close
Window
Welcome x  Employee List x  Employee List  x  Parental Pay List - 001358, Samson TRACY x
— Samson TRACY
Type |NLEELCEEIEN - Parental Pay Payable
Adoption from abroad Maternity Allowance disallowed

Details | Shared Motes

Expected Date of Birth Pay High Rate Qualifying Week
Average NICable Pay 0.00000 Evidence Received Earliest Start
Actual Date of Birth stillbirth Latest Start

Maximum Weeks

KIT Days
First Day of Leave Weeks Used
Payment Start Align to Pay Date Weeks Paid
Payment Finish Arnount Paid

Curtailment Date

Revocation Date

Select the type of parental pay from the list.

Payroll - Parental Pay - 001358 x

]

0.00

Enter the details of the parental leave on the Details tab (described below).

The fields that are available for completion will depend on the type of parental pay you

have selected.

Inactive fields: some fields remain inactive until data has been entered in earlier fields. For
example: the ‘Certificate Received’ tick box activates most of the dates of leave fields.

Some of the fields will be refreshed or updated by the system as you enter the information.

Some of the fields will be updated as payments are made by running the payroll and

updating the records with a period end process.

If the selected parental pay element is not payable within the terms of the scheme, a

reason should be selected from the drop-down list.

Once the details of the date of birth or placement and the First Day of Leave are entered, a

Payment Start Date will appear.

Enter any notes that may be helpful regarding the parental pay record.

Click on ‘Save & Close’.
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== Luis LUCIA F

Type

Adoption from abroad

i| Shared Notes

Expected Date of Birth
Average NICable Pay

Actual Date of Birth

First Day of Leave
Payment Start

Payment Finish

Curtailment Date

Revocation Date
Partner Information

Sumame
Forename 1
Forename 2

NI Mumber

SMP - Statutory Matemity Pay

Parental Pay Payable

Matemnity Allowance disallowed

30/04/2015 Pay High Rate Qualifying Week 11/01/2015

500.00000 Evidence Received Earliest Start 08/02/2015

= Stillbirth Latest Start 03/05/2015

Maximum Weeks 39

KIT Days 0
14/04/2015 Weeks Used 0
14/04/2015 Align to Pay Date Weeks Paid 0
- Amount Paid 0.00

Evidence for ShPP Received

Deceased Date

When the payment start date is reached and a payroll is processed that includes that date, the
employee will appear on the ‘Run Payroll’ screen with an ‘M’ in the ‘Status’ field next to the

‘Gross’ Payment:

Welcome

x| Run Payroll - 4 Weekly - Period 1 x

Drag a column header here to group by that column.

Wamin ¥ Process

Employee Code
000111

Sumame W Forename 1

LUCIA

Gross X
1,395.00 M

Status ¥ D

Selecting the employee will open the ‘Amend Pay’ window from where the ‘Parental Pay’ tab can

be accessed:

General  Sickness

Shared Parental Pay Pension Holiday NIC Periods Rates Calculate
Type of Parental Pay SMp
Expected Date Of Birth 30/04/2015 Notes
Start Date 14/04/2015
Average NICable Pay 500
Whaole Weeks To Pay 2 Weeks Not To Pay 0
Weeks Worked 0 Weeks Left 39
KIT Days 0 KIT Days to date 0
Amount Ta Pay 900.00 Paid to Date 0.0000
Gross Adjustment Do Not Adjust Gross -
Adjust Gross to 0.00 Reset Values

If required, amendments to the calculated weeks to pay etc. can be made at this point and notes
should always be entered to explain why the change was made.

Once the pay run for the period has been processed, the parental pay record for the employee will
be updated with the amount paid (added to the total) and start to count down the weeks which the

employee is entitled to.
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11  Enter Attachments of Earnings

Locate the relevant employee and click on ‘Attachments’, any existing attachment records will

be displayed:

S Sedlewilitagg I

]

Payroll Pension

%r 3 Delete Attachment

System

Utilities

? [ Field Chooser

New Open Search
Attachment  Attachment Criteria
Record

Welcome x  Employee List

A

Attachment of Earnings List - 000111, Luis LUCIA F

Quick Find

View

x | Attachment of Earnings List - 000111, Luis LUCIA F

Drag a column header here to group by that column.

Type 7  Reference

DEC-COA = W17

v Active 7 Priority ¥ Start Date 7 Finish Date ¥ Normal Deduction NDR ¥ Protected Eamings £ PER ¥ Protected Earnings % PEP ¥ Admir

Click on ‘New Attachment’ to create a new record:

Sz el Ik

—'ﬁ v
- Payroll
@ i save & New 6 6

Save
Save & H Previous Next

Close

Home Pension System

Window

Welcome  x

< Luis LUCIAF

Employee List

Type
Reference Sort Key
Active
Details | Payee Variations Notes
Start Date - Priority
Finish Date - Tatal Debt
Normal Deduction 0.00 Tatal Paid
Protected Eamnings £ 0.00
Protected Eamings % 0.00
Admin Charge 1.00
Arrears Normal Deduction 0.00
Arrears Protected Eaminags 0.00

Utilities

x  Attachment of Eamings List - 000111, Luis LUCIA F

Payroll - Attachment of Earnings Record - 000111

x | Payroll - Attachment of Earnings Record - 000111

CTAEQ - Council Tax Attachment of Eamings Order -

F

0.00

0.00

This record will contain all the information the payroll system needs to calculate the amount to be
deducted from the Employee's pay. The information you are required to enter will be determined

by the type of attachment order chosen.

When the pay run for the current period is being processed, all the attachment of earning records
that have been created will be checked. If they are active and not paid in full, the system will
apply the tests to calculate how much can/should be deducted.

After the period end, the employee's attachment record will be updated to show that a deduction

has been made.
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S 12 | Review /Add Loan deductions

Find the employee in the employee list and select ‘Standard Pay’.

L

Harme: Payroll System Payroll - Employee Record - 7276
=i Save B hew =il Ry E5 Parental Fay - =]
&5 %=
|l save & Pup 1]
Save & Previous  Mext Standard  Attachment SUMMary
Close: Pay of Earnings [ PAD
‘Windaow Management Repart & Analyse Actions

Employes List X |Payroll - Employee Record - 7276 X

| Bloggs, Joseph

Code 7278 Forename 2

Title Mr - Forename 3

SUrnare Blogas Departrnent >
Forename 1 Joseph Job Title

Earnings 105.00 Deductions 20,00

General | Personal  BankDetails  Current Employment P45jP46 Details  Haolidays — SSP Entitlement  Sark keys  Job History MIC P& Dekails

Pay Frequency Manthly - MI Letter A - Mot Contracted-Out -
Pay Method BACS - MI Type Mormal -
Cheque 0.00 Appropriate Personal Pension

This will bring up a list of all the standard pay elements associated with this employee. Click on
‘New Pay element’ to enter a loan for the employee. Select the ‘Loan’ pay element from the list that
appears.

. ~ -4 Harme Payrall System Standard Pay List - 7276, Bloggs Joseph

j 2} Delete Paytype l@ﬂ g.:I ? |]—;j Field Chaoser
% L )
= =}
e ] S Search Criteria
Mew Open IncludefExclude  Apply Search

Paytype  Paytype Paytype  Profle || Criceria A8 Quick Find
Record Actions Wiz
Employee Lisk X Payroll - Employes Record - 7276 X | Standard Pay List - 7276, Bloggs Joseph X

Drag a column header here to group by that column,

Syskem Type % Type W Paytype Code Status %7 PAYE ~ MICees = MICers Gross X Rate Quantiby Sork Key r
Skandard Earnings BASIC Included v v v 105.00 7.000 15.00
Standard Deductions ~ LOAN Included

The next screen displays details of the loan on the General tab. On this tab ensure that all boxes are
unchecked (start and finish dates can be entered if required).

- 1| LOAN (Deductions)
Code LOAN g Rate | 20.0000]
Type Deductions Quantity 1.00
Sort Key P

General | Options  hotes Custom
[ pave Export to Costing [ attachable
[ MicCees Eenefit in Kind [ Mot Payable
[ micers [ Holiday &dvance Print on Payslip
[] Averageable Holiday Update Mominal
] Mulkiple: Fension [] Print ¥TD on Payslip
[] Available b Timeshest Service
[ Carry Forward Rate Clear Vear To Date At Tax Year End -
[ carry forward Quantiy Start Date ojoljzoz v

Carry forward Employer Pension Firish Date wofsfzoz -

Carry forward Multiplier Gross Vear To Dats on

Enter the re-payment amount in the ‘Rate’ field and set the quantity to ‘1.00’

On the Options tab of this screen, enter the details of the loan e.g. how many payments are to be
made via selecting the ‘Number of payments option’ or alternatively use the ‘Value of payments’
option where the full value of the amount the employee has to repay can be entered.
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Employee List X Standard Pay Lisk - 7277, Guiseppe Blaggs X | Payroll - Standard Pay Record - 7277, Guiseppe Bloggs - LOAN X

LOAN (Deductions)

Code [Reloly] g Rate 10,000
Type Deductions Quantity 1.00
Sort Key >

General HMotes Custom

[ Exclude Paytype from Run Payroll

Morminal Update Accounts

Gross Pay DR 2350 Linked Paytype >
iaross Pay CR 2320

Employer NIC DR 2310

Employer NIC CR 2350

Unit of Measure Maimum Cuantity fvalue

Mulkiply by unit - Mumber of Payments -
Quantity 0.00 100.00 Paid 13.00
Descripkion Show 05 Balance on Payslip

Ensure that ‘Show O/S balance on payslip’ box is ticked.

Save any changes that you have made.

C 13 Lock the Payroll Batch

Double click the relevant payrun batch and then click on lock:

T Payrun Batch Details - Operatives B-Two Weekly 2015 run 25 (29/02/2016 to 13/03/... l v o[ e S
: Fle Tools Help
() Close 4@ Previous B Next 5 Notes j Process sheets G Composite notes
5 Site imesheets P Employees 2 Extras & Leaversfloiners &9 Absence analysis
4 Lock
General
Batch nomber
Pay run Operatives B-Two Weekly 2015 run 25 (29/02/2016 to 13/03/201€)
Note, to post or delete this batch you must first apply the lock
Financial period o[/ s |
PsyBstchDetail © 2075 Templs Computer Sysfems Lid

If managers are completing timesheets the ‘Lock Down’ button may appear. Once ‘Locked’ or
‘Locked Down’ the green ‘Post’ button should appear if all timesheets in the batch have been
‘green ticked’

T Payrun Batch Details - C&E Admin Payroll-Menthly 2015 run 12 (01/03/2016 to 31.. { o e S

: Fle Tools Help
(J Close kl save <@ Previous = Next %% Notes | Process sheets §& Composite notes

1 Site timesheets \'_v? Employees _’4'9 Extras & Leavers/Joiners ; @ Delete
i @ Post

Batch number 39

Pay run Monthly OPR Payrell-Monthly 2015 run 12 (01/03/2016 to 31/03/2016)

Note, whilst this batch is open, all other users will be prevented from opening
associated details for amendment.

Financizal period 2015/ 10

FayBatchDeizil
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Check for un-approved employees (if required)

If the un-approved employee functionality is used in TemplaCMS any un-approved employees in
the payrun batch will be identified by the ‘un-approved’ icon:

@

These employees can be found from the Payrun batch -> Employees

" . \ Payrun batch employees o
. General
-J r'ﬁ _; B Excel @ Auto refresh *| 1. Open E““‘E i I @ Owned
- ™ Expand &, View S @ Prospective
Close Refresh | Print - Filter Un-filter
= Collapse 3 Print/email employee timesheet selected  selected -
List Row Filter
Drag a column header here to group by that column.

B st Payroll nu  Employes name Sitecode  Site name Total hrs Total pay \Work type Contracted hrs  Contracted pa
(=] [=] [=] = = = = = = = = =]

E % 006342  Melo Torres, Priscilla AAWSID  AMWS 2ND 4200 £286.00 CLEANER - 44.00 £286.00

7415 Amankwazh, Naana BMUB/IO  BMUEB 26 £3.00 £479.00 CLEAMER - 66.00 £423.00

If any of the existing employees identified as ‘un-approved’ need to be approved so that they get
paid this pay period go to the employee list (Payroll menu -> Employees) find the relevant

employee, open the employee record.

The bottom of the employee record should show the approval section -

employee, click on the ‘Approved’ button.

pproval
Approval level Approval | History
() Site
@ Employee Begin Un-zpproved
m EBJ'MJ'ZNG 14:00
Reiected Mo bank details

in order to approve the

Any new employees (added to the timesheets in this pay period) can be approved from the Payroll
batch -> Leavers/Joiners screen via the ‘Employee Approval’ button

* .-"]

Employee Move

General

-J L& -:Jﬁ “.-’:i Ig ] @Auto refresh

e v a

W

Close Refresh Print Excel Expand Collapse Open View  Markas Mark as Apply to | Employee | Send leavers
processed outstanding  contract | approval to payroll
List Row
Drag a column header here to group by that column.

ﬂﬂ St Movement details Processed Employee Site approval Unapproved reasons

= & & E @ & = =
E ;l ) left company - on 31/12/2014 006942 - Melo Torres, Priscilla Un-approved Ne Paperwork
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C 15 Process Leaver/Joiner movements

From the Payrun Batch -> Leaver/Joiner screen click on the ‘All’ button to ensure the full list of

leavers and joiners are displayed.

Fyen

Employee Movements

General

MJ @ \)‘ :’;}j -c [

Close Refresh Print Excel Expand Collapse

U v oa

Mark as

B w W
Applyto  Employee  Send leavers

processed outstanding  contract approval  to payroll
List Row

Open View  Markas

selected  selectzd  processed

& 0 % 8 8 &8 2 &%
include  Company Site  Permanent Temporary | All

Filter  Un-filter
leavers leavers  joiners  joiners
Filter

Keep the ‘Shift’ key in on the keyboard and select the first and last employee in the list to

highlight all of them and then click on ‘Apply to contract:
4

Employee Moven

Iy

General
- ’!:l' Vo ol .g & Auto refresh M 4E Gres
@ pe=e = - v a @3 =
Close Refresh Print Excel Expand Collapse Open View  Markas Mark as Apply to | Employee Send leavers
processed outstanding = contract | approval to payroll
List Row

Drag a column header here to group by that column.

Apply to contract

? 5t Movement details Processed Employes Site approval Unapproved reasons
= = [ & E @ & = =
E & ﬁ: left company - on 31/12/2014 006942 - Melo Tarres, Priscilla Un-approved No Paperwark

The following message will appear, click on ‘Yes’ to continue:

4

Confirm action

=)

| |
Q a new version of the contract.
current 'work in progress’ version of the contract,

Continue?

5 This process will attempt to apply the employee movement(s) to

This will not be possible if the contract is in use, or if there is a

Yes | Mo |

Confirm action

[=5C)

Employee movements successfully applied.

If any employee movements haven’t been applied due to the contract beingin use (WIP) or the
version having been changed, the employee/s will need to be manually added or removed to the

contract.

There is no need to apply any of the ‘Temporary Joiner’ movements indicated by the white

‘Temporary joiner’ icon:

8

Temporary
Joiners
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Send ‘Company Leavers’ to SelectPay

From the ‘Leavers/Joiners’ screen click on the ‘Include processed’ button:

4 5'] =R Employee Movements

- General

| ) o C B P [ N

.% s -s_} Dc @& Auto refresh =2 -lJ % o 3 fe f i
U S - \ v 4 @3 w3 e L]
Close Refresh Print Excel Expand Collapse Open View  Markas Mark as Applyto  Employee  Send leavers Filter Un-filter
processed  cutstanding  contract  approval to payroll selected  selected | processed
List Row

This will display a list of all the employee movements that have been applied to the contracts for

the pay period:
‘:'] ' E] Employee Movements
Tae
: General
1 b 1 ¢ [ P I ~
o SRS RGN uc @ Pavoreeh ) QQ, X 3 ! i
L& S ‘ v a @ w g & []
Close Refresh Print Excel Expand Collapse Open View Markas Markas  Applyto Employee | Send leavers Filter  Un-filter Company
processed outstanding contract approval | to payroll selected  selected | processed | leavers | |
List Row Filter
Drag a column header here to group by that column. Send leavers to payroll
& St Movement details Processed Employes Site approval Unapproved reasons Site
[=] (= [= & E & =@ [= = =
|$ % leftcompany - on 311272014 D0E342 - Melo Torres, Priscilla Un-approved Mo Paperwork ANWSIDT - AAWS

The employee’s date left as well as whether the employee is being paid this period and the
amount of pay is displayed.

Select (highlight) the employees on the above list that should be sent to SelectPay to produce a
P45 for the employee. And click on the ‘Send leavers to payroll’ button:

.. -
£ '] = E] Employee Movements
Ly

General

] N D o 2 Auto refrash -l ] ¢ A
S see = LU ¢« a @ = 8
Close Refresh  Print Excel Expand  Collapse Open View Markas  Markas  Applyte  Employes Company
processed outstanding  contract  approval leavers | |

List Row Filter

The following screen will appear:

.o < Leawver Processing to Payroll
L
- General
J
Close Process

Mavigate Other

General
Employes Leaving date Leaving reason
006542 - Melo Torres, Priscilla INN22014 Found another job

On the above ‘Leaving date’ can be altered and a ‘Leaving reason’ entered if required.

Click on ‘Process’ to send the leavers with the above dates. Please note it is not possible to send
an employee as a leaver to SelectPay if they are still on a contract in TemplaCMS.

The following rules with regards to the ‘Leaving dates’ sent from TemplaCMS will apply:

Where the leaving date falls before the current pay period the ‘Date left’ on the employee record
will be populated.

Where the leaving date falls within the current pay period the ‘Due to leave’ date on the ‘Run
payroll’ screen will be populated.

Where the leaving date falls in the future (i.e. next pay period) the ‘Due to leave’ date on the
employee record will be populated.
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Process Leavers Holiday pay

From the Payrun Batch -> Leaver/Joiner screen click on the ‘Generate leavers holiday pay’ button

11 Leavers Holiday Pay Calculations

¢ File Toels Help
i [J Close = Expandall ® Collapseall % Markas ready to process @ Un-mark as ready to process (%) Process leavers pay

Calculations |

Drag a column header here to aroup by that column

Ready to process?  Employes Site Leaving date Pro-Rata entitlement Used  Adjustments Pro-Ratabalance  Holidsy pay value  Average hours perday  Aversge hourly rate  Aversge daily rate
[} 1844 - Charmain ~ MUGGO01 - Mug  30/06/2017 000 000 000 000 £0.00 000 £0.00 £0.00
[} 2380- Lennetie B MUGGO01 - Mug  11/07/2017 200 000 000 200 £62.00 7.00 £850 £59.50

<
LesversHolidsyPay Calcutstions 2

If you do not agree with the calculated ‘Holiday pay value’ it can be overridden via changing the
value or the quantities in the ‘Average hours per day’, ‘Average hourly rate’, ‘Average daily rate’ or
‘Quantity to pay’ columns.

Once the figures are finalized tick the ‘Ready to process’ box for the employees for whom holiday
pay should be processed for and then click on ‘Process leavers pay’.

E_E_E Leavers Holiday Pay Calculations

i File Tools Help
[j Close ™ Expandall ® Collapseall " Mark as ready to process @ Un-mark as ready to process [& Process leavers pay

Calculations
Drag a column header here to group by that column.

Ready to process?  Employee Site Leaving date Fro-Rata entitlement Used  Adjustments  Pro-Ratz balance  Holiday pa
5 1844 - Charmain ~ MUGGDD1-Mug 301062017 0.00 0.00 0.00 ooo [
2380 - Lennette B MUGGO01 - Mug  11/07/2017 200 0.00 0.00 2.00

The following message will appear, click on ‘YES’ to continue:

Stop

Areyou sure you want to process these leavers holiday pay?

this is an irreversible process.

Yes Mo

Once the holiday pay has been processed the following message will appear:

Stop x

@ The employees holiday pay has been successfully processed.

OK
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C 17  Post the Payroll Batch

Once all timesheets have been completed i.e. ‘Green Ticked’, the ‘Post’ button on the batch header

becomes enabled:
.‘ ;‘\' U@ s Payrun Batch Details - Operatives Payroll-Monthly 2014 run 10 (01/01/2015 to 31/01/2015) |
| ' General
U ap s @ @ @ R ¥ &85 7
Close Previous Composite Site Employees Extras Leavers/Joiners Absence Lock Exception Pay by
notes timesheets analysis report type
Navigate Other Batch
General
Batch number 132
Pay run Operatives Payroll-Monthly 2074 run 10 (01/01/2015 to 31/01/2015)

Note, to post or delete this batch you must first apply the lock

Financial period 2014 |/ 10

Click ‘Post’ to generate the ‘.csv’ file that will be imported into SelectPay

Thls process will post the payrun in Templa-CM5, creating an export file
' to be imported to the Payroll for completion of statutory pay details.
This will not be possible if any are in use,

MOTE, cnce posted ne further amendments will be possible within
Templa-CMS5,

Continue?

Yes | Mo

Click on ‘Yes’ to continue. If holiday pay hasn’t been processed for all leavers the following
message will appear and it will list all site/ company leavers:

L
-

Confirm action I Fa "I

. The following leaving employees have not had their holiday pay
_-Ll processed:

JAIME Aldo

are you sure you want to continue with posting this batch?

Yes Mo

k

&

Click on ‘Yes’ to continue unless the remaining leavers also need to have their holiday pay
processed (if this is the case go back to step 14).
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You will be prompted for a location where the ‘.csv’ file will be created. This should ideally be a
secure, shared location on the network that will be accessible from the payroll system as well.

Browse For Folder @

Select folder for payroll export file

> & Lynette V D. Berg
> 1M Computer
>?¥ Metwork
- [ control Panel
£ Recycle Bin

/| Access 2015-11-18

| Access 2015-11-25 DM
i . CMS Export
i > 10 Customer Install and Setup
> o Documents

> 0 Lynette Stuff

> . Project Management

m

[ Make New Folder ] ’ 0K H Cancel

Please note: never attempt to open the .csv file in excelin order to view it as Excel tends to re-
format (i.e. convert dates to numbers, remove leading zeros, etc.) .csv files rendering them
impossible to import into SelectPay.

S* 18 | Take a back-up called ‘Pre-Import’ followed by the period or tax week number

S 19  Import the pay from the .csv file saved in step 16

From the ‘Utilities’ menu click on ‘Import Pay Details’ and browse to the file that was exported
from CMS in step 16 - making sure the correct file is selected:

=8| Import Pay Wizard
Import File | >
Import Format Delimited {(comma) -

Update multiple Paytypes to take account of the values imported
[] Rreject rows where paytype does not exist on employee standard pay

] overwrite current period values with the values inthis import file

Carry forward the following imported values to future periods

|:| Rate
[ Quantity

< Previous | Next = || Cancel |

Leave the default options and click on ‘Next’ to import the file. The user will be reminded to take a

back-up.

Ifany import errors occur print off the error report and, cancel out of the import screen. Contact
Templa Support for further guidance on any import errors.
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S 20 | Take a back-up called ‘Pre-Calc’ followed by the period or tax week number

S 21 | Save & Process the Pay

From Payroll -> Run Payroll click on ‘Save & Process’. If there are any leavers the following

will appear:

You have employees with a due to leave date in this pay
! period that have not been set as leavers. Do you wish to

launch the leavers wizard?
Click Yes to launch the leavers wizard or Mo to process the pay

without making them a leaver,

Clicking ‘No’ to the above will not process the employees and no p45 will be produced.

On clicking ‘Yes’ the leaver wizard will launch, containing a list of all employees who were “Sent to

payroll” from TemplaCMS

[ Leavers Wizard - Employee List - u] x

Code Surname Forenamel NINumber Department Pay Frequency

Select
005357 AA123456B Monthly

Please select the employees to make leavers and dlick Nextto continue or Cancel Next > Cancel

Clicking next will display the below

E] Leavers Wizard - Leaver Details
Please enterindividual leaving details or enter default values to apply to all employees.

Default values

Date Left 19/08/2019 ~
Reason Apply default values to all employees
[ Process pay this period

Code Name Department Date Left Reason Deceased  Process Pay  Last Period

005357 Bond James 19/08/2019

Please enter the |eaver details and click Mext to continue, Previous to return to the employee list ar

Cancel Cancel

< Previous

It will be possible to enter a leaving reason and override the leaving date at his point

[ Leavers Wizard - Final Confirmation - [m] X
Please confirm the leaving details for the employees.
Code Name Department Date Left Reasan Deceased Process Pay LastPeriod 05 Balance Deduct/Pa

£0.00

Bond James 19/08/2019

< | [

Please click Update to make the employees leavers, Previous to return to the leaver

details or Cancel Cancel

Preview < Previous
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The following messages may also appear:

Access SelectPay Ii‘

There are 2 employees who are now aged 21 so should ne longer be
using M| Letter M.
There are 3 employees who have reached pensionable age so should be
using M letter C provided you have proof of their age.

Iz it OK to continue?

Either click ‘Yes’ to continue or click on ‘No’ to make these changes first. Once the changes are
made go back to Payroll -> Run Payroll and ‘Save & Process’ the pay again.

Access SelectPay \i‘

Some of the Employees in the list have generated warning messages.
! % Do you still wish to proceed? Click Yes to continue or Mo to check
employees with outstanding warnings.

Yes ‘ | Mo |

Click on ‘No’ to review the warning messages. From the ‘Run Payroll’ screen use the filter icon
next to the ‘Warning’ column heading to find all the warnings.

Warning "W Process
ALY

Employe
100003

(Blanks) 100071
(MonBlanks) 100993
101329

The warning messages will typically be for Joiners or Leavers and where there may be a pension
pay element assigned to an employee who has opted out or an employee who is not eligible but
do not have an opt-in or joined date entered on the pension control screen. It is up to the user to
decide whether these warnings should be ignored or whether anything needs to be changed first.

If any changes are made ‘Save & Process’ the pay again before continuing on to the next step

S 22  Ifany Auto-Enrolment requirements need to be actioned the following message will appear
when clicking on ‘Save & Process’

Access SelectPay -

o Some employees require pension auto enrolment actions.

Click on ‘OK’. This will bring up the pension control screen which will only list the employee’s that
need to be ‘actioned’

S 23 | Action any Auto-Enrolment requirements
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From the Pension Control screen highlight all the employees that require action:

" R
b4 Home Payroll Pensicn System Ltilities ‘ Pensicn Control |
5 A o L} Field Chooser
& <3 G Y Bree
&4 Quick Find
Edit Save Assign  Auto Bulk Set/Clear Print Search
|
Paytypes  Enrol Postpone > T Criteria
Window | Actions || Print&Analyse | View |
Welcome 2 Employeelist 2 | Pension Control X |
Employee Code Surname Forename 1 Department Code™¥ Status Date Postponed W Active  Pension Paytype 7 Qualifying ¥ Worker 7 Eligible ¥ Non-eligible
106132 Ossa-Alvarez Yurley 01/05/2014 v PENSION - NOW v v
109999 Anna White 21f01f2015 v PENSION - NOW v v v

L

Click on ‘Auto-Enrol’ - this process will determine the employee’s Auto-Enrolment status if they
are a new employee or update it for an existing employee if this period’s pay will cause the
employee to become ‘eligible’:

Your employees have been checked according to the Pensions Regulator criteria, please check through the list below
to make sure you agree with the status they have been given before they are updatad.

Drag a column header here to group by that column._

Select Code Name Department Status
898939 John Peter Entitled

=] LLTEETY Black Gina Eligible

Click Next to update the Pension status accordingly. Next =

Click on ‘Next’ to assign the status to the employee and click on ‘Finish’ on the following screen:

Process started - 06/04/2016 16:40:56
898989 - John Peter - Pension Status Updated successfully.

999999 - Black Gina - Pension Status Updated successfully.

Process completed - 06/04/2016 16:40:57

You will need to assign Pension Paytypes to all those employees who have beenidentified as being Eligible.

Click Finish to end.

With the same employee’s still shown on the screen now filter to the ‘Eligible’ employees only:

Home Payroll Pension System Utilities | Pension Control ‘
3 i — - -
2 o L
. #A Quick Find
Edit Save Assign  Auto Bulk Set/Clear Print Search
|
Paytypes Enrol Postpone ) 2 Criteria
| Window Actions || Print& Analyse | View |
Welcome X Employeelist X | Pension Control > |
Employee Code Surname Forename 1 Department Code ¥ Status Date Postponed 7 Active Pension Paytype 7 Qualifying 7 Worker 7 Eligih\aﬁ Non-eligible 57 Entitled ¥

4

PENSION - NOW (all)
(Blanks)

(NonBlanks)

With only the ‘Eligible’ employees now displayed on the screen click on ‘Assign Pay elements’. It is
extremely important to make sure that this is done only for ‘eligible’ employees.

Select the relevant pension pay element(s) and then click on ‘Assign’
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=) Assign Paytypes == -
Select | Current Period only| Type 7| Paytype Code | PAYE NICees| NICers Quantity Rate | Gross SortKey'¥| StartDate | Finish Date
[] Deductions PENSION - NOW 1.00 0.000 0.00 PENSION
< m >
[Paytype List Search el |
Order By Type ~|Ascending ~| RunSearch &
Name Search Type From To =i
» Paytype Code Any Value =
Sort Key Any Value
Include Earnings
Include Deductions hd
Select the paytypes to be assigned to the 3 Employee(s). < Previ - -
it Er e e S

Click on close once the pension pay elements have been assigned:

i) Assign Paytypes - | o=
Assignpaytypes wizard s camplets.
Start: 16:46:51, Finish: 16:46:53
iy Ifyou had already processed the payroll this period, youwill need to process it again forthese changes to take effect.

The updates are complete.
Click Close.

< Previous

Close !

Assign

Once the above has been done close the ¢

Pension Control’ screen.

Save & Process the pay again, print final reports

From Payroll -> Run Payroll click on ‘Save & Process’. If the warnings & Auto-Enrolment actions in
the previous steps have been completed this will take the user through to the screen where the

payroll reports can be printed from.

If the warnings haven’t been actioned but the user is happy that it isn’t going to affect the payrun

just accept through the warning messages.

= Run Payroll Reports - 2 Weekly (Period 25)

¢z 2] | Unde Finish

! Pay Run Complete for 16 Mar 2016

Flease selectthe reports you wish to view before running the Payslip Wizard.

Exceptions Report

] Pay Summary

Detailed Pay Summary

Attachments
[ ssP1

You have 98 payslips to send via e-mail.

Pay Run Totals
EmployeesProcessed
Earnings

Deductions

Gross

[] Autopay Schedule
BACS Schedule
[] BOBS Schedule

[ cheque Schedule

[ cash Analysis

253 PAYE 7,107.70
92,323.97 NICee's 4,222.01
2,367.74 NICer's 4,784.66
89,956.23 Net Pay 78,626.52

Payslip Wizard

On the above screen select the following reports to print:
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Exceptions Report - this will show any employees with negative NET PAY, please check these
employees and resolve the negative pay before continuing.

Detailed Pay Summary Report - this will show Gross to Net Pay including, SMP, SSP, Attachment of
Earnings, Student Loans, NIC (ee’s & ers), PAYE and Pensions contributions (ee’s & ers)
Attachments - Attachment of Earnings Report

BACS Schedule - this will show a list of all employees paid by BACS with the total BACS value on
the bottom of the last page.

Cheque Schedule - this will show all employees paid by cheque with the total Cheque value at the
bottom of the last page.

Once all the reports have been printed make sure that the BACS & Cheque totals add up to the NET
PAY value on the ‘Detailed Pay Summary Report’ before continuing.

25 | Repeat Step 25 if any changes are made & re-print the reports. Click on ‘Finish’ once the final
reports have been printed.
=) Run Payroll Reports - 2 Weekly (Period 25) x
¢za 2] ]| Undo | Finish
= Pay Run CoFiniz- }te for 16 Mar 2016
Please selectthe reports you wishto view before running the Payslip Wizard.

[] Exceptions Report [] Auvtopay Schedule

[] Pay summary [] BaCS schedule

[] Detailed Pay Summary [] BOBS Schedule

[] attachments [] cheque Schedule

[] ssP1 [] cheques

[[] cashAnalysis

You have 38 payslips to send via e-mail.

Pay Run Totals

EmployeesProcessed 253 PAYE 7,107.70

Earnings 92,323.97 MNICee's 4,222.01

Deductions 236774 NICer's 4,784.66

Gross 89,956.23 Net Pay 78,626.52 i

26  Check the payrun batch ‘Reconciliation’ in CMS
This step is optional and does not have to be completed but is a good way to check for any
discrepancies.
This option can be accessed from the posted pay run batch by selecting the batch and clicking on
‘Reconciliation’ (the same option is available when double clicking on the batch): If you can’t see
posted batches ensure the button at the top ‘show posted’ is clicked.
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Is TemplaCMS - Contract Management System -- TemplaCMS V6.1.0

TRe s
| ral |
) SN 2 -c & Auto refresh -}l o e [ S Search
U - = ] ] : -
& Clear Search
Close Refresh Print Excel Expand Collapse Open New View  Print Filter iter Show Ste  Employess Edras Leaversdoiners Absence | Reconciliation
label = || selected cted posted || timeshests analysic
List Row Filter Batch

ﬁ Merts  Sites | | Employees Contracts  RTI ReviewBatoh List Datasources Reconciliation

System Admin

Payrun Balches
@ System Control
@ Newsletters

=3 Functions

=@ Vorkflow Admin

= Batch Admin

B =3 Gateway Admin

© Datasources

Drag a column header here to group by that column

St T E Bachnumber  Batchdate For Pay frequency Total hrs Totalpay  Budgethrs  Budgetpay Contractedhrs Contractedpa Deliveredhrs Delivered pay  Varte

E [ m [E@ 0] = [0} = [0} = = O] = 0] [0} =
S 132 3101720150 Operatives Payroll-Monthly 2014 run 10 (01/01/20  Monthly 1419010 £115957.58 1430949 £111.341.22 1481670  £115702.98 1415910 £110588.31

This screen will compare the Gross Pay in CMS to the Gross Pay in SelectPay and highlight any
differences. The system should have been set-up to ignore ‘expected’ differences like SSP, SMP,
Loans, Attachment of Earnings and Pensions Contributions.

If the status for an employee is ‘Pending’ there is a difference in the gross pay between CMS &
SelectPay. If the status is ‘Matching’ the gross pay in CMS & SelectPay is the same.

On the following screen click on the ‘Status’ column to sort and find all the employees with a

status of ‘Pending’.
s, s P R iliati
& E} \ d__] H ._| ayrun Reconciliation
L)
| General |
C 0 e 9 P
S . B R v
Close Save Expand Collapse Print Excel Details Resolve rounding Pending Accepted Matching
all all differences
Navigate Save Other

| Review ltems |

Drag a column header here to group by that column.

% 8 TemplaCM3 & Payroll -8 Variances #
Payroll no. + Employee name Gross pay Gross pay Pending Accepted Status
0 = 0 0 = 0O
3 000111 £653.00 £0.00 -£693.00 £0.00 Pending |+
B 000120 £308.00 £0.00 -£308.00 £0.00 Pending ]
B 000178 £457.60 £0.00 -£457 60 £0.00 Pending V]
B 000350 £1.144.00 £0.00 -£1.144.00 £0.00 Pending V]
B 001100 £10725 £0.00 -£107.25 £0.00 Pending V]
Double click on the employee to see where the difference is occurring:
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re B Payrun Reconciliation Details O
(3.~ d v
.
- General
Close Save Details
Navigate Save Other
Reconciliation

Payrall no. 000111

Employee name

TemplaCMS Payroll
Drag a column header here to group by that column. Drag a column header here to group by thatc
(2 Costtype Site Value Pay type 2| Pay type Value
» E Bank Holiday Pay BAFH FITZWILLI £3150 BH-PAY ADJUSTMENT 1
Basic pay BAFH FITZ\WILLI £653.00 BASIC
Heliday adjustme  BAFH FITZWILLI -£31.50 BASIC
£693.00 £0.00
Status Pending w
Notes

If the difference is due to a ‘known’ factor - for example the user is aware that they’ve entered
something in SelectPay for an employee which wasn’t on the Timesheets and therefore not in
CMS, the ‘Status’ field on the above screen can be changed from ‘Pending’ to ‘Accepted’ and a
note to explain the difference can be entered.

Click on ‘Save’ when done. Close & move on to the next employee with a ‘Pending’ status.

It is a common occurrence to see penny differences on the reconciliation screen - these can be
ignored as there can be slight rounding differences between the 2 systems.

S 27 | Repeat Step 26 & 25 if any changes are made & re-print the reports. Click on ‘Finish’ once the
final reports have been printed.

S 28  Produce the BACS export file to pay the employees

This can be done from the Payroll -> BACS export -> Employees:

-/

Home Payroll Pensicn System Utilities Welcome

m @ ,wﬂ 3 \_‘ﬂ JPA j F Update Nominal ,LEJ

[t Statutory Return

: — W :ﬂ <7 Profiles
@. -_& L] G 43 Attachments

Employees Sickness  Correct Run Costing Payslips HR Peried __ Expenses & Reports BACS CMEC Paytypes
Sickness | Payroll - End 2] YearEnd - Benefits = - Export™ | Summary i3] Parameters ~
Records Process Period End Re Employees Settings

Welcome 3 Attachments
s Third Party }
;‘3 Welcome to SelectPay i

The following screen should appear with the default ‘Pay Frequency’ for the payroll. Leave the
other options blank and click on ‘Next’
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Pay Frequency 2 Weekly

Department | B

Department Sort Key | po

Mext to continue to the next step of the wizard, or Cancel & FETILE | | EER | | Cancel

end

On the following screen ensure that the correct BACS export format is used (this should default in
correctly), and it is set to a new name with the file name ending in “.txt’.

BACS Export Format

Destination Export b
File Name C:\Users\Templafdmin\Documents\Access UK

Ltd\Payroll\Payroll Reports\07.04.2016
10.24.27\EmployeeBACSExport.tet

Browse...

| < Previous | | Mext = | | Cancel

Next to create a BACS export or Cancel to end.

| Preview || Repart |

Click on ‘Browse’ to find the location where the file should be saved if the default location hasn’t
been set. In this case the following screen will appear:

@ - 7t |- Desktop » v & ‘ | Search Desktop L |

Organize v  MNew folder E: - @
B Desktop A R ~
.i, Downloads - templaadmin This PC

2l Recent places

q o

®r

2 86 This PC Libraries Network
I ¥ Con JULIET
. e
P [ Desktop = Control Panel i Recycle Bin

i3 _E Documents
3 j Downloads

AccAdrmin - Shortcut

B &

3 _ﬂ Music J I Templa Install Shortcut
b £ Pictures 158 KB
b 5# 5 on JULIET Access - Shortcut AccessAccounts.Accounts.AdminU
- | Shortcut tility.exe - Shortcut
v j Videos a 151KB A Shorteut
I iy Local Disk () £ - o HMRC
) oFFic <
b e SOLE) ] "\ por i =M snortcut v
File name: | EmployeeBACSExport bt w
Save as type: v

(& Hide Folders

Document Ref: SP Processing Guide - Payroll V6.1.0 - Single Database.docx Version:
© Copyright 2021 TEAM Software by WorkWave

Page 29 | 54

TEAM Software by WorkWave | teamsoftware.com/legal



Click on ‘Save’ and then on ‘Next on the below screen to produce the file.

BACS Export Format Payaway -
Destination Export -
File Name C:\Users\TemplaAdmin\Documents\Access UK

Ltd\Payroll\Payroll Reports\07.04.2016

10.24.27\EmployeeBACSExport.bd

| < Previous | || Hext = | | Cancel

Click Next to create a BACS export or Cancel to end.

Once the file has been created the below screen will appear. Click on ‘Finish’.

Process started - 07/04/2016 10:39:08

BACS exportfile- Sentto file C:\Users\Templaddmin\Desktop\EmployeeBACSExport.bd
1 sequentially numbered files.

Process completed - 07/04/2016 10:39:09

| < Previous | | Finish | | Cancel

Preview

Click Finish to end.

S* 29 | Take a back-up called ‘Pre-FPS’ followed by the period or tax week number

S 30  Submit the FPS to HMRC

From the Utilities menu click on Send -> FPS

By

Home Payrall Pension System | Utilities | Welcome
2 = N
ﬁ | @
Import Pay  Update  Netto Update Update NI Check
Details Pay Rates  Gross  Retirement Dates Letters ’ QOutstanding ~
Process ‘ P46(Car)
e P11D/P9D
EAS
EAS Part
FPS
.Access SelectPay Start Up | About Access SelectPay EPS {Reclaim)
EPS (No Payment)

On the below screen click on the black ‘tick’ to start the FPS submission process:

]

Frfﬂ’ayment Submission

| HMRC Submission Option

Document Ref: SP Processing Guide - Payroll V6.1.0 - Single Database.docx Version: Page 30 | 54
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal




On the below screen click on ‘Finish’.

Process started - 07/04/2016 10:53:40
252 FPS records - Successfully updated.

Process completed - 07/04/2016 10:53:40

Click Finish to end and send the FPS. | D | | Next = | |F|n|sh|

The below screen should appear. Depending on the size of the payroll it might take a little while
for the FPS to be submitted to HMRC.

. '- Generating XML...
Sy

Once the file has been generated the following screen will appear. Depending on the size of the
payroll if might take a little while for the FPS to be submitted to HMRC.

. .:. Submitting XML...

If the submission is successful, the below screen should appear. Print the message via the printer
icon and keep for your records.
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=g ey NN NN FEE NN BE Y

5| Gateway Response e e

@ B I
Full Payment Submission

Number =7 Type s Description W Location
‘0 SUCLESS HMRC has received the HMRC-PAYE-RTI-FPS do  4C5B2:

77001 SUCCESS Thank youfor your submission 4C562:

14 i | »

HMRC has received the HMRC-PAYE-RTI-FPS document ref: 002fLY16 at 11.19 on 07/04/2016. The
associated IRmark was: QBFEZNE3ZMYTZN3IBZKUEMELROB50FP2Z. We strongly recommend that
you keep this receipt electronically, and we advise that you also keep your submission electronically
far your records. They are evidence of the information that you submitted to HMRC.

4C5B2:

On closing the above screen, a message should appear asking if you want to print P45’s - please
see next step.

S 31 Print P45’s

On closing the successful FPS submission message in step 32 the following screen should appear;

Access SelectPay Iil

e Do you wish to print the P43(s)?

| Yes | | Mo

Answer ‘Yes’ to print the P45’s now. The P45’s can also be printed from the ‘Welcome’ screen at a
later point.

Printing a copy of a P45 is not allowed therefore it might be a good idea to export the P45’s to
‘.pdf’s’ first before printing hard copies.

In order to export the P45’s on the below screen change the ‘Destination’ from ‘Printer’ to
‘Export’, set the ‘Format’ to ‘Adobe Acrobat(PDF)’ and change the ‘OutputTo’ to ‘File’:

Document Ref: SP Processing Guide - Payroll V6.1.0 - Single Database.docx Version: Page 32| 54
© Copyright 2021 TEAM Software by WorkWave TEAM Software by WorkWave | teamsoftware.com/legal



Destination | sort

Destination ‘ Export

Format | Adobe Acrobat (PDF)

OutputTo | File

Click Print to output the P45s, or Close to end

Click on ‘Print’. The P45’s will be exported to the default location and will be indicated to the user
in the below message.

The P45 document(s) have been exported to folder
'ChUsers\TemplaAdmintDocuments\Access UK Ltd\PayrolltP45s'

Have the P45(s) been successfully exported?

Click on ‘NO’ to now print the P45’s to a printer. On the below screen set the ‘Destination’ back
to ‘Printer’ and print the P45’s.

Destination | sort

Destination |F'rintEr :
Printer Access UK Ltd. PDF Prin...

Copies | 1 |

Choose Reprintto output another copy of the P45s
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S 32 Printor E-mail Payslips

This can be done from the ‘Payslip Wizard’ option from the Payroll -> Payslips menu:

Home ‘ Payroll | Pension System Utilities
- % Update Nominal [EZ] & Profil
a3 & &l = @ ] a B .
= Statutory Retum = | & Attacl
Employees  Sickness Correct Run Costing Period Expenses & Reports BACS CMEC Paytypes _,
Sickness | Payroll - | gng 18] YearEnd - Benefits » - Exports  Summary Paran
Records Pro Payslip Wizard Pericd End Report & Analyse Settings

Publish Payslips

On the below screen the ‘Pay Frequency’ will default. The ‘Destination’ should be left as ‘Default’
if there is a mixture of payslips that will be printed & e-mailed. If all the payslips should be printed
and none e-mailed change the ‘Destination’ to ‘Printer’.

Click on ‘Next’ to continue.

Pay Frequency |2Weekly v|

Destination | Default v| |—|E—ma| Access UK Ltd. PDF Printe... Copies
[] Hard Copy Printer B Copies 1°
(® Unsent

) Reprint

() Previous Year hd Period from ~ Period to -

Payslip Message ||

Select pay frequency, destination and payslip options. Click Next

to continue. | & TS | | = | | = |

On the below screen the order in which the payslips will print can be set from the ‘Order By’
option, alternatively if a manager’s name is recorded in a ‘Sort Key’ set the ‘Sort Key’ to the
manager name via changing the ‘Any Value’ field to ‘Equal To’ in the ‘Search Type’ Column and
then select the manager name in the ‘From’ field:

Qrder By 'l |Ascending -

Search Type

Code Any Value

Surname Any Value
Department Any Value

Sort Key Equal To hDN\"I APPLEWOOD E|
User Sort 1 Any Value

User Sort 2 Any Value

User Sort 3 Any Value

User Sort 4 Any Value

User Sort 5 Any Value

User Sort 6 Any Value

Include Leavers ™

Enter search criteria if required. Click Next to continue. < Previous | | Mext = | |
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Click on ‘Next’ to print the payslips for this manager only.

On the below screen any payslips to be printed will be indicated by a printer icon and those to be
e-mailed by a envelop icon:

250 Payslips to be processed. 153 will be printed, 97 will be emailed.

Destination Code

103307 ‘Yebosh Afua

103914 Addo-Kessie Mark

103318 Birago Gifty

103350 Ampomah-Mensah Badu
103966 Odame Felicia

104074 Eosley Christine

104077 Bosdet Julie A

104082 ‘wialsh Deborah

104083 Berry Georgina

104050 Brand Christopher R
104150 Ackom-Mensah Kwamena N
4247 | &-Surf Nanna

Delivery ReportOptions Includeunsuccessfully emailed payslips [ save email PDFs locally

ool ofinfiofinfu g

W] Include successfully emailed payslips

Select delivery report options. Click Preview to view payslips for - -
selected employees. Click Next to producethe payslips. | Preview | | < Previous | | Next > | |

There is an option to ‘Save email PDFs locally’ which can be un-ticked if needed. Click on ‘Next’ to
start printing and e-mailed the payslips.

Once all payslips have been successfully printed / e-mailed the following message will appear
Process started - 07/04/2016 12:08:55

100003 - Shellard Peter - Sent to email (lynette@templa.com)

Process completed - 07/04/2016 12:09:07

Click Reportto print the Delivery Report. Click Finishto end. | Report | | < Previous | | Mext > | | Finish |

1of 1 sent

© Copyright 2021 TEAM Software by WorkWave

Click on ‘Finish’.
33 | Take a back-up called ‘Pre-PeriodEnd’ followed by the period or tax week number
34 Process the Period End
From the Payroll menu click on the Period End option:
[ Payrall | Pension System LKilities Employee List
Er Az % Update Nominal
i E_j ; Statutery Return
Employees Sickness  Correct Run Costing Payslips HR Pericd Expenses &
Sicknee| Pyl . S End |38 YearEnd - Benefits ~
Records Process Period End
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On the below screen check the period to be closed is correct and click on ‘Next’:

| The 2 Weekly pay frequency period is 25.

Flease select the pay frequency for which you wish to run a Period End.

2 Weekly -

Pay Frequency

|<Previous|| Mext = || Cancel |

On the below screen click on ‘Next’. There is no need to print the changes report as this can be
done from the ‘Reports’ option at any time and is a very bulky report.

The 2 Weekly pay frequency period is 25.

Changes Report Search

Name Search Type From To
Include Not Yet Printed [
Include Printed O
Changed Date Any Value

o] [ [ |

The below screen displays a list of any employee who hasn’t been paid in this pay period, a report
of these employees can be printed from the ‘Print Not Processed Report’ button.

The 2 Weekly pay frequency period is 25.

Flease check the following employees before continuing.

Code Name Reason
104372 Manu Charity Mot processed
104496 Parada-Dasilva Beneditto Mot processed
104570 Salinas-Cano Walter D Mot processed
104849 AgodigbeEmelia Mot processed

| Print Not Processed Report |

Click on ‘Next’ to continue. The below screen will warn the user to take a back-up. This should
have been done in step 35
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The 2 Weekly pay frequency period is 25.

Make sure you have a backup copy of your data before running the Period End.

Click Process to carry out the Period End.

|<Prav'|ous| i Process | | Cancel |

Click on ‘Process’. The above screen will remain in place while the period end routine is running.
Once completed the following screen will appear showing the new period number:

The 2 Weekly pay frequency period is 26.

Period End completed.

S 35  Produce the BACS export file to pay the Attachments of Earnings

Choose the ‘Attachments’ option from the BACS export menu:

Home | Payroll ‘ Pension System Utilities Welcome

= % Update Nominal
2 = M Statutory Return e

Run Costing Payslips HR i

Payroll i

47 Profiles

| 4 Attachments
eri Reports |
ng 18 YearEnd - Benefits -

CMEC | Payypes
5 | Surnmary Parameters ~
Pericd End Rej | Employees Settings

e Attochments |
Third Party

S 36  Update the Statutory Return & Submit EPS

Expenses &

Sickness

From the Payroll menu click on ‘Statutory Return’.

Home | Payroll ‘ Pension System Utilities Welcome
= S 3 ey i - @3 Profiles
= 7 E.? 5}3 p - i Update Nominal = Fzm] &
u i @ | &3 Attachments
Employees Sickness  Correct Run Costing Payslips R Period Expenses & Reports BACS CMEC Paytypes
Sickness || Payroll - - - End 18| YearEnd - Benefits - - Export~  Summary Parameters -
Records Process Period End Report & Analyse Settings
On the below screen click on ‘Save & Update’
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=

Statutory Return

Home Payroll Pensicn System Lilities
[ [
)
Save & Not Yet Year to Date
Update Printed Report Report
Window Report & Analyse

Save 8t Update

CI5 Deductions Suffered

CIS Deductions from Accounts

‘Year To Date
PAYE

Student Loans
Employer's NI

Employes's NI

SMP Recovered
NIC Comp on SMP
SPP Recovered

NIC Comp on SPP

I Main Report |

Net Income Tax
Emplayer's NI Coniributions
Emplayee's NI Contributions

Gross NIC

Stafutory Maternity Pay recovered
NI Compensation on SMP
Statutory Paternity Pay recovered
NI Compensafion on SPP

atutory Return 3¢ |

tory Retum

162,512.05
23.00
93,534.77

81,857.63

1,902.73
0.00
0.00

0.00

S B« ool ima-

Statutory Return Not Yet Printed

TEST - Payroll

This Statutary Return includes details for the following pay periods -
2 Weekiy 25

Income Tax

Student Loan Dedudtions

Ifyour dus payment to HMRCis to be
reduced because of theMICholiday
scheme, enter the value of the reduction
here

NICHoliday Reduction

ASPP Recovered 0.00
NIC Comp on ASPP 0.00
SAP Recovered 0.00
NIC Comp on SAP 0.00
shPP Recovered 0.00
NIC Comp on ShPP 0.00

The Statutory Return Report for this pay period will appear, print the report for your records:

CRYSTAL REPORTS |,

16:56:56

Page 1

07-Apr-216

7.530.10
0.00

753010

493038
426183

9,192.21

0.00
0.00
0.00
0.00

[<]

<l

Current Page Mo.: 1

Total Page Mo.: 1

Zoom Factor: 100%

Close the above report, the following message should appear:
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o Please go to the master database in order to collate the statutory return

Click on ‘Yes’. The following message will appear:

information and submit your EPS,

In order to submit the EPS go to the ‘Utilities’ menu and click on ‘Send’ -> ‘EPS (reclaim)’:

The following screen should appear, click on the black ‘tick’ to start the EPS submission:

— B

a HMRC Communications - Send Messages

er Payment Submission (Reclaim)

HMRC Submission
Employer Payment Submission (Reclaim) Transmit

-ds 1 To transmit: 1 To delete: 0 -

"

Answer ‘No’ to the following message:

o Would you like to submit the EPS as a test message?
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The following screen should appear whilst the EPS is being submitted to HMRC:

Submitting XML...

If the submission is successful, the below screen should appear. Print the message via the printer
icon and keep for your records.

Employer Payment Submission (Reclaim)

Mumber 7 Type il Description i Location

0 SUCCess HMRC has received the HMRC-PAYE-RTI-EFS do E01BF:

77001 SUCCESS Thank you for your submission ED1BF:

1 [ | »
HMRC has received the HMRC-PAYE-RTI-EPS document ref: 002/L16 at 11.40 on 08/04/2016. The
associated IRmark was: NEUV3CIGKIR4FQ7BCDVALUTEHIUILSEGL. We strongly recommend that
you keep this receipt electronically, and we advise that you also keep your submission electronically
for your records. They are evidence of the information that you submitted to HMRC.

o=

Home ‘ Payroll |

S 37 | Update the Nominal

From the Payroll menu click on ‘Update Nominal’:

Pension System Utilities Employee List

ul Records

S R

Employees Sickness Correct
Sickness U Payroll 7 b ¥ J End 12| YearEnd ~ Benefits ~
I

@ | % Update Nominal d=h

Statutory Return

i

Expenses & Reports  BACS  CMEC |
. Export~  Summary ‘

Period End Report & Analyse ‘

Run Costing  Payslips HR Period

Process

On the below screen tick the option ‘Post Journals to Nominal Ledger batch’, enter the ‘Batch
Reference’ & Nominal Ledger Period the payroll journal should be posted to and click ‘Next’.
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oo toniwens oo N e

Journal Reference PAYROLL1

Journal Date 07/04/20 ~
Print Nominal report

[T] Archive Journals

[7] Detailed expense po

[[] Detailed bank postin

(@ Post Journals to Nominal Ledger batch
Batch Refere...  PAYROLLI|

Period 3
Year MNext -
() send Journals to export file
Export Filena... PYRLS6.TXT P
C:\Users\victoriap\Documents\Access UK Ltd\Payroll\Pa...

Click Next to run the Nominal Update or

Cancel to end | < Previous | [ Next > ] [ Cancel ]

Print a copy of the ‘Update Nominal Report’ and then close the screen.

m Report Viewer - Nominal Update Report E‘@E

| @ H <_>_ WL A w - .c_ﬁisanamnTs‘ =
I Main Report |

Nominal Update Report ) 16:27:01 07 _

Templa Test Company (8) - Payroll

Code Reference Debit Credit Description

2210 PAYROLL1 714.50 Recoverable SMP

2210 PAYROLL1 16,335.20 PAYE - Payroll. 5t

2210 PAYROLL1 18,270.43 Employee NIC - P
PAYROLL1 20.559.93 Employer NIC - Pz
PAYROLL1 766.94 Attachments - Per
PAYROLL1 176.90 S3P - Payroll. 56
PAYROLL1 776.62 SMP - Payroll. 56
PAYROLL1 291,850.00 Gross pay - Payro
PAYROLL1 1,809.04 Employee Pensiol
PAYROLL1 16,335.20 PAYE - Payroll. 5t
PAYROLL1 18,270.43 Employee MIC - P
PAYROLLA1 Net Pay - Period 2
PAYROLLA 766.94 Attachments - Pay
PAYROLLA 650.00 Emplover Pensior ™

1 | »
Total Page No.: 1 Zoom Factor: 100%
Click on ‘Next’
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|..] Update Nominal Wizard - Retrieving Delnil_ E
Process started - 07/04/2016 16:28:07

Retrieving Data
Preparing report

Process completed - 07/04/2016 16:32:00

Click Preview to view the
Nominal Report, Next to

create the Nominal Ledger Preview | | <Previous | [ Next> || Cancel
batch or Cancel to end.

Click on ‘Next’ to continue.

..} Update Nominal Wizard - Processing Detail

Process started - 07/04/2016 16:33:30

Successfully Posted Nominal Journal.

Click Next to flag the data as updated or
Cancel to end.

[<Plevi0us“ Next > H Cancel

The following screen will appear once the journal batch has been posted to Access Dimensions.
Click on Finish. Check in Access Dimensions that the journal batch arrived.

|..] Update Nominal Wizard - Update Accout

Process started - 07/04/2016 16:34:05
Data updated successfully.

Process completed - 07/04/2016 16:34:05

Click Finish to close.

< Previous ‘ | “Finish ‘ Cancel
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C 38 | Create the necessary Pension files from the Pension Wizard

The ‘Pension Wizard’ will guide you through the process to create the enrolment and contribution
files that will need to be uploaded to the pension provider (the process is the same for NEST, NOW
and TPP pensions although NOW & TPP won’t actually upload the enrolment files to the pension
provider).

The ‘Pension Wizard’ can be found on the Payroll menu under the ‘HMRC’ option:

@ Employees

@ Employee Assignments

@ Employes Movements

@ Employee Pay

@ Pay Review

@ Periodic Monitoring

=3 Employee Leave

=l =3 HMRC

RTI Review Batches
Pension \wizard

Pension Contributions
Pension Contribution Batches
Pension Exception Batches
Pension Enrolment Batches

eoe00e0

Click on the ‘Pension Wizard’ to start the process. Click on ‘Generate Enrolment Batch’:

e = Pension Wizard - a
) IRE] ension

S NE

>

General

Close

Mavigate
\wizard
Enrolment
Generate Enrclment Batch
Review Enrolment Batch
Export Enrolment Batch

Post Enrclment Batch

Contributicn
Generate Contribution Batch
Review Contribution Batch
Export Contribution Batch

Post Contribution Batch
Finish
On the below screen select the ‘Pension Run’ and the ‘Default enrolment date’ (we recommend

for NEST pensions where this process is being run after the pay date that the last day of the pay
period is used for the ‘Default enrolment date’ and not the ‘use employee dates’ option)
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I:;Wﬁ I= Pension Enrolment Batch Details - (new) O
-\.i| General |
L'J H . % Notes ‘ ‘1;,:3 ﬁ
Close Save Delete Employees  Post Export for
pension provider
Mavigate Save Other Batch
General
Batch number | new batch |
Pension run [V/ONTHLY Pension Fun Q|
Default enrolment date | [use employee dates) |

If there are no new employees that need to be enrolled the following message will appear:

-

Confirm action

—

- u"

@ Mo employees to enral.

If there are new employees to enrol the option to ‘Review Enrolment Batch’ will become enabled:

Finish

I:;‘ o '..| : Pension Wizard - o
e | General |
()
Close
Mavigate
| Wizard |
Enralment
Generate Enrolment Batch
[ Review Enrolment Batch {
| Export Enrclment Batch |
| Post Enrolment Baich |
Contribution

(Generate Contribution Batch
Review Contribution Batch
Export Contribution Batch

Post Contribution Batch
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Click ‘Review Enrolment Batch’ and then on ‘employees’ on the batch header screen to have a
look at the employees who will be enrolled:

* : .] JH s Pension Enrolment Batch Details - 8 d
e

General

-J H __) *’. Notes ‘ ,;J \,/

Close Save Delete Employees Post Export for
pension provider
MNavigate Save Other Batch
General
Batch number 8
Pension run MONTHLY Pensicn Run Li)
Default enrclment date (use employee dates) |

In the case of ‘NEST’ pensions any potential issues with employee’s addresses will be indicated by
a ‘Stop’ sign:

* :ﬁ G d)s Pension Enrolment Batch Employees - 8 =
Mo e

General

Jpgeg m i o @

Close Print Excel Expand Collapse Save View
all all

Navigate Save Other Row

Employees

Drag a column header here to group by that column

& # Title a8 Forename & Middle name  # Surname & Dateofbith = NICnumber 8 NIC un-available? & Unique identifier - House name (2
= = = = = = = = m = =
» D M John Smith 1240241850 12354

These address issues will need to be corrected in SelectPay, in order to do this, close the above
screen and then close out of the pension wizard screen.

Answer ‘Yes’ to the below screen and correct the addresses in SelectPay

A, |

an enrolment batch has been generated but not posted,

Do wou wish ko delete this batch before leaving?

Yes | Mo Zancel |

Once the address issues have been resolved repeat the above steps to create the enrolment batch.

Next click on ‘Export Enrolment Batch’ (only NEST customers need to do this option);
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General

Close

Mavigate

\Wizard

Enrolment

‘I‘] ] |5 Pension Wizard -
129

Generate Enrolment Batch

Review Enrolment Batch

Contribution

Export Enralment Batch

Peost Enrclment Batch

Generate Contribution Batch
Review Contribution Batch
Export Contribution Batch

Post Contribution Batch

Finish

Answer ‘Yes’ to the below question:

Confirm action

% This process will export the bakch ready For upload to your

! pension provider,

Continue?

[

Browse to the location where the enrolment file should be saved & click on ‘Ok’:

ll Browse For Folder

Select Falder Far expart File

B Deskiop
2 =
, .obm
, SppData
f% Caonkacts
m Dieskbop
EE, Documents
m Dawnloads
EE- Favorites
[ Links
H_J' Music
fE Pictures
m Saved Games
fB Searches
| temp

B videos

| »

Make Mew Folder |

[ x|

Cancel

4
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The following will appear as the details are generated:

Froc

... create item 53 of 180
... create ikem B0 of 180
... create itern 61 of 180 ¢
.. create item 62 of 180

.. Create jkem B3 of 180

Once the export is completed the user will be returned to the ‘Pension Wizard’ screen, click on
‘Post Enrolment batch’.

QI‘] ~IE Pension Wizard - o
8 o

- General

Close

Mavigate

wizard

Enrolment

Generate Enrclment Batch

Review Enrclment Batch

Export Enrolment Batch
Peost Enrclment Batch

Contribution
Generate Contribution Batch
Review Contribution Batch
Export Contribution Batch
Post Contribution Batch

Finish

Answer ‘Yes’ to the following question:

Confirm action E

i 1 This process will post the batch,

MOTE, once posted no Further amendments will be possible,

Conkinue?

es | Mo I

The ‘Contribution’ section on the pension wizard will now become enabled. Click on ‘Generate
Contribution Batch’
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e | |s Pension Wizard - O

General
-
Close
Mavigate
\Wizard
Enrolment
(Generate Enrclment Batch
Rewiew Enrolment Batch
Export Enrolment Batch
Pos=t Enrolment Batch
Contribution

Generate Contribution Batch
Rewview Contribution Batch
Export Contribution Batch
Past Contribution Batch

Finish

On the below screen enter the ‘Earnings Period End date’ and click on ‘Save’:

I.‘ _\ﬂ = Pension Contribution Batch Details - (new) O
— General
- i % Notes S h
| o & &
Close Save Delete Employees  Post Export for
pensicn provider
Mavigate Save Other Batch
General
Batch number new batch
Pension run 072 D82013)

... [etrieving employess

Once the details have been generated the ‘Review Contribution Batch’ option will become
enabled.
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— O

-

I_‘ _-‘1 _J |5 Pension Wizard

General

[
Close

Mavigate

Wizard
Enrolment
Generate Enrclment Batch
Review Enrclment Batch
Bxport Enrclment Batch

Post Enrolment Batch

Contribution
Generate Contribution Batch
Rewview Contribution Batch
Export Contribution Batch
Paost Contribution Batch

Fimish

Click on ‘Review Contribution Batch’ and check that the totals on the batch screen correspond with
the employee’s and employer’s contributions on the ‘Detailed Payrun Summary Report’ that was

produced in SelectPay during step 25.

¥ ;‘I Jd s Pension Contribution Batch Details - 3 o
— General
r = e 1
il : —» Motes - y
Close Save Delete Employees Post Export for
pensicn provider
Mavigate Save Other Batch
General
Batch number 3
oL MONTHLY Pension Run (01/07/2013 to 31/07/2013 payment by 22/08/2013)
Totals
Included ‘wiithheld Released Refunded
Pensionable £500.00 £0.00 £0.00 £0.00
Employer contribution £10.00 £0.00 £0.00 £0.00
Employee contribution £5.00 £0.00 £0.00 £0.00
Total contribution £15.00 £0.00 £0.00 £0.00

Close the above screen and on the ‘Pension Wizard’ screen click on ‘Export Contribution Batch’.
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e Pension Wizard

-

'] i

.
o X
- General

L

Close

MNavigate
Wizard
Enrolment
Generate Enrclment Batch
Review Enrclment Batch
Excport Enrolment Batch

Post Enrolment Batch

Caontribution
Generate Contribution Batch
Review Contribution Batch
Bxport Contribution Batch
Post Contribution Batch

Finizh

Answer ‘Yes’ to the below question:

Confirm action 1]

/.-' pension provider,

Continue?

% This process will export the batch ready For upload to your

]

Browse to the folder where the contribution file should be saved and click on ‘OK’.

Browse For Folder E2

Select Folder For export File

Bl Desktop
- Libraries
SRR Templa. Adnin
[+ [2). Application Data
35 Contacts
F[7). Cookies
j Desktop
& Downloads

. BppData

Favarites
# Links
F[7). Local Settings

o]

Make Mew Folder |

Cancel
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The following screen will appear while the file is generated:

Back on the ‘Pension Wizard’ screen click on ‘Post Contribution Batch’:

.‘ "’01 s Pension Wizard - O

General

Close

Mavigate
Wizard
Enrolment
Generate Enrclment Batch
Review Enrclment Batch
Export Enrolment Batch

Post Enrolment Batch

Contribution
Generate Contribution Batch
Review Contribution Batch
Export Contribution Batch
Paost Contribution Batch

Finish

Answer ‘Yes’ to the below question:

Confirm action <]

p i This process will post the batch,

MOTE, once posted no further amendments will be possible.

Conkinue?

Yes | Mo I

The following screen will appear whilst the batch is posted:
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On the below screen click on ‘Finish’

~e | | Pension Wizard - t
1330
| General
L
Close
Mavigate
- k
\nfizard
Enralment i
Generate Enrelment Batch i
Review Enrolment Batch
Export Enrolment Batch
Post Enrclment Batch
Contribution
Generate Contribution Batch
Review Contribution Batch
Export Contribution Batch
Post Contribution Batch
Fimish

The generated files should now be uploaded to the Pension Provider - NEST customers will need
to upload both the enrolment and contribution files whilst TPP & NOW pensions only need to
upload the contribution file.

S 39  Remove any Pension Pay elements from employees who had refunds
Find the employee on the employee list and click on ‘Standard Pay’.

B 81.31.65.229:3278 - Remote Desktop Connectiol

@ B Access SelectPay - TEST
R4

Home Payroll Pension System Lilities Employee List

Iﬁ} P11 History Expenses ~

t& D New Employee

s

@ W= Reset Period Rate 8t Quantity

ED Duplicate Employee G2 Attachments @ Sickness e
New Employee Cpen Standard = _ Assign  Bulk Update
Wizard Employee a Delete Employee Pay Parental Pay i SR e (5 Reinstate Employee

Record | Management | Actions

Welcome x  Statutory Return ¥ | Employee List |Standard Pay

Drag a column header here to aroup by that column.

§h Print P45

Left ¥ Employee Code Surname Forename 1 UK Postcode Department Code ¥ TaxRegime W TaxCode T MNINumber Foreign Co
I CM12 ONU NP162377D

From the ‘Standard Pay’ list right click on the pension pay element and then on ‘Include/Exclude
Pay element’:

Drag a colurnn header here to group by that column.

System Type Type W Paytype Code Status W PAYE MNICees NICers Gross X Rate ]
Standard Earnings BASIC Included v v v 0.00 0.000

Deductions ~ PENSION - NOW Included
@ Open Paytype
[;: Delete Paytype
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Answer ‘Yes’ to the following question:

0 Are you sure you want to exclude Paytype PENSION - NOW?

The pay element status should now show as ‘Excluded’

header here to group by that column.

System Type 7 Type W Paytype Code Status F PAYE NICees NICers Gross X
Standard Earnings BASIC Included [ W W 0.00
Standard Deductions  PENSION - NOW Excluded
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» TEAM Software

by WORKWAVE

TEAM Software develops market-leading solutions for companies with distributed workforces. TEAM has a focus on the cleaning
and security industries helping the companies who serve these sectors manage and optimise their business; from front line
service delivery to back office financial management. TEAM’s technology is designed to help improve productivity, employee
engagement and profitability, and at the same time help control cost, risk and compliance. For more information, visit
teamsoftware.com.



