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Thank you for purchasing IRIS Bureau Payroll and welcome to your Getting Started Guide.

Dear Customer

This guide provides a quick overview of IRIS Bureau Payroll and the Bureau Dashboard. If you are
using IRIS Bureau Payroll for the first time, the guide will help you:

set up your Clients
create pay elements
add employees

run a payroll

print some reports

Where to find more help

All topics (as well as other steps to the payroll process that this guide doesn't cover, such as
issuing a P45, calculating and paying Statutory Payments) are more comprehensively covered in
the online Manual, as well as in the How to Guides. You can find these on the Help tab.

Alternatively, if you need some more detailed help with a particular screen, click the Help button
located on most screens, or press the F1 key on your keyboard, to open the Manual directly on the
topic specific to the current screen.

If you encounter any difficulties, please visit http://www.iris.co.uk/support/contact-support/

Yours sincerely,

""fl ‘\|' 1L\ e ¢
e 1 '/’: w L ‘L T‘ - ".__H__‘_

-

Thomas Derbyshire
Senior Support Manager
HCM Division
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Getting to know your IRIS Bureau Payroll

Bureau Dashboard

IRIS Bureau Payroll has been designed with an intuitive Bureau Dashboard feature to improve the
management and processing of multiple Clients and payrolls. Whenever you log into IRIS Bureau
Payroll, the Bureau Dashboard will be displayed.

Along with other functions detailed in this guide, the Bureau Dashboard enables you to:

select, view or edit a Client
view an employee’s basic details

search for Clients or employees with minimal information

carry out cross-client actions

Viewing an employee’s basic details at a glance is particularly useful if a Client calls with a quick
question, for example, what an individual's net pay was the previous month. The Bureau
Dashboard also enables you to carry out cross-client actions, for example, taking a backup of all

Clients; emailing all weekly Clients, perhaps to ask for any change requests by a certain date.

Click Employees and Clients’
employees (depending on Click Clients and all
search criteria entered) will be companies on IRIS

; Bureau Dashboard are
displayed displayed Auto Enrol Details shows the

Client's Staging Date,
Postponement Period, Default
Pension Fund and Client
Pension Contact Details

D s sureau Fayroll

JIRIS | Bureau Payroll Dashboard \
o 9 Clients

Search [ Fiter  [Te =] Client Details !
Search by Numbes, ame of PAVE Reference
HMRC P Chant Detais | Auto Exrol Details
Clientho.  Client Name "PAYE Ret No Paymeat Frequency TaxYear  Company Status Directors Only oo Final Submission  Staging Date '

Address.
1 Daisy's Dell 002046787 Moatnly 20172018 Lne No No Daisy's Dell
IRIS

High Street
2 Lockers Mieq 20162017 Lhe No No Stokesley
759 0LL

V\ 3 [ — s TS "o

Cusrent Payroll elp Close |

Payroll Contact

Payment Frequencies.
Monthly

Click IRIS to see all the Tathctosines " Onzevez74sesa ’

Click HMRC to enter latest IRIS news, contact Client Details shows information o Carsamass
Login Details and support, order stationery for the Client highlighted on the
access HMRC and obtain information Clients list. Amendments to this

Online Services on other IRIS products information can be made by
clicking Edit

RIS
PAYROLL
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The Clients section of the Bureau Dashboard is the first thing you will see when you log into IRIS

Clients Section

Bureau Payroll. Managing all of your Clients efficiently is the key to any payroll bureau, so we've
developed this area of the software to help you do just that.

The Clients section is really the ‘hub’ of your dashboard, the central starting point for working on
each individual Client’s payroll. It's important to remember that as the Bureau Dashboard is
effectively separate from your normal payroll screens.

Let's look in a little more detail at some of the useful features within the Clients section.

The first thing you will notice is the Search bar. This will allow you to quickly find any Client (past or
present) by typing in a variety of search criteria; great for locating a Client quickly when you're in a
rush. The Filter option sits next to that, allowing you to decide whether you want to view all,
current or archived Clients in the list below.

ﬂ Clients

search [ooz2s¢| Fitter [Live ~|
Search by Number, Name or PAYE Reference

Client No. Client Name: PAYE Ref No Payment Frequency Tax Year Company Status Directors Only ;‘:it““‘ Final Submission Staging Date

1 Daisy's Deli 002146787 Monthly 20172018 Live No No

The list or Client grid is a list of all your Clients with lots of useful information available for each at
a glance. You can quickly view each Client's PAYE Ref number, status and pay frequency amongst
other information, saving you time as you do not have to log into each Client to find it. You can
also sort your Clients based on any of the headers in the grid, for example, by payment frequency,
allowing you to group together your weekly and monthly payrolls.

As you highlight a particular Client, more detailed information is displayed in the Client Details
section to the right of the screen. From here you can view information such as the Client's address
and payroll contact details. You are also able to edit key information here without having to log
into the individual company to do it.

www.iris.co.uk/customer 6
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There are also a number of buttons on the Clients section, most of which are self-explanatory,
however here's a quick overview of what each one will do:

Clicking View
Employees lists all
Click Open to employees in the

open the selected Clients
selected Client

in IRIS Bureau
Pavroll

Print allows
Click Add to you to print a

add a new To delete all Clicking Email Click Backup to back Client List
Client in IRIS trace of a Client, opens up a new up the data for Report
Bureau Payroll click Delete - you email with the selected Clients. The
will receive selected Clients’ Backup location is
warnings prior to email addresses set in the Backup
deleting the entered as BCC Manager in the
Client Application Menu in
IRIS Bureau Payroll

Current Payrall Help

r

Clicking Current Payroll Click Close to shut down the

switches you from the Bureau Dashboard. This function

Click Help at any

Bureau Dashboard to will not close IRIS Bureau Payroll,

time for further

the Client that you are in just the Bureau Dashboard

information about
this section

Client Reparts Edit

Client Reports is a useful feature that Clicking Edit opens the Edit
stores all the Client Reports you have Client Details screen allowing

emailed. Clicking here takes you into you to amend limited Client

the Client Folder in the location you information

have specified in Client Details

For more info on any of the features in the Clients section just press F1 or click on the Help button.

www.iris.co.uk/customer
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The Client Details section allows you to view and amend basic Client information.

Client Details

The Edit button allows you to alter limited Client Details for the Client selected. Click Edit from the

Bureau Dashboard to amend:

Edit Client Details x
+® Edit Client Details
Client Name and Address Payroll Contact
m Client Name and Address T E conatioms [
. ClientName Demonstration Company Telephone No
[ ] H M RC |nf0rmatlon Address |Diamond Court | Email Address a3 aaginis co.uk
Preston Farm Business Park
m Payroll Contact [Socon-eness ] Emait Reports
Cleveland ] Email Password
m  Email Reports P By
Post Code TS18 3TP Browse .
m Notes
HMRC Information Notes
Tax Account No 002PVI2746630
Tax Distriet [midmesnrough1
Azcounts Ofice
Click Save and then Close once you have paeRete  [ooz |/ fan
ECON Nurnber E3567891A4
finished editing. SmallEmoloyer Rl r
Save Close Help
L=

View Employees Section

We have designed this screen to save you time, giving you quick access to search for employees
and view certain employee data without having to log into the Client. You may have received
correspondence where you only have limited information such as surname or perhaps NI
Number. You can search based on this information across all Clients. You can sort the display by
clicking on a column header for example Surname or Department.

This example shows a search based on a

National Insurance number. v Employees
Search MsIRTIITA Chai
The Print button at the bottom of the et Emp
screen allows you to print a list of Code  Sumame  Forename Wi Number  WiRste  TaxCode  Depe
1 Culice Kay# HHEGT 23T Ll 4451 Caah

employees. You can choose to print
Selected, Current, Leavers or All. Clicking Open on a highlighted individual will take you into the
Employee Details for that employee in IRIS Bureau Payroll.

From the Client dropdown list you can select All or an

Clignt Demonsiraten COmpany

individual Client. Employees Chain Lig

[F s T . ki
] ]

Dvpartment

Also from the Employee dropdown you can select All, Current :
Client Demonsiration Compaey '_

Employiis | Laaver

il
Lurrent
Departmanit

or Leaver.
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Employee Details gives basic information at quick glance for the
employee selected from the Employees list. There are two tabs
available; Employee Details and Pay History.

Employee Details Tab

On the Employee Details tab you can view or click Edit to amend the
following information:

m  Personal Details
m  Employment Information
m  PAYE Information

Pay History

The Pay History tab gives details of payrolls that have been
calculated. From the Tax Year drop down you can select the Tax Year
you want to view. In this example the employee has had payroll

calculated for months 1 to 7.

JIRIS

Employee Details

Employee Details | Pay History
L

Personal Details
Kaye Dutian

9 Dindrwic Close
Crumpsal
Manchesber

M34 3ER

0161 205 4152
Q7736 193624

Employment Information

Job Title Cashier
Departmient Cashies
Date Staned 1200115989
Dadi: Left

Emplayment Status Monmal

PAYE Information

Tax Code 445L
Diracios Hon-Diredion
HI Numibas HHESTZITA
M Ratir A

Edit

Employee Details
Employee Details ‘ Pay History|
Month Week

1_ 1 (13|25 |37 |49

2 2 |14 |26 |38 |50

3 3151|2739 |51

4 4 (16|28 |40 |52

5 5 |17 |29 |41 |53

6 6 |18 |30 |42 |54

T T (19|31 |43 |56

8 g |20 |32 |44

9 9 |21|33|45

10 10|22 (34 | 46

" 11|23 |35 | 47

12 12|24 |36 | 48
Legend

[] Payroll Not Calculated

[[] Payroll Calculated

[] Payrall Undone

Fayroll Details

www.iris.co.uk/customer
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To view the historic information for month 7, double-click on month 7 - this opens the Payroll
History screen as shown below.

[.il] Payroll History X ]

": Payroll History

—Tax, Nl and Student Loan — y Pay it —Salary and On Hold Status ———
NI Number NPosaTesc] | | swP sPP Reduce salary by statutory amount [
Student Loan Employee on Hold This Period =

Use Motional Pay for Employers =
Pension
—NIEarnings and Employer's NI Contributi — e —PayYear To-Date ————————
‘ertime
Eamings 1o LEL Hourly Rates  SMour | Hows | Svertm (ToPay || Gross Tasable
LELto PT 186.00|| |Basic 0.00 0.00 Basic 0.00 | TaxPaid 279280
PTto UEL 2244 57| |Basic 0.00 0.00 Time & Quarter 0.00 | Employee’s MI 1885 52
Emplovers NI 30021 Net Pay
~Holiday Pay this Period
Pay/Ded Name | Standard | Temporary | YTD | Type
Days To Take l:l Gross Taxable 2016 67
Bonus 0.00 0.00 0.00 Payment
Value Expenses 000 000 0.00 Payment Tax Paid 399.80
Advance by [ o|montnis) Employee's NI 269.36
Net Pay 224751
AE Detail Print Close Help

HMRC Section

The HMRC section provides immediate access to online guidance and advice that will enable you
to quickly respond to Client queries. Once you have completed the Online Services Details screen,
if you tick Auto Login, whenever you click on the HMRC section you will be logged into HMRC
Online Services Agents page. There are several other tabs with useful information such as:

Agents Home
Employer Bulletin
Agents Update
PAYE Forms

Online Services Details

Contact Details and Log In Details = °_' L :
allows you to enter your Agent Log @. Edit Online Services Details
in credentials which are then used ’C:ZI‘Z“D““”S e LU‘“TD“ S—
by default for any Clients you create. Forename Passwor asar
These details are also used for zm‘m F:\:E:ggm
logging into HMRC Online Services. feeponete [ ]
Options
You are also able to receive student o
loan notices (SL1 and SL2), tax R::e.vmmm
coding notices (P6 and P9) and RTI S (e S

notifications from HMRC via the
internet.

www.iris.co.uk/customer 10
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Receive from HMRC allows you to select how you want to receive messages from HMRC.

Options

m Automatic at Login - each time you log in to IRIS Bureau Payroll it will automatically
connect to HMRC via the internet and download any new messages

® Manually - each time you want to connect to HMRC via the internet you must click on the
Online Filing tab and click Receive
No - do not receive any messages from HMRC
Prompt at Login - each time you log in to IRIS Bureau Payroll it will ask you if you want to
connect to HMRC via the internet and download any new messages

Check Login

If you click Check Login, a check will be made with HMRC's Check Credentials x
Government Gateway to ensure that the credentials entered | § Govermment Gatewsy doss not sccept your credensiols
are valid. If the details entered are invalid, the following o]

message will be returned. Once you have entered the

correct details, click Save then Close.

IRIS Section

The IRIS section provides a link to the following useful pages on the IRIS Software & Services
Website:

Latest News
Training

Stationery

Support
The Latest News section keeps you up to date with relevant payroll specific news.

The other tabs in the IRIS Section contain information relating to the industry and provide links to
our highly trained support team.

Under the Contact Details section you can enter your Contract Number - this will be asked for
each time you need to call IRIS Bureau Payroll Support so it is handy to know where it is located.
To enter/amend your Contact Details click Edit.

Also on the Contact Details section are useful links for you to use if you need to contact the IRIS
Bureau Support Team or the Sales Team.

11
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Select a Client, click ‘Open’ and you are taken from the Bureau Dashboard into IRIS Bureau Payroll

for the selected Client.

The interface used by IRIS Bureau Payroll is in the style of Microsoft Office 2007. Here is a brief

illustration of each of the elements.

Application Quick Access Toolbar
Button y

X

k- :
: | Employee | Company i

Reports

/

/
/
Dnlln

iling HMRC

Year-end

Rollback Help

Pension Pay
Ribb Co - =
N % . = ¢

Add New Starter  Email Nl To-date  Alter  Default
Employee Details Employee Adjustment History - To-dates Employee

Employee Actions

Diary  SMP

Entry

SPP ShPP

Employee Absence

A % ‘b

&

P45 Restore
Leaver Leaver

Leavers

N\
m.emoashhoml AN
T ol
Selection [H“’E' ) ]
-
>
Code |Name # |

2 Bentley, Boris
3 Brent, Helen
1 Smith, Daisy

Application Button

The Application Button, in the upper-left corner
of the window, opens the Application Menu. It
can be easy to forget but it does have an

important function.

Click on it to display actions such as importing
and exporting data; backing up and restoring
data, plus quick links to other IRIS products.

Y

IRIS Payroll Business - 2.17.65 - (0) Demonstration Co

% Import/Export

-
a Backup & Restore

*2) Multiple Company Reporting

Accounts Link

IRIS P11D

W Admin

o : |

b Recent Companies

r

3

Demonstration Company

Flowers Feathers

Options

The Application Menu also provides a list of recently accessed companies, similar to the list of
recently used documents in Office 2007, plus access to Admin to change user settings and

preferences, and an application Exit button.

The Options button enables you to choose the Anomaly Settings for the Client - see the Online

Manual on the Help tab for further information.

www.iris.co.uk/customer
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Ribbon

The Ribbon displays most of IRIS Bureau Payroll's functions, first sorted into tabs and then into

relevant groups.
()
~ Employee Company Pension Pay Reports Online filing HMRC Year-end Rollback

PHEHE 2 UG WHEBDD % E T

Add New Starter  Email NI To-date  Alter Default Diary  SMP SPP ShPP SAP P45 Restaore
Employee Details Employee Adjustment History = To-dates Employee Entry Leaver Leaver

Employee Actions Employee Absence Leavers

The Employee tab contains the functions you will probably use most often; adding employees,
recording employee absence and creating leavers. The Pay tab is the other tab that you will be
using a great deal; it contains all the functions concerning paying employees, such as Enter
Variations and Calculate, printing summaries and payslips, and viewing previous payroll
information using Pay History.

The Company tab contains all the functions that are set up or managed at Company level such as
Company Details, Settings and Pay Elements. Online filing contains the functions that allow you to
send and receive information from HMRC via the Internet.

The Pension tab contains the functions required for Auto Enrolment and Pension configuration
including: Auto Enrol Config Tool; Configure Auto Enrolment; Configure Pension Fund; Configure
Pensions and Print Pension Reports. From the Pensions tab, a Pension Guide and a Pensions
FAQs Guide are available offering useful information on Auto Enrolment. An IRIS AE Suite and IRIS
OpenSpace Guide is also available which details how to set up and use the IRIS AE Suite and IRIS
OpenSpace web portal.

The HMRC tab is mostly for information purposes. As well as allowing you to view the Month end
Summary details of the Company you are currently in, you can use it to print information such as
the Tax and Nl rates, Pensions Earnings Thresholds and Rates and Attachment of Earnings Bands
in use. It also contains links to various sources of information on important payroll topics such as
Statutory Payments, Student loans and CSA payments.

The Year-end tab, as its name suggests, contains all the functions you will need at the end of the
tax year and the Rollback tab allows you to correct a mistake that you made in a previous pay
period.

The Rollback feature gives you greater flexibility to correct a mistake in a previous pay period.

The Help tab contains the Manual and links to other sources of useful information.

13
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Quick Access Toolbar

provides shortcuts to the more commonly used actions within the payroll.

i |
Fmnloues Comnany

commands will drop down:

‘Customize Quick Access Toolbar
Click next to any Bureau Dashboard

command to add or Backup Company Data
v | Report Manager

remove it from the Quick
Access Toolbar

Add New Employee

Payments and Deductions

HEEE

Hourly Rates

Month end Summary
Driary Entry

SMP

Send

Client Authorisation
Send FP5

Send EPS

Send NINO Verification
Send Employer Alignment Submission
View Audit

Clear Audit

Receive

Quick Calculator

JIRIS

The Quick Access Toolbar can initially be found above the tabs, next to the Application Button. It

A TR You can customise it with the features you use most often; just click on the
drop-down arrow to the right of the bar and a list of the available

This option moves the
Quick Access Toolbar
below the Ribbon

View Payroll History
Click here to view more P35 Details

available commands Alter To-dates

Restore Leaver This option hides/un-
| & More Commands... % hides the Ribbon.
Show Below the Ribbon Clicking each tab makes
Minimize the Ribbon <4 the relevant section of
the Ribbon reappear

More Commands

To see more commands to add to the Quick Access Toolbar:

Customize x
. . . oo |t Qs :
1. Click on the drop-down arrow to the right of the Quick ek |
. . . . . v . 3 |
Access Toolbar as described earlier in this section M '._ﬁ‘“_|§
Customize x o {
2. Click on More Commands... to open the Toolbars Commands | Quick Access | i
. ; Reset. !
Customize screen Choose commands fro: I——~~~—]"
3. Click on the Quick Access tab g s:::mp |
Company Mar!agement - 3 | add New Emp...|=
. . . Company Settings +_ ! |
4. Browse the available commands by clicking e Payments and... T
. @ Hourly Rates ‘ l
on the drop down list under Choose T To-date Hist.p T
commands from B | anertoautes Reset
" Place Quick Access Toolbar below the Ribbon
For further help with this feature look in the

Manual on the Help tab.

www.iris.co.uk/customer 14




Selection Side Bar

The Selection Side Bar on the left of the screen is to select the Company

and then the Employees you want to work on. The Filter section offers you [ |emgioyess
various ways of narrowing your list of employees. You can use basic filters =~ ™=

Bay Frequency: | (al) -
such as Pay Frequency, Department, whether employees are current or Cepartment: | ETCTI
A Pogoed:
leavers, or whether the employee has been Flagged. (Flagging is a useful
tool accessed from within Employee Details. It adds a flag next to the a7 I
employee’s name in the Selection Side Bar, allowing you to see that you SRR

have flagged that employee for some kind of follow up. See the online

Manual for more details.)

Work Pad

The Work Pad tab is to the right of the screen. Place your mouse pointer over it, or click it, and the
Work Pad slides out.

The Work Pad presents useful payroll information in an accessible, dashboard style:

At- a-glance status

information on this

company’s payrolls | Work Pad i X”g Un-tick this box if you want
Wshhs o
E to stop payroll anomaly
Frequency Pay Date Period Last Calculated | Period Last Finalised
Weeky  09/05/2017 10 5 messages
2-Weekly

A calendar showing this

Monthly 25/06/2017 2 2

month'’s payroll dates . P —
O Apil2017 Code Erime 2 i Details of employees whose
MIWTFSS 8 Hirishita Akhtar : ;
2728293031 1 2 S e 4 figures show anomalies
3456pga9 13 I.na{ﬁn{han

0111213141516

Details of payments you ;;ﬁ;:igg;iz gl Click this link to print reports

have made to HMRC. Each R e Aoy e Al ) detailing the anomalies
month appears after you T - b
complete the month end Aard 15:557.05 QDo
May 17,376.42: 19/06/2017 . .
processing June 0.00  1907/2017 Highlight an anomaly you want
July 0.00 13/08/2017 a a n Q
ot P BTy to view and click this link
September 0.00 13/10/2017
0 0 Notes
This section shows any
— - | This link h ;
notes you and other payrallH Ahkiar 31111l Sl R eI oI
users have made about Month end Summary (P32)
this company. Click the
Add button to create a 3
new one. A Private tick
box allows notes to Update bank account detalk x Click this Help button for

further information on the

remain private to you, if
Work Pad

vou wish
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To start using IRIS Bureau Payroll there are a number of things that you need to do first, some

Getting started with IRIS Bureau Payroll

essential, some optional.

You will need to:

1. Create a Company

Configure the Payroll Calendar for that company
Create some Employees

Set up some Pay Elements

Set up the software for online filing

Pay your employees

Print Payslips and Reports

© N o U M W N

Send RTI Submissions - see Help | RTI Guide for further information

You can also optionally:

9. Create Departments
10. Configure Holidays

11. Configure Automatic Enrolment

Creating a company

When you first run IRIS Bureau Payroll, you are required to create a Company with a few minimum
details, which are highlighted in orange. (If you need to, you can cancel that process.)

This section explains how to add further company details after that initial set up, as well as how to

create a brand new Company from scratch.

If you have just installed IRIS Bureau Payroll and are running it for the first time, the Bureau
Dashboard will open and a message will be displayed advising you to create a company. When you
click OK, the Create New Company screen will be displayed.

The minimum details you need to enter when creating a e |

Company | HMRC | Bark Detals | Online Senvices | Chient Contact Devails | OpeniDs |

Company are:

Company

Mame | I

Address

Company tab - Company Name

Company tab - First line of the Address Foseads
HMRC tab - Tax District No
HMRC tab - Tax Ref No

Sef Assessmen H[SAUTR) [ J

Annual Scheme
{Annua\ Scheme ]

All you need to do is click on each tab in turn and enter as o

Lewy ]

much information as you can. Use the on screen Help button

ok || gocel || pep |
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or press F1 if you need more detailed help.
Remember:

To pay by BACS you must complete the Bank Details tab
To be able to send your online submissions to HMRC the Online Services tab needs to be
complete. (you can set up details for the specific Client only or, use Agent's Login Details
which are set up from the Bureau Dashboard by clicking on the HMRC button and Edit)

m If you need to create a brand new company, from the Bureau Dashboard Clients screen,
click Add. This will open up a new Company for you

m OpenSpace tab - IRIS OpenSpace is a cloud solution allowing you to publish documents to
the IRIS OpenSpace online portal. Contact sales for more information

Configuring your payroll calendar

Before you can run a payroll or add employees, you need to set up the payroll dates. All of the pay
frequencies you use need to be configured.

m Click on the Company tab and then the Payroll Calendar button

The first pay frequency to set up is Monthly. If you don't have any monthly paid employees in this
company, click on the Next button at the bottom of the screen to move to Weekly.

To configure the Monthly pay periods:

Ml Pay Period Set Up Wizard x

Monthly

SelotthenestPayDate | - [ Hesel 7 Herove |

(-Morihly P2y Day
Last Calendar Day of Morih Last Working Day of Morih

1. Click on the drop down arrow next to Select the
next Pay Date to open a calendar

Same Date Each Month Last Friday of Month

Work Period

Tax Tax Calendar
Month| PP | Sextpate  EndDate | StartDate  EndDate | Colcuated | Finalsed

2. Click the required date

3. The Pay Date column is automatically filled with
all your pay dates for the tax year

Use the Monthly Pay Day section to select which day of

the month you will usually be paying your employees [ | S| o =t [ o] = Evis]

on. The dates in the grid change accordingly.

17
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Next, click in the Work Period Start Date column Rivey v serorwasa x)
and select the date of the beginning of your first Monthly
. . . Select the next Pay Date | 30/04/2014 = | Beset / Remove
Work Period. (The Work Period for a Pay Date is oty Py Dy
. . . . ' LastWorking Day of Month
the period of work your employee is being paid ; ol NG
for on that Pay Date - for monthly paid employees | [ oo | oo | vekeend || e
the Work Period is usually the calendar month.) P e et
. 3 30/06/2014  06/06/2014  05/07/2014 No No
[RIS Bureau Payroll will complete the rest of the 4 st osernia ospspoia o
5 130/03/2014  06/08/2014  05/09/2014 No No
dates for you. You can amend the dates IRIS L E . LR
/11/201: /11/201: /12/201:
Bureau Payroll has selected but you need to make || s wums  oums ey .
. X 10 30/01/2015  06/01/2015 No No
sure you do not have any overlapping periods or L st ehuiols CI0A s LA
12 30/03/2015 . 06/03/2015  05/04/2015 No No
any ga ps. " Finalise all emaining periods
Clear erioc| =< Backe New> | [ Concel |[ Enish |

If you need to, you can click on a date to change it; for example, you may choose to pay early for
Christmas.

If this payroll is monthly only:
4. Click on the Finish button
Otherwise:
5. Click Next to complete the Weekly dates
6. Keep clicking Next to complete all the different pay frequencies if you need to

7. Click Finish to close the wizard and save the changes you made

Please note: If you are starting to use IRIS Bureau Payroll in the middle of a tax year, enter

your next payroll date and IRIS Bureau Payroll will automatically enter the previous payroll

dates for you and mark them as Calculated and Finalised
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Creating an employee

S0 %
To add an employee: il #u) P%
| Empicyee | Cot
: €0 |5 G
1. Click on the Employee tab Volgs

:.duNm Starter  Email
I Detadls Empl
2. Click the Add New Employee button motefiy oo mm:

I] Employee Details - (1) x

Click this Flag and the

Surname: || ‘ Code | 1 | <A >
! ¢ employee will appear

as flagged on the

Forename 1 | ‘Deparlmant | |

Persanal |Ta)r&NI PayElements Pay Method To-Dates Absence Notes

~Additional Employes Information ~Contact Information ———————————— ~Employment Infarmation ——————————— SE|ecti0n Side bar
T et S reminding you that
T — I — you have something
e Comy [ o] ||Aeewntfen | i
» = " to follow up for this

aital Status TelNo l:l Date Started l:l ﬂ

I S T e B | L R employee

el

3. Enter as much information as you have for the employee. If necessary, you will be able to
save the employee with a minimum of information

On the Personal tab you must enter (as a minimum):

Surname

Forename 1

m  You will also need to enter the employee’s Address, date of birth (DOB) and Date started
for HMRC reporting purposes

B There are certain fields that are mandatory and certain fields that are desirable for RTI
purposes. They are not required for creating an employee record but will be essential
before sending RTl submissions. Please see Help | RTI Guide for further information

On the Tax & NI tab you must enter (as a minimum):

B Tax Code and Week1/Month1? If you leave the Tax Code field blank, when you complete
the Starter Details for this employee, this field will be populated based on the response
selected

m NI Rate (a default rate of A will be used if nothing is specified here)

B The employee’s NI Number is not mandatory but enter this if it is available

m If you have more than one Pay Frequency set up on your Payroll Calendar, you will first
need to select a Pay Frequency and then the Pay Period will be set (according to the payroll
date on your Payroll Calendar)
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Please note: If you are setting up the payroll in the middle of a tax year and are adding existing

employees:

B Enter values on their To-Dates tab. For further details, click the Help button on the bottom
of the To-Dates screen

® Enter Starter Details, ticking Existing Employee (this is not a new employee to the company)

4. Clicking Save will save the information you have entered and allow you to keep adding
more details on each tab without closing the employee screen

5. Click Close when you have finished and a message will appear asking if you would like to
add another employee

Default Employee

To make creating your employees a bit simpler, you can set up a default employee record, so that
every time you add an employee certain basic information is already included for you.

To create a default employee:

m  Click on the Employee tab then click Default Employee

This screen contains all the elements which are available to be added to the default employee.

For example, perhaps most of your employees may Wl befaut Employee betais x |

start off on Tax Code 1100L, NI Rate A, Pay Main | Bates | Pay/Ded |
Frequency Monthly and Pay Method BACS. Fotare | Newvie |
Title
®  Enter the details into the New Value B J
Status
column T;:Code
AR L&)

M| Rate
Directar

Pay Frequency
Pay Method
Salary - Period

m Click Save then Close

-

When you next click Add New Employee and
selecting Yes to the message ‘Do you want to use Save f— Hop—
the default employee details?’ those details will

already be completed. You can amend these in the new employee’s details if you need to.

You can also amend the Default Employee values at any time, by going to the Employee tab and
clicking on the Default Employee button to open the screen again. You can then edit the details
that are there, add more fields, or delete items you may have found you don't need.
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In IRIS Bureau Payroll, pay is made up of Salary, Hourly Rates, Payments and Deductions,

Configuring pay elements

Attachment of Earnings Orders, Pensions and Loans. These elements (except Salary and Student
Loans) are all set up in a similar way but in different places.

Salary

Salary is the only pay element that is not created at company level. Itis set up in each individual
employee’s details. (You may want to revisit this section if you haven't created any employees yet.)

To set up an employee’s salary:
1. Double-click the employee’s name in the Selection Side Bar to open their details
2. Click on their Pay Elements tab

The first tab open for you is Salary & Rates, and Salary can be found across the top of it.

3. Enter an amount in either the Period or the kol -
) e 2
Annual box. (Whichever you choose, the ‘ bt = :::m : '
software will calculate the other value for e Tox 818 o1 Seres [y et Tooute st e
Salary L Rates | PayDeds AEQ  Pensions Pension Aefs Loans
yOU) e Pencd ncu} Arvual | 000 ToDate 0.00
Notional 000  Rounded 000|

4. Click Save if you want to keep your changes

D /| HowlyRates \ Eltor | bous | Ovrtmeracors | Toray NmuTodmt ETodate

[TTa Casher 66800 37.50 Basic 2.5 357.5% 235450

or Close then No if you don't Vo = — T o

<Mone>

5. When you are finished, click the Save button,
then Close, or use the arrows in the bottom

> | > . oo || Hep |

left to move to the next employee

Hourly Rates and Overtime Factors

Hourly Rates and Overtime Factors are set up in two stages. They need to be created at Company
level first and then assigned to employees, on their Employee Details screens. One rate, Basic, is

aUtomatica”y SEt Up for yOU. ‘m Hourly Rates and Overtime Factors \

Hourly Rates ] Overtime Factors |

To set up Hourly Rates and Overtime Factors at ny - [ e
Company level: amings | Earning
MCreate Pay Rate x
1. Click on the Company tab then click Hourly Rates Favfiste
1D:
2. Click the Add New button to add a new rate farez|
DRRenauzie What are pensionable and
i i ; . " Qualifying qualifying earnings?
3. Tick the Pensionable box if you want this rate to e
be part of pensionable pay G| ool emicmes
4. Tick the Qualifying box if you want this rate to be
included in qualifying pay BB || cdNew | Whetarepensonatl snd

l, oK — | | Qancer | | Help -

21

www.iris.co.uk/customer



JIRIS

You don't set up amounts per hour here - those are set up within each employee’s details.

You may want to set up different rates for different job titles, or grades. The Name of the rate is
what will be printed on the employee’s payslip. You can assign several rates of pay to each
individual employee.

To pay overtime, you need to use Overtime Factors.

5. Click on the Overtime Factors tab B Hourly Rates and Overtime Factors x

Hourly Rates Owvertime Factors

Five Overtime Factors are set up for you. They are used within

B . . . . . m s Name Value
employees’ details and when entering Variations, to multiply
, . 1 Basic 1.0000
employees' rates by the appropriate amount. i i
3iTime & Quarter 1.2500
. 4:Time & Half 1.5000
For example' 5:Double Time 2.0000

m  Employee Z works for 30 hours at basic rate

B  Employee Z also does the same job on overtime, for 4

hours at time and a quarter

*f'ou need only change this section if pou pay overtime at a

m To calculate the correct amount of pay, you would rete e than those: ahezdy coriguied.
All dezcriptions and values can be amended except 'B asic’
enter (in the Enter Variations screen) 4 hours Basic ——

Hourly Rate, with the Overtime Factor set to Time &

Ok Qancel_ Help -

Quarter

Once you have configured Hourly Rates and Overtime Factors at Company level, you need to
allocate them to your employees. (To pay your employees normal pay, you need to use the Basic
Overtime Factor)

1. Double-click an employee name in the il =]
. . . . |Dutton ode A 3
Selection Side Bar to open their details ‘ —— = | ¥
. . Personal Tax &NI | Pay Elements | pay Method To-Dates Absence Notes
2. Click on their Pay Elements tab Sy Pyt AE0 P et Lo
Period 0.00] Annual | 000 ToDate 0.00)
The main grid on screen holds the Hourly Rate fioeed | _
and Overtime detallS. ’m /‘ Hourly Rates ‘ £ /Hour m‘ Hours. ‘ Overtime Factors rapajymm‘ t‘?‘.’ﬁmdﬂi.‘..indm..,‘

4 Cashier 6.6800 37,50 Basic 250,50 33750 225450
4 Cashier 6.6800 0.00 Overtime 0.00 337.50 2254.50
<None>

To add a rate:

3. Click on the word <None> in the grid, and
then click on the arrow which appears

[>] [»] s [ gee |[ Hep |

The drop down list shows all the Hourly Rates which you have created at company level.

4. Select the required rate and the row in the grid will be completed for you
5. Enter the rate amount into the £ / Hour box
6. Enter the number of hours the employee normally works at that rate into the Hours box

You can select an Overtime Factor from the drop down list at this point as well
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Hourly Rates set up within Employee Details appear every time you open the Enter Variations
screen for that employee.

You could select the Hourly Rates here but leave the amount fields blank, and enter amounts on
the Enter Variations screen each time you pay the employee; useful if the employee always works
different hours but at the same rate.

You may prefer to leave this section completely blank and enter all of the Hourly Rate details on
the Enter Variations screen, every time you pay the employee. This is only useful if your employee
works different hours at different rates every pay period.

7. When you are finished, click the Save button then click OK. You can also use the arrows in
the bottom left to move to the next employee

Payments and Deductions

Like Hourly Rates, Payments and Deductions are set up in two stages. They need to be created at
Company level first and then assigned to your employees, on their Employee Details screens.

To set up a Payment or Deduction at Company level:

1. Click on the Company tab Lo -
. . v
2. Click the Payments & Deductions button fome | \

Type: | Payment -]

3. Select Configure Payments & Deductions

Taw b Ml Basiz: | Tauable Mlable

Pansionabls Qualitying What are pensianable and
i Eamings

4. Click on the Add New button e e

Method Vahie [-] |- ogions

5. Enter the Name for your Payment or Deduction,
which will appear on payslips and reports

P11D Categoy: | <Nane> =

Save ok Cancel Help

6. Click on the drop down arrow next to Type to
specify whether it is a Payment, Deduction, SSP Contra, Net to Gross, Loan, or Display ltem
- Payment or Display Item - Deduction

The Type you select controls the other options that appear on screen. For example, if you
select Deduction, any of the Tax & NI Basis options are available. For more help with this,
press F1 key on your keyboard or click on the Help tab and search the Manual

7. Once you click OK the new payment or deduction will appear in the grid

23
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To allocate a payment or deduction to an employee after it has been configured at Company level:

1. Close the Configure Payments/Deductions screen

2. Double-click an employee’s name on the Selection Side Bar

3. Click their Pay Elements tab and then the Pay Deds tab

4. Click on the word <None> in the grid, and then click on the arrow which appears

The drop down list shows all the Payments & Deductions which you created at company
level

5. Select the required Payment or Deduction and the rest — esensl Tecan Py Serents [ payvethed ToDates Asence |
Of the row W|I| be completed for you Salary & Rates ] Fay DEdSl AED  Pensions  Pension Refs  Loans

D s Name | Standard Amoun!

6. Inthe Standard Amount column, enter the amount

<MNone>

you want to pay/deduct from the employee each pay me
period. (You may choose to leave the standard amount :‘EEI?E?
blank and enter the amount on the Enter Variations Sl}gé‘jé{f
screen. This is useful if the amount to be e RS

paid/deducted differs every pay period)

7. When you are finished, click the Save button and then Close, or use the arrows in the
bottom left to move to the next employee

For more detailed help on setting up Payments and Deductions click the Help button or press F1
on your keyboard.

Remember when setting up deductions (such as a Pension or CSA) mid-year, the

YTD amount entered should be negative

Attachment of Earnings Orders, Pensions and Loans

The other pay elements; that is, the Attachment of Earnings Orders, Pensions and Loans, are all
set up in a similar way to Payments and Deductions. (A Loan is a type of Payment and Deduction,
added to an employee on the Loans tab within their Pay Elements tab.)

1. First set the pay element up at Company level by clicking on the Company tab then clicking
the Payments and Deductions button

2_ Select the correct pay element Company { Pension Fay Reports Online filing HMRC Year-end Rollback
A&

type from the drop down @ % % ;% ‘3‘43] &

Company Departments Holiday Global  Payroll Payments & | Hourly
Details Setup Changes Calendar

3. Add the new pay element Company Settings

Rates

Loy
Configure Payments & Deductions
Configure Attachment of Earnings Orders

Configure Pensions

4. Allocate the pay element to
the relevant employees, on —
their Pay Elements tab

AEQ/Beneficiary Agency Details

B B T B 52

Pension Fund Details
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Please note: Student Loans, like Salary, are set up at employee level only and can be found within
Employee Details, on the Loans tab of the Pay Elements tab. All you need to do is enter a Start
Date or tick Continue Student Loan and select the Plan Type. The software will make all the correct
calculations for you.

For more help with Pay Elements, please see the Getting Started Tutorials or click on the Help

button on the relevant screen.

Remember when setting up deductions (such as a Pension or CSA) mid-year, the

YTD amount entered should be negative

Online filing

Much of the communication you need to do with HMRC is now done online. IRIS Bureau Payroll
can send Starter Details and RTI via the Internet, and can also receive SL1, SL2, P6, P9 and RTI
notifications from HMRC and update the details of the employees concerned.

This section gives a brief overview of how online filing works. It is controlled via the HMRC section
on the Bureau Dashboard or the Online Filing tab. If you are processing Clients’ payrolls it is likely
that you will be registered for Online Filing as an Agent or Bureau. For details on how to enter your

Agent’s Login Details see Online Services Details

% The first thing to do is make sure you are registered with HMRC for online filing. If you
Reosmtion]  @ren’t, there is a handy Online Filing Registration button on the Online Filing tab which
will take you straight to the relevant section of the HMRC website or alternatively, from
the Bureau Dashboard click the HMRC button then click Register from the HMRC
website that will open.

Configure

If you are acting as a Bureau you will usually use Agent's Login Details set up in the Online Services
Details section which is accessed from the Bureau Dashboard, HMRC section. If however you want

to use individual Login Details you can set these up using the Online Filing tab; see below:

Mg To configure individual login Details in IRIS Bureau Payroll to send and receive messages

Configure

from HMRC, click on the Online Filing tab, and then on the Configure button.

The Company Details screen will open on the Online Services tab.

25
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To enter individual Log In Details, un-tick Use
Agent’s Login Details. As well as the Contact
Details, you need to enter the Log In Details

given when you registered on the HMRC website.

Click the Check button to see if the login details
work correctly with the Gateway. If Use Agent’s
Login Details is ticked, this screen will use the
details entered in Online Services Details by
default.

Make sure you select how you want to Receive
from HMRC. For details on what the options
mean, click the Help button on the bottom right
of the screen.

JIRIS

m Company Details

Company I HHRC I Bank Detals  Opline Services Client Contact Details

-—I}nlacl Details
‘Ml ‘ |James | |Johnson |
|ii@aa couk |
~Log In Details Options
1234567892 EBureau
D Intermediary
Check Automatic at Login
Part Submission RTI Submissions —————————————————
Unique [D l:l Enable RTI Submissions v
Enable RTIValidation W

Wiew Lo; 0K — | | Qamcel7 | ‘

Hep

Enable RTI Submissions is ticked to allow RTI to be sent to the Government Gateway each pay

period. See Help | RTI Guide for further information.

Receive

Click the Receive button to retrieve details of SL1, SL2, P6, P9 and RTI notifications from HMRC and

update the details of the employees concerned.

Process Mail

Click Process Mail to process the information received from HMRC. If you have opted to receive

automatically within Configure you do not need to do this.

For more details of how the Online Filing process works, see the online Manual on the Help tab or

click the Help button on one of the Online Filing screens.

www.iris.co.uk/customer
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Paying your employees
Once you have everything set up, you are ready to run the first payroll.
The first step is to Enter Variations. However, you only need to Enter Variations for employees

whose pay details this period are different from the standards set up in their Employee Details,
otherwise you can go straight to Calculate.

1. If you have more than one Pay Frequency, select the required Cowr 7 |Name -
Pay Frequency on the Selection Side Bar ——
Rushton, Graham
2. If you only need to Enter Variations for a few employees this i g

lugovic, Adrianna

period, select those few by clicking their names on the Selection
Side Bar while holding down the CTRL key on your keyboard.

Cross, Samantha
Akhtar, Hirishita

L R

Malone, Michael =
Enter Variations screens will then only open for the employees L0 Croig, Mary
you have highlighted in this way
3. Click the Pay tab and then the Enter Variations button
4. This is a fairly straight forward =
Sumame: Duman Codec 1 ‘_\
screen to complete. Any ‘ s B S
S—— =
amounts which you have setup =~ e Sty
in Employee Details will be e v o | e o] e =
. Usa Notanal Pay for employer's pension 1 Advance by 0% Week(s) SnPP 000 Weeks:
there for you, but you can edit = o e - f—
them here if you need to, as = = s -
well as add more
5. Click the Preview button to = mon o mm
open a screen showing the ‘ : -
employee’s net pay and how it = e T e e [

will be calculated
6. Click Save to move onto the next employee or Close to finish entering variations

When you have finished entering all of your variations for the current pay period, you need to
Calculate the payroll:

7. Click on the Pay tab and then the Calculate button

The software will then calculate the pay for all employees except for those On Hold. (You
can put an employee On Hold in Employee Details on their Tax & NI tab, if you know you
aren't going to be paying them for a while.)

If you find you have made mistakes, or need to make changes, you can Enter Variations and then
Calculate again
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At this stage, publish or print your payslips, create your BACS file, issue any P45s, print payroll
summaries etc., (see the Reporting section of this guide) then send your FPS and if required EPS
(see RTI Guide).

8. Finally, select the Pay tab and click Finalise to close the pay period before you can move on
to the next

Reporting

IRIS Bureau Payroll provides all the statutory reports you need, as well as many reports you might
need internally. The reports we consider to be the most important are set up for you ready to
print:

Payroll Summary
To print the Payroll Summary after calculating payroll:
1. Click on the Pay tab

2. Select the Pay Frequency you want on the Selection Side Bar (if you have more than one
Pay Frequency set up)

3. Click the Print Summaries button and then select Payroll Summary

The report will be sent to your screen initially, and will be for the current period, i.e. the one you
have most recently calculated.

To print a hard copy:

4. Click the Print button in the bottom right of the window

You can also change the printer in the bottom left of the window

If you want to print for a different pay period, look at the top of the screen while the current
preview is still open

.3l (TIERIRS Payroll BusinessiE2.15.48 % (0) Demonstration Company £2016/20178 [Print Report] il Report Options
Employee Company Pension Pay Reports Online filing HMRC Year-end Rollback Help Report Options -8 X
[weekno: | 10 2 |@ % INGS)
& Al Selected |  Department/Code v Employee Totals hd 3
|Month No: 2 2 (¥ |Year 2016/17  ~ Order Publish
Stationery
Selection Sort By Select Period Detail Level Order Stationery OpenSpace

You will notice that the Ribbon is opened on a new Report Options tab, which only appears
when you are printing reports. The online Manual on the Help tab will detail all of these
options for you but the main features to notice are:

= The ability to select a different period (and print a historical report) in the Select Period
group

= The option to choose a different Detail Level, to show Company, Department or
Employee totals on the report
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Any time you change one of these options, the following message appears under the
Ribbon:

Information Your report options have changed, click the refresh button to regenerate the report based on these settings.

You will need to click Refresh... before you will be able to print again.

Payslips
To print the Payslips after calculating payroll:
1. Click on the Pay tab

2. Select the Pay Frequency you want on the Selection Side Bar (if you have more than one
Pay Frequency set up)

3. Click the Print Payslips button

4. Select your payslip report (see the Report Manager section for details on selecting a
different type of payslip

The report will be sent to your screen initially, and will be for the current period, i.e. the one

you have most recently calculated

i Laser P |

L: MrlamesPearsn /102016

WPO9RTESC A 100 Cash M7

2041669 Salary 291667 PAYE Tax
N

§:  MisLymeVesl /102016

NPSETHC M oo

Salary. 141667 PAYE Tas
NI

f
il
/
/

[m

There are several options available on the top right of the window. These enable you to
add or remove a Message, To-Date values (of Pensions, or AEOs, for example), Holiday

Remaining and Display Items (such as Employers Pension).
To print hard copies:

1. Click the Print button in the bottom right of the window
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If ou wa nt to r| nt fo ra d |ffere nt a g s IRIS Payroll Business - 2.17.55 - (0) Demonstration Company - 2017/2018 - [Print Report] | Repert Qptions
y p p y @ Employee  Company  Pension Pay  Reports  Onlinefiling ~ HMRC  Yearend  Rollback  Help mn_o%m
period, look at the top of the screen T =) 10

) . . . [ontnne[ 2 2] - s(;)ﬁv:::w Publish Publish
Wh | Ie th e curre nt p review Is St| | I (o] pe n. Selection Sort By Select Period Order stationery OpenPayslips || Openspace

You will notice that the Ribbon is opened on a new Report Options tab, which only appears when
you are printing reports. The online Manual on the Help tab will detail all of these options for you,
but the main features to notice are:

m The ability to select a different period (and print a historical report) in the Select Period
group

B The option to choose a different category to Sort By, sorting the payslips into Employee
Code, Name, Department/Code or Department/Name order

Any time you change one of these options, the following message appears under the Ribbon:

Information Your report options have changed, click the refresh button to regenerate the report based on these settings.

You will need to click Refresh... before you will be able to print again.

Month end Summary

This report will be automatically generated for you at the [ Fialise Payrol x |
appropriate time. Once you have finalised all of the pay periods \2) Do youwishto perorm month end processing?
within a tax month, you will see this message:

1. If you are ready to do the month end, click Yes

IRIS Bureau Payroll will then complete all of the month end calculations and show the

Month End Summary ety e
Gross “
. Statutory Statutory Shared Statutory
figures on screen N v O B e BN QOO - B = LN 1Sy B
a deductions |Tax contributions :g}im': on SMP ;’?g}ima on SPP :‘Eag:‘(,md’ on SHPP. :’:!uim"’ onSAP JOWANCE | from NIC:
(NICs)
initial 0.00 0.00; 0.00 0.00: 0.00 0.00; 0.00 0.00: 0.00 0.00; 0.00 0.00: 0.00. ol
. . iFigures
- 13 il to 5 10062.31 90.00: 10152.31 6874.74. 460.00 0.00: 0.00: 0.00; 0.00: 0.00: 0.00: 0.00; 3000.00: 3460.0
2. Click the Print Month-end |5
Month 1
b f h d f 6Mayto 5 9191.01 72.00: 9263.01 B8246.81: 133.40: 0.00: 0.00 0.00; 0.00 0.00: 0.00 0.00: 0.00 133.¢
Shay
utton for a hard copy o oy
h 6Juneto 5 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: ol
July -
the report iy
6luyto5 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00¢ oo
T
Mﬁth 4
H SAugto 5 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00¢ o
3. Check the figures on the oo
=
65eptto 5 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00: 0.00¢ oo
P30 screen =,
Total 19253.32 162.00 | 19415.32 1512155 593.40 0.00 0.00 0.00 0.00 0.00 0.00 0.00 3000.00 3593.4(.’
< S
4 Click the Print P30 button Total Statutory funding received from HMRC  (22) 000  Incentive payment received (28) 0.00  Deductions made from Subcontractors (25) 0.00
: ‘Advance received from HMRC to refund Tax (7) 0.00 CI5 Deductions Suffered (30) 0.00
for a hard copy of the [rtonpend || emeen || moier |

yearly report

5. Click Close when you are finished

Please note: If you are starting to use IRIS Bureau Payroll mid tax year, you should enter
your month end figures to date in the Initial Figures row located at the top of the screen.

Click the Help button on the screen for more guidance.
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Print Client Reports

There are some reports set up under Print Client Reports that we think you may find useful and
you can add further reports if you wish. For more information on Print and Configure Client
Reports please see the Online Manual on the Help tab.

Reports tab

The Reports tab on the Ribbon contains the Report Manager, Custom Reports, Print Client
Reports, Email Client Reports, Configure Client Reports and buttons for each category of report
available to print.

@ P ESs%RE - IRIS Bureau Payrall - 21073 - (0) De
Ln
Employee Company Pension Pay Reports Online filing HMRC Year-end Rollback
B2 & £5 *5 E A =0 E
Print Summary Multi Employee Company Year-end Other || Print Client Email Client Configure Report Custom
Payslips Reports Period Reports~ Reports Reports~ Reports~ || Reports  Reports  Client Reports || Manager Reports
Available Reports Client Reports Manage

Report Manager

IRIS Bureau Payroll has several reports set up for you by default. You can find these on the Pay
tab, under Print Summaries and Print Payslips, and also on the Year-end tab. The Report Manager
is where you can find further, more detailed reports.

To open the Report Manager:
1. Click on the Reports tab
2. Click on the Report Manager button

3. Reports you select here will be added to the buttons on the Reports tab

Categuries: | S
Pension Rates Summery Lpintinsints
o X Payrol urmary

L — ® = Mot End Summery.
[oACPuments | o B e 1 feiin AED & Loan Smmary By Engl...
Pordle i L 1)

- yelaie Repots:
AED &Loan Summary By Agency
AED 8.0 Summery By Enployee
Aronaly Report
Atachment Surmery

Auto Ervomment Sum=ary
Cint Sgn0F

Compery Costs

Company Totas

Enploye DEO Schedde

Emplayer Fayment Sunmary

Gross to et

Month End Sumeary

Pay Blements Anaiysis

Payrol Anaiyss wth Rate reskdonn
Payrol Summary

Payrol Summary with Year To Dates
Peramn Summary By Employee
Person Sumnay By Fund
Ratss Summary__

Recept List
Tax Summary
Varance Report

Agtrs:
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4. Browse the Categories in the top left by clicking on each one - the reports will appear in the
Available Reports window underneath

All you need to do is:

5. Click on the report you are interested in and a sample of it will appear in the centre of the
screen

6. When you find a report you want to add, click on it and drag it across to the list of currently
selected reports of that type on the right of the screen then Save

7. The report will now appear on the appropriate Button, on the Reports tab of the Ribbon

To remove a report from a tab or button:

1. Click on the report name on the right of the Report Manager screen
2. Click on the left pointing arrow

Report Buttons

Any reports selected in the Report Manager are added to the relevant Button on the Reports tab.
Click a Button to see a drop down list of currently selected reports in that category. The report
buttons are Print Payslips, Summary Reports, Multi Period, Employee Reports, Company Reports,
Year End Reports and Other Reports.

Client Reports

In IRIS Bureau Payroll you can set up Client Reports; reports that you use on a regular basis. Once
configured, these reports can be printed from the Print Client Reports button on the Reports tab.
Alternatively, the reports can be printed from the Print Client Reports button on the Pay tab.

Custom Reports

Custom Reports allows you to have your own reports added to IRIS Bureau Payroll that can be
printed from the Reports tab. IRIS Bureau Payroll Support can create bespoke reports for you; to

discuss your requirements contact our Support Team:
Tel: 0844 815 5661
Fax: 0844 815 5675

Online: www.iris.co.uk/contactsupport
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Email Client Reports

group of reports you want to send:

m  Pre Client Sign-Off Reports
m  Post Client Sign-Off Reports
B Year End Reports

From the Email Reports for Current Company screen you
can un-tick any reports you do not want to send and also
select the period you want the reports to be based on.

Clicking configure allows you to configure additional reports

you may require to add to the group and also set up the
email address and password - see the Online Manual on
the Help tab for more information on Emailing and

Configuring Client Reports.

JIRIS

IRIS Bureau Payroll has the facility to Email groups of reports to Clients. This is particularly useful
for Clients where you regularly send a particular set of reports. Click Email Client Reports on the
Reports Tab. This opens the Email Client Reports - Select Report screen where you can select the

Ml email Reports for Current Company

~Select Period
T s P
Merih No

BACE Options
Pracessing D

= [ivizan]

~Repotts

D Report Name

2 IRIS Paysip - Laser with Address

SortBy

Code

Detail Level ‘Ema\l Report

Nore ~

3 Bankine BACS

Code

None &

4 Company Totals

Company T... o]

~Email

Subject

Message Text

To open an email containing a file of reports to be sent to the Client, click Email. You can then add

any message text before sending.

Creating departments

This section describes how to set up company Departments if needed, and how to allocate

employees to a Department.

To set up your departments:

1. Click on the Company tab

m Configure Departments

No

i) p

Department Name

2. Click the Departments button
3. Click Add New

4. Type the department name directly into
the Department Name grid

Save

oK
Qancel_

T

The Dept Location and Dept Notes boxes

can be completed, but are purely for your own information

5. Click Save then Add New to add the next department

6. When you're finished, click OK
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To allocate an employee to a Department:

1. Double-click the employee

. . [ 1l] Employee Details - Dutton Kaye (1) x
name on the Selection Side
Bar to open their details. sovers | A ‘ Lo
. Farename 1 ‘Kayg |Deparlment |gashigr ‘
Department is on the
Personal | Tax & NI Pay Elements Pay Method To-Dates Absence MNotes
Personal tab ~Addiional Employee Infomation ~Cantact Information ————————— ~Emplapment Information ———————
Title Addiess 9 Dinonwic Close Jab Title l:l
Crumpsal
Foeramez [ | - E mplopment Status
2. Use the drop down arrow to ) e o
mownss | || Pogcods M3 3ER CIEIIE Cashier =
see the list of Departments e Couy Acount Group
yOU have set Up, and C“Ck to Marital Status TelNo 161 205 4152 Date Started ﬂ
Lo2 ||| obdeHo 07736 19524 BBl [ 1
select the one you want PasspotMe [ ||| Emal  aombbcouk Hows Wotkes s
3. When you are finished, click
the Save button, and then
Close, or use the arrows in sl el ] 2] — — —

the bottom left to move to
the next employee
Configuring holidays

This section describes how to set up a default holiday allowance within your company, if needed,

and how to allocate that allowance to employees.

To set up a default holiday allowance for your company:

—_

Click on the Company tab B Holiday Set-Up x

Default Allowance

2. Click the Holiday Setup button

3. Select the type of holiday allowance you Dl Hola Alormnce &
want from the drop-down, which currently
At a Rate of Per Day

says Days. Choices are Hours, Days, Weeks
and Months Cairy Over Entitlement

4. If you have a standard pay rate for Holidays
enter it here, otherwise you can leave it at Reset Holdays
zero

Qancel_ | | Help -

5. Enter a Carry Over Entitlement. This is the maximum amount of holiday your employees
are allowed to carry over into the new holiday year. When you click Reset Holidays on this
screen, IRIS Bureau Payroll will carry over any holiday left, but only up to this maximum
amount

6. Click OK to close the screen and save your changes

Holiday information entered here will be added by default to each new employee you create. It will
not apply to any existing employees - you will need to update those manually by opening the

individual's details.
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To amend an existing employee’s default holiday details:

Ml employee Details - Dutton Kaye (1)

Sumame | Dution | Code [ 1 ] »Q;‘
Forename 1 [Kaye | Depaitment | Cachier ]

1. Double-click the employee name on
the Selection Side Bar to open their

detaI|S Personal Tax&NI PayEements PayMethod To-Dates {Absence | Notes
Hoiday $5P Qualiving Days
Entitlsment v Monday
2. Click on their Absence tab ST
Holiday Rate @] Thursdey
9! Friday

Holiday Type:
3. Enter the correct details and click Save e e T L —

then Close
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We recommend you always think of payroll as a cycle, which consists of steps like those described
in this guide.

The Payroll Cycle

This diagram provides you with a basic summary of the steps you need to complete in each cycle,
it does not include the processes needed for auto enrolment and we recommend you read the
Pension Guide for further information:

g—

Make any
required
changes at
- company level § P —
. (e.g. to pay /
elements) ! Create new

Send EPS, if em.ployfee‘s &
edit existing

necessary
\ ‘n ployee
details

Enter variations

Print summaries
Issue P45s

Q payslips
ch BACS file
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B You may not have any new employees to add but you may need to edit the details of

There may be slight differences in your further payrolls, for example:

existing employees

m Before finalising, you may need to make changes to employees and recalculate the payroll.
You would then need to reprint reports etc.

m If you have an accounts system, you will need to Post Journal before you finalise the period

m  Once you have finalised all of the pay periods within a tax month, you will need to do the
Month end processing

It is a good idea to create your own work flow chart, enabling you to tick off each step as you go.

There are other steps to the payroll process that this guide hasn't covered, for example, issuing a
P45, calculating and paying Statutory Payments. These things are comprehensively covered in the
online Manual, as well as in the How to Guides. You can find these on the Help tab.

Alternatively, if you need some help with a particular screen click the Help button which you can
find on most screens, or press the F1 key on your keyboard, to open the Manual directly on the

correct topic.

If you encounter any difficulties please visit http://www.iris.co.uk/support/contact-support/.
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Additional Software and Services Available

IRIS AE Suite™

The IRIS AE Suite™ works seamlessly with all IRIS payrolls to easily manage auto enrolment. It will
assess employees as part of your payroll run, deduct the necessary contributions, produce files in
the right format for your pension provider* and generate the necessary employee
communications.

IRIS OpenPayslips

Instantly publish electronic payslips to a secure portal which employees can access from their
mobile phone, tablet or PC. IRIS OpenPayslips cuts payslip distribution time to zero and is
included as standard with the IRIS AE Suite™.

IRIS Auto Enrolment Training Seminars

Choose from a range of IRIS training seminars to ensure you understand both auto enrolment
legislation and how to implement it within your IRIS software.

Useful numbérs

HMRC online service helpdesk HMRC employer helpline
Tel: ~ 0300200 3600 Tel: 0300200 3200
Fax: 0844 366 7828 Tel: 0300 200 3211 (new business)

Email: helpdesk@ir-efile.gov.uk

Contact Sales (including stationery sales)

For IRIS Payrolls ‘ For Earnie Payrolls
Tel: 0844 8155700 Tel: 0844 8155677
Email: sales@iris.co.uk Email: earniesales@iris.co.uk

Contact support

Your Product ‘ Phone ‘ E-mail

IRIS PAYE-Master 0844 815 5661 payroll@iris.co.uk

IRIS Payroll Business 0844 815 5661 ipsupport@iris.co.uk

IRIS Bureau Payroll 0844 815 5661 ipsupport@iris.co.uk

IRIS Payroll Professional 0844 815 5671 payrollpro@iris.co.uk
IRIS GP Payroll 0844 815 5681 gpsupport@iris.co.uk
IRIS GP Accounts 0844 815 5681 gpaccsupport@iris.co.uk
Earnie or Earnie IQ 0844 815 5671 earniesupport@iris.co.uk

IRIS & IRIS Software Group are trademarks © IRIS Software Ltd 06/2015. All rights reserved
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