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TAC PAYROLL - OPERATIONS AND PROCEDURES
MANUAL

Registration

This section includes:

=  Registration

= Default Username and Password

= Entering an upgrade PIN

= Closing the software for the first time

The first thing you must do when you have installed the Qtac software is register the
product. When the software is opened for the first time this message will appear:

Warning ¢ This Produck is in DEMOMSTRATION mode,

If vou have purchased this produck, wou will have been
praovided with & PIN number,

Do you wish ko Reqgister now ?

Click ‘Yes’ to register the software with a pin number (See: ‘If you have purchased a pin’
just below).

By selecting No the program will start in demonstration mode. Please note: that in
demonstration mode the software will run for a total of 45 days. You can process payroll in
this time but you will not be able to file any information online.

If you have purchased a PIN:

To register the product you will have to enter your name and your company name. This
information is used for licensing purposes only and will not affect registration.

Next, enter the PIN number and click the Check button, this fills in the remaining
information below the PIN number. If an error message appears, then please double check
the PIN.
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Reqiztration Mame I"(our harme

Reqiztration Cormpany I"(our Carnpany

Registration PIN.-~ [1234  [s6aB  [ooo0  [aE00

Cunent ta year caloulator [~ Multi tax pear [
Payroll M anagement I_ Companiez I_
Usgers I_ Employees I_

Payroll Professional I_

Check FEieaizter LCancel

! Note! The PIN number shown here is for example only and will not register the product.

Registration Hame IYDur name

Reqiztration Cormpany I"(our company

Registration PIN.-~ [1234  [s6aB  [ooo0  [aE00

Current tax year caloulator | Yes Pt baw pear | Yes
Payrall K anagement Yeg Companies | LUMLM

Uzers | 1 Employeesl B0

Fawroll Profezsional I Mo

Check Eegister LCancel

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

Default Username and Password:

¥ Note! The default username & password are both SVR.
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Entering an upgrade PIN

The software can be upgraded to handle more employees by entering a new PIN. To input
a new PIN, go to the Admin menu, then click Registration and the registration screen will
then be displayed.

Admin  Help

Reqiskration. ..

Syskern Options. ..

User Management. ..

Default User Management Settings. ..
Default Company...

Unlock, all Records

Change Password. ..

Payroll Status Report
Cornpany List

Entering an Upgrade Pin:

= Overtype the old PIN.

=  Click Check and the information will change.

=  Click Register.

= A message box will appear, Click OK to complete the Upgrade.

Closing the Software for the first time

On closing the program for the first time, Payroll Manager 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.

0% 100%

Close

= Click the Archive button to open the file dialog window
= Select the location to save the backup

= The file name consists of Year-Date-Time, example Q2008-08-14@142022.arc. The
file name can be changed

=  Click Save to start the backup

= 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 close.
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| SETTING UP A COMPANY

The first step in setting up a new company is to enter the company details:

Open the company maintenance screen Comparny  Batch Management  Emploves  Reports
by selecting Company - Company
Maintenance from the drop down
menus and the following screen will be
presented.

Company Mainkenance...

General

Qtac General 1 Tax, Ml and F‘ension] Bayments | Calendar I Eeports] EBEI ] Eureau] GL Codes | Emplayes
tac Payroll Product:

Uac Payroll Procuets Section Description
|[None] j|[None] Dizplay Options
Company Mame Digplay Forenames W
|Qtac Payroll Products Murnber of Characters in Staff Mumber {14
Company Address Emstiis
|Otac House

f+ None " Pay and Bil " Jobs

|Kingsfield Lane

Haliday Credits
|Langwel Gresn Holiday as % of Gross Pay [ 400
|anlo\ Grosz Pay Limit 0.00
Past Cade Country Disable Holiday Credit &nriversan \warming [
FEEE] |k

Include Statutory Payments in Grosz Pay [
Murnber of Companies Compary Reference

J 100 A 1} Date Ceaged Trading 4y A

‘ Clase ‘ |

Division/D epartment,

Additions/Deductions Loation/GL Codes

Standard G/L Codes Add Hew Delete

Creating a New Company:

Click the Add New button to add a new company record.

Company Name and Address:

The company name and address details need to be entered on this screen. These details
will be printed on all the relevant reports including the P35 end of year reports.

Display Forenames:

Check this box if forenames are to be displayed on the main screen in the Employee List
window.
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10

Staff Number:

If a staff number is entered when setting up an employee, it can be used to order the
Employee List 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.

Costings:

(Payroll Professional only)

This is for the allocation of costings on a Pay & Bill scheme (to charge clients for employee
payments) or to allocate Job costings.

Holiday Credits:

(Payroll Professional only)

Holiday Credits for all new employees can be setup here. Add the Gross Pay Limit and
Percentage of Gross Pay to be calculated. Existing employees will have to have their
percentages changed manually in the Personal tab of the Employee Maintenance screen.
Disable Holiday Credit Anniversary Warning:

(Payroll Professional only)

This option when ticked will stop reminders when an employee’s accrued holiday should
have been taken.

Include Statutory Payments in Gross Pay:
(Payroll Professional only)

This will make statutory pay eligible for holiday accrual.

Number of Companies/Company Ref:

These are display options to help decrease company load times. For example, a figure of
‘20’ in the Number of Companies box will show 20 companies in the list at a time. The
Company Ref will display the selected company with the inputted reference only.

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.
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Tax, NI and Pension

General  Taw, Ml and Pension l Payments I LCalendar I Eeports] EEI ] Bureau ] GL Codes | Employes

Tax District Search for Company by Tax Fef.

Add
Murmber | e -| Mew|Ref |53R3G0M [
Mame |5 auth west Search for Tax Ref

Scheme Type Pension Fund

t+ Normal ECOM Mumber [E° [
" Emplovee [Primary M1 Cont'z only) Contractor Unique Tax Reference
™ Penzion only scheme

Accounts Difice

Default NI Method Exact = Accounts Dffice ’_ E ’_ ’_ |_

Reference

r Calculate small emplayer relisf an SMP .
S&P SPP payments Accaunts Office Shipley -

2|

‘ ‘ ‘ Undo ‘ Clase ‘ Save |

Overview:

This section allows entry of company Tax and Pension details; it also allows the default NI
method to be set so each new employee added will be calculated in this way.

Tax District:

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

Tax District

Mumber [§

Add
Mew | Ref. [S3R3G0OM

Mame  [South west

If the number has not been previously entered, select the
Add New button located between the Number and Ref.

11
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Taw Digtrict
T ax Diistrict | T & District Description
[Mone] [Mane]
022 Test
EEEG S oth West Select Add Nevy apd
enter the Tax District
Number and District
Description into the
lower fields.
Press Save then Close
to return to the main
screen.
| |
Add Hew | ‘
Close

v Note! An incorrect tax district number will prevent the successful transmission of reports
online.

Ref:

The Ref input box is for the company’s PAYE reference number.

Scheme Type:
The scheme type selected depends 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.

Pension Fund:

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

Default NI:

Select the method in which 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.
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Default NI Method Exact -

r Calculate small emp( T 4hle

SAP 5PP pavments

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

The Table method uses the Inland Revenue tables and should be used if transferring over
from a manual payroll. The Exact method will calculate NI using a percentage method; both
are accepted by the Inland Revenue.

Small Employer Relief:

If the company is classed as a small employer put a tick in the Calculate small employer
relief on SMP, SAP, and SPP payments check box. This will then calculate and display
the compensation on the IR Remittance Advice. A company is entitled to SER if its total NI
contributions are less than £45,000 per annum.

Tax Reference Search:

To search the company list by tax reference, enter the PAYE reference and click the
Search for Tax Ref.

Contractor Unique Tax Reference:

If the company is a registered contractor 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.

13
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Payments

General | Tax, Ml and Pension  Papments ]Qalendaf I Beports] FEI ] Eureau] GL Codes] Employee]

Bank Details Default Pay Details
Bark Sort Code [222665 ~| AddNew Bank Calculation Methad
Bank Narne |Ha|ilag |Gn:|ss to Met j
Bank Branch |Bristo| Pay Frequency
Aceount Mumber (222666222665 |M°”th|3’ j
Autopay/BOBS/F axpay/Telepay Cash Met Pay Round 0.00
Customer No. || doslofy
Pay Emplovees if ho Hours v
Reference
BACS File Format | Standard Format -
Show BACS Header v
CHAPS Advice Indicator [
2

‘ ‘ ‘ Undo ‘ Clase ‘ Save |

Overview:

The payments section is used to enter company bank /payment details.
Additionally the default pay frequency and calculation method can be set for
each new employee.

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.

14
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Adding a new bank

B||E"”“Mai”‘e”°"”°e| ‘ Click Add New and enter the
Bank Sort Co. Bank MName Bank Branch

{Mane] [Maone] [(Mone] Sort COde’ Bank Name &
222666 Halifas Bristal 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.

(] 1l l)]

| ! ! If bank details are to be
‘ ‘ amended, select the bank
from the list, correct the

Close information and click Save,
then Close.

Add New

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 individual
Employee Maintenance screen.

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 also be altered in the
Employee Maintenance screen.

Pay Employees if no Hours:

15
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The Pay Employees if no Hours checkbox is used when batch paying hourly paid
employees. Putting a tick in this checkbox will include employees in the batch payment
even if they have worked zero hours.

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.

CHAPS Advice Indicator:

Specifically for the RoyLine BACS format - it will add a Y or an N depending on whether
CHAPS Advice Indicator is ticked.

Only added for payments with 'S’ - Same day payment

Calendar
tac  [General| Tax NI andPension| Payments l ﬁeports] EEI ] Eureau] GL Codes | Employes
Otac Payroll Products
Tan Pavslio Dat Pay Period
ek SEpRas End Date To automatically generate TAX
Wieekly |1 j |11/D4./2008 |11/D4./2008 ‘WEEK dates bagsed on vour Tax

16

‘week 1 dates click

Zwleskly [z .| [1a/m4/2008  [18/04/2008
Awleskly [4 - [ozms/e008  [02/05/2008

Tan " Pay Period .
Papslip Date To autornatically generate TAX
ot B DL MOMNTH dates based on your
|1 j [30/04/2000  [30/04/2008 Tax Month 1 dates olick

 Day [3n of eachmanth Generate Months

© The |Last j |Wednesday j of each month

v Accept all Dates ﬂ

[=-]

Additions/Deductions Division/Diepartment/ Standard G/L Codes Add Mew Delete
Location/GL Codes

‘ Clase

Overview:

Payslip/Pay Period dates for each individual company are set from this screen.

Tax Week or Month:

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

This date is printed on the payslip for earnings paid in the selected period. The Payslip
Date is the date which the employee is paid.

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:

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

= By selecting the first option a day of the month can be entered. Then by clicking
Generate Months the dates for each period will be calculate automatically.

= 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 Months to calculate the
date automatically.

Accept all Dates:

It is required that the dates are verified. Once you are certain you have entered the correct
dates, 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.

17
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Reports

18

Mtac [eneral| Tax NI andPension| Payments | Calend EEI ] Bureau ] GL Codes | Emplayes
Qtac Payroll Products Payslip Optians
Single Payslip Per Page v Frint 5 alutation r
Frint Forename on Pavslip v Suppress Titles r
Shaw Pay Methaod v Shaw Holidap Entitlement r
Print Zero Net Pay v Show Holidap Credits r
Display Boxes on Security Papslips v Show Employers Pension r
‘windowed DHFZ1 r
Other Reparts
Fage Throw Between Report Sections W Showaddress on Payroll Labels v
Suppress Superceded Records on P11 W Show Calculation Audit Report Nl Net of Rebate v
Suppress Title Shading W BACS List Dates r
Show Emplopers Cost on IR Remittance r Email Address ,—
Show vear to Date on IR Remitance v
Default Paysip type e Pepsmr
|F'a_l,ls|\p Qoo j Retype Email Pazsward
>
Additions/Deductions D_ivisio_m"D epartment/ Standard G/L Codes Add Mew Delete Close
Location/GL Codes

Overview:

The reports option screen allows the customization of the information displayed on the
payslip and various options for other reports.

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 an employee’s 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:

Prints 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.
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Print Salutation:

Prints Salutation on payslip.

Suppress Titles:

Do not display titles on the payslip.
Show Holiday Entitlement:

Prints Holiday Entitlement on payslip.
Show Holiday Credits:

Prints Holiday Credits 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 a printed report.

Suppress Superseded 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 superseded.
Checking this option will remove the superseded records for the report.

Suppress Title Shading:

Deselect to show title/header shading 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.

Show Calculation Audit Report NI Net of Rebate:

Toggle on/off the employee/employer NI rebate on ‘D’ Ni Code letters.

19
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BACS List Dates:
Show payslip dates on the BACS Report.

File by Internet

This section acts as a record for your File by Internet details. It isn’'t a requirement to fill in
these details but can be useful to keep track of your FBI details.

GL Codes

In this section you can setup general ledger codes for your company. This will be covered
in greater detail elsewhere in this manual

Click Save to keep the changes you have made in the Company Maintenance screen. Note
that you can Save the changes at any time.

Click Close to return to the main menu.

20
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I DIIVISIONS, DEPARTMENTS & GL CODES

To access the
Division/Department/Location

Comparty  Batch Management  Emploves  Reparts

and GL Code options select

Company Maintenance, .,

Company >
Division/Department/Location
G/L Codes

Utac Divisions | Departments | Locat G/L Cod
Qtac Payroll Products - | ERANMEN'SPE S0c 20N 1R Qoes
Crlane]
Drivigion 1
Shart Code |
Add Mew Delete Undao Save |

Cloze

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.

Divisions)Departrments|Locations/GL Codes. ..

Overview:

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.

G/L Codes

Can be applied to any addition
or deduction within the system.
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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 List 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.
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STANDARD GL CODES

Before any G/L Codes can be assigned to the pay elements (additions/deductions) 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 Compary  Batch Management  Emploves  Report
options select Company > Standard Company Mantenance. .
G/L Codes

Divisions/Departments/Locations 6L Codes. ..

Standard GJL Codes...

Gelect Company: [iltac Payrall Products j
G/L Code G/L Code
Total Gross Pay | [Mane] - MetPay |(Mone) -
Total Deductions ,m et Pay - Cash ,m
B/F Rounding [(Nore) | MetPay-Cheaue [pygng) d
C/F Rounding ,m Met Pay - Bank Giro [Nane] =
Emplayes Pension ’m et Pay - BOBS ’m
Emplayer Pension ,m Met Pay - Autopay 'm
Ta Paid [(Nane) - Met Pay - BACS ’m
MetEmplogee Ml [jong) =] S5 [iNane) e
WetEmploper Nl [one) =] SMP {(Nore) E
NiRsbate [pone) <] SAP [ Mone) hd
Student Laan ’m SPP [[Nare) -
Basic pay ,m
o | =]

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.

23
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I ADDITIONS AND DEDUCTIONS

Additions and Deductions allow you to set up company Additions and Deductions which you
can in turn apply to any number of employees. Examples would be setting up a Bonus

addition or a Loan deduction.

Firstly start by setting up an Addition or Deduction for the company:

To access the Additions and
Deductions options select the
Company button along the top of
software then click Additions &
Deductions

Additions

24

Campany Employee  Reparks

Company Maintenance. ..

DivisionsDepartmentsLocations/icl Codes., ..

Standard GfL Codes. ..
Additions and Deductions. ..

Pensions. ..
Bulk. Armendments 3
Select Compary: Iﬂtac Payroll Products ;I
| Deductions I
|
SUBJECT TO
Shart Gross Hal CIS Rate Payslip
Description Description Tax Ml Pen up Hol Cred Matl Rate Factor GL Code PFriarity
2 0 el i i i | | | None) I
Add Mew Lelete Wndo Cloze Save I
Overview:
verview:

This is the additions screen which is used for setting up new additions, and for defining the
relevant parameters, i.e. allowable for tax, NI, rate factors etc.
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Creating a New Addition:

=  Select the correct company from the dropdown list at the top
= Select the Additions tab

=  Click the Add New along the bottom

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

Description:

The description allows you to give the addition a name, for example Bonus, Overtime or
Loan.

Short Description:

If the original addition description is long then you can give it a short description.

Subject To:

Different elements can be added depending on the addition. If the addition is tax and NI
allowable, if it is to be included in a pension calculation, if you want the calculation to be a
net addition then you can apply the Gross up tick box. An addition can also be set to be
included in holiday accrual or for subcontractor materials.

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. The rate field can be left blank to allow the payroll
software to automatically use the employee’s hourly rate (an hourly rate must first be
specified in the Employee Maintenance screen). This can help reduce the amount of
additions of the same type which you need to create for your staff.

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.

25
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Deductions

Select Company: [ Qtac Payroll Produicts =l

Additions
ALLOWABLE AGAINST...

Short Hal Papslip BACS
Description DescriptionTax Nl Pen Hol Credits  GL Code Priarity  Deduction

FErT T [ MNoe [ r

Add New

‘ ‘ Close

[ ]

Overview:

This is the deduction screen which is used for setting up new deductions, and defining the
relevant parameters, i.e. allowable for tax, NI, Pen etc

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.

Description:

The description allows you to give the deduction a name, for example Bonus, Overtime or
Loan.

Short Description:

If the original deduction description is long then you can give it a short description.

Subject To:

Different elements can be added depending on the deduction. If the deduction is tax and NI
allowable, if it is to be included in a pension calculation, if you want the calculation to be a
net deduction then you can apply the Gross up tick box. A deduction can also be set to be
included in holiday accrual or for subcontractor materials.
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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.

BACS Deduction:

The BACS deduction checkbox will create an extra line in the BACS Report stating that it is

a deduction.

Applying Additions and Deductions

There are three ways you can apply additions and deductions to employees: Through

Employee Maintenance, Bulk Amendments - Create Employee Additions/Deductions,
Open and Pay Employee then select the Change button.

Emplovee  Reports  File By Interne

Emplayes Mainkenance. ..
Emplovee Brought Forward., ..

Ahsence Recording

Load Employes

Cpen and Pay Employes
Close Pay Period
Back-process,..

Delete. ..
Duplicate Employes

Calculation for Test. A [02)
Additions and Deductions This Period

Basic Haurs Rate Basic Pay
[ 000 | oooon | 000
m Additiors 0.00
Restore Deductions 0.00
Tax NIC
Tax Code M1 Payslip Date MIC Cade
G430 I |30/04/2008 A - BAF NI
Tax at
Manth Director? Start Date
1 r 4

Employee Maintenance:

If you add an
addition/deduction to an
employee in Employee
Maintenance the
addition/deduction will apply to
every pay period until you
remove or change the
addition/deduction in question.
If you want to apply an
addition/deduction to a single
pay period then see the Open
and Pay - Change section
below.

Open and Pay - Change:

If you want to add an addition or
deduction for a single pay
period, start by going to the
Open and Pay Employee
screen and click the Change
button and select the addition or
deduction tab then follow the
instructions on the right for set

up.
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Setting up:

= Employee Maintenance or Open and Pay > Change

= Additions or Deductions

=  Add New Addition or Deduction

= Select the Addition/Deduction from the drop down menu
= |nput the amount to be added or deducted

= Click Save Addition or Save Deduction

=  Save and Close.

Ensure you have the correct employees selected before processing

Employee Selection create Employee
All Company Employees AdditiOH/DedUCtion:

Amendment
&+ Addition " Deduction .
You can apply an addition or

deduction to an employee, a
department/division/location or a
company as a whole.

Amount

Bonus Test j |n.od

Close Process

= Highlight the company, section or
employee in question.

= Open the Company menu from
the main screen.

=  Select Bulk Amendments then
Create Employee
Additions/Deductions.

= Select Amendment type.

=  Select the addition/deduction type
and input the amount.

= Click Process.
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PENSIONS

To access the Pensions options select Company  Eatch Management Emploves  Reports
Company > Pensions from the main
screen.

Cornparty Maintenance. ..

Divisions/Departments/Locations/GL Codes...

Standard GJL Codes...
Additions and Deductions...

Pensions. ..
& Mone Penszion Fund Mame
© SCOM [COMP) [5 I I I
I_ Scheme Reference G/L Code
" SCOM [COSR |5 | | [ [(Mone) =]
[ Inland Revenue Approved Pension Plan | Gross Less Basic Rate Tax
Add Hew Delete Wndo Lloze Save |
Overview:

This screen is used to set up the pension details for the company.
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Adding a New Pension Fund:

=  Select the correct company from the list.
=  Click Add New.
=  Enter the name of the pension fund - this will appear on all relevant reports.

=  Enter the Scheme Reference as 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.

NOTE: The G/L code must have been created for it to appear in the list.

SCON Number:

Each pension fund may have a COSR (Contracted Out Salary Related)

or COMP (Contracted Out Money Purchase) 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 this box needs to be checked. The
pension provider will be able to confirm 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.

Note: This method only works when calculating the pension deduction on a percentage of
the employee’s wages.
Assigning a Pension Fund:

This is done in the Employee Maintenance screen and will be covered later in the manual.

Deleting a Pension Fund:

= Highlight the fund name in the right hand list.
=  Click Delete.
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I 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 (this can be changed by pressing the down arrow
to expand the list and selecting a different company):

IE!tac Payroll Products] ;I Hew Employes |

Then click either the New Employee button (as Employes  Reports  File By Inkernet
shown above) or select Employee > Ere T —
Employee Maintenance from the drop down

menus.

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

SelectEnpiopee | =] SN | I
Geresal | Besoral] Tax bl | Foop bothnd| Py Bists | ks | Dochactons | 45 05| Borsion | et |
SAalf Number Gender Tite 3 =
™ .
Sumane [
© Female
Foserames ﬁ
Student Emplopes Sahutation
™ P35i5) Sigred
o Drepariment Coating znm
= [Morm) = [
[iMorm] = [ wm
ere] < [ o
Dwmion  |iMone] - [Mirs] = | oo
Department [Fona] = =] - [ o
L ] - &
Suggress Emoe Maseagns [ | Ui | Llean || Save
Overview:
.

The General screen is used to set up the staff number, gender, title, surname, forename
and division/dept/location as required.

General Information:
Enter the employee’s details including surname, forename and title.

The gender setting is used to check various statutory entitlements (e.g. SMP) and also to
create temporary NI numbers when the employee’s correct NI number is not yet available.

31



Payroll Operations and Procedures Manual

32

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:

Qtac Payroll Manager will link with the Personnel Manager application. 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 List and reports. You can
create these sections in the Company > Divisions/Locations/ Departments menu.

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. Employees will not be
included in the CIS Monthly Return if this checkbox is not ticked. For more on CIS
employees read the CIS — Construction Industry Scheme section.
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Personal

Select Employee b A ﬂ Staff Mo, | j
General Tawand NI | Pay Methnd} Pay Batesl Addilioms} Deductions I AEDS] Pension ] Motes I
Employee Addiess
|Qlac Hauze Payroll Status Holidays -
[Kingsheld Lanc Aclive El
g Holiday Taken 0.00
|Longwel| Green D ate af Birth Holidan Al
| 122584 Fee Alwance 0y
D ate Joined
Holiday Credits [+
PostCode |BS30 DL 1S/0572008 oliday Credits  [v
|HDmE fahocellinbey Date Left Haoliday as % of Gross Pay 4.00
d . .
el address Haoliday Pay Credits Taken 0.00
NS Haliday Pay Credits Accrued
‘ ¢ Single yirey (T
Email Password i Director
» i Start Date
Retype Emall Password " Widowed [~ Yes? ,7
» Dz [~ Apply Director MI?
>

Employes Brought
F o Suppress Enor Messages [ Add New

Close ‘ |

Overview:

This section allows entry of the employee’s personal information, i.e. address, date of birth
etc. It also allows you to change their payroll status, holiday entitlement/credits and
director’s status.

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 (Payroll Professional only):

Enter the email address and choose a password to protect it when sending payslips via
email. The payslips will default to a .pdf file format.

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 until
they have been changed back to ‘Active’.

‘Left’ allows the printing/eFiling 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 on the
right. This allows the user to enter a representative of the
deceased for whom the P45 will go to.

Personal Represenatative

Surname

Forenames

Addiess

——
—
—
—

PostCode l—

Further Payment to be made 7 I

=

A further payment can be made by selecting the checkbox at
bottom of screen.

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, half days appear as 0.5.

NOTE: Holiday is recorded in Absence Recording via the Change button in the Open and
Pay screen; please see the Absence Recording > Holiday section.

Holiday Credits (Payroll Professional only):

This section allows you to add accrued holiday credits to an employee as a percentage of
their pay and will also tell you how much of this entitlement has been taken.
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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 box
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.

If an employee has been paying directors NI at any point during the tax year they must
continue to do so until the year has ended.

Date Left:
This date will appear on the P45 certificate.

Tax and NI

Selest Employes [ | StaffNo. | |

1] Pay bethod| Pay Rates] Addiions ]| Deductions | 4£0<| Pension | Notes |

ﬁenalal] Personal | _Tax an

Tax Basis

Tai Code B f+ Cumulative Wk AMth1 NI Code Letter
MewTaxCode [ Tax Basis | -NOT C/out Standard Rate =

{+ Cumulative O k1M1

Effective Date ]

Previous Employment P45 Pay and Tax

Gross Pay Tax Paid Tax Code W11 Pay Frequency
Ml Mumber

[ 17000 | 193.40 [543 T |weeky =] E—
Diate of Leaving i [~ Student Loan? [~ PE Details
Previous Emplayer IRPR Mumber
Taw District Add | PAYE Reference Last Pay Period P11 Tax
[ | MNew]| [z =] [ 19340

efile P45(3) | efile P45 | P45 Check | Ha Pay Until dpril [~ |
S5P1L)
LastPWDate [7 7 Mo WeeksSSP [ 2|

Employee Braught
Formad Suppress Eror Messages [ Add New Cloze

Overview:

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

35



Payroll Operations and Procedures Manual

36

Tax Code:

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

=  1t0999999H, L, P, V, T, J, A, Y (E.g. 461L, 264T, 1035H)
= 0T

= K1 to K999999BR, DO

=  CT/CTI/CTO (Subcontractors 20/30/0% respectively)

=  NT (Student code for tax exemption)

Tax Basis:

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

Cumulative will include the previous NI 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.

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.

Student Loan:

The Student Loan checkbox is to show that the employee was making student loan
deductions in their previous employment.

P6 Details:

The P6 Details checkbox is to confirm that you have received a notification from the HMRC
of an employee tax code change.

No Pay until April:

The No Pay until April checkbox will be used for a starter who has begun employment in
early April but won’t be paid until the new financial year has begun.

There also options to electronically send a P45 (3) or P46 in this section.

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.
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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.

Students and CIS employees have an ‘X’ NI letter to make them except from NI
contributions.

Male employees over 65 and female employees over 60 will need to be changed to ‘C’ as
they are no longer required to make NI contributions (although the employer continues to
make contributions).

NI Number (NINO):

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. You cannot eFile an individual report without an
employee NI number.

IRPR Number (Inland Revenue Personal Reference):

This number will appear on all documentation from the revenue and may eventually replace
the NI number. It is not a required field.
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Pay Method

Select Employes | | Staffo. | =l

ﬁenelal] Eersonal} Tax and M F'ayMelhud] Payﬁates] ﬂdd\lions] Qeduct\ons] AEDSI Eensiorﬂ Notes]

Pap Method |Cash hd

Bank Soit Code 222666 - Add New Bank

Bark Name [Halfax

Bank Branch [Bristal

Account Humber

Aecount Name | 4

B/Soc. Roll Humber |

Autopay/Pay FlowFazpay/Telepay Humber |
Papment Type  ¢& Momal ¢ Same Day

e

Suppress Emor Messages [ | Undo

Cloze

Save

Overview:

The pay method section is used to enter the employee’s pay method, i.e. BACS or Cash

and bank details if required.

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 you will have
to click the Add New Bank button and input the Bank Sort Code, Name and Branch.
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Addmg a new bank: =  Click Add New and enter the
Bank Maintenance SOI’t COde, Bank Name &
[ Bank S0t Co... | Bank Hame | Bank Branch Branch. At any stage pressing
2 Halles B the Undo button will clear all of
the details.

=  Press Save to store the details
then Close to return to the Pay
Method screen.

£ i £ = |f bank details need to be

[ [ amended, then select the bank

‘ ‘ from the list, correct the
information and click Save and

(s then Close.

Add Mew

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 Autopay/Pay Flow/Faxpay or Telepay pay methods have been selected enter
the relevant number in this input box

Pay rates

The pay rates section (shown below) is used to enter details of the employee’s 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.
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Select Employee | J Staff Mo, ‘ J
General| Personal] Taxand M| PayMsthod Pay Bates | Addiions | Deductions | AE0s| Pension | Notes |
5P Date i hich SSP - BJF Last PIw End Dat
v Allowed? Sun Mon Tue Wed Thur Fri  Sat D‘:nehéﬂ;ail; © a8 navae ‘Y
Maomal WorkingWesk: [~ v W W W W [ ’”7 B/ 5SP Wesks Paid ,_
Pay Rates Student Loan
Cument Pay Frequency Effective Date Calculation Type Salaied  Std Hours Fate Per Hour Pay Rate Student Loan
' Monthly O1/09/2008  GrosstoMet 000 00000 2200000 el
Monthly 30/03/2008 Grogs to Met v" 0.00 0.0000 20000.00 Start Date
I
Stop Date
H
Haurs Per Annum Per Annum
| [o1v09/2008 GrosstaMet v| ™ | [ noooo| 2200000
Add Rate Delete Rate | ‘ 2
Suppress Eror Messages [ | Undo LCloze Save

SSP:
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 provided
a date before which SSP cannot be paid. If so enter the date.

The B/F Last PIW End Date and B/F SSP Weeks Paid boxes allows you to specify the
number of weeks the employee has taken off sick and the date of the last Pay In Waiting
(PIW).

Pay Rates and Salaries:

Add Rate
Select the Add Rate button:

When setting up a new pay rate you will first need to choose a pay frequency from the pay
frequency dropdown menu; you have a choice of weekly, 2 weekly, 4 weekly, monthly,
quarterly, half yearly or annually.

Next, enter the pay rate effective date.
NOTE: Any changes to a pay rate will not take effect until this date has passed.

Choose whether the pay rate will be Gross to Net (tax deducted) or Net to Gross (tax
added)

If the employee is to be paid on a salaried basis tick the salaried checkbox. This will
prevent you from modifying the basic hours and rate box on the ‘Open and Pay Employee’
screen but will allow you to change the Basic Pay amount if necessary.
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If the employee is not on salaried pay the standard hours and hourly rate can be added. If
the employee’s hours are variable only the rate needs to be added as the hours will be put
in manually in the ‘Open and Pay Employee’ screen.

Below is a sample pay rate:

Example
Howrs Per &nnum Per snnum
| | |msogs2008 GrosstoMet =| M | 0.on | 0.0000|  22000.00
Salaried Check-box
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.
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Start at Pay Period
(week/month) Start &t Pay Mornth [ 2

If the employee starts during the
tax year, or is an existing
employee moving from a manual
book-keeping system, the
starting period should be
entered here.

Student Loan
n Student Loan
Deduction?

Start Date

- Student Loan

Stop Date
4 Tick this box to deduct the loan repayment
automatically. The amount which is deducted is
salary dependent and the percentage for this is
defined by HMRC. Start/Stop dates can be
entered, although these cannot be back-dated.

Select Save Rate once finished
and then Save the employee
record.

If your employee is a salaried, monthly paid employee, you will notice the Pro-Rata on
Start button at the bottom left of the screen. This can be used to specify the number of
days the employee worked in their first period.

Select the Pro-Rata on Start Pro-Flata on
button: _ Stat |
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= This will display the pro-rata
options.

=  Select the Pro-Rata Method.

= Enter the number of Days
Worked in the period.

If this is a new employee, complete

the rest of the Employee

Maintenance screen and/or select

Save.

NOTE: If a pay rate changes through a pay period, the basic pay amount will need to be

Payroll Operations and Procedures Manual

Fro-Fata Method

" Annual Salary over 365 days

(" Annual Salary over working days [267]
(v wiorking days this monthé

Days Worked this Month |14

Cloze

manually changed for this period only. The new rate will appear as per normal the following

pay period.
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Additions
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Select Employes |A [Duplicate], & j Staff Mo, | j
Qeneral] Ealsonal] Tawxand NI] F‘ayMethDd] Payp Rates ﬂdditmns]geduchons] gEDs] Eensinn] Notes]
Gross  Hal CIS
SUBJECT T ... Tax MI Pen Up Hal Cred Mil Rate Rate Factar Armount / Hours
|0 O O 0 0 0 o 0.0000 000 | 0.00
Add New
Addition 3

Emplloo-\}'f\‘eai'.?ught Suppress Enor Messages [ Add Mew

‘ Close ‘

Overview:

From this screen, you can make any additional payments to an employee. The addition(s)
will be applied to each and every pay period.

NOTE: This screen is only for applying additions to an employee. The addition will first
need to be created in the Addition/Deductions screen under the Company menu.

Applying an Addition:
=  Click the Add New Addition button.

=  From the dropdown list select the addition to add.

= 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.

=  Click Save Addition.

If no additions have been created a message will appear after pressing ‘Add New
Addition’ requesting you to create one.

Deleting an Addition from the Employee:

= Highlight the Addition in the list.
= Click Delete Addition.

NOTE: An addition cannot be deleted from the Company > Additions/Deductions menu
until it has been removed from the employee record first.
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Deductions
Select Emplopee |A[Dup\icate],A j Staff Mo ‘ j
General| Personal| Taxand M| PapMethad| PeyRates| Addiions Deductions | AE0s| Pensian | Motes |
Hol Credits
ALLOWABLE AGAINST ... Tax MI PenHol Starting Amount Start Date Amount Balance
1 i i i i il | [} 000 |
Add New
Deduclion 5
Bty il Suppress Eror Messages [~ Ak Mo Close
Forward e g = =

Overview:

From this screen the user can add any deduction taken from the employee’s pay. The
deduction(s) will be applied to each and every pay period

NOTE: This screen is only for applying deductions to an employee. The deduction will first
need to be created in the Addition/Deductions screen under the Company menu.

Applying a Deduction:

= Click the Add New Deduction button.

=  From the drop down list select the deduction to add.
=  Enter the deduction amount.

=  Click Save Deduction.

If no deductions have been created a message will appear after pressing ‘Add New
Deduction’ requesting you to create one.

Reducing Balance Deduction:

To pay a deduction over a number of periods the total amount payable can be entered in
the Starting Amount field.

= Enter the date when the deductions will begin.
=  Enter the amount to be deducted each pay period in the Amount field.
= This amount will then be deducted each pay period until the deduction is paid.

Deleting a Deduction:

= Highlight the deduction in the list.
=  Click Delete deduction.

NOTE: A deduction cannot be deleted from the Company > Additions/Deductions menu
until it has been removed from the employee record first.
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Attachment of Earnings Order

46

Select Enployee [ (Duplicate). & x| StaffMe. | =
General| Personal| TaxandNi| PayMethod| Pap Rates| Addtions| Deductions aEUs} Pension | hotes |
Payrment Adrin
Protected  Issuing Body AEQ Starting Deeduction Finished Charge
OiderTyps  Eainings  Reference  Reference  Amounl  IssusDate  StatDate  FinishDate Amount Bakance
lssuing Body .
OderTyps [ o] B [ DateReceived [/ Dally Amaurt [ g0
Protected Eamings [ ggo  AEDRefence [ == Es | el |
StartDate [ 77 Adin Charge |
EARequied nCA0 [ Totalto be Paid o Frish Date [ 77—
Add New
AED D

[ |

‘ Cloze

Employee Brought
Formard Suppress Ermor Messages [ Add New

Overview:

This screen is used for attachment of earnings orders only.

Applying an Attachment of Earnings Order (AEO):

=  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.

NOTE: Depending on the AEO type you may or may not be able to input an amount to be
deducted.

Order Types

PAEOQ -Priority AEO

CPAEO - Consolidated Priority AEO

NPAEO - Non-Priority AEO

CNPAEO - Consolidated non-priority AEO

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

Pensions

Select Employee [ {Duplcatel, & | staftMe | |

Gierral] Porsonal] T and MI| Py Mothod | Pay Fiates | dditions | Deductions | 40 | Pansion ] Hotes |

Main Pension Fund Additional Pengion Fund
Fund Name Fund Name

| More) | | More) |
Employee Scheme Reference Employee Scheme Reference

Scheme Type Scheme Type

| Nare) | | Nare) |
Employes  Value Employes  Walue

Zage? [~ [ Zage? [~ [

Emplover Walue Emplover Walue

%age? [~ 0 %age? [~ 0

[~ Caloulate betvieen  — Employer pays
LEL and UEL? Empioyes’s NI Rebate?

i | e | >
Employes Brought Suppress Enor Messages [ Add New

Overview:

The Pension section is used to select a Pension Fund and scheme type from the list
available. Employee and employer contributions can be entered either as an amount or a
percentage.

NOTE: This screen is only for applying a pension to an employee. The pension will first
need to be created in the Pensions screen under the Company menu.

Pension funds:

The Fund Name drop-down menu allows you to pick the pension scheme you created
earlier.

You also have the option of adding the Employee Scheme Reference.
The Scheme Type menu allows you to specify whether the pension is a
Stakeholder/Personal Pension/etc 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 calculate the pension contribution from the Basic Pay and
any addition deemed as Pensionable Pay.

Calculate between LEL and UEL?

! Address correct at time of print.
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Tick this box to only use the pay between the LEL and UEL in the pension calculation.
Employer Pays Employee’s NI Rebate?

Tick this box if the pension is likely to effect the employee’s NI contributions and the
employer is willing to pay the difference in NI.

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.

NOTE: Duplicating the employee will allow you to change the ‘Start in’ period in Pay Rates
and can be used to unlock the Employee Brought Forward screen.

=  Set up a basic template for the employee (see the Setting up an Employee section).

=  When the record has been saved select the employee by left-clicking over their name
to highlight them.

=  Select Employee > Duplicate Employee at the top of the screen.

= A new employee will be displayed in the employee list with the word “Duplicate”
appended to the surname.

=  The employee details can be amended by right clicking over the employee name and
selecting Employee Maintenance (i.e. if you want to remove ‘Duplicate’ from their
name).

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
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I CIS - CONSTRUCTION INDUSTRY SCHEME

CIS Employee Setup

Select Employee I | SIa"ND_I -

General | Personal] Taxand M| PayMethod| Pay ates| Addtions| Deductions | 4E0s| Persion | Motes |

Staff Number Gender
@ Male

Title Mr &

Sumams |

" Female
Faorenames I

Student Employee: Saldation |
[~ P38(S) Sigred

o5 Department Costing %
I~ Subcontractor I[Nune] d l—DDD
[ane) ~| [ am
I[Nune] j l—DDD
Division [ (Mane] = [tNone) ~| [ am
Department | [None) - |Nane) | 0.00
Location I[None] | =1

Undo: LCloze

Employee Brought
Fomaid | Suppress Ermor Messages [~ Add Hew

Overview:

To setup a CIS subcontractor tick 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, and then
save.

Entering Subcontractor Details:

The option to enter subcontractor details becomes available when the Subcontractor
checkbox is ticked. Fill out and submit the form to the HMRC to confirm CIS details.
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To access the Subcontractor Details screen go Employee > Employee  Reports File By Internet

Subcontractor Details, as shown to the right. Employes Maintnance...
Employee Brought Forward. ..

Subcontrackor Details

Select Employee test, test j Stalf No. =
Busi
4 " Partnership i Trust " Company
Action

Werification Murb r
enncabion Number ' Match
Trading Name or — o Yiafiy

Company Mame

Subcontractor Unigue Tax l— 1D Authentication

Reference [UTR]

Company Fegistration Mo. User ID

.
Fartnerzhip Pasaword
—
Retype Pazsword
,7 «
Sl Tranzmit ‘ ‘
thiz Frint Euild XhL i Cloze
Subrmiszion =ive
= Select the Business Type.
Verfication Nurber — =  Enter Trading Name or Company Name,
Trading Name or Unique Tax Reference & Company
Company Hame Registration No.
Subcontractar Unique Tax
Reference [UTR]
Company Registration Mo.
Partnership

=  Fillin the Partnership UTR and

Partnership Name if applicable —
(Partnership Business Type only).

=  The default option on checking details

is Verify. Verify will be used if the -
minimum entry on the UTR section is Y
the Trading/Company Name.

" Werify

=  Select Match only if all information is

entered.
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|0 Authentication = |ID Authentication will already be pre-populated
from the FBI Setup screen.
zer D
|' If the details are not entered please go to FBI > Setup
Paszward or view how to in the File By Internet section. Save
® entered details.

Retype Pazzword

®

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

Schedule Scheduling a submission allows you to enter a time/date
thiz to submit the data.
Subrmizgion

Print a copy of these details entered.

Prink
Builds XML file to verify the data being sent to HMRC.
Build =ML
. Transmits the XML data file.
Tranzmit
Live
Cancel changes.
Undo
Closes screen.
Cloze
Saves entered details.
Save
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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 (30%).

If you have elected to Transmit Live, you will now be

D] %ML Built For Qtac Payroll Products,

v R R viewing the screen to right, which allows you to view
] w the XML being sent to the HMRC (this option is

normally used by QTAC Support only)

To schedule a submission skip these steps.

The URL address for
the government Gateway Submizsion 5erver

gateway is built within URL: |https:a’a’secure.gatewa}l.gov.uka’submission
the software and will not
need to be changed.

Source kL l Besponse XML | Pratacol Events

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

Wigw XML ‘ Qop_y LS ‘ Cancel ‘ Submit
Files |

Select Submit to verify
with the HMRC.
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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 validstion For the requested service.

Scheduling a Submission:

From the top menu, 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.

@ Schedule FBI Submissions
Submizsions available to schedule 7 Submizsions Scheduled
— Current Date Time
El5 Venncaton 14, Ltac Payroll Products 3 smi P45(1) 16 Ltac Papol Prod...  27/08/2008 1610
EOY Qtac Payroll Products 3.xml 111;09;2003 11 321

Scheduled Date Time

11/03/2008 i

P20y
Aclivate Timer

27/08/2008 1610

Inverse Delete ‘ LCancel

Selection

Selectal ‘ QeseleclAII‘

Select the transfer button: &

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

Submizsions Scheduled

Submizsions available to schedule | 7
Current Date Time |
EOY Otac: Payroll Products 3.l P45(1] 16 Qtac Papal Prod. . 27/08/2008  1E:10
11/08/2008 1322 iCIS Yerfication 14 Otac Pay.. 12/09/2008 1222
Scheduled Date Time

12/03/2008 1222

P20y
Aclivate Timer

12/03/2008 1222

‘ LCancel

Inverse Delete

Selectal Deselect &l f
Selection

FEEIRY
Activate Timer

Now select the Activate Timer
button.

This will start the process of submitting the CIS
file.

FrEaEE

o |
o]

Submissan Schedule Active
You will receive an email confirmation from the
HMRC within 24 hours (if an email address has

been entered on the FBI Setup screen).

NOTE: You will need an active Internet connection to perform a CIS Submission.
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I BROUGHT FORWARD DETAILS

NOTE: Only enter Brought Forward information in situations where the payroll is being
converted from another payroll system part way through a tax year.

Employes Brought
Faorward...

Select Enphoyee TR TmiE x| Stalha [
Az aterdd TaMorth [ ]
Thuz E smpligmaneit e
Goona Py B e
T fies [ ] UptaLEL [1a] [
Tk Paid LEL 1oET [16]
Hex Py ETBalEL [1g] [
Fies P
il oo UEL
ot Toral B 1) [
SMP | ] r
o Emplayee M [Te]
PP | Erphoyet M
5P Studsck Loan Hobday Cradts
Mol Cancits Taken
Firdng Hokiday Cindts Actnasd

| L

Opening Brought Forward Details:

Brought forward details can be accessed by selecting
Employee > Employee Brought Forward. Alternatively
it can be accessed via any Employees Employee
Maintenance screen by clicking the Employee Brought
Forward button.

el Overview:

The Employee Brought Forward section

A= is only used when converting data from
another payroll part the way through a tax
year.

o | ]

Entering Brought Forward Details:

The pay frequency for the employee must be set before entering any Brought Forward
details; this is set on the Pay Rates tab in Employee Maintenance. To activate the screen
click Unlock and the following warning message will be displayed.

{ Unlack

The warning message
states that any payment
calculations to date will
be reprocessed

 ,  WARNING - Changes to BYF data may affect pay calculations
\“f/ already performed and paid ko the emploves and
Inland Revenue
Payments made after the BIF pay period will have ko be
re-enkered and reprocessed.
Do waou wish ta continue 7

Select the Week/Month of the final period paid by the old system from the ‘As at end of Tax

Week/Month’ dropdown list.
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This Employment:

= 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.

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

= 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 Payroll Summary, Company Totals and/or P11
reports to reconcile with your previous system details.
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I 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.

The company to be transferred can be selected from the dropdown list or by typing a name
into the dropdown list to create a new company.

Select Transfer all Year to Date Transfer date
Information if the employees pay
records are to be transferred.
Otherwise select Treat as Leavers and Q@ Tt b /Y

enter a leaving date, this will set the

employees status to Leaver before

transferring them.

(" Transfer all Year To Date Infomation

NOTE: If you will be issuing P45’s to
your employees select the Treat as
Leavers option.

Start Wesks and Manths If required, entering the correct starting period
Start Week for weskly paid against the frequency the employee(s) are on can

Ertes advance the starting period for the employee(s).
Start wieek for 24wfeekly
paid employees

Start ‘week for 4-weekly
paid employees

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

ERRRNRR

Start Month for monthly paid
employees
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| 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, select Employee > Absence

Recording.

Or click the j button on the main

Emplovee  Reports  File By Internel
Emploves Maintenance...
Emplovee Brought Forward. ..

Subrontractor Details

Ahsence Recording

screen.
Adding a new absence:
Select Emplopes:; B j
Ab;;;.:e Ewpected Date  Actual Date Leave Start Adoption Dateliilggcate
| BN | /¢ | /¢ r s
Qualifying Week:
I~ I~ li
I~ I~
{+
i
i
Add Hew ‘ ‘ Cloze ‘

Butler-Richards, C

Eutler-Richards, C
Hetfield, J
Steele, &

[

Click the Add New button.
58

Select the employee from the Select Employee
dropdown list at the top of the window.

Add Hew



Payroll Operations and Procedures Manual

AhTs;;ece Expected Date  Actual Date  Leave Start Adoption Datel E;:ggcate
[ RN [ 77 [/ r ]

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

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

Actual Date:

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.

NOTES: Paternity leave cannot start on the same day as the birth.

Date Certificate Issued:

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

=  Select the method for how the statutory payment will affect the basic pay:

Basic Pay v Reduce Standard Basic Pay by Statutory Pay
Adjustment: ~ pg ot Pay Bazic Pay
(" Pay Bazic Pay as entered

| ‘ Undao ‘ Cloze ‘ Save

Reduce Basic Pay by Statutory Pay: 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.

Pay Basic Pay as Entered: The Basic Pay can be manually adjusted at the Calculator screen
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Save

Click Save.

AT B1 provided [~ Entitlement Stopped [
I Child Stillbars I

Before SMP can be paid the mother-to-be should provide a MAT B1 form from her doctor
confirming the pregnancy. Upon receiving this form you will need to tick the MAT B1 Provided
checkbox.

NOTE: SMP should not be paid out unless a MATB1 has been provided.

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.

If the child is stillborn after the 25" week of pregnancy, HMRC legislation says that the parents
are still entitled to statutory pay. Check the HMRC website for full details. Under these
circumstances you will need to tick the Child Stillborn checkbox.

If the qualifying period of the expectant mother is not on the payroll (but she is eligible for SMP)
the software cannot automatically calculate the average weekly earnings and the information
will need to be added manually. Average weekly earnings are needed to determine SMP
entitlement.
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The Average Weekly Earnings could not be calculated Manual Iy calculating AVerage Weekly
Loellon.t\er-Hichards, C. Please enter the following details Earnings:
Pay Date Pay Frequency Amount
:_u4 :Mmthw j } = Er)ter the employe_e‘s last payday
prior to the date displayed
| ! = (23/02/2008 in the example).
[ | =
[ | J
| | = = Select the employee’s pay frequency
[ [ = from the drop down box.
[ | I
1. Enter the gross pay [hot including tax credits)that the -

employee earned in their last pay day before 23/02/2008.

Average Weekly Earnings

LCancel ‘ ‘ ‘

Upon entering the gross pay earned
from the employee’s last payday you
will be prompted to enter the gross
pay earned by the employee
between the first and second pay
date.

5. Enter any gross pay [not including tax credits] the
employee was paid on their lazt pay day prior to
02A11./2007

Average Weekly Eamings

LCancel Cantinue

Enter the amount of pay that the
employee received on this date.

1. Enter the gross pay [nat including tax creditsthat the
employee earned in their last pay day before 23/02/2008.

Average Weekly E arnings

Cancel ‘ ‘ ‘

Once you have entered all of the
gross pay earned by the employee
between the dates given, the
Calculate button will be activated.

Click Calculate and Payroll Manager
will display the average weekly
earnings for the employee over the
specified period.
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Recording Holiday

NOTE: Before recording holiday leave, holiday entitlement should be specified in 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.

Emplopee  [4 Steele

Basic Pay | 183333 Pension | 0.00

ﬂdd\hunsl Deductions 1 AEDs  Absence Recording 1 Tax Credits # Student Luansl Pension 1

Absence Type Start Date End Date Amount

B [/7 | om

Authorised
Unauthorized
Sick Leave
Matermnity
Paterrity
Adoption
Haoliday

Basic Pay Adjustment

s Reduce Standard Basic Pay by Statutary Pay
" Do not pay Basic Pay

" Pay Basic Pay as entered

Save

Unda 5
Absence

Ahsence

Total Additiors Total Deductions

\ o [ oo [

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 and added to the employee specifying the amount to be paid.
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Bulk Amendments

To access the Bulk Company Batch Management Employee Reports  File By Internet  Calculator  Admin Help
Amendments options Company Mainkenance. . ] = | = E
SeleCt company > Divisions/DepartmentsfLocations/GL Codes...
i i ] s
BUIk Amendments' Standard G/L Codes... =2 M umame A |—
Additions and Deductions..,
From here you can then Pensions...
Choose from the Bulk Amendments 3 Holiday Maintenance
0pt|0nS Shown " Display Preferences. .. Bulk Pay nmendmen.ts ;
Set Employee payslip email passwards
Transfer Emplayees. .. Create Employee Additions/Deductions
Duplicate Company Update Additions/Deductions

HMRC Payment ]
Eureau Detals

Pay Selected Companies
Company Sections 3

EOQY Totals

Holiday Maintenance

In Holiday Maintenance you can reset and/or carry forward holiday allowances for all or
groups of employees.

Selecting a Group:

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

GTAC Salutions gd

oo

+ [412) Puchowski, E Or over the Division/Location/Department

v/ HO&] Seoging. P name to adjust just that group.
W [Q103] Smith, M

-4 Development
- & Accounts
[+ % Payrol
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Processing the Amendments:

before processing

Pay Frequency

Al Pay Frequencies =

Entitlement

Ensure you have the correct employees selected

Haoliday Units
(» Dayz " Hourz

Set Entitlement to

Cariy Fonward Unused Entitlement r

Maimum Carry Forward Entitlement 0.0

Clear Holiday T aken "2

o ]

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

=  Select the way the holiday
entitiement is measured
(days/hours).

=  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 Unused
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 Clear
Holiday Taken to leave the
holiday taken unadjusted.

When you are satisfied with the changes, click the Process button to start the operation,
after which a report will be produced giving details of the amendment. Click Yes to view the

report.

Bulk Pay Adjustments

To make bulk pay adjustments follow the steps below:

Selecting a Group:

GTAC Salutions gd

*

- @ Development
- Accounts
- Payrol

..... T Coggine C
o [812) Puchowski, E
v [HOE) Scoging, P
b (D03 Smith, M

Click the left mouse button over the
company name to amend the whole
company, or over the
Division/Location/Department name to adjust
separate groups

Select Company > Bulk Amendments > Bulk Pay Amendments
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Processing the Amendments:

Ensure you have the correct employees selected before processing

Increaze or D

" Decreasze

ECTEaze

Effective Date

11./06/2008

Amendment

[~ Amend by Xage?

Fay Frequency

Al Pay Frequencies

Fay R ate Indicatar
(¢ Salay " Hourly

Amnount

e

LCloze | Process |

Payroll Operations and Procedures Manual

=  From this screen you can
choose whether to
Increase/Decrease employee
pay.

=  Enter the date you want the
amendment to take effect.

= Select the relevant pay
frequency using the Pay
Frequency dropdown list.

=  You must also select the Pay
Rate (salary/hourly) of the
employees to change.

=  Adjustment can be made by a
percentage, to do this, tick the
Amend by %age checkbox.

=  Enter the amount in the
Amount field.

When you are satisfied with the changes, click the Process button to start the operation
after which a report will be produced giving details of the amendments. Click Yes to view
the report.

Set Employee payslip email passwords:

Emplopes Email Pazzword

Retype Password

] om |

If you are a Payroll Professional
customer and want to bulk amend
email payslip passwords you can
do so in the Bulk Amendments
menu.

Simply type, then retype your new
password and click Set
Passwords.

Important: Remember to keep
all passwords secure.
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Create Employee Additions/Deductions:

You can apply an addition or
deduction to an employee, a
department/division/location or a
company as a whole.

Ensure you have the correct employees selected before processing
Employee Selection

All Company Employees

= Highlight the company,

PR, section or employee in
@ Addion " Deduction question.
COEE] =  Open Company > Bulk
Bonus Test ~| ood Amendments > Create
Employee

Addition/Deduction.
ﬁ = Select Addition or Deduction.
=  Select the addition/deduction

type and input the amount.
=  Click Process.

Updating Additions and Deductions:

= Highlight the company,

SeCtion or employee in Ensure you have the correct employees selected before processing
question . Employee Selection

" Open Company > Bulk ‘You have only selected Employee 01 A | A
Amendments > Update
Additions/Deductions Il;cérﬁ_]_ueaséli:)ecrease Addition Deduction

- SeleCt the . ~ ~Dec,eas'e ' Addition " Deduction
addition/deduction to I Amend by ¥oge? [Bors Test |
amend from the pmowt [
dropdown menu.

=  Select whether to Change Amount
increase or decrease the CurertAmourt [ gog  MewdAmount oo
addition/deduction by a ¥ Ony Updats Addiion Deduction with Current Amourt

percentage or fixed
amount. Close

= Click Process.
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Additional Information:

When you have set up an Addition or Deduction you can apply them to a company,
department/division/location or employee. If you see the screen shot above where it states
‘Employee Selection’ and shows that ‘All Company Employees’ have been selected —
this will apply an addition or deduction to the whole company. If the same section showed
‘You have only selected Employee 01 A, A’ for example than that addition or deduction
would only apply to that employee.
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MAIN SCREEN OVERVIEW

After you have entered your registration details and logged in you will be faced with the
main screen as pictured below.

File Company Batch Management Emplovee Reports  Fie By Intermet  Calculator  Admin Help

LI R e =]

=

=

=

;I [IPEYRODN  Calculstor

‘ IQtac Payrall Products

t404) Peters. J
103] Richards, &

LI Hew Employeel Display Dptinnsl ISumame LI ISlarts with j I Search | ‘
(> Otac Paproll Products
+ (MO3] Butler. M (03)
@D (MO2) Hagues, &
& [M03) Palmer, 5 [01) Payroll Mode
v
- |

Yfou are in Payroll mode
where Employee
information can be
processed. To perform one
off Tax and NI calculations
select Calculator Mode.

Employee Explorer

Selecting a Company:

‘ Iulac Payrall Products

{Qtac Payroll Produc
& (M2) Hagues, &
& (MOZ) Palmer, S [01]
+ [M04] Peters,
@ (M2 Richards, &

68

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

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




Employee Explorer Legend:

||llac Payroll Praducts

v ] 4 [03]
@ (MO2) Hagues, &
@D [M03) Palmer, 5 (07)
" [M04] Peters, J

@@ (+0O3) Richards, &

Pay Period Indicator:

Payroll Operations and Procedures Manual

v’ - 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.

@B - No processing has yet been
carried out.

[MO3] Butler, M

An employee highlighted in red is On
Hold.

[M04] Peters, J

A yellow highlighted employee
signifies a Leaver.

The letters of the Pay Period Indicator show the pay frequency:

W =
Weekly
M=
Monthly
T=Two
Weekly

F = Four
Weekly

Q:
Quarterly

H= Half
Yearly

A=
Annually
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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.

For example: v{M04} Richards, A. would indicate that the employee A. Richards has been
paid and closed for month 4 of the financial year and is ready to be processed for month 5

Display Preferences

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

The Display Preferences screen is Company  Batch Management  Employes  Reports
accessed elthe_r by selecting Company Mantenance. .
Company > Display Preferences, or
by clicking the Display Options Divisions/Departments/Locations Gl Codes. ..
button on the main screen. Standard G/L Cades...

Additions and Deductions. ..

Pensions. ..

Bulk Arendments 3

Display Preferences. ..
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Select Compaty:

|§Qtac Payrall Products

LEVEL OME

[MNaone] -
LEVEL TWwWD

[MNaone] -
LEVEL THREE

[MNaone] -

Sort Sequence
Sart by Current Tax Period B

Sort by Staff Number i
Sort by Staff Name o
Include Leavers ~
Alwayz Expand Digplag Tree v

Drizplay Staff Mo first in Treeview B
Ma. of Companies ’W
Dizplayed

Close

Payroll Operations and Procedures Manual

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

-4 Bath
.\ -4 Suppart
_ L [MO1) Coggins, C
- # Bristal
- # Development
Lo [FDB] Ashwarth, B

Sort Sequence

These three options will affect the staff
order within the
Company/Locations/Divisions/Department
s.

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.

Display Staff No first in TreeView

Puts the staff number (if entered) before
the employees name.

No of Companies Displayed

This sets the number of companies to be
displayed in the dropdown menu. This is
useful to reduce the population time of
this menu (Only significant for 100+
companies).
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Searching

The Payroll software now comes with the facility to search for created employees using the
search bar on the main screen.

’m Starts with = || Search |

2 Umame Statswih
Forenames Equals

Tan Code Contains

Past Code Erds with

M| Code -
Staff Mo

Company Ref.

Company Mame

Using the Search Bar:

= Select which field is to be searched using the first drop down list.
= Use the second list to refine the search.

= Enter the search term for in the field to the right of the drop down boxes and then click
Search.

= The first employee who meets the criteria will be highlighted in grey.
= By clicking Search again the next matching employee will be highlighted.

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

Payroll and Calculator Mode

72

All versions of the Payroll software come with an offline PAYE and National Insurance
calculator that can be used for checking P45 details and hypothetical calculations which are
independent of the payroll.

| € Payrol FICalculaten |

Switching Modes:

To switch from Payroll mode to Calculator mode, 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.
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Shortcuts

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

Iﬂ Exits the program.

IE‘ Loads the most recent pay calculation for the highlighted employee.
IE‘ Displays the open and pay employee window for the highlighted employee.
Ii‘ Closes off the pay period for the highlighted employee.
Iﬂ‘ Opens the employee maintenance window for the highlighted employee.
Ir‘i‘l Opens the absence recording window for the highlighted employee.
=)

¥ Prints the payslip for the highlighted employee.

|EI Allows you to change the section viewed (Professional only).
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Payroll Processing

74

There are two stages to payroll processing:

Open & Pay:

In this step a new pay period is opened, the employee’s pay is calculated and the results
are saved to file. The #2 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 E.g. if a bonus payment has been
missed for an employee during the main payroll run you can reopen the Open & Pay screen
and apply the bonus addition.

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 puta v 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.



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

Select the action ta be performed on all employees
that can be proceszed for the required pay period.

Pay Frequency Pay Period

o+ Manthiy .
Ty Pay Period ’E‘
O 2Weekly

" d'weekly

Action

&+ Papal " Close Al

Pay all LCancel

Pay Frequency:

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

Opening & Paying:

Select the required Pay frequency and
Pay Period.

Select Pay All.

The @2 symbol will now appear next to
the paid employees.

Closing the Pay Period:

Right-click the company name again to
open the Pay Actions screen.

The Pay period and Pay Frequency will be
as before.

Select Close All.
Click Continue.

A tick will be displayed next to the closed
employees.

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.
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Actions:
Pay All calculates the wages and saves this information to disk.

Close all completes the payment for the selected period.

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:

(5} Gtac Payroll Products

-4
@ [MO02) Hagues, &
= 4 Support
Wl (1403 Butler, b [03)

@@ [MO3) Richards, A

bp3] Palmer. 5 [07] Click the right mouse button over the division
" [MU4] Peters, J name to display the Pay Action screen.

See the previous page Processing by Company for details on how to use the Pay Actions
screen.
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Processing an Individual Employee

Individual processing can take place after the main payroll run to make any adjustments to
pay. To do this:

(5} Gtac Payroll Products

-4

—I- 4 Support
g (1403] Butler, b [03]
@ (MO3) Richards, &

-4 Sales Click the right mouse button over the
& (MO3] Palmer, 5 (01 employee’s name to display the context
W [MO4] Peters, J menu.

Load Employves
Open & Pay Emploves

i +—
Close ey Period Select Open & Pay Employee; this will
display the Payroll Processing section.
Emploves Maintenance. ..
Delete Emploves
Emploves Print 4

The Payroll Processing sectinn can also be displayed by clicking the left mouse button over
the employee, then clicking E on the main screen.

77



Payroll Operations and Procedures Manual

Payroll Processing Screen Overview

78

Additions and Deductionz This Period
Basic Hours Fiate Basic Pay

| oo0 | ooooo | 0.00

% Audiions | 0.00
m Deductions | 000

Basic Pay:
If Basic Hours and Basic Rate or Basic Pay has been set up they will appear automatically,
however these can be manually adjusted if necessary.

Change:

Clicking the Change button opens a new screen which allows you to apply variable pay
elements to an 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 Cod

lﬁle M This list displays the current NI Code for the employee.
d B/F NIC The code can be changed through the Employee

) Maintenance screens.
Director? Start Date

i
B/F NI
Click the B/F NIC button to view the year to date NI details

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



Payroll Operations and Procedures Manual

Director:

If the employee is a director there will be a tick in the Directors? checkbox. To make an
employee a director, you must 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:
Tax Tax
TaxCode M1  PapslipDate Tax Code W1 Papslip Date
| goal I |3n0/09/2004 [ BOaL [~ |20009/2008
Taw at FPapat Tawat Pay
tonth Wweek ‘week ‘weeks
3 24 24 i
Tax Code:

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

Wk1/M1:

Tick this box to put the employee’s tax onto a week1/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 not received a P45 for a new employee.

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/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.
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Pay at Week:

Pay at Week can be altered to make a payment in advance (E.g. holiday). 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:

B/F Pay and Tax
P45
Taxable Tax Paid

| oon | 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:

Thiz Employment
Taxable Gross Tax Paid

[ oo | 0.00

Taxable Gross and Tax Paid:

These figures are accrued over the year and can only be altered by reprocessing the
employee’s pay.



Payroll Operations and Procedures Manual

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
= If everything is ok click Save.

The results will be displayed on the right of the screen.

Results For a more detailed set of results showing how the
GROSS PAY pay was calculated, click the More Info button.
| 2000.00
Deductions Gross Pay
| o.on

The first tab on the More Info screen splits down

HIC the gross pay into Taxable\NI-able and Non
| 1707 Taxable\Non NI-able elements.
Tax
[ 345,201
Deductions
This tab gives details on pension deductions as
NET PAY well as normal deductions and student loans.

[ 148463

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

Save | Sawe Mest | calculation including a C/F breakdown.

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.
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Multi Period Processing

QTAC Payroll Manager comes with the facility to process multiple pay periods with ease.

Open and Pay the employee, then click the Multi Period button to display the Multi period

screen.

Multiple Calculation

Calculate For Pay Periods:

Start End

n
LCancel Calculate

Select the start and end periods
for the calculation.

Click Calculate.
When all periods have been
calculated, click Save.

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

NOTE: The same pay details are used for each period calculated.

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.

=  First correct the employees NI code letter, which can be done in Employee

Maintenance > Tax & NI.

= Pay the employee by right-clicking over their name and selecting Open & Pay.

=  Click the NIC Refund button.

Manual NI Refund:

Select Enter Manually from the Refund Options.

Enter Manually
Emplayee's Employer's
NIC Code Refund Refund

[« = ] om | 0.00
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= Select the NI code for which the NI
contributions need to be refunded.

= Enter the amount of employees NI
to be refunded

= Enter the amount of employer NI to
be refunded.
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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.

=  The Apply NI Code field will show the Re-calculate NI
NI code that will be used for the back &pply Wl Code  From Period
calculation. Itis important that the NI [ 2 -

code has been changed in Employee
Maintenance prior to carrying out the
operation.

=  Select the period which the NI letter
should have been effective by.

Click Save then Close.

Click Calculate and the refund will be shown in the results section.
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Pay period Additions and Deductions

Click on the Change button to bring up the Pay Period Additions Deductions screen. Note:

changes here will only affect the current pay period.

Employee |g Hagues Basic Pay | 183333 Pension 000
Additions ] Deductions 1 QEDSI Absence Recording ] Tax Credits / Student Loans] Pension ]
H H
Gross; g Hol CIS Fiate
SUBJECT TO.. Tax Ml Penup s | Cred Mt Rate Factor Amount / Hours
(R il i i iy 00000 | ooooo | 000
Add Hew LCreate
Addition Addition
1
Total Additions Total Deductions
Clase
| o 0.ad
Applying an Addition:

Add ﬂew
Addiion_| Click on the Add New Addition button.

wn list select the addition to add.

Advance -l From the drop-do

Advance

Bonus Tesk

Holiday Pa

[advance == oo [ [ 222

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

Rate Factor.
Click Save Addition.
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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
display box. Make the alteration in the input boxes and click Save Addition/Deduction.

AEOQ Information

This tab displays attachment of earnings orders that have been assigned to this employee
on the Employee Maintenance screen. It will show which AEO is being processed and the
amount that is to be taken.

Employee [ Hagues Basic Pay 193232 Pension 0.00
gddit\nnsl Deductions ﬂEUS] Absence Recording I Tax Credits / Student Lnans] Pension I
Order Type Amaunt CF Dreficit Amount CF PER Amount
0.00 | 0.00/ 0.00

Total Additions Total Deductions Close
[ 2z | 0.00 i
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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. NOTE: any changes here will affect the current pay

period only.
Emplovee [ Hagues Basic Pay 1833.33 Pension 0.00
gddit\nnsl Deductions ] AEDs #QSEnDeHewrd\ngw Tay Credits / Student Lnans] Bension I
Abzence Type Start Date End Date Amaunt
T [ 74
Basic Pay Adjustment
@ Heduce Standard Basic Pay by Statutary Pay
¢ Do not pay Basic Pay
" Pay Basic Pap as entered
Undo Save
Abzence Abzence

Entering a new Absence (Sick Leave):

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.

[BikTegve" »| [onso6/2008  [3os06/2008 | 000

Add Hew
Addition

Authorized
|Jrautharized
Sick Leave
b aternity
Patermity
Adaoption
Holiday

Enter the start and end date of the period that
the employee was absent (including waiting
days). The date entered in the finish date is
included as a day off sick.
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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

SSP Mat Pavable [

Qualfying Sun Mon Tue 'wed Thu Fri Sat
Days: [ R A~ N

The number of Qualifying Days used
in the SSP calculation can be
changed. Qualifying Days are the
number of days that the employee
works in a normal working week.

prior to the absence.

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

Bazic Pay Adjustment

* Reduce Standard Basic Pay by Statutory Pay
(" Do not pay Bazic Pay

" Pay Bazic Pay a= entered

When all the details have been entered click Save Absence.

Abzence Type Start Date End Date ArnoLnt
Sick Leave 08/06/2008 1470672008 7540
Sick Leave 18/06/2002  21/06/2008 7o40
Sick Leave 22/06/2002  28/06/2008 7540
Sick Leave 2940642008  30/06/2008 1508
Other Absence Types:

The method in which the final pay is
calculated is dependent on the option
selected here.

Save
Ahzence

After saving, each absence entered
will appear in the list. If alterations
need to be made to an entry, highlight
the absence and make any required
adjustments in the Amount input box.
Once the adjustments have been
made click Save Absence.

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.

NOTE: that with the exception of SMP, SAP and SPP; the pay period absence recording section is
used only to record the dates of absence and will not calculate pay adjustments.
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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 Adjustment:

Manual entries will override any other absence.

Bhzence Type Start Diate End Date Amount
Sick Leave 08/06/2003  14/0R/2008 7540
Sick Leave 15/06/2005  21/08/2008 7540
Sick Leave 22/06/2008  28/06/2008 V540
Sick Leave 29/06/2008 30/06/2008 15.08
55P 75.40  Lalculate S5P

from dayz
S5P Days: | 0

Highlight the date range to
be altered.

To calculate SSP from a
number of days, enter the
exact number 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.

Pay Period Pensions

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

hain Pengion Fund
Fund Mame

| [Maone]

Emplayee Scheme Reference

Scheme Type

| [Mone]

Emplayes Walue

Zage? [

E mployer Walue

#age? |

Calculate between

I LEL and LEL?
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Pension Fund:
Select the fund name from the dropdown list.
Enter the employee scheme reference (if applicable).

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 that pay period. Pensionable pay is accumulated from those pay
elements that have been defined as pension-able. To change these definitions use the Pen
checkbox in the Company > Additions & Deduction menu.

Calculate between LEL and UEL.:

The pension deductions are only calculated on the pay between the lower earnings limit
(LEL) and upper earnings limit (UEL)

Employer pays Employee’s NI Rebate:

If this process causes there to be an NI rebate then the company will pay this amount and
not the employee

To keep all the details entered click the Save Pension Button as shown below. To get rid of
the changes made there is also an undo button available.

Processing Holiday Pay in Advance

To pay holiday pay in advance the basic pay must be altered to include the change in
amount or a further payment must be included as an addition to the basic pay. To add
holiday pay as an additional payment see Pay Period Additions and Deductions earlier in

this section.
Tax Change the Tax at Week to the last
TaxCode w1l Payslip Date week of holiday pay.

BoaL [ |2IZI£EIEI.-’2EIEIB Change the Pay Weeks to the total

Fepel Temel Fep tnhumber Iof weeks patLd. This etntsures
Week Wesk Wesks e employee pays the correct tax

and NI.
| x| x| 2

Pay at Week is the period the holiday
pay is paid in.
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In the above example:

The employee is currently on pay week 24.

They are going to receive 1-weeks’ normal pay and 1-weeks’ holiday pay.
The Tax at Week is advanced to 26, the last week of holiday.

The Pay Weeks section is changed to 2.

Net to Gross Calculation

To perform a Net to Gross calculation, the employee must have a net to gross pay rate
setup in the Employee Maintenance > Pay rates section.

TARGET MNET Py The Target Net Pay field in the Open & Pay screen
| 0.00 becomes available for Net to Gross calculations.

Click Calculate and tax and NI will be added to the target net pay.

Back Processing an Employee

It is possible to re-open closed pay periods by using the Back-process option. This process
will supersede any previously saved data.

Highlight the employee in the list by Employee | Reports Fi= By Internet
clicking the left mouse button over their Employes Mantenance... |
name. Employes Brought Forward, .,
Ahsence Recording
Laad Erployes
Select Employee > Back-process Open and Pay Emplayee
from the main menu. Clase Pay Period
Back-pracess. ..
Second Payment...
Delete. ..
Duplicate Employves

The message shown below will appear. It makes you aware that any changes you make
could potentially affect the employee’s tax credits and any multi-period deductions attached
to their profile. These should be checked on reprocessing.

90



Payroll Operations and Procedures Manual

1 Any Decrementing Balances and Tax Credits should be checked,
LY

Use the Starting Tax Period
WARNING - Back processing an employee will 9

PERMAMENTLY remove all employee changes checkbox to select the period to re-
and pay details for later pay periods that have open.

already been processed. Your Inland Revenue

Remittance payments and year to date reports Read the warning message before
may also need adjusting. clicking on Ok to continue.

L LIS The employees name will now have a

Select the starting tax period for yellow and red symbol next .to it in the
back-processing employee viewer on the main screen.

LCancel | OF. |

After back-processing an employee ——T Muad Emploves
there are two options to re-calculate; popen & Pay Employee
Open & Pay Employee to restart the Close Pay Period

pay period or Load Employee to reload
the pay details for that pay period. The
payI'O”-pI'OCGSSIng screen W|” then be Emp]gyee Maintenance. ..
displayed.

Second Pavment., .,

Delete Employes

Employves Print 3
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| REPORTS

All reports available within Qtac Payroll
are accessed from the Reports menu.
These are then divided into their relevant
groups.

Reports by Company

92

Reports  File By Inter

Campany 3
Employes 4
Pay Period »
‘ear End k

Pro Reports 4
Global Reports  »

Tax Tables. ..

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

v [MOZ] Hagues, &
= 4 Support
ol (103 Butler, b [03)
@ (M0O3) Richards, A
- 4 Sales
@ (MO3) Palmer, 5 (01]
W [M04] Peters, )

Click the left mouse button over the
company name to select.

Go to the reports menu and select the
required report.

The Selection Criteria screen will then
be displayed, which is explained later in
this section.



Reports by Employee
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Some reports can be printed for an individual employee:

[M03) Buther, b (03]
@ (tM03) Richards, A
=4 Sales
& [M03) Palmer, 5 [01)
W [M04] Peters, )

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

Reports Options

Click the left mouse button over the
employee’s name to select.

Go to the reports menu and select the
required report.

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

Load Employves
Cpen & Pay Emploves
Close Pay Period

Second Pavment., .,
Emploves Maintenance. ..

Delete Employes

Emploves Print 4

The options Selection Criteria for... screen will change depending on the type of report

that is being printed.

Group by Level T 2 Prirtt Preview | Printer Setup
Group by Level 2 [Djyision | Print
Group by Level 3 Company - Cancel
Pay Frequency Pay Periods Font Size:
" weekly
Start = - 7
& 2vheekly art 2 10 v Include Leavers
r Include &l Pay
C Avleekly S | Frequencies?
& Monihy ][5
Taw Code Selection
Al " PAYE Only " CIS Tax codes only

Note: Not all options are available with every report.
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Grouping:

Some reports 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.

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:

&uydit Report/Payslip Options When printing payslips and
audit reports an additional

= ; L
Peysip OR field is displayed so that a
Payslip Message message may be entered.
! If the report is run by
Compary Mame | Gtac Payroll Products company the same message
Staff Number | will appear on each page in

the batch.

Employee Name  |Hagues, 4
Mat Ins. Mo, Further information which

M . - - appears on the payslip can be
altered here.
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Align Printer:

Drefault Cryztal Report Printer ;

SWHTACSERVERMCONICA
MINOLTA C250/C250F PCL

Special Stationery Alignment
- adjustments are in steps of
+ or - 0.001 ins.

Left Margin oo -
Top Margin 0,000 -

Test Print:
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The print position can be adjusted by
clicking the Align Printer button.

To adjust the printer, use the drop down
lists to select the degree of adjustment.

Click Save.

The alignment settings will be saved for
that particular type of report, so each
report can be aligned independently.

NOTE: If the page doesn’t align there
could be a problem with your printer
drivers.

Check the alignment changes by clicking the Test Print button. The selected report will

print with X’s’ or ‘9’s’ in all fields of the report.

Printing Payslips

To print payslip reports, select

Reports > Payslips and the

following screen will be displayed.

Reparts  File By Internet Calculator  Admin Help

Company 3 ml—_| [*TPAYROLL

Employes 3
Pay Period 3 Payslips. ..
Year End 3

Payroll Labels 63.5 x 38.1mm x 21
Pro Repaorts 3 Payrol Labels 63.5 x 46.6mm x 18

Global Reports  » HMRC Remittance Advice. . »

Tax Tables... Payment Method Reparts... 3

95



Payroll Operations and Procedures Manual

Payslip Type

" Address Papslip GCT1

" Security Papslip (Dot Matrix) QC33

" Pressure Sed Payslip

" Pressure Sed Paypslip OPHZ1

" Sage Style Security [Dat Matriz] SE33
" Sage Style Address [Dat Matriz] SE37
~

Emplovee Pay Advice

[ Change Default Payslip

7YY Y Y OTY Y Y

I aster Mailer

Self Seal Payslip Mailer QC21
Fressure Seal 12x377sz
Payslip Cheque

Multi Period Payslip

Custom Monthly Payslip
Payslip CL 95

Cypher Seal Payslip

oK 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.

Setting the default payslip format:

Select the Company > Company

Maintenance > Reports.

Other Reports

Fage Throw Between Report Sections
Supprezz Superceded Recards on P11
Supprezs Title Shading

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

Default Payzlip tupe

<1 1=l

| Payslip QCO1

Select the desired payslip type in the Default Payslip Type drop down menu.

Click Save and Close.
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Compary  Batch Management

Corpary Mainkenance. ..

Show Address on Pavroll Labels

v

Show Calculation Audit Report Ml Met of Rebate [+

BACS List Dates

Email Address |
Email Passwword

Retppe Email Pazsword

i
—
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Emailing Payslips
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.

Set the properties of eDocPrinter PDF Pro in General | Sharing | Ports | Advanced | Cole
the General > Printing Preferences.

o
@ |eDDcF‘linter POF Pra

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 Ermail S eifings

Send tl‘!e generated PDF file Sond the generbed POF e o email stachment

as ema.ll attachment and Serd slerdy thicugh defaul 2mal chenl W
Send silently through default o Gera T e o

email client. Serid skeeilh Ihicuok dalzul email chert

Send mal dreclly Ihrauch SMTF server

2 Information correct at time of printing.
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Installing ClickYes

For every payslip that is
emailed via Payroll Manager,
the default mail client will
display a warning message
advising that another program
is trying to access email
addresses. If the payslips are
to be emailed then click Yes
when each message appears.

A program is trying to access e-mail addresses vou have
stored in Qutlook. Do you want to allow this?

If this is unexpected, it may be a virus and wou should
choose "Ma",

™ Allow access For
Yes | 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.contextmaqic.com/express-clickves/3 .

E-mailing all employees payslips to a company

Go to Company > Company Maintenance from the main menu. In the Reports section,
set the company email address and the email password. From the Default Payslips Type

drop down list, select Payslips QCO01.

QOther Reports

Page Throw Between Report Sections v
Suppres: Superceded Records on P11 v
Suppress Title Shading v
Show Employers Cost on IR Remittance ™
Show Year to Date on 1R Remittance v
Default Payslip type

| Payslip QCOT -

Show Address on Pavroll Labels [v
Show Calculation &udit Report M| Met of Rebate [
BALCS List Dates I
Email Address |

Ermail Pazsword ,7
Fietype Email Pazsword

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 Qtac

software is installed.

% Information correct at time of printing
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Emailing Payslips to individual Employees

Go to Company > Company Maintenance Payslip Options

from the main menu. In the Reports section, Single Payslip Per Page v
set the option to print a single payslip per

page.

e-mall address

Select Employee > Employee Maintenance

| slex@atac co.uk from the main menu. In each employee’s
Eoicl] Pessmad) ,7 Personal section, set the email address and

. password that will be used to open the file
Retype Email Pagzword

when received.

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.

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

i

« Note! If you are intending to email payslips to employees, then either ALL employees
must have an email address, or the employees must be split into 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.
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Previewing Reports
When all the report options have been selected, click Preview and the report viewer will
appear.
AUH 4 Tt oM ow ||
Gtac Payroll Products Tax Refarence B6GE3RIGON
Basic Pay 183333 w:mm E;:gg OW%’:')T;'W
T Paid TO
505.20
T Eamings 100
183333
i
Gross for Tax
PRYMENTS 103333  DEDUCTIONS 463,64 Y“":::E’;;'\‘
o Tax Wih ;ai.‘nﬂl :ﬂCmnannNn Faymant Mathad Cash
2 Haguas. A 1369.69
Report Controls:
% Clicking this button will print the entire report.
Print
3 It is possible to search for any characters within the
report.
Search
T= Click the Toggle Tree View button to show\hide the
Tree View. The tree view allows pages to be skipped
Toggle Tree View within the report.
7E - Select the Zoom required from the dropdown list
Zoom
W45 ofB (3] The main white field shows the current page, the
= Selecti number to the right shows the total pages. The arrow
age selection keys to the left and right allow for scrolling through

pages of the report.
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The report viewer can be closed without printing by clicking the X| putton at the top right
corner of the report window.

Exporting Reports

It is possible to export and save all reports into various file formats for editing, etc.

Select the report to be printed\exported:

™ Exclude Emails Tick the Export check box on the Selection
Criteria for... screen.
[v Include Leavers?

Include All Pay
Frequencies?

v Exparl

Click Print Preview.

The Report Viewer will appear, click the % button to print or if you do not wish to print the
report click Xl to close the window.

Export From the Export screen you can then choose
which format to export the report in.

Format:
|Acrobat Farmat [POF) ﬂ

estination: ﬂ
ﬁ)lstkm; - | The destination of the file then needs to be
selected, which include email or to disk.

(If selected this gives you the option of where
you would like to save the file on your PC)

Click Ok to continue.

Export Options From the Export Options screen select to
export all of the report.
Page Range
]|

" Page Range:

Frarm: To:

You can also specify a page range for exporting.

Click Ok to continue.
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The next screen shown depends on the description chosen on the Export screen:
Disk File: will ask for you to specify the location to save the file on disk.

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

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

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

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

Addition/Deductions Report Options
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The Additions and Deductions Analysis Report allows either all the pay elements or up
to 5 individual elements to be selected from the list as shown below.

The Select All function will automatically be selected. If you wish to print the report with a
specific selection of additions/deductions then un-check the Select All button and select up
to 5 pay elements to include in the report.

Addition Deduction Analysis Report

Select 5 ar all Addition Deductions and AEQ's for the report

¥ Selectall [~ Pay Period Details

Once you have made your selection then click on the OK button and the report will be
generated.



| HMRC PAYMENT
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The Payroll software allows payments to be made to the Inland Revenue (HMRC) via the

internet. Select ‘Company > HMRC Payment’.

Company  Batch Management Employee  Report:

Company Maintenance, .
Divisions/Departments/Locations/GL Codes. .,

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

Bulk Amendments »
Display Preferences. ..

Transfer Employess. ..

Duplicate Company

HMRE Payment ¥ | InFarmation on Making Payments
Payment of PAYE

Paying By Debit Card

Pay Selected Companies Pay HMRC by BACS

Company Sections 3

Bureau Detais

EOY Totals

Pay IR by BACS:

Selecting Information on Making
Payments, Payment of PAYE and
Paying By Debit Card will open your
web browser and load the related page
of the HMRC’s web-site. Details are
provided on how to make payments
electronically.

NOTE: An internet connection is
necessary in order to use these
functions.

Only companies that have an Accounts Office Reference, Bank Details, a BACS File
Format and a Calculated IR Remittance value in Company Maintenance for the selected

period will be displayed.

NOTE: Companies which have already paid the HMRC for the selected period will not be

displayed.
Company Calculated Overide
Select File Location
C:\Program Files\JTACOB03,
PayPeiod  [3 -]
Inverse
Selecttll | Deselect Al | Selotion Close:

The Pay IR By BACS screen will list
the company name, the calculated
amount and the override amount (if
entered on EQY Totals screen).

Highlight the company and click the
Create File button.

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

The EQY totals will show amount paid
to the Inland Revenue.
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I QTAC PAYROLL ASSISTANT
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All versions of Qtac Payroll software come with an offline PAYE and National Insurance
calculator that can be used to check P45 details and hypothetical pay situations
independent of the payroll.

Switching Modes:

€ Payoll [& Calculator |

Calculation Options

The calculation options can be chosen from either:

[zo02-2009 = || Morthly '||E>:act j|GrosstoNetﬂ

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.

The dropdown lists at the top of the main

T I screen can be used to define specific

Or from the calculator

menu.

2008-2009 fdonthly
2007-2008 wieekly
2008-2007 2meekly
2005-2006 A-weekly
2004-2005 (uarterly
2003-2004 Half-v'zarly
2002-2003 Annual

AEnact

Table

Met to Grozs . .
P45 Chock scenarios for calculation.

Calculator - Admin Help

Calculator Mode IR
Payrall Mode
Reset i

Load Calculation
Additions and Deductions...

Opkions 4 Tax Year
Pay Frequency
WIZ Method
Calculation Type

r v v v

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



Making a Calculation
Additionz and Deductionz Thiz Period
Bazic Hours Rate Basic Pay
[ 0oo | 0oooo | 0.00
Change. .. Additions | 0.00
Dreductions | 0.00

Bestaore
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Use this section to enter the
pay details.

Click the Change button to
add any additions,
deductions, and SSP etc.

The Restore button will
clear 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 working tax credits, student loans and percentage

pensions as this is calculated during the pay calculation.

Tax NIC
Tax Code M1 Papglip Date

[ B43L [ |30/04/2008

MIC Code

|A j B/F MIC
Taxat

Manth Director? Start Date
1 [ P

When the pay frequency is set to weekly an extra field
relating to holiday pay becomes available. Paying
holiday pay in advance is covered in the Payroll

Processing section.

This Employment
Taxable Gross Tax Paid

| oon |

0.00

Enter the tax code and
select the tax basis.

Select the tax period
and payslip date.

If required, brought
forward NI details can
be entered by clicking
the B/F NIC button

Payat Tawat Pay
wheek weelk ‘wWeeks

I

Enter the Taxable Gross &
Tax Paid for the employee,
if required there 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.
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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 available after a calculation:

 Caloulation Audit Repor Save: To save the calculation to file.

f+" Payslip Report CIFwd: To carry forward the details to the next
pay period.

Save

C/Fwd | Print |

Print: For either a Calculation Audit Report or
Payslip Report.

Calculator File Operations
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Saving a calculation:
Click the Save button.

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

o (MOB) Seregan, 5 employee list to the left of the screen and the

TAC Caloutator for 6vE The file name chosen will be displayed in the
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.



Net to Gross Calculations

Select Net to Gross from the drop down
list.

TARGET MET P&y
000

" Calculation Audit Report
¥ Papslip Report
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Gross o Met -

|Gross toMet
Netto Gross i
P45 Check

The 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:

[ 50,80

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

Click on Calculate.

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

Tax at
kanth

Pay
1 Rebate b
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P45 Checker

Select P45 Check from the dropdown Groszto Net -

lists. Gross bo Mat
Met to Grogs
FdE Check

Monthly -

Select Pay Frequency from the drop down lists.

Enter the Tax Code, Tax Period Tax

and P45 details and click T Code

Calculate. TER
Taw at Month
[
P45

Taxable Gross
Tax Paid

The amount of tax paid will be displayed in
109.20 ¢
Caloulated Tax the Calculated Tax field.

Click Next to perform another check.
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| 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 is entered on a monthly basis in the
EQY Totals screen which can be accessed through the Company or File By Internet

menus.
Companies Funding, Deductions and Payments | SSP, SMP, SPP, SAP ]
Qtac
Utac Payroll Products | Enter the amaunts of any funding received from the Inland Revenue - these will be uzed to balance the IR
Remittance Report [P32] each Month and ta create a P35 at the end of the pear
P. !
IR Funding Incentive Tma;Deducted m?é“;?g s Akcady
— 5op guMp,  Pavment Cig Subcontractar Inland Caleulated g By
E ey SAP SEP Reclaimed Deductions Payments Reverue IR Retums  parg
T | oo oo | 0.00] 0.00] 0.00| 0.00] ooo I
2 | noo 0ol | 000] 000 0.00 | 0.00] oon I
3 | oo oon | 0.00] 0.00] 0.00] 000 s T
4 | oo oon | 0.00] 0.00] 0.00] noo| e T
5 | oo oon | non| non| 000 | 00| ooo I
6 | noof 0ol | 000] 000 0.00 | 0.00] oon I
7| oo oon | 0.00] 0.00] 0.00] 000 ooo T
g | oo oon | 0.00] 0.00] 0.00] noo| ooo T
3 | oo oon | 000 000 000 | 0.0d | ooo
m | oo oon | 0.00] 0.00] 0.00] 000 noo I
Humber of Compaiies " | oo oon | 0.00] 0.00] 0.00] 000 ooo T
< | 1o > |0 12| oo oon | 0.00] 0.00] 0.00] 0.00] ooo T
Section
Totals | npn| oo | 0.00] 0.00] 0.00] 000 154208
[Mone] =
Mone] Print | Unda | Close |

Funding Deductions & Payments

The Funding, Deductions and Payments tab contains a month by month breakdown of
payments made to and from the HMRC.

IR Funding:

The first two columns (Tax & SSP, SMP, SPP, SAP) are for adding any funding received by
the HMRC to help pay tax, etc. NOTE: That this is not for amounts which have been
recovered from the Revenue.

Incentive Payment Reclaimed:

Used for entering any bonus payments. For example, 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
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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 that have suffered CIS deductions and must
enter the value from form CI1S25.

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.

Calculated IR Returns:

This is the only column which cannot be entered manually — it is populated after the HMRC
Remittance Advice report has been closed/printed. The software will automatically
calculate how much is owed to the HMRC depending on payments made to staff and
figures entered in the other fields in the EOY Totals table. You will occasionally be
prompted to update these figures after running the Remittance Advice report and you
should do so after every pay period.

The EQY Totals table can be printed if necessary.
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Preparing Payroll Manager for File by Internet

Select File By Internet > Setup

File By Interngt = Calculator  Admin F

Setup

ECY Totals

ED Validation
Enter P334's

Submit bo HMRC
Schedule Submission

Status Reporks

Query Submissions Skatus

view Responses

Reprint P35 Declarations Repart

Set up and Authentication Details:

Before you can use Qtac Payroll to file information online you must input some details.
Your User ID and Password - obtained by registering on the Inland Revenue’s website,
www.hmre.gov.uk or www.gateway.gov.uk and the email address you registered with the

HMRC. If the returns are being filed as an agent, tick the Agent Required check box and
enter your agent details.

NOTE: File By Internet will often be referred to as FBI in this manual.

~Agent Contact

:I'
l—
l—

I~ wiark [T Prefered
I~ Mokile T ok [T Prefemed
I~ Mokile T ok [T Prefemed

—

Geny

Email

|
18l

Defaulk Currency [GRF

—

1D Awthentication

User D Sender

Password [ [Emploger

=]

Cloge | Unda

Save |

You will also need to specify the Sender type from Agent, Bureau or Employer as
applicable

Click Save and then Close to return to the main screen.
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Sending a Single Part FBI Submission

Before attempting to submit any end of year returns, please ensure that Qtac Payroll has

been set up for FBI, as detailed in the previous section.

Data Validation:
Select File By Internet > Submit to

HMRC

File B Internet  Calculator  Admin F

Setup

ECY Tokals
ED Validation
Enter P334's

Subrnit bo HMR.C

Schedule Submission

Status Reports

Cuery Submissions Status

View Responses

Reprink P35 Declarations Report

Sending End of Year ‘Full and Complete’ information:

The Full and Complete option is used for end of year purposes, selecting Full and
Complete will allow you to send off the following information to the Inland Revenue:

P14 Declaration, P38a Declaration, P11 Declaration, all Tax and NI figures, Statutory
Payments and Totals for the company.

1D Authentication

Uzer D
Paszword

Retype Password

IN ear
P45(1] i~
N i~

[abctzz

End of Year
Full and Complete

Paga

W

10 Rt e

ClIS

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

Qtac 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
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company information fails the end of year validation then a report will be generated detailing
any fields that must be altered.

1 E Qac Pavroll Producks passed ECY Yalidation
L

File By Internet P35 Declarations and Checklist:

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

File By Internet P35 Declarations and Checkhist
Companies

Olac | Qtac Payroll Products

-T@ést Declaratians] Checklist (1] | Checklist (2) | TaxandNI| Statutory | Tatals]

P14 Declaration
Forms P14, End Of Year Summary for each employes or Tax Year
director for whom | was required to complete a form P11, 2008-2009
Deductions ‘working Sheet [or equivalent record) during the
year 1

et el S e

P38A Declaration

Completed form P384, Emplayer Supplementary Fetumn
Are Due - Are Mot Due (=

P11 Declaration

Completed P110 and P10 b). Retums of expenses
pavments, benefits and Clags 14 contributions

Are Due - Arenotdue  (+

Schedule
this
Submission

Tranzmit
Live

Build =pL Claze

Print ‘

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.
Alternatively, send the P35 electronically by following the instructions below:
There are several options when submitting the return to the HMRC:

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. This is usually used to
check the information being sent to the HMRC.
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Send immediately by clicking Transmit Live.

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.

Transmit Live:

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

Gateway Submizzion Server

URL: |https: /#secure.gateway. gov.uk /submizsion

After clicking Submit, the payroll software 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 completed, a message will appear 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 (located later in the File By Internet section of
this manual).

Sending a Multi Part FBI Submission
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¥ Note! This feature is available in Payroll Professional only.

Submitting P35 Part:

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

Payroll Professional 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.
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File By Internet P35 Part Declarations and Checklist

Qtac Payroll Products
Declarations | Checklist (1] | Checklist (2] Tax and NI| Statutory | Tatals]

P14 Declaration Number of P14 Parts
Farms P14, End OF Year Summary for each employee or It farms P14 have been sent
director for whom | was required ko complete a form P11, zeparately from thiz P35 part please
Deductions Warking Sheet [or equivalent record] during the state the number of PARTS sent,
year it the tatal number af forms P14,
Il o and note that only one P35 is
required reflecting all P14 parts
P38A Declaration 0
Completed form P84, Employer Supplementary Retum For more detailed information, see
the MP2 Da it online - Online filing
= L and electronic payment book.
P11 Declaration Tax Year
Completed P10 and P110(b). Retums of expenses
pavments, benefits and Class 14 contributions 2008—2009
Are Due -

Schedule
this
Submission

Build XML Transmit
Live

Print ‘

Cloge ‘

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
EOY 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 (see Scheduling FBI
Submissions for more information).

Transmit Live:

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

[ateway Submizzion Server

URL: |https: /feecure. gateway. gov. uk./submizzion

Click Submit, the 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 (located in the File By Internet section of this
manual).

Submitting P14 Part:

Select File by Internet > Submit to HMRC 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
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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.

Submissions available to schedule . Submissions Scheduled
Current Date Time
EEDY Gtac Pavoll Products 3.xml i

................. 17/ IE/2008 1212

Scheduled Date Time

17/06/2003 :

PESSSSS
Activate Timer

I

Selectal Deselect Al Irrverse LCancel
Selection
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Enter the required submission date / time in the Scheduled Date Time fields.

ERSSS0 Y

Click the transfer button to schedule the submission. The right-hand column will now show
the submission along with the date / time.

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

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 the software 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 checked at any time by selecting File
by Internet > Query Submission
Status.

File By Internet  Calculator  Admin  F
Setup

EDY Totals

EC Walidation
Enter P33A's

Submit ko HMR.C
Schedule Submission

Status Reports 4
Cuery Submissions Status

View Responses

Reprink P35 Declarations Repork
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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.

The payroll will work through all of the submissions pending validation and update the
status.

Status Report:

To view the status of each company, select File by
Internet > Status Report > EQY Status to display the
Selection Criteria for EOY Status screen.

File By Internet  Calculator  Admin H

Setup

t B0y Validation

| Enter P334's
Submit ko HMRC
Schedule Subrission

EOY Tokals i
|

Status Reports 3 ECY Status
Query Submissions Status P3584 Skatus
Yiew Responses P45{1) Leaver Status
Reprink P35 Declarations Report P45 Part (3) Starter Status
P46 Starker Status
WL Skakus
CIS Monthly Return Stakus
CI5 Werification 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 you have selected, click Print or Print
Preview to create the report.
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efile p45 Part 1 (leaver)

To send a P45 Part 1 electronically to the HMRC you will first need to set the employee to a
leaver. Open Employee > Employee Maintenance for the employee in question then
select the Personal tab and change the Payroll Status to Left and enter the Date Left.

NOTE: You can set the employee to Left for a date which has not yet passed.

Select Employee | J Staff Mo | J
General EEISDnall TaxandMl| Pay Mathnd] Pay Eates] gddlhnns] Qeduchnns] AEDS] Pension ] Motes I
Employes Address -
Paymall Status olaays
|2 P_ Holiday Hours? r
| Aotive -
a Huoliday T aken 0.00
Date of Birth
a Huoliday Allowance
n 02/021 992 Y 220
Date Joined
Holiday Credit
PostCode o002 oliday Credits [
|Home i e D ate Left Huoliday as % of Gross Pay 0.00
e-mail addiess 18/06/2008 Huoliday Pay Credits Taken 0.00
M=l S Holiday Pay Credits Accrued
| & Single 1y Pay 000
Email Password " Married Director Smiha
art Date
Fetype Email Pazzword " widowed [ Yes?
¥ Dfsareed ™ &pply Directar NI7?
2

Suppress Emor Messages [ ‘ Undo

LCloze ‘ Save

After saving the changes in
Employee Maintenance, the
window on the right will

appear confirming your User ID Authentication

ID and Password from the T T

File By Internet > Setup et e
screen. Fetype Password ’h
Select the Submit button to e | st | Soteble | g |
send or Schedule

Submission to send at a time
convenient to you — see
Scheduling FBI
Submissions.

The payroll will then validate the P45 details.

Select OK to confirm.
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1 Qtac Payroll Products passed ECY Walidation
LAY

You are given the option of
viewing the XML file before it
is sent but it is not a 9 ) L Bk For Otar,

. \-‘/ D you wish to preview the SML File?
requirement.

o

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
schedule a submission skip
this step and follow the
instructions below.

Gateway Submission Server

LAL: |hllps. #/zecure. gateway. gov. uk/submission

Source XML l Besponse ML | 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 a folder.

Wiew XML ‘ Gy il ‘ Cancel ‘ Submit
Files |

Select Submit to send your
P45 to the HMRC. You will
receive a confirmation
email from the HMRC
within 24 hours.

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) or your User ID or Password in the File by Internet > Setup
screen.
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1046 Error when Filing Online

1 E 1046 Authentication Failure, The supplied user credentials Failed validation For the requested service,
.

Scheduling a Submission:

To schedule a submission, 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.
NOTE: The schedule submission process is the same for CIS verification.

Subrmizsions available to schedule Submizsions Scheduled

ECY Qtac 1.xml
EOY GQtac Payroll Products 3.uml 17/06/2008 15:49
P45(1] 16 Utac Payroll Products 3.xml
P45(1] 2 Htac 1 xml

Current Date Time

Scheduled Date Time

17/06/2008 :

bY3553%
Activate Timer

/o M

Inwerse
5 LCancel

Selection

Select the transfer button. bagied

Selectall | Qese\ectAII|

The selected P45 you have selected will now appear in the right window, as shown below.
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Submissions available to schedule Submissions Scheduled
Current Date Time
EOY Utac 1.xml P45(1] 16 Qtac Paproll Prod...  17/06/2008  16:22
EO tac Paproll Froducts 3.xml 17062008 [1553 P4B(1) 2 Qtac 1.uml 17A06/2008  16:22
Scheduled Date Time

17/06/2008 16:22

Activate Timer

EE

Inwerse ‘ | Eeeed ‘

Selection

Selectall | Qese\ectAII|

Now select the Activate Timer button. Seiveliz Tives

This will start the process of submitting
the P45.

Submizson Schedule Active

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

NOTE: An active Internet connection is required for submitting P45 details electronically to
the HMRC.
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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.

Select Employes |B, B j Staff Mo. |02 j
ﬁenelal] PBerson ] PayMethod} Payﬁates] ﬂdd\lions] Qeduct\ons] AEDSI Eensiorﬂ Notes]
Tax Basis
Tax Cod 5
a3k ooe 543L " Cumulative o+ wWihk1AMth1 MI Code Letter
NewTaxCode | T ax Basis |& - NOT C/out Standard Rate |
= i i
Effective Dale ,”7 Curnulative ‘] AMthi
Previous Employment P45 Pay and Tax
Gross Pay Tax Paid Tax Code W11 Pay Frequency
NI Humber
[ 4mo0o0 | 4237.20 {5430 T [Morthy | —
Date of Leaving 22/06/2008 [” Student Loan? [~ PE Details
Previous Emploper IRPR Mumber
Tar District Add | PAYE Reference Last Pay Period P11 Tax
[m4 =] Mew][s3macon [z -] [ ez
efile P45(3) | efile P45 | P45 Check | Ha Pay Until dpril [~ |
S5P1L)
LastPWDate [ 7 Mo WeeksSSP [ 2
(et il Suppress Emor Messages [ Add New Close
Fonward s g = =

The window on the right
will appear confirming your
User ID and Password
from the File By Internet
> Setup screen.

Select the Submit button
to send or Schedule
Submission to send at a
time convenient to you.

1D Authentication
Uzer D abc123
Password [
Retype Password oo 4
Piint P45 ‘ Subriit ‘ Sehedde | Cancel ‘

For detailed information on submitting or scheduling a submission see efile P45

Part 1 (Leaver)
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efile P46 (starter)

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

Select Emploves |B,B j Staff Mo. |02 j
Qenalal] Persanal i H F'ayMethnd} F'ayﬂates] gdd\linns] Qeduct\nns] gEDsl Eansinnw Nﬂtes]
Tax Basis
Tax Codh "
axLace s43L © Cumuative & Wicl/Mthl Ml Code Letter
NewTaxCode | T ax Basis |& - NOT C/out Standard Rate |
o i "
Effective Dale ,”7 * Curnulative Wk /Mthi
Previous Employment P45 Pay and Tax
Gross Pay Tax Paid Tax Code W11 Pay Frequency
NI Humber
[ oo | 000 | T [Morthy | E—
Diate of Leaving A [~ Student Loan? ™ PG Details
Previous Emplayer IRPR Mumber
Tar District 4dd | PAYE Reference Last Pay Period P11 Tax
[ ] Neal] E o [
sfls Pi(3_| sfloPt | PasCheck | HoPayUnilipi I |
SSPIL)
LastPWDate [/ 7 Mo WesksSSP [ 2|
Gty B Suppress Emor Messages [ Add New Close
Forward. = =

The window on the right will appear
confirming your User ID and Password

from the File By Inte

screen.
1D Authentication
User ID abc123
Password
Retype Passward s |
Print P45 ‘ Submit ‘ gohedde | Cancel ‘

rnet > Setup

Select either the Submit or Schedule
Submission button to open the P46

Declaration screen.
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Tiek mach declsbon thl sppbes 1o B B, 02

Employee’s Fresent Covamitances

a e ;::M.".:;w=mwmﬂmwwm On the P46 Declaration you will have various
. - Mooy on i, e o ey HAVE options which will be applicable to this employee.
Berwld They a slobe o Ecoup

e

waryes has arvather job o

Shudert Loan
1] E sl i d
i et e ot [ Select the Submit button to send or Schedule

e o e oy et e ke e Submission to send at a time convenient to you.

] ] =]

CIS Monthly Submission

A monthly submission for subcontractors must be submitted to the HMRC every month.
NOTE: Failure to submit a monthly return will result in fines from the HMRC.

To submit a subcontractor’'s monthly return,
select File By Internet > Submit to HRMC.

File By Internet  Calculator  Admin F
Setup

ED¥ Tokalks

EOY Walidation
Enter P334's

Submit ko HMR.C
Schedule Submission

Status Reports 3
Query Submissions Status

Wiew Responses

Reprint P35 Declarations Report

1D Asbartioaton The screen to right will appear.
User 1D [cizz
Passward  [sess ——
Retype Password  [seun 1 —
IM Year End of Year Cl5
P45[1] i Full and Complete " Verfication i
WU i P384 " Monthly Return (v
'
2 Select Monthly Return under the CIS
o section, and then click OK.

Click OK to continue.
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Test CIS Return for month 3

Comparins —_—

Tisc — 1 Dnckwations

Qo Payeal Products

Teat Gubsortibctor Lﬁ, Marerisl Daductions
Tesk A G T - oo 0

Murity Eay Frauad .
: 2| ::5; it | g | T | e, El

Before any transaction Test CIS Return for month 3
takes place, select the (Ao )
statement as applicable in Fag o

the Declarations tab.

Moty Py P

Print |

— Can you Confim that re paymenis have been mads io

C F aach individual

have

F ot b dored
ot been made under coniracts of emplopment
i e i h
[+ sithes been wesified with HM Pevenue and Customa, of has been
irchuded in peervious C15 retum in thes, o the previous bwe Las years

7 Can you Confim i the nfcrmation grven or the setam s comect
] complchs s Wt bl o i krnvbockn

™ | do ot aniicipate paying sny subcontiachon inthe nest 1ix months

Select Print to copy this file.

] o] 57 = ||

Transmit Press Transmit Live to submit now...

Live

il

EEEE ...or Schedule this Submission to send at a time convenient to
Subriszion you_

The Print, Transmit Live and Schedule Submission functions are covered in detail earlier in

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

Registration is covered at the start of

this manual.

System Options

Admin Help

Reqiskration. ..

Systern Cplions...

User Management. ..

Default User Management: Settings...
Default Company...

Unlock all Records

Change Passward. ..

Payrall Status Report
Compary List

Archive and Restore Data. ..

Persannel Manager 3

Data Conversion r
Compact And Repair

Eank Maintenance. ..

Audit Trail,,.

Euild Comparry Index
Clear Company Index

Clear EOY Validation

Diata Inkegrity Check. ..

Misc
I~

¥ Restore Last Company Used

Hestore Last Screen & |zez

|¥ Fiestore Last Emplopee Used
[~ Disable Archive prompt on esit

r Dizable query submizzion on
launch

—Report:
Shaow Feports Maximized n

Report Print Time Delay I 1 Seconds

I 100

Report Zoom %

Mo, of Companies
Dizplayed 100

Cloze | Save |

Hardware Repart...
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Miscellaneous:

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

The Disable Archive on Prompt Exit will stop the prompt to backup the database when
the program quits.

NOTE: Even if disabled you will still be prompted to backup your data once a month.

Disable Query Submission on Launch will stop the Query Submission screen from
opening when the program is first loaded. The Query Submission screen allows the user to
monitor the status of electronically submitted reports (e.g. P35).

Reports:

To make the report preview window open in 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 feature allows for a pause time in 1 second increments.

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

No. of Companies Displayed sets the number of companies which are displayed in the
company selection drop down menu at a time. This can be used to reduce loading time of
large payrolls (100+ companies)
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User Management

User Management allows new users to be set up in the payroll with variable permissions
which can be adjusted for each company.

NOTE: These options are only applicable on multi user systems and are only accessible by
the supervisor.

User Tree View:

: The primary role of the tree view is to
2 Wl leae monitor current user status and
: permissions.

- Locked

[ Logged 0t

ﬂ Logged On

= To view a user’s details, click the
left mouse button over the
required user to highlight them.
Any options set will be shown.

=  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:
f&!_ac Users can have different attributes for
e Payrol Frocucts individual companies.

= Select the users in the tree view
then select each company in turn,
adjusting the attributes as
required.
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User Permissions:
Qtac .
Ve Chne These options relate to employee and company
Campary  Company functions.
I v
To give the user permission to perform a
function, place a tick in the relevant box.
" Apply to ALL COMPANIES
€ Apply to CURRENT SECTION As mentioned previously, these options can be
O DR set individually for each company.
tac Peyrol Prodhucts =  To make the selected options
Crange  Deele Ve Back applicable for all companies tick the
mployee  Employee  Employes  Process
Erploee Apply to ALL COMPANIES check box.
2 4 o o This can then be overridden if
necessary.
NOTE: A user cannot change employee
details if they cannot view them!
User Status:
Global Setings i i 4
Logged e Supervisor &llow  Show  Cieate X FBI Backup It 1S pOSSIbIe to |0Ck ausers account to Stop
On  Locked ;?éz\l ?;‘;?:rt:on Companies Alowed  Alowsd unauthorized Iogglng on.
3 r 3 3 r v v 3

It is also possible to give or remove supervisor
rights.

NOTE: There must always be at least one
supervisor account.

Username and Password:

Change the username and password for Userhlame Password
a user account here. This is only ] !
accessible by the supervisor. Users

can change their own password through

Admin > Change Password.

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. Users can also be added or
deleted as necessary.



Default User Management Settings

Payroll Operations and Procedures Manual

Shown below is the Default User Settings screen. When a new user is created they will
have the defined privileges as set here.

Employee

Change  Delste Wiew

v v v
Global Settings

Al
FBl  Supervisor  Payrol

v v v

Employee Employes Emploves  Process

Company
Back Wiew Change
Company  Company
Employes ¥ ¥
[
Show Create Backup
Fepot Companies Allowed

v

Mode  Selection

v v

o |[]

Default Company

The Default Company screen allows the user to set defaults on the General, Calendar,
Reports and GL Codes tabs on the Company Maintenance screen. When a new company
is added to the payroll they will be created with the defaults as defined here.

Tax District

Accounts Difice

Shipley b

Electronic Payments

EACS File Farmat

Mumber - J

General 1 LCalendar ] Beportsl GL Codes

HIC Options

Default Ml Method
Exact hd

Calculate smal
- emplayer relief on

SMP SAP SPP

payments

cch

Standard Format j

v Show BACS Header

| CHAPS Advice Indicator
[~ BACS List Dates

Type
" Mormal

¢~ Emplayes (Primary NI
Cont's only]

™ Penszion anly scheme

Display Options
Display Forenames i

O

Mumber of Characters
in Staff Mumber

Default Pay Details
Calculation kMethod

| Gioss to Met j

Pay Frequency

|Munlh|y j

Cash Met Pay Found 0o
downta ..

Pay Emplayees if na Hours i~
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Change Password

This is used to change the password of the user that is currently logged on:

Password Enter the current password.
urrent ||
e Enter the new password.
— Enter the new password again in the Confirm

Password field.

@ :l Click Save to complete the operation.
At anytime click Cancel to quit without
saving.

Payroll Status Report

This report gives the status of any open or closed pay periods and is divided 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.

Company List

This report prints a list of companies currently on the payroll, their PAYE reference, tax
district number and bank details for BACS payments.

Archive and Restore Data

Archive and Restore data allows payroll data to be backed up to either a hard disk drive or
removable media.

NOTE: 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:

Restore |

0% 100

Clase




Archiving Payroll Data:
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=  Click the Archive button to open the file dialog window.
=  Select the location to save the backup.

=  The file name consists of Year-Date-Time, example Q2002-08-14@142051.arc. The
file name can be changed if necessary.

=  Click Save to start the backup.

A counter will show the progress

of the backup. When complete

click Ok on the message box and

then Close.

DynaZlP ZIP Request

Please insert the first disk of the Multi-volume set.
Press OK when ready or Cancel to abort.

Cancel

DynaZlP ZIP Request

Please insert Disk Yolume 2.
Press OK when ready or Cancel to abort.

Cancel

Restoring Payroll Data:

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.

Archiving to Floppy Disk:

= If you are choose to save the file to floppy disk,
and then a message will be displayed
prompting a disk to be inserted. Once the disk
is in the drive click Ok.

= |f the backup is too large to fit on one disc, a
message will be displayed prompting for a
second disk to be inserted. Click Ok when the
second disk is in the drive.

DynaZIP UnZIP Warning

C:\Program Files\ 0 TACOB0SAATACOS09. mdb exists, do you want to overwite it?

Tes Yestoal Bename ‘ g Ji) LCaneel
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Personnel Manager (Only Applicable to Personnel Manager
Users)

The Payroll software can import data from Vizual’s Personnel Manager program. To do
this, go to Admin > Personnel Manager > Link Status.

[~ Wctivate link 1o Vizual Personnel Manager: - To turn on the link, click the
Activate Link check box.
File Locations ...
‘ ]
Clear Link History File ... = Choose the location of the
Clear out Link records processed befors: | 29/08/2008 | Clear interface files.
Import Lock Status: | Idle  Clear
LCancel l:l - C|ICk Save

= Click Cancel at any time to quit
without saving.

Clear Link History File:

All interface records between the Payroll software 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 system 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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End of Year Migration

Payroll Manager and Payroll Professional have a built-in migration facility to ease data
transfer between financial years. To start the migration utility, select Admin > Data
Conversion > Convert ‘X’ to ‘Y’... (Where X’ is the previous year and ‘Y’ is the new
financial year). The following screen prompts you to backup your archive before continuing
with the migration.

Click Continue when ready

WARNING!
You are about to run the Migration Utility

Before continuing with this process you should ensure that you
have taken an up-to-date archive copy of your existing Payroll
data

If you need to make an up-to-date archive copy then close this
Year End utility. make the archive copy. and then re-run this
utility

LContinue

Exit

You will then have to select the location of the database for the previous year’s data. If the
software is stored on a standalone computer using the default install settings click
Continue. Network installations or systems using removable storage devices will require
you to manually select the location using the Browse button.

Select the folder where last years data is held

If you un a standalone system, and you did not change any file path
names when instaling the QTACOFOE system, then the folder containing
last years data will be C:4Program Files\A TACOF0E, the default shown in
the selection box below.

If you hawe installed the 2007-2008 data anpwhere ather than in the
default folder, then click the Browse button and use the window
displayed to navigate to the folder where the QTACO708. mdb file is
stored.

C:A\Program Files\Q TACO70S

LContinue ‘ Exit ‘
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Next, select the companies to be migrated — if all companies are to be migrated, click the
Select All button then Continue.

Source Companies
Rtac Ravioll Froducts

Invert Selection

Back ‘ Lontinue | Exit ‘

Select Al ‘ Unzelect All

The next screen prompts you to uplift the tax codes to meet the changes in personal
allowances for that year. You will be asked to confirm this after clicking Yes.

Do you want to uplift employees tax codes?

In his Pre-Budget Statement the Chancellar of the Excheguer announced that
the income tax personal allowance will be increaszed to £5435 for 2008-2009

All employees with an income tax code ending with L, for whom you do not
receive a hew code from the Inland Revenue, should have their code
increazed by 21 to reflect this announcement. Employess with a tax code of
5221 in 2007-2008 should have their code changed to BO3L for 2008-2009.

P3X (2008)
Code Uplift
L 1 Note that all Week 1 /

Month 1 settings will be

Al other codes [Mane] reset
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NOTE: The number of companies and employees selected for transfer will be displayed.

Total Selected Frocessed

Companies
Emplayees 0 0

Employees Migrated

Back Migrate ]

Exit

Finally, click OK on the completion message and close the prompt to save the migration log

(this is mainly for use by Technical Support staff).

Your employees and company details will now be available for processing.
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Company Export

There may be occasions when a selection of companies needs to be exported. The Payroll
software 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 yvour QTac Payroll 0708 database.
~C i

rExpork Location

Qtac Payroll Products Lockin: | = -
Folders: [Z3C:
ProgramFiles
T QTACOE0S

Please select the campanies from your

Please select the location that you would
database that you would lke to export.

like ko export the company to

rResults

Cancel ‘ ‘

Upon opening the Company MDB Export window a list of companies will automatically
populate in the Companies list area.

Select the companies that are to be exported and select a destination for the exported file from
the Export Location window.

Click the Export button to begin exporting the chosen companies.

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 which can be exported to a
chosen location.

Company  |ftac Paroll Products

Upon selecting the Company CSV Export
Select il Locaton option, a window will be displayed with the
T intended location of the exported file.

| =  To change the file location,
click the ‘..." button.

= Once the location has been
selected click Export.
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Compact and Repair Database

Running the Compact and Repair feature regularly will help keep the database at a
manageable size and can decrease loading times.

It is recommended that this utility is used at a time when no user, other than the supervisor,
is on the system.

Note: If the utility is launched while another user is connected, the Payroll software will
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 the Payroll software can be accessed
through Admin > Compact and Repair from the main menu options. The database will
then be compacted and a message will be displayed when the process is complete.

Bank Maintenance

This option links to the Bank Maintenance screen which allows you to add new bank sort
codes, names and branches which can then be applied to employee records for wage
payments, etc.

Audit Trail

This option prints an audit report which shows all changes made on the database (this is
mainly used by Technical Support).

Build Complex Index

This option refreshes the companies visible per section when using the No. of Companies
Displayed option in Company Maintenance. This option can also be cleared if necessary.

Clear EQY Validation

This function clears the EOY Validation table in the database, helping to reduce its size.

Data Integrity Check

The data integrity check is used mainly by Technical Support to ensure the table
relationships within the database are functioning correctly.

Hardware Report

The hardware report displays your current hardware and operating system specifications.
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I IMPORTING COMPANY DETAILS

The Payroll software has a Company Import function which allows external company
information to be imported at any point during the tax year. This information needs to be in
the form of ‘comma separated value’ files (.CSV) and arranged in a specific format. You
can find examples of the format of the import files on the 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 JEEI Hee
. Reagistration, .,
prepared, the company details can be J  System Optiors. ..
imported. Select Admin > Data j  User Management...
. Defaulk User Management Setkings. .,
Conversion > Company Import from Default Campany...
the main menu. Unlock all Records

Change Password...

Payroll Status Report
Company List

Archive and Restore Data...

Personnel Manager »
Daka Conversion 3 Convert 0708 ko 0509...
Compact And Repair Company MDE Export...

Company Import,.,

Bank Maintenance. ., Cornparty CSW Expot..

Audit Trail...

Build Company Index
Clear Company Index

Clear EQV validation
Data Integrity Check. ..

Hardware Report. ..

From the Data Migration window (below), select the source and target folders by clicking
Browse and selecting the appropriate directories.

NOTE: The source folder must contain a folder for each individual company being
imported.

SosceFios VTR0 Soure Folde [ENPIBDAR FISESH Fist 2008 Biowie Click Prepare to display a list
2o o ITRETAS e ] g o of relevant files in this

e i ) — directory. Highlight the file
ol T e — that is to be imported and

Compaes [ 0 [ ® click Import. All information
: — in this file will be imported into

== Payroll Manager. The
program will need to be
restarted to refresh company

Miin information.

Btroly [
Comecetas:[
nrco«i:ﬂudedl
Migraton: Started | Frastent | Tiewes Tadiors

Prepn (R
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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 (This file contains additions and deductions set up for each individual

company.)
Field
Number | Name Type Description / Value(s)
PKAdditionDeduductio | Long Primary Key to uniquely identify the
1 n 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.
a deduction to an additional Bank Account by
15 BACSDeduction Yes/No | BACS
Yes = Include in Holiday Credits Accrued Gross
Pay calculation; No = not included in Holiday
16 binHolidayCredits Yes/No | Credits 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)
Long Primary Key to uniquely identify the
1 PKPensionFund Integer Pension
2 strPensionFundName Text Pension Fund Name Description
3 strSchemeRef Text Pension Scheme Reference
Company Pension SCONCOMP
4 strtSCONCOMP Text Number
Suffix for Company Pension
5 strSCONCOMPSuffix Text SCONCOMP Number
IngSCONCOMPSchemeTy | Long
6 pe Integer SCONCOMP Scheme Type
7 strSCONCOSR Text Company Pension SCONCOSR
Suffix for Company Pension
8 strSCONCOSRSuffix Text SCONCOSR Number
IngSCONCOSRSchemeTy | Long
9 pe Integer SCONCOSR Scheme Type
Inland Revenue Approved Pension
10 binIRAPP Yes/No Plan
Long
11 INngECONSCONSelection Integer None = 0;COMP=1;COSR =2;
bInGrossLessBasicRateTa Requires Pensionable Pay to be
12 X Yes/No Gross Less Basic Rate Tax
Yes = Additional Holiday Payments;
13 binHoliday Yes/No No = no Additional Holiday Payments.
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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 Nl 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.
Lon
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,SX
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
27 Salary Double for 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
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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
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 (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.
4 Tax Double B/F Amount taken in tax from the employee this tax 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.
SMPReclai B/F SMP Reclaim Amount claimed back from the
9 m Double Revenue this tax year.
10 SAP Double B/F SAP Amount paid to the employee this tax year.
SAPReclai B/F SAP Reclaim Amount claimed back from the
11 m Double Revenue this tax year.
12 SPP Double B/F SPP Amount paid to the employee this tax year.
SPPReclai B/F SPP Reclaim Amount claimed back from the
13 m Double Revenue this tax year.
B/F Student Loan Amount taken from the employee this
14 SLoan Double | 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 NI
4 NIEe Double | Code.
B/F Gross E'er NI this tax year for the indicated NI
5 NIEr Double | 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 NI
9 NIEarnings Double | 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 the
12 ETToUELEarnings Double | 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 (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)
7 BFLoanAmount Double Current outstanding balance (Deductions 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,|
4 strEmployeeSchemeRef Text Pension reference.
Employee pension value. (Note the field
name is misleading - it can apply to either
the Main Pension or an Additional Pension
5 dbIMPEE Double | contributions)
Employer pension value. (Note the field
name is misleading - it can apply to either
the Main Pension or an Additional Pension
6 dbIMPER Double | contributions)
Yes = Main Pension; No = Additional
7 binMainPension Yes/No | Pension.
Yes: Employee pension value is calculated
as a percentage of pensionable pay; No:
8 bInEmployeePercentage Yes/No | Employee pension is a fixed amount
Yes: Employer pension value is calculated
as a percentage of pensionable pay; No:
9 bInEmployerPercentage Yes/No | Employer pension is a fixed amount
10 dblEePercent Double | Employee percentage of pensionable pay
11 dblErPercent Double | Employer percentage of pensionable pay
Yes = Pension Limits; No = No Pension
12 binLimits Yes/No | Limits.
Yes = Employer pays employee NI rebate;
No = Employer does not pay employee NI
13 bInEmployerPaysEeNIRebate Yes/No | 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

EmployeeAEOQ.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, CCAEO,
2 AEOType 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 AEO Reference Number
9 AEODateOflssue Date/Time Date AEO issued
10 AEODateReceived Date/Time Date AEO Received
11 FinishDate Date/Time Date deductions finish
12 AOElssuingBodyReference | Text AEO Issuing 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

PAEOQ -Priority AEO
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CPAEO - 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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The help options can be accessed Help
from the Help menu

Tax Periods

Tax Periods, .,
Rates...

Help Topics...

Suppork Website
on line Support
Release Makes. ..
About,,

To examine where a specific date falls in a tax week or tax month, use the Tax Periods
calendar under Help > Tax Periods.

Select a pay date . = Use the dropdown lists to
October2008  [aewober <] [z008 <] choose the tax month and year.
Sun Mon Tue Wier] Thu Fri Sat
! 2 2 M = Click the left mouse button over
5 P P B P R one of the days.
12 (&l 4 15 18 17 18
19 20 2 22 23 24 25
% [z [ [ [ [m = The tax week, tax month and
monthly paid fields are displayed
Wweskly Paid Monthly Paid at the bottom.
Tan'week [ 28 TaxMonth [ 7
TanMonth [7
LClose

Rates

The Rates option allows you to check all the NIC bands, SSP, SPP/SAP/SMP, Tax Rates,
Student Loan, and National Minimum Wage information for the current year.
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5P| SMP/SAP/SPP | Student Loan | Mifw | Use the tabs at the top to select the
| TawRates- P18 Map!| TawRates] WICBands| sni | coses) comes | rate you wish to view.
Band1 [ Retel [ 7000 %  ScoltishTaxRates

Band2 [ 34600 Rate2 [ z0o0 % Rate1 [ 000 %
Band3 [ Rale3 [ 4000 % Rale2 [ 2000 %
Bandd [ Raled [ noo % Rate3 [ 4000 %

Rale§ [ 000 % Rate 4 [ oo0 %

Sub-cantractor Net Rate [~ 20.00
Sub-contractar Higher Rate | 30,00
Basic Rate Painter [ 2 Emerg&";éu T
Overiding Regulatory Limit [~ 50,00 e

TaxRebate Limit [ 0 4
Close

e

Rate 5 000 %

3

3

Help Topics
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The Help Topics option will load the on-line manual. This can be accessed at any time
within the software by pressing the F1 key on the keyboard.

Support Website:

Selecting Help > Support Website will bring up the Qtac Payroll Products website which
will document available updates for download as well as other support information. You can
also navigate around the rest of our website from here.

Online Support:

If you require additional assistance then a member of the Support team can connect to your
computer remotely. Providing you have an active Internet connection we will be able to
access your computer to help with any serious issues you may be having within the
software. Please be aware that firewalls and antivirus software can cause some
interference when initialising the connection and additional software (Java Script) may need
to be downloaded for a connection to be established.

NOTE: The Support team cannot connect without your permission and will only do so if
they have advised you this will be the best course of action. Please do not attempt to
connect unless stated to by a member of the Support team.

choose your agent and click the button to
proceed.

Choose a representative ~ Click Here

m POWERED BY GoToAssist™
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About

The About section contains some information about the software, in particular two version
numbers (Executable Version and Version number in System Info). These numbers are

useful when contacting the Support team or for checking upgrades have completed
successfully.

By clicking on the System Info button another screen will be displayed showing the version
number of the PAYE.DLL calculation file.
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I COMPANY MAINTENANCE PROFESSIONAL

When you setup a company in Payroll Professional it will run in what is known as ‘Parallel
Run’ mode — which allows you to run payroll alongside or in ‘parallel’ with another piece of
software to check figures before going live.

Payroll Professional contains functions for parallel running with another payroll system, and
extended functionality for General Ledger Coding.

Se|eCt Company > company Compary  Batch Management  Employee  Repork:
Maintenance. Company Maintenance. ..

156

Parallel Run Indicator:
In Company Maintenance, select the Bureau tab along the top.

By default all new companies set up on Payroll Professional will be in Parallel Run mode
and is indicated by the background colour of the company drop down box.

|Qtac Payroll Praducts j New Emplayee

Orange indicates Parallel mode and white indicates Live mode.

Include Open Employees in BACS Report:

By default the BACS report will not include 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:

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.

Click Re-open.
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Set Employee B/F figures:

Set Employee B/F (Brought Forwards) is used to make adjustments to figures calculated
with Payroll Professional while running parallel to another payroll system.

The principal behind this is that the previous individual pay records are combined into a
single brought forward record which can then be accessed and amended through the
Employee Brought Forward screen.

Click the Set Employee B/F figures button and when the process has finished, close the
Company Maintenance screen.

Select Employee > Employee Brought Forward from the menu.
Select the employee using the Select Employee combo box.
Click the Unlock button and then click Yes after reading the warning message.

The brought forward details can now be adjusted to reflect the results of the other system.

Go Live:

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.

General| Tax, NI and Pension| Payments | Calendar | Reports| FBI

E— £61 | Bueau § G1 Codes | Employee |
Qtac Payroll Products GL Code Definition

GL Code Format [16 Digits Max.)
Select GL Categary Category Length
Compary > Element 16
Division J
Department 33
ol 2 L]
Element
=1 Al
<<
Category Length
Element 16

Additions/D eductions Division/Deparlment/ Standard G/L Codes Add Hew

Location/GL Codes Dslete

| Close

o]
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Adding Categories:

First, 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 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 ﬂ or ﬂ buttons to move
the category up or down in the list.

GL Report:
The GL Export report can be found Reports
under the Reports > Company > Company »  Company Detais. .
GL Export menu option. Emplayes ¥ artment List...
Pay Period b i i}
Vear End » Location Lisk...
Divisian List..,
Pro Reports ¥ GLCode
Employee Status...
Global Reparts ¥ Ermployees List...

Tax Tables.,, Subcontractor Details

Additions and Deductions. ..
Pension Fund List

AEO Summary

Decrementing Balance Summary

Pay Rates
Holiday Report:
GL Export
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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 see Divisions/Departments/Locations, G/L Codes.

Applying costing to the employee:

Highlight the employee from the list and select Employes  Reports  File By Internel

Employee > Employee Maintenance from the menu e e —

Department Costing % = On the General tab of the Employee

[iNore) =] oo Maintenance screen use the dropdown list to
[None] <] oo select the required department.

[ =] oa = Enter the percentage to be attributed to that
:[Nunal ﬂ : EEE cost centre. The cost can be spread over a
[Mane] hd 2

maximum of five departments. NOTE: The
Departmental Costing percentage total has to
add up to 100%.

Departmental Costing Reports:

The costing reports can be found in Reports > Pro Reports 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.

Employee Cost Report: Employees individual costs grouped by department.
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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 > Company  Batch Management Employes  Report
Company Maintenance 1

Cormpany Mainkenance. ..
from the menu.

e - P In the General section of Company Maintenance, enter
Gross Pay Limit - the percentage of gross pay to be accrued for holiday

Disable Holday Credit ritiversary Waring [~ credits. A threshold for which holiday credits will be

it it Pt e ey calculated up to can be set by entering a value in the

Gross Pay Limit field.

§/ ) 00 ot et ol el it th o ercentage o b changed tath e prcentage,

B

After entering a Holiday % of Gross Pay the above message will appear.

A warning message will be displayed when the employee is approaching the anniversary of
their start date. In some situations this is not required 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.

ey CEED | The percentage of gross pay used in the

Holiday as % of Gross Py i holiday credit calculation is the only editable
ey Faw Bl T om0 field. Should an adjustment to the holiday
Holday Pay Credits docued | gan credit total be necessary, see Paying Holiday

Credits below.
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Paying Holiday Credits:

=  Open & Pay the employee and click the Change button.
=  Select the Absence Recording tab.
=  Click Add New Absence.

| [ [77 [ om Choose Holiday from the Absence Type
Autharised drop down box.
Unauthorised
Sick Leave
Maternity
Paternity
Adopti .
oy Enter the start and end dates of the holiday.
Holidap Taken oo Das Enter the amount of credits to be taken.
Az % of Gross Pay !W H
Huoliday Credits Adjustment This Period 0.00 C“Ck saVe and then CIose'
Holiday Credit Taken This Period 0.00
HolidayCredits B alance Remaining 0o

The Holiday Credit amount will be displayed in
the Additions field on the main calculation
screen.

NOTE: 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.
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CIS Retention

162

CIS Retention allows you to hold back a percentage of a pay periods earnings so that you
can make payments to a subcontractor if they are off sick or on holiday.

Applying CIS Retention:

=  You have to input a percentage of gross pay you want to hold back/deduct
=  Calculate the wages to accrue some payments
=  When they require the retention — input the amounts.

Setting up CIS Retention:

Before you can apply CIS Retention to an employee you must set the employee as a
subcontractor.

= In Employee Maintenance on the General tab, tick the Subcontractor check box.

Holiday Credis = Next, in the General section of Company
Holday as % of Gress Fay 400 Maintenance, enter the percentage of Gross
Giross Pay Limit 000 Pay to be accrued for holiday credits. A

s R (Tl Al ) threshold for which holiday credits/retention

will be calculated up to can be set by entering
a value in the Gross Pay Limit field.

Include Statutory Payments in Gross Pay [

After Setting up the Hollday A3 % of Gross Pay

400
credits, you will need to process Retention Adjustment This Period [ o
payro" data for the CIS Emp|0yee Retention Releazed This Period ’W
so the retention can accumulate. et e Al 187.57

= Once payments have been accumulated, Open
and Pay the employee and click the change

As % of Gross Pay 4.00
Fietention Adjustment This Period 0.00 bUtton. :
Retention Released This Period a7.5q " SEIeCt Retention Release.
Fietention Balance Remaining 197.67 []
= Type in the amount you want to take off as

retention in the Retention Released this Period
As % of Gross Pay 400 section.
Retention Adjustment This Periad 000 = Click Save Retention, this will edit the Balance
Fietention Aeleased This Periad 8757 remaining and put the figure in as an addition on
Retention Balance Remaining 100,00

the Open at Pay screen.



Payroll Operations and Procedures Manual

Bureau Details

Fax

To access the Bureau Details option, — Bureau Contact

select Company > Bureau Details BuisauName |
from the main screen. Title

Farename |

Sumame |

Telephane |

|

Cloze Unda

Save |

These details will then be used in the
BACS authorisation report.

163



Payroll Operations and Procedures Manual

| COMPANY SECTIONS

164

Company Sections allow a group of selected companies to be worked on independently
from others. This can be advantageous when paying weekly or monthly companies with nil

addition/deductions, etc.

Section Maintenance

To access the Section Maintenance
option, select Company > Company
Sections > Section Maintenance from
the main menu.

Section Masniensnce

Section | Desciipgion

Mol [Nonel

W Tweo Waekly

MNT Morihily

WE Wiekly

| |

e[ e || | sme |

Company.
Company Maintenance. .

Divisions Departmerksjlacationsfil Codes...

Standard G]L Codes...
Additicns and Decucbens. ..
Bensions...

Eulk Amendments

Display Preferences. .

Transfer Employees. ..
Duplicate Company

ARG Payment
Bureau Details

Pay Sefected Companies
‘Company Seckions.

EQY Totals

Section Markenance
Compary Secbons:
Current Saction
Delete Unused Sections

Enter the Section name and Description

in the lower fields.

Select Save.
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Adding a Company to a Section:
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Select Company > Company Sections > Company Sections 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.

Section - Mone

Lltac
Gtac Payroll Products

lfw o

Inverse

Selectall Deselect All
Selection

Section

Description

Add >
<<< Remave

[Mane] -

|[Nnne]

Qtac
Qtac Payroll Products

Unda | Close |

Section [Mane] =

=  Press Add to place under the

section on the left.

= There is also a Remove button to

reverse the action.

Undo ‘ Cloze ‘ Save ‘

=  Select a previously saved section
from the drop-down list.

Add rrr

<<< Hemaove

if

Select Save.

Below is a list of further options in Company Sections.

<o >0
Selectdll | Deselectal | Jnverse
Selection

Up to 100 companies can be viewed.

Select All, Deselect All and Inverse
Selection when choosing companies to
include.
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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.

From the Section menu, select the section to
view.

Fose = Click Save to view this section.

Section Deseription

MHT x| [Monthly

Pay selected Companies

Sections of companies can be paid in one action. To view the below screen, select
Company and Pay Selected Companies.

tac
%lac Payroll Products Select the action to be performed on all employees
that can be proceszed for the required pay period.
Pay Frequency Pay Period
& tanthly Start ’E‘
" Weekly
 2weekly End 5 -
" 4 'wieekly
Action
&+ Papal " Cloze Al

Total number of companies matching criteria |2

Section Description
|[None] j |[None]
< | [100 > |0
BRecalculate
Selectall | Deselectal|  Jverse Talals el | ez |
Selection

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 the 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 Batch Management  Emploves  Re
selecting the Batch
Management > Create Import
File menu option.

Create Impart File

Imnpart

Batch Maintenance

Add Mew Batch

Bulk Process

Extra Input Types

Employee Update

Delete All Processed Batches
Company 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. See the Additions/Deductions
section earlier in the manual for creating additions/deductions with short descriptions.

Additions Deductions Other
Accrued Holday Paid Rietention Labour Accrued Holiday Paid - HPAY
Retention Released Loan test Annual Salary - SAL
CIS Materials TestDed Bank &ccount Mumber — ACC
owertine Bank Sort Code - SORT
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Pay Frequency and Pay Week/Month:

[ Select Al Others = Select the correct frequency using the
(Pfy &req;ency - radio buttons. The software will then
= Taswh | 5 display the pay week/month. If an incorrect
¥ BN Include pay week/month is displayed then this can
£ dwesky Leavesadll be changed by entering the correct pay

i Monthly

week/month in the Pay WM field.

Selecting where to save the Import file:
By default the import file will be saved in the payroll installation folder.

To save the file in a different location click the .../ 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.

File Location
‘E:\Proglam Filesh\Q TACOB0 @ ae TadwM 5 Impart File. cav

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 | ;
Seregon,

John 001 1 ;
Williams, Lee | 004 1 ;
Valentine, Jill | 002 1 ;
White, Emma | 003 1 ;

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.

NOTE: 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.
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Importing Pay Files

Importing and Running Payslips:

There are three processes to complete when importing data into the software from Umbrella
Control. NOTE: 99% of the information required for the payroll to operate is controlled by
Umbrella Control. The three processes are:

= Import Employee Records
= Import Timesheets\Expenses
=  Creating Payslips

Importing Employee Records:

This should always be the first file to be imported. From the menu, choose the option Batch
Management > Employee Update

The following window will appear asking you to select the location where the employee file
to import is placed. You may have slightly different drive letters representing a mapped
drive.

Click on the button with three dots.

Company  [gtac Paproll Products

Select File Location

Imnpork

The following window will appear asking you to find the file to import. The system will only
import a file called ‘employee.csv’. If no employee.csv file is shown in the right hand pane,
then no employee.csv exists in the selected folder and nothing will be imported. The file is
created by the Umbrella Control system and is automatically saved in the required folder.

= [f the file is there, click OK.
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File Mame Files in selected folder:

|empl0yee.c:sv{
Faolders
(= [ PS
=5 Program Files m
(L] 0209E lank testformanuals
(2 activePDF
[C3 &dobe
(3 Ahead
(23 Antur Cae Cymro Yilage Shop Aszsociat
CaavG
L &vRack

Drives

|Qc: ﬂ

Atfter clicking OK, you will be returned to the previous window.
Click Import.

Campany | Qtac Payroll Products
Select File Location

— |

Irnpork ‘

You will be presented with a window that shows how many records have been created

(brand new records) and\or updated (updating current records) and\or invalid (new or
current records where you are trying to import invalid data).
0 Employees Created.

9 Employees Updated.
0 Employees in [rvalid format.

NOTE: If there is any invalid data in the file, that record will not be updated.

On completion of the import an audit report is displayed indicating both warnings and errors
found in the imported data. You MUST repair this data in Umbrella Control, before re-
running an employee export and re-importing following the route above.

An example report is below. The description column will give details of fields with invalid
values along with the employee name.

Staff
Humber Employee Date Changed Description

30/05/2007 00000 P EMPLOYEE NOTADDED =+
FPay date is notin the current Tax Y ear for Employee 001
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Once a file has been imported, the Payroll software renames the file to include the company
name and date then saves it in the same folder where you placed the employee.csv file.
This allows you to keep a history of all employee import files used.

Importing Pay Files:

Select Batch Management > Import from Batch Managsment  Employse Rl
the menu. Create Import File

Impart

Batch Maintenance

&dd Mew Batch

Bulk Process

Extra Input Types

Emploves Update

Celete &l Processed Batches

Company Update

Click the ... | button to browse for the import file and when the file has been located click
Import.

Company  |Qtac Paprall Products

Select File Location

Clear Locks

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. Some errors you will
encounter will be because a pay rate is not setup in Payroll. From the menu Company >
Additions\Deductions correct the short code or insert a new pay rate and re-import the file
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Batch Maintenance:

172

The Batch Maintenance screen displays information on batches that have been imported
and/or processed.

Select Batch Management > Batch Bakch Management

Maintenance from the menu. ;
Create Import File

Irnpork

Bakch Maintenance:

Add Mew Batch

Bulk Process

Extra Input Twpes

Emploves Update

Delete Al Processed Batches
Company Update

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.

File Sequence
Baich Impart Staff No.  Employee Short Desc  Description Hours Amount  Walue Processed

0 R T s T O,
A 5 4 Williams, Les Borus Borus 520.00
kr f 4 3 White, Emma Travel Travel 20.00
7 4 3 “White, Emma Borus Borus 260.00
7 32 Webber, Dave Travel Travel 20.00
7 a2 ‘Webber, Dave Borus Borus 380.00
7 21 Smith, Paul Travel Travel 20.00
7 21 Smith, Paul Borus Borus 450.00

Bl 5[4 williams, Lee el - 20,00 I

Select the entry to edit. The value for the highlighted entry can be changed or the type of
entry modified 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, see the Batch Input section on the
next page.
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Batch Input

Select Batch Management > Add New

Batch Managemenk
Batch from the menu.

Create Import File

Impark

Batch Maintenance

Add Mew Batch

Bulk. Process

Extra Input Types

Employves Update

Delete All Processed Batches
Company Update

Entering a New Batch Manually

=  Enter the pay period number that the batch is for.

=  Enter the employee staff number; the employee’s details will be populated
automatically with the appropriate details.

=  Select the type of entry from the Short Description drop down box.
= Enter the value for the entry in either the Hours or Amount fields.
=  Click 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 needs to be entered for each of the employees then deselect Auto Fill
Staff Number and select Auto Fill Addition/Deduction. When a new entry is added this
will leave the staff number field blank but will automatically populate the Short Description
field with the last addition/deduction type used.
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Bulk Process

174

Batch Managemenk
Select Batch Management > Bulk

Process from the menu. Create Import File
Irnport

Batch Maintenance

add Mew Batch

Bulk. Process

Extra Input Tvpes

Employes Update

Delete All Processed Batches
Company Update

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.

There are three options to choose from when bulk processing:

= Pay all Employees who are not in the batch
=  Close batch employees after they are paid
= Update Employee Maintenance only

To process the batch, click Continue. If any problems occur, an anomaly report will be
produced.

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

Select Batch Management > Extra Input

Types from the menu.

Shart
Dezcription D escription
Accrued Holiday Paid * HP#&Y
Annual 5 alany Sal
Bank Account Humber ACC
Bank Sort Code SORT
Baszic this Period BASIC
Employee Mumber EMP HO
Holiday Days = HOL DAYS
Holiday Hours * HOL HOURS
Hourly Rate HRRATE
Hours This Period * HOURS
MHumnber of Weeks * HOWEEKS
Standard Hours STDHRS
Tax Code Tax

in Bulk Process

*- Mot Included in "'Update Emplovee Maintenance only

Payroll Operations and Procedures Manual

Batch Management

Create Import File

Impark

Batch Maintenance

add Mew Batch

Bulk. Process

Extra Inpuk Twpes

Emplovee Update

Delete All Processed Batches
Company Update

These input types have been entered
into the software, ready for use.

Employee Number and Number of
Weeks will appear regardless of type
selected.
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Employee Update

Select Batch Management > Employee Batch Management

Update from the menu.
Create Import File

Impork

Batch Mainkenance

Add Mew Batch

Bulk. Process

Extra Input Types

Emplovee Update

Delete All Processed Batches
Company Update

Using the Employee Update option allows employee maintenance records to be amended.
Fields left blank will make nil change.

Company  |Qtac Paproll Products

Select File Location

Click the --. | button to browse for the import file. When you have located the file click
‘Import’.

Delete all processed batches and Company Updates:

If you need to delete all processed batches you can do so by selecting the Delete all
processed batches option and to update a company choose the Company Update option.
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INDEX

Logging In

Login

Enter paur User Mame and Password

Uzer Mame I
Password I

Lancel

Main Screen Overview

178

Upon opening the CRM you will
be presented with a ‘Login’
screen. You will be provided a
Username and Password. Input
these details and click Ok to
continue.

The screenshot below shows the main screen of the Qtac Customer Relationship Manager
system, for training purposes each section will be broken down and separated, starting with
‘File’ and going through to ‘Help’.

|E|Ia Cuskometr  Order  Sales Reporks  gPI's  [=ble Mantenance  Sales  Users  Administration  Help

GTAC Customer ement System - SOL Server Version [GTAC Salutions Ltd Variant) Lok

Fle Customer Qrder Sales Reports §FT5 L Saes Usars  fdminitration  Help

/% D8e |

Select Variond | ITAL Schsicns Lid Bl

Curshorne Humbes Engpary Dale

1138 [z

Corrguarny Horie:

Diskibndin Diskidudon Typo

[t Figect Frocucts

‘Weebsdn

| 2 | =

Mkl Ciocdey Sensen Esplopens

v e o ke

Venerd Acciurt Marages PP

[oTacsoktonstid x| [Newe] ™ Hotice Given
ContactAkess | inomon Admss | Debvery Adioss | Payech Consact | 15 Contoct |
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Function Buttons
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The CRM has some options located along the top of the software; this section will include
information on each of them.

|E|\e Customer  Order  Sales Reports  KPI's [

File

File Customer Order 5
Printer Setup... Chrl+5

Sales Users  Administration  Help

There are two options in ‘File’ these are:
Printer Setup — (Detailed below)

Exit — Closes the software.

Exit Chl+E
Printer Setup:
2 Printer Setup
Select Printer
Irvvoice Printer
|\\OTACSERVERSInvaice] ~|
Plain Stationery Printer
| "\OTACSERVER'Headed ~|
Letter Headed Stationery Printer
[*\OTACSERVER\Headed ~|
A4 Label Prinker
|\WETACSERVER'Headed ~|
Foll Label Printer
|\SPC4E\Smart Label Printer 200 ~|
Ok LCloze

This section allows you to select the
default printer for different types of
outputs.

Defaults are normally set but if you do
need to change then you can in here.

Once changes are made, click Ok.
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Customer
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Customer Number Search:

The Customer Number search allows you to search for customers by their Customer
Number. A Customer Number is six digits long and is the same first six digits as the
customer’s activation pin for activating the Qtac/Qtax software each tax year. Note: The
activation pin changes every year but the first six digits always remain the same so that they
always have the same Customer Number.

The quickest way to search by customer number is to press F1 on the keyboard, this will
remove the Customer Number that appears for the current company you are looking at and
allow you to type in a number to search.

Customer Mumber Cuztorner Humber
113708 |
>F1 >

Add New:

The Add New button allows you to create and input details for a new company. This will
clear the screen of any details of the company you are looking at (it will not delete or
change that data for the company you we’re looking at) from here you can input the new
companies details. Note that all sections where information is required are headed in red.

JPH:'C‘“ Sections that are required when
Tie FistNams e adding a new company:
de.ess - = Company Name
= Variant
= Title
Post Code Telephene Exin u Surname
Lax lsx.n =  Post Code
lm. ‘ ' = Telephone
ez = Market Code
| =  Source

=  Employees
When starting a new company certain options may be applicable, one such important option
is setting a distributor type, and we have multiple distributors who provide certain customers
with CDs and renewal letters etc. so it is important to set a distributor to a new company if
they have been recommended by a distributor. This will then set any correspondence that
needs to be sent to the customer through the distributor.

Distributor
|iC K Bookkeeping Ltd |

Distributor Type
| Diztributor Conespondance j
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Customer Search:

€)' Customer Search

Select Search Field
Select Search Field Select Search Method

-
| Company Nams: ~| |Contains ~| | Company Name J
Compane Mame ...~
Custarmer Number
Title
Firgt Mame
Surnarme
Address
Post Code l
Telephone ~

Enter Search Cteria
[@tac Payrall

Search Results [1) Customers Found

Company Mame | Customer Mumber | Title | First Name | Sumanne | Address
Btac Payroll Products 113708 Mr Peter Prater

Otac House Kingsfield Lan,

Select Search Method

|D:untains ﬂ
o [ o | cowa | Etarts Witk
Equals

Contains

Ends Wwith

Exportto
Encel

Standard
Letters

Yiew Al
Customers

Prink List

The Customer Search option is a function you will be using a lot. It lets you search the

CRM for a certain company or a number of companies. You can search by different fields
and different methods. The Customer Number or Company Name are the most asked for
details but if the customer does not know their Customer Number and the company name

does not seem to bring up a company’s details you can search by Post Code or a number
of other fields.

If you are searching for a company then there is a ‘Search’ button on the main screen of the
CRM, located at the bottom left hand side of the page, alternately you can click the option in
Customer or press F3 on your keyboard.

There are also some options on the search screen

Expoart to Standard P Wiew All
Ewcel ‘ Letters ‘ (it Lt ‘ Customers
Export to Excel:

If you search for, for example, all companies with ‘Electric’ in the company name, all these

companies would be listed in the search section, you could then export this list in an excel
format.

Standard Letters:

This option allows you to print either a label, free trail letter or Name and Address on pre-
printed stationery for the companies that appear in the search screen. You can also select

which variant of software you want to print the letter for — Qtax Pro, Payroll Manager and
Payroll Assistant.
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Print List:

Print the list of companies on the search screen.

View All Customers:

View all customers in the CRM.

Print Label:

You can print labels from the CRM

when wanting to send some 113708

information to a customer. These rgtr Pe;er Prlalisr et
- - ac Fayro roducts

print out from a Label Printer and atac House

have the details inputted in the CRM King sfield Lane

printed on them, including the g‘:i';':lfe" Green

customer number. BS30 6DL

The shortcut for printing a label is F4.

Delete Customer:

The option to delete a company is only available if you have the rights to do so, this will
depend on your log in details.

Export Customer:

Allows you export a .csv file (Excel Report).
Import Customer Comments:

This function will ask you where a comments file is stored so that you may import the details
into the CRM.
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Order

Search Orders:
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At certain times of the year a lot of orders will being taken and processed, the search orders
option allows you to search on a number of fields to find a certain Invoice or a number of

orders.

Instead of going into Order then Search Orders, you can press F5 on the keyboard.

L3 Orden Search H@El
Sekect Search Fiekd Sedect Search Method
[ierecmcn Marien I . =l
Ertes Search Crinny
=2
Search Resuls [111] Deders Found
Arvenicn Mursbes | Cusiomes Musbes | C: | Clces Dt A
SR 63 ALl Chahan L Co 2mRNS
sz 10ra0 Merin Buiiner; Sernces 2000/0317
S1220 10N SMC Preumatics (UK Lid 200005402
srazn 100833 o F Morgan Chaoe Gark,
T 10837 Tirven Texdd ARAR
nxa 104893 Translane Intematonal Limbed 2000/06,
S12224 1onm TES Noth wes Lid 200005102
S12225 106441 HD Thakra
Sz ez Hrrcmred Holeday Villages Lid 0L -
< >

You can search by Invoice Number, Customer Number, Company Name, Order Date,
Cheque Number, Sort Code and Credit Card Number.

Maintenance:

COrder fntry
Customes Dt
Cusborner No.

Cordact Marne
e M F [P

Camguary Untads
[tac Fapacd Frocets

[frac e
[Frgieiatons
[Longweet Girern
[Bemted
Froduct Dotals

Samch Fos Prockets]

Proded Typn

Product Desciplion

Addiond Upen? I~ BetMedYearFree? [ Upprade? [
l_ EMD =] [Pyl Proessonal (S Demonsaton Ve x| 1 um nm

sl | Urdes Histeny

5]

Dsten Dk

| hemwrd | O Dt

S Pe |

Paymant Melhod

Duardty  Uind Pros Wik

sl (BT D

Fayrumed Mot [Cind Card -

000 A

16111

Cindt Cord
PRIDEMD Farol Probessiora D0/09 Diomaniration Veriion 1 [T (1] CodTae o M
fot 3] [
Skt Dl Fpmy Dl
w2 Jnz I
Havon O Gl R Nt
x / A A A I
| AddOederins | pette O L | - [ueaaa Rfom
SubrToesd |
Discourk Type | Nonel =] biscaurn Dicourt -
VAT Reunding | 000 [VAT @175% ] 1r|r[: |1||hn9mma[ | Part Lol i F"'" |
Flagebinion PIH = TotaDue [ 000 S ek sl

|

=

The maintenance section houses a lot of company data, from the order history to payment
details. You can and an order from here for a new tax year or an upgrade. You can also
select the option to add an order from the main screen via the ‘Add Order’ button.
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Adding an Order:

From this screen you can add an order or add an upgrade. If you click on the
button, this will allow you to select the relevant options when adding an order.

Product Details
Search For Product(s)

Ga Feset
Product Type Employees

[ B| et (W Esienttoie? W Ubneh?
Product Code Product Description Quantity  Unit Price Walue

There are two ways to go about adding an order; you can either use the search for
product(s) section, where you can search for a few specific order details or the Product
Details section which allows you to input the order options you want. The two sections are
linked together and you can reset at anytime by clicking the reset button.

Search for products:

Product Type:

=  First start by entering a Product Type, this is the type of software product they are
using, Qtac, Mamut, Diamond Discovery etc.

Employees:

=  Select the number of employee’s the update or order is for, the number of employee’s
ranges from 10 employees to unlimited.

Additional Users:

=  If the customer requires any additional users, tick the additional users tick box.
Additional users are for customers who want to use Qtac on a number of machines and
have separate log-ins.

Get next year free:

= If the customer is getting the software free next year then tick the box. Note: make sure
that management have confirmed any free or discounted software.

Upgrade:

= If the order you are adding is an upgrade, tick the upgrade tick box. Upgrades are used
when people reach the limit on how many employees they can have in Qtac.
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Order Details:

Product Code:

= The product code allows you to search for a specific product, including upgrades and
initial purchases.

Product Description:

=  Product description, like the product code, allows you to look for a specific product. You
can choose either option — Product code or Product description, as when one option is
selected the other option is filled out to make the other. So, if you select an option in
product description the product code will be set to match the selection you made for
product description.

Quantity:

= If the customer is ordering the software for a number of companies you can change the
quantity of products they require.

Once you have entered the details you require, click on the button.

Entering Payment Details:

Payment Method

Pavment Methad |Eredit Card j

Credit Card

Card Type Card Number g
|V|5.5« j | xxxxxxxxxxxx GGEG

Start Date Expiry Date

|nz/02 [nzi12 [

Mame On Card R Mumber
[Mr. A 4 A R {0000

Save Order | LCloze ‘

Depending on how the customer chooses to pay there are different options for inputting
payment details into the CRM.

Undo Order

Select the payment method from the payment method drop down menu. Depending on the
method, you may have to enter more information.

Simply enter in the details that are required.
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R Number:

If you process an order and take payment details from a card over the phone, you will have
to process the card details to check they are legitimate. Please note that R Numbers only
apply to orders being taken by credit card over the phone. The R Number prints out on the
slip printed from the machine once the details are confirmed and ok. Once you have the R
number you can input it into the payment method section.

Once all the details are entered click on the

Order History.

Save Order

button. The order will not show in

To open the maintenance section you can also press F6 on your keyboard.

Print Invoices/Labels/Pin Letters:

€ Print lnvaicor, Labaks_ PIN Lottars and Dolivery Hatas 5]
Slodt Irvvence Dl End Ievevmcn Dol
(4T
Sdoct Llser
LB =]
P
Irovences
Jreosces Capy Inveices ProFoma Invoices
Listsls
Bod Lkl 4 Laker
FIM Lofters
PN Letters
Dty Hubes
Drediveny Motes
Chowe

Orders awaiting ‘R’ numbers:

If any orders are still without R numbers, if yot

The printing of invoices and a
number of other reports and
letters can be handled from here.

Pin letters and invoices are the
main letters to be printed, as both
these need to be sent to the
customer whenever an order is
taken.

You can also change the start
and end invoice dates and the
user if you need to.

the companies that are still awaiting an R number to be inputted.

ORDERS AWAITING 'R"NUMBER

Invoice Mo.  Order Date  Company Name
538436 2200812008 Otac Payroll Froducts
REPORT TOTAL Order Count: 1
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Sales Reports

Sales Summary Report:

The sales summary report allows you to print sales
details in a particular category. Once you have N
selected the category to group the report by, input the Boies =l
start and end dates of the orders to show the sales o O Date .
summary reports details between certain dates. If you 047572008 (i 072008
want the report to show a particular day then keep the
start and end date the same. B

€2 Sales Summary Selection

Close

Press F8 from the main screen to access the shortcut.

€2'Sales Analysis The Sales Analysis Report is similar to the summary
report detailed above in selecting a category and
entering a start and end order date, though with the

Select Sales Analpsis Category

[imwoice Date | h e
Analysis report you can select a specific value.
Specily Yalue
[ The specify value section allows you to select a
SenliaaieD ErellsaEBe promotional code, recommendation, distributor code
[pane/z008 [D4/0/2608 and a number of other options to specify for the

report.

Frint Close

When a customer is added onto the CRM a ‘source’
can be entered, the specify value relates to that

source.
. i Press F9 for the shortcut.
Banking List:
The banking list allows you to R
prOduce a report WhICh ShOWS a" Start Invoice Date End Invaice Date
orders that have been marked [pa70s72008 [o4/0872008
down as being paid by cheque.
When we receive the cheque Birt Llese |
you can input the details about

the bank etc into the system and
it will show on this report. Again,
input the start and end dates you
want the invoice to include. The
shortcut for the banking list is
F11.
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Pin List:

€ Print PIN List for selected Variant

Select Variant
|aTAC Solutions Ltd |

‘ward Document to Mail Merge

Brint Word Doc Cloze

EBrowse.

Printing the pin list allows you to select a company variant and print out a list of companies

and its pin numbers.

To be able to print out a pin list you need to select a Word document to mail merge.

Select the variant you want and then click on the browse button. You need to select the pin
list word document which is the template for the report. This can be found in
HAQTACCRMSQL\CRM Word Reports\Sales Reports\PIN List.doc. Once you have
selected the document click on ‘Print Word Doc’, this will open up the file in word and allow

you to print.

Diamond Discovery Software Ltd 700001LPS051FPO1

Broughton Farm Caravans Lid 700002AH1051TPO1
Tonyrefail District Community Council 700003AB1011TFO
Cardiff’ Advertiser TO0004AF1011THO1
Endless Care Ltd 700005ATI101TADL
Forrestford Engineering TO000EAP1011THO1
Lyndell House Ltd T00007AF1101TDO1
Paul Evans & Co 700008DP1251TH02
I & P Besidential Homes Lid TO0008AP1101TDOL
Precision Tool Making & Grinding Ltd TO0DI0AB1011TI01
Valley Services TO0O011AKI011THO1
CT Industrial Woodwerking Ltd 700012AT.1051THOL
Farmtrac Plant Hire Ttd T00013ATI051THOL
Continental Caravans Ltd 700014AK1051THO
Swift Steel Services Ltd TO0015AF1051TAOL
Swift Steel Services Lid T00015AF1051TA01
Llantrisant & Pontyclun Golf Club TO0016A31051TAO0L
Swansea Container Terminal Ltd 700017AHI0S1TAOL
Accountancy Services (Wales) Ltd T00018DA1251TPOT
Phillips Services (Wales) Ltd 700018AD1101TLO1
Alan Williams & Co Ltd T00020AT1051TA0L
Tust Rollers Plc 700021AB1101TLO2
Alurite Ltd T00022AK1051TAOL
Bristol Accounting Services Lid 700023DF1251THOT
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Key Performance Indicators (KPI’s)

€} Key Performance Indicators
[ [aTAC Solutions Lid B
Customer Count
Select Pioduct Year 2008-2003 h Definitions
I Total J QTaxPra Payroll Assistant ‘ Payroll Manager Payroll Professional | Payroll Manager D..
Liwe Customers 2636 434 213 1300 ] o
Nat Renewed 342 BS 25 237 2 o
Renewed 2469 482 206 1775 a0 1}
New Customers 157 29 10 115 3 1}
Returnes 10 2 2 8 a 1}
DOffers 0 1} a 1} a 1}
Fa| 1 | )

Sales Figures

Taday
Select Financial Year 2008 >
Nurmber foods Discount Walue AT Irwvoice
Js/0s. 2008 | ol oo vl ool ool  om
[os/ng/2007 [ 2 [ emm | 000 [ gmon [ troes [ 114sE3
This Period to Date
Period [5eptember - I Cornpsrative whols Morth Hote
Humber Goods Discourt Walue %Difference  Average Valie VAT Ivoice
2008 | 6 [ mwso | ooo | wso0 | aso0 [ 1z7s0 [ 1szes | edaem
|2007 B & | mwon | oon | 1&000n | ters0 | z250 | 17R250
“Year To Date
Humber Goods Discourt Walue %Difference  Average Valie VAT Invoice
[2008 [ 279 | eovea0s | amearn | srrazas | 133 | 22390 [ooesazs | ereddnes
|2007 =] zren | Baszi7e | Gasks0a | SassRiea | 21216 [ 10232402 | eavere

Sl LodaysSales || 10000 Orders Resfiash Closs
Aralys Aralysis

The key performance indicators calculate and show all sales activity. It stores all figures and
totals for all sales activity in each variant. You can select the company you want to show the
sales figures for and can select, via the buttons at the bottom, an annual analysis or today’s
analysis/orders.

The information shown is defaulted to the current tax year; though you can change and view
previous year’s sales data by selecting the various drop down menus in the different sales
figures sections.

The shortcut for Key Performance Indicators is F12.
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Table Maintenance

The Table Maintenance section is only accessible to a user if they have access rights to do
so. These rights are given if the user knows the CRM software inside out and only given
permission if necessary.

Sales

Correspondence between customers is key, new and old customer’s alike need to be kept
up to date with happens and their account status and details for next year’s software. The
Direct Sales Support and Distributor Support sections allow you to select a type of
Report/Letter type that you want to send out, for example, a renewal letter to a customer
reminding them to place the order for next year’s software.

You can also select the type of product the letter is for, the year the software for created for
and if applicable the employee size (10 to Unlimited or all). You can also include all active
customers by ticking the relevant tick box.

Direct Sales Support:
|2 Direcy Sates Support Eg
St gt _ N s e The Order type section allows
e e Frevin you to select if the select report is
|”’4.,Mm bord et bt graded under one of 4 options.
Wdf&uwtluﬂiHu_ug _
| [
e s Normal: means the order type will
et A Sum .
T — = = be normal and will have no
ShPmmTovee o special conditions.
ey = = Nossal ©ROC O A

W Inchude ACTIVE customent anly

Sadisadh FOC: Means the report is free of
Cuuthomes Mumbes | Company Hame: | Tile | FrstMame | Surame | Tekphoe | PostCode | EMg Charge.
z - Offer: a discount is available

|| | ey ey | e o All: Include all the above options.
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Distributor Support:

The Direct Sales
Support and
Distributor Support
sections have the
option to, like the Pin
List option in the
Sales Reports
section, mail merge
the information to a
word document.

Click browse to open
the location on the H:
/ shared network
drive where the
relevant word
document you need.

(H:/qtaccrmsgl/crmwo
rdreports)
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'O Distributor Suppert

Select Repart

| Frenewal Letters

Report Description

El

Hew Mal merge
ocument
Procedure

‘word Diocument to Mail Merge

rhis lists all sustomers who have NOT bought ths tas years produst,

I

1~ Renewal Criteria

Select Product Type

Select Product Size

Browse

|aTaPro El | =

Select Frimary Tax Year

| 20022003 |

¥ Include ACTIVE customers only
Search Resulls
Distiibutor Number | Distributor | Distiibutor Type Customer Number | Company Mame i3]
<l | 3

Labels I EraE Pt List I S ‘ U ke
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Users

User Management:

The User Management section allows only users with supervisor rights to have access to
this section. If you have supervisor rights you can edit and change a number of options but
it is not advised.

| €3 User Banagement ".:_:@.'
| Festnemer | Loggr O | Loched | Sakes | Sugpent | Sodes | Sugpont e | (A
HNone 4 3 .
e 7 7 7 v v
Al -{ < < +
s < v v v
Arthory <
BEN Pad [ +
BRYTINIE [Sp— [r— ~ ~
CAPDUNE = Gbbs Corcine +
(20 s Tucher Dan +
[0 H D o o o
EnMs Puachowtki Ermens +
GERALDINE  —— Withey (il «’ s s
BLEN Dareel Giken o + + s s
JAMES We James o < s
KRIE | Hiitn Kalm + +
LEIGH Hhled Legh + et
[Momel = [ [one: r r =) r B B r
Unht.l.l\l| MldNen| Delese | | Lhoie |
User Preferences:
€ User Preferences The User preferences allow you to
change the default company that is
SekectVariant 1o Display displayed when opening the CRM. So if
|QTAC Solutions Ltd | you wanted it to open Payeflow then

change the option here.
Iv Print Preview Feports

If you would like to see a print preview
of reports before printing tick this box, if

not un-tick.

Change password:
If you want to you can change 1 —
your CRM password simply Bazsiold
input your current password Current |
then input the new password —
you desire. You will have to —
retype the new password just
to confirm. Click Save when Cancel |:|
you are finished.
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Administrators

Backup:

The CRM holds a lot of important information and should therefore always be backed up.

BACKUP OF THE CRM MUST BE PERFORMED EVERYNIGHT!

C)'Backup Database g@
Backup ta File:
H:AUTACCRMSULACRMZ2008-09-11@133210.bak Browse.

-% Complete

|~ Backup System Databases

o w QDSB T

Select where you want to backup the data to by clicking the browse button and then click
backup. If you want to backup system database click the tick box to the left and click
backup.

Restore:

QTAC CRM System E

'T To Restore the database close the CRM system and run the Following Backup and Restore Utility
H:YQTACCRMSGL\BackupAndRestore exe

Maote: Please ensure all users are logged out of the system before restoring the database.

If you need to restore in an archive of the CRM follow the instructions that appear in the
splash screen. You must make sure that all users are logged out of the system before
performing the restore.

Assign Account Manager:

At certain times of the year the Sales and Support teams are required to call a select
number of customers to ask them about the software in general, the experience, any pros
and cons, anything they would like added to future version of the software and any
problems or questions they might having. Account managers are set so that everyone
knows which customer you are responsible for. When an account manager has been set,
the users name will appear on the main screen above the companies address.
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| €3 Resign Aecount Managers

You need to select the

Erder Prochuct Code .
AR e . Prod_uct Code details to
s C S || [P0 =l || ompnges st continue, once you
have selected it will
. show and define the
[ Compary Nasen  Cusbomes Nussbes | [ Procct Codo | Product Desergion. customers that match
| CET Payecl Sorvces Lid REE] fHorm| FFPED et Payefires Probezmoral (A Do

| Grac Fapeod Preduct:
|

T ALEH FFFEAmn

Jrovert
- Select &1 | .Uude(dl] Selectan I

fusan Fuscunt Mansgs

A

Duplicate Products:

=l

Payesiow Frodessiorl (T [iemon:

the product code
search. Click on the
company you want to
assign an account
manager for then
choose the Account
managers name from
the drop down list at the
bottom.

ok | Cancel

The Duplicate Products option is included to allow supervisors to create a range of new
products and product codes for the new tax year. Usually only Alex Rowson will use this
function, so it should not be needed for day to day activity.

Transfer Variant:

O Transfer Variant
Fram Y ariant
| El
ToYariant
| El
Set Distributor
| =
Transfer ‘ Close
Current Users:
QTACCRMSQL

There is currently 1 user logged in. They are :-

AlexH logged in on PC34
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In the rare case that every client in a certain
variant needs to be transferred into another
variant then you can run this option to do so. It
will bring across every company in one
variant and move them into another variant.

You can also select a distributor type if this is
applicable.

Once you have selected the options you need
click the transfer button.

To find out which user is
logged in, select the
‘Current Users’ option
and a small screen will
appear.



Help

Generate Pin:
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Every time a customer purchases a license or an upgrade, a pin number is generated; this
pin number is inputted into the Qtac Payroll Software. The pin number determines which
functions, options and access the user has in Qtac/Mamut/Diamond Discovery.

Sometimes you may need to generate a pin number quickly to provide to a customer,
though payment is normally needed and has to be confirmed before giving out a pin, in rare
cases a pin can be generated to provide the customer and the payments/order can be

inputted into the system later.

€J'PIN Generator

BE

Customer Mumber Company Mame

[113708 |@tac Paprol Products

Selest Product Type

1137 O8TF 1939 Lom

IF‘ayro\I Professional Demo LJ

Select Product Code Product Description

|PPEDEMD x| [Payroll Professional 0603 Demonshation Version
Enter number of users

1

Reagistration PIN

7 Gererate PN Close
Price Calculator:
[ € Price Catcutator &
e Cobn it Conpary Hars The Price Calculator allows you to
113 (0 Payrol Procucts . '] . .
e give a pricing for an existing
Sonih P bt - — customer. It works exactly in the
] P pasratn G,,.W,.%.,,? gl same way as when adding an order
Quutaritieics pap Yo (Order > Maintenance (Adding an
! N : ! order section) detailed earlier in this
, manual.
| _ et Ot e neu:meam_l v . .
; ; i SubTota | You can apply discounts and input
Dinizeasd Typm Tl Drecennd . .
! iTRantea] the existing customer number so the

calculation can work on any
company details that are relevant.
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Version Control:

Updates to the CRM can happen regularly and newer versions of the CRM are released to
fix or update upon any ideas and issues. (You will be informed of any update via internal

email). The Version Control function will open a word document and will detail new

updates/versions and any important information that the new version of the CRM contains.
It will start with the most recent version/update and go backwards, so if you need to check a

certain versions updates then you can look through the document.

[ICRM Version Control

2.15.2 -9 June 2008

Customar

& Cugtomer menu — Added Imgort Customer Comments

Reports
# Priming on VISTA fixed

2.15.1-3 June 2008

Customer

menent Date
b a teaet file

2.15.0-20 May 2008

Distributor Support
= Added new mail merge facility to allow creation of ne

mer comments - Increazed comment frem 1 te 2 hines. Allowed editing

ey = Added Export Customer option which sulputs the cureent

w dvcumeenis that can be
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If you need to check the
executable version,
database version and
creation date then open
the ‘About’ section.
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| ADDING AN ORDER

When adding an order to the CRM you can select the variant type the order is applicable for
by using the variant buttons near the top of the CRM. So, if the order was for a company
under the Diamond Discovery brand you would click on the Diamond Discovery logo and
continue to add the order.

EEEFETIN

=  Click on the Add Order Button on the main screen. This will open the Order Entry
Screen.

Add Order...

= In the Search for Products section, select a ‘Product Type’ and the number
employees — if the order is an upgrade then tick the upgrade box. Click on the ‘Go’
button to search for products. This will bring up the product you require.

Search For Product(s]

Go Beset
Product Type Employees

j | j Additional Users? [ GetMest Year Free? | Upgrade 7 [

=  Click on the Save Order Line button when you have the product type you require.

Save Order Line

= If you want to add any additional users, after clicking ‘Save Order Line’ if you click ‘Add
Order Line’ again, you can search for and add additional users. Input the amount of
additional users you require in the quantity box.

= If you need to generate a pin number to provide to a customer ASAP, you can generate
the pin by clicking the ... button.

Registration PIN ‘ | | | J |

=  Once you have saved all orders, you will need to input the payment method:
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Credit Card:

Payment Method

Payment ethod
Credit Card

Card Number

Card Type

=

\ =] |

Start Date Expiry Date
K [
Mame On Card

lssue Mo.

If the customer is paying by Credit Card,
first

Select a Card Type then enter the Card
Number. Enter the start and expiry dates of
the card, an issue number (if applicable)
and the name on the card. The R Number
is printed on the card receipt; input this

after processing the order.

Cheque:

Payment Method

Cheque
Sort Code

Cheque Number

Fapment Method Chaque

Account Payable:

Papment Method
Papment Methad A
Account Papable

Purchase Order Mumber

Cheques only require
you to input two
pieces of information.

If the customer is
paying by Cheque fill
in the Sort Code and
input the Cheque
Number.

Some customers will
pay by purchase
order. Simply input the
Purchase Order
Number.

=  When you have inputted the information in the payment method section, click on the
‘Save Order’ button.

=  When you have saved an order you will need to print both a PIN Letter and an Invoice
to send to the Customer.

‘ Print PIN Letter .
Invoice

| Frint This |

= If the customer has paid by Credit Card then a copy of the PIN Letter and Invoice

(Printed on Qtac headed paper) and the customer copy of the Card Receipt (Printed by

the Card Machine) will be sent to the customer in the post.
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| TASKS

Once you have read through the manual, if you do have any questions please ask.

This section will give you some tasks to perform within the CRM, please remember not to
make changes to any companies already on the CRM system as this is important data. It is
also best to make sure you are supervised when doing these tasks just in case of any
changes.

Task 1:

Add a new company:
Set up a new company, you can call it whatever you what, just input the company details,
remembering that you have to input a minimum but you can input as much as you want.

Task 2:
Set the Company to have a distributor:

Once you have set up the company and saved it, allocate it a distributor.

Task 3:
Add an order:

Add a software order for the company; add an order for ‘Payroll Professional 0809
Demonstration Version'. Select the payment method as Credit Card and Fill out the relevant
details. (Card Numbers can be made up for this process). When you have finished, save the
order.

Task 4:
Assign an Account Manager:

Assign yourself as the companies account manager.

Task 5:
Add a comment to the company:

Add a comment so that it appears on the comments section on the right hand side of the
main screen for your company.
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