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Introduction

This guide assumes that the following are already in place in a client’s Payroll Professional installation:
e Payroll Professional 2025 EOY Update or later is installed.
e  All payroll data files opened in IPP 2025 EQY or later.

e  Payroll Professional is correctly set up and using MS SQL (Express, Standard or Enterprise) for the
shared databases, T2DATA and P2ADMIN.

e Virtual Payroll Assistant (vPA) installed on a separate discrete server and is configured to use the same
MS SQL shared databases, and a separate MS SQL database for vPA.

e vPA configured with one mapped drive to be able to see the file path where Documents are saved so
they can be uploaded to myePayWindow using the automated step Empty outbox.

e Bureau users intending to use vPA must already be registered and have activated user accounts on
myePayWindow, with Privileges selected. Enable users to have access to vPA via myePayWindow.
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What is virtual Payroll Assistant (vPA)?

Virtual Payroll Assistant (vPA) is a Payroll processing automation module designed for Payroll service providers and
other organisations who process the pay for multiple employers or clients. vPA offers the potential, once set-up, to
allow payroll tasks, normally executed from within the payroll desktop software, to be run automatically,
sequentially, and fully ‘unattended’, i.e. without any user intervention and without the desktop software.

vPA relies upon the use of pre-defined payroll processing templates. A vPA processing template contains
processing ‘steps’. A processing step or task can be either ‘automated’ or ‘manual’. Automatic processing steps will
execute payroll functionality unattended whilst manual tasks need to be processed by a Payroll processor via the
Payroll Professional desktop software application or based on other events that need to happen and be marked as
complete before following steps can continue.

In this release of vPA there are manual and automated steps included in the processing templates. Automated
steps are limited and will be increased over the course of later releases.

Using vPA to manage and track progress of payroll processing tasks across multiple employer payrolls and payroll
processors will provide significant benefits (even with limited automation capability) by providing instant visibility
into the status of work and control of deadlines in a typical payroll processing bureau.

Manual tasks can be assigned to specific staff members who are then able to Sign Off the task when the work has
been completed. A collection of steps is defined as a Process. When a Manual task is completed, vPA will move on
to the next step in the Process sequence and proceed until all steps have been done when the Process is then
considered complete. The cycle then continues with the next iteration of the Process being created when the
automated step called Create next process is performed.

Separate Processes (and the tasks contained within) are made for each Client. Multiple clients requiring the same
Processes are collected to form a Group. The first Process is created for each Client in a Group based on the
Group’s Period Number and Tax year when the Schedule is changed to Ready.

Virtual Payroll Assistant comprises 2 main software components that are installed alongside your existing Payroll
Professional installation:

e vPA website — This is where you set-up, manage and track the progress payroll processing.
e VvPA engine — This is a server engine that processes payroll tasks on your network.
The vPA website provides:

e The ability to create client processing Groups with process templates and steps and to tune these to the
way you work.

e A Dashboard with four views — My Work, Automated, Overview and Client Approvals.

o My Work — consists of the Manual and Internal Approval tasks for the user logged into
the vPA website.

o Automated —is the progress of the automated steps.
o Overview — providing details of all users Manual and Internal Approval tasks.

o Client Approvals —show status of client approvals that are waiting for the client to reject
or approve via myePayWindow.

e The ability to view the payroll and each users’ processing progress, and most importantly to deal with
any failures and overdue manual tasks.

e The ability to assign, reassign and un-assign manual tasks across your payroll team.
e The ability to rerun steps.

e The ability to sign off manual tasks.

vPA Guide - 2025 - EQY What is virtual Payroll Assistant (vPA)? e 3



The ability to approve or reject Internal approvals.
The ability to approve or reject Client approvals.
The ability to pause a process for a client.

The ability to cancel a process for a client.

The ability to start step(s) early.

In addition, vPA works in an integrated way with the Payroll Professional desktop application. When vPA is installed
Payroll Professional allows you to:

See manual and internal approval tasks allocated to you via the vPA across all clients and listed in most
immediately due order.

When you open a specific data file only see your tasks for the client file that you have opened.

Be able to sign off manual tasks as complete and for these to update automatically to the vPA website
so that progress can be monitored centrally.

Ability to Approve or Reject internal approval tasks and for these to update automatically to the vPA
website so that progress can be monitored centrally.

The following automated steps are available:

Mandatory:

Initialise Process — must be the first step in a process, it checks that the data file has the correct
Frequency, Period Number and Tax Year.

Open Run — must be after close run. Where the clients process setting called Pay Day Setting is selected
as Default or Specific Day, this step will set the pay date for the period in the payroll data file as the
date set in vPA.

Create Next Process — must be the last step in a process, it creates the next periods process.

All types of payrolls:

DPS Check — checks whether there are any notices to download since the last notices where
downloaded. If there are notices to be downloaded there needs to be a manual step after this
automated step so that the user is aware that they need to manually download notices. This step allows
the manual step to be skipped if there are no notices to be downloaded.

Backup payroll — use this step to backup the data file during processing, the file name is like the normal
close run naming convention. Must have the Backup setup completed in Payroll Professional with
Automatic selected, Compressed can be ticked or un-ticked and the back up path completed. Will use
the Secure backup if set up.

Client Approval — this step is sent to myePayWindow for the client to approve or reject the payroll.
Therefore, the data file must be set up on myePayWindow, payslips previously uploaded and Employer
contacts set up for you to be able to use this step. You can choose one or multiple Employer contacts
for this step to be sent to. If no Employer contact is selected, it will be sent to the default contact that
has been set up in myePayWindow. This step includes options as to what should happen if it exceeds
the due date and time, and the client has not approved or rejected the payroll. Checks for a response
once every hour.

Send FPS — submits and checks the FPS that has previously been created either manually via IPP or
using the automated step Create FPS. Please note that if the Employer is Opted in to EVC, when this
step is performed via vPA the data is NOT send to EVC

Create Report — creates individual PDFs of the selected reports and adds them to the myePayWindow
outbox using the Default Contact set up in myePayWindow. The report name(s) can be overridden. See
Appendix C for a list of available reports.
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Empty Outbox — allows you to choose the following outbox items to be uploaded to myePayWindow
using publish dates (if applicable) defined under the group:

e  Payslips

e Documents

e Branch changes

e Cost centre changes
e Department changes
e P45s

e (IS statements

e Anonymise employee
e Employee changes

Depending on which outbox item(s) are selected, this step performs a check first to see if there is
anything other than the selected outbox item(s) in the outbox, if this is not the case the outbox items
will be uploaded to myePayWindow and like the DPS Count Check step it allows a following manual step
to be skipped.

Specific types of payrolls:

Calculate — only designed to be used for Director payrolls where they have gross to net payments that
only require tax and national insurance to be calculated. Is suitable for Cumulative and Non-Cumulative
Directors. This step checks for unsupported elements, see Appendix B, and excludes calculated
employees.

Create FPS - only designed to be used for Director payrolls where they have gross to net payments that
only require tax, national insurance, student loans and postgraduate loans, attachment of earnings
order, non-banded pension schemes, banded pension schemes calculated and auto enrolment. Is
suitable for Cumulative and Non-Cumulative Directors. The employees first FPS must have previously
been submitted before using this step. If it is determined it is the last period of the tax year and the
data file only has one frequency (checks employees and payroll runs for the current tax year), then the
Final Submission flag is included in the FPS. This step checks for unsupported elements, see Appendix B.

Close Run —must be before open run. A back up will be performed during this process. Must have the
Backup setup completed in Payroll Professional with Automatic selected, Compressed can be ticked or
un-ticked and the backup path completed. Will use the Secure backup if set up. This step will also
determine whether it is the last period of the tax year or not based on the frequency and pay date
selected in vPA for each client, and if it is the last period a manual step will be generated for Close year.
This step is designed to be used for simple Director payrolls only with gross to net payment, where only
tax, national insurance, student loans and postgraduate loans, attachment of earnings, non-banded
pension schemes, banded pension schemes, auto enrolment have been calculated, and auto enrolment
dashboard has been completed. Is suitable for Cumulative and Non-Cumulative Directors. This step
checks for unsupported elements, see Appendix B.

There are two approval steps called Internal and Client.

The Internal approval step is assigned to a specific staff member to approve or reject.

Whereas a Client approval step is assigned to Employer contact(s) and uploaded to myePayWindow for the
Employer to approve or reject.
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Terminology

VvPA —virtual Payroll Assistant.

Groups — containers for multiple clients who have very similar day to day tasks and deadlines.
Process — a collection of payroll processing steps/tasks based on a pre-defined Process Template.
Step — an individual automated or manual processing step/task.

Schedule — this is the Process start/end date and frequency information.

Reassign — reassign a manual task from one Payroll Processor to another in the event of absence or work
overload.

Rerun — already completed Steps within a client process can be re-run, e.g. re-calculate with new overtime
hours.

Widgets — these refer to the charts displayed on the vPA Dashboard.

Pause — stop any further processing for a client process from the step that has not started. Can be un-
paused when ready to continue processing.

Cancel — stop any further processing for a client process, any step that has started will be marked as Failed
and steps thereafter will be cancelled and removed from processing. Will automatically generate the next
process for the client based on the Group period details when the period number is next updated.

Internal approval — for a payroll processer to approve or reject via IPP or vPA.
Client approval — for Employer to approve or reject via myePayWindow.

Planned processes — these are based on the Group(s) set up where the processes have a status of Design
and Ready where they have not been created yet. This information is generated every Sunday at midnight,
it can be updated at any point via Planned Processes on the left menu and select Update. This information
enables vPA to provide a projection of work for the next six months.

Created processes — these are processes that have been created for the Groups with a schedule set as
Active. They are initially created when the schedule is changed to Ready, and thereafter when the
automated step Create next process is completed.
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vPA Roles

In vPA the Payroll team users can each be assigned to one of 3 roles. This assignment is managed in their
myePayWindow user settings:

e  Payroll Department Admin — this is for the main vPA admin for the Bureau.
e VPA Supervisor — this is a Payroll Manager or Team Leader role.

e VvPA Operator — this is a Payroll operative role.

Based on the role assigned a user has access to the following actions:

Action Payroll Department VvPA Supervisor vPA Operator
Admin
Edit Group Yes No No
View Group only No Yes Yes
Add Group Yes No No
Delete Group Yes No No
Disable/Enable Group Yes No No
Pause/Resume Yes Yes Yes
Cancel Yes Yes No
Rerun Yes Yes No
Sign Off (manual Yes Yes Yes (only if assigned to
tasks) them)
Run Early Yes Yes Yes
Check Status (Client Yes Yes Yes
Approval)
Respond (Internal Yes Yes Yes (only if assigned to
Approval) them)
Bureau Override Yes Yes No

(Client Approval)

Edit Step Yes Yes No (unless a rejected
internal approval)

Check Submission Yes Yes Yes
(FPS Send)
Reassign (Manual Yes Yes No

Tasks, single and
multi-action)
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Action Payroll Department VvPA Supervisor vPA Operator

Admin
Team page Yes Yes No
Add Team Yes No No
Edit Team Yes No No
Delete Team Yes No No
View Team Only No Yes No
Clients page Yes Yes No
Groups page Yes Yes a) Groups that have

no Team assignment

b) Groups assigned to
the team that the user
belongs to

Process Progress page Yes Yes a) Processes that have
no Team assignment

b) Processes assigned
to the team that the
user belongs to

Step Progress page Yes Yes a) Steps that have no
Team assignment

b) Steps assigned to
the team that the user

belongs to
Planned Processes Yes Yes a) Planned Processes
page that have no Team
assignment

b) Planned Processes
assigned to the team
that the user belongs
to

Planned Steps page Yes Yes a) Planned Steps that
have no Team
assignment

b) Planned Steps
assigned to the team
that the user belongs
to
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Action Payroll Department VvPA Supervisor vPA Operator
Admin

Schedule checking for = Yes No No

vPA Updates

Schedule installing Yes No No

vPA Updates

Schedule a vPA Yes No No

Engine Shutdown

Restart vPA services Yes Yes Yes

Admin Settings Yes No No

User Settings Yes Yes Yes

VvPA Guide - 2025 - EQY
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vPA website

Login to vPA website

Open Payroll Professional and select Home tab:

B Go 8 W X8 & Payroll Prof - o x

Home | Admin  Tables  Dsta  Run  Utilities

BAR SN &« @ ® 3 B X 8 B » Q@ @
Pay Emy fia s Pri

Reporting Help o |l@

New Open lose Tax National Banks ensions Report BM: vPA  Task Exit
Insurance Macros Management List
Payroll File Tables Banks Data Run Reporting BMS | virtual Payroll Assistant | Exit

oloyer  Employee:

Pay

In the section virtual Payroll Assistant click on vPA to open the vPA website, then login using the same credentials
you use for myePayWindow.

JIRIS = The PayrollPro Bureau O PatTemity =

© vPaDastos

[P p—
My Tasks For Today v My Approvals For Toozy (Tasy - My Work Calengar (Tast)

3 1 9 15
1" 9 6
s 1 14 2 ala1 "
2 El u = z 2
10 10 23 93 an 415 6
Fl » F
20 ]
Logs
& nen W peenet

virtust Payroi Aarmin

Adenin Settngs
My Work List

@ Logaut

16-Aug-2022 (1 o 1)

Helping Hards | PSDHeloingHands | Pay emplayees - subrolt payment fies | 1700

18-AUD-2022 (4 Ot 4)

23-Aug-2022 9 of 8)
24-Aug-2022 (30t 3)

25Aug-2022 4 o &)

2-Aug-2022 [ o 6)

© 2022 RIS Peyrell Professiana

Dashboard page
After entering your credentials, you will arrive on the default vPA Dashboard page called My Work.
There are three other pages under the vPA Dashboard:

e Automated.

e Overview.

e (Client Approvals.
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My Work

JIRIS = The PayrollPro Bureau

16-Aug-2022 {1 of 1)

Melping Hancs | PSOHefingHands | Pay empicyees - submit payment fles | 1700 a v

18-Aug-2022 4 ot 4)

18 Aug 2022 (10 of 17)

22-Aug-2022 (10 o 10)
TR

26-Aug-2022 (6 ot &)

This tab contains four charts:

Action Required (Rejected Internal Approvals) — this only appears if the user has any rejected
approvals that have been marked as Action Required By them.

My Tasks For Today - this is a donut chart which shows overall progress for all the manual tasks
assigned to you today, it also includes manual tasks which are due tomorrow that you have completed
today.

My Approvals For Today - this is a donut chart which shows overall progress for all the internal
approvals assigned to you today, it also includes internal approvals which are due tomorrow that you
have completed today.

My Work Calendar - shows uncompleted manual tasks for you. You will see there are two numbers, the
one on the left are planned processes and those on the right are created processes. This chart is
designed to allow you to see your manual task workload per day. You can drill through to see a
breakdown of the work due by each day.

My Work List - shows as uncompleted manual tasks assigned to you, these are grouped by due date
with the most immediately due tasks at the top of the list.

Automated

Action Reuired (2 Steps)

MNuggets (NUGGETSNURSERY.MC?) - DPS Notifications count check Harry The Gardener (MARRYTHEGARDENERMCP) - Create Report and Add To Outbox
Due: 29-1u5-2022 1700 | Date Failed: 18-Aug-2022 161 Due: 30-Aug-2022 17:00 | Date Failed: 19-Aug-2022 1037
ErTor: BPS: Unabie To Check Gne O More Natiication Types ETor: The Cllent Has Not Been Registered On MyePayiindow

The top 4 charts, by default, show the progress of automated steps for ‘today’, they include any overdue steps.
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To change

the date-time-range for these charts click the clock icon in the right-hand corner and choose the

required date-time range from the drop-down list:

Last 24 ho

Last 48 ho

Last 7 days

Current month
Next 24 hours
MNext 48 hours

Next 7 days

o

urs

urs

All top four charts show the step level results, for automated steps.

The Action

Required widget includes failed steps for all step types that need to be dealt with for the processes to

continue, it excludes rejected internal and client approvals which have their own widgets.

Overview

Filters

Tean:

User:

Group By:

Q Tasks

Exclude Users With No Work: (@

O Pat Ternity 'E

@

Client

This tab co

ntains four charts:

Today’s Work Breakdown — this chart is an overview by payroll processor and the status of the manual
tasks assigned to them and due today, this also includes overdue manual tasks shown in red. This chart
is designed to allow you to see the manual task workload per individual payroll processor. You can use
this chart to drill through and reallocate work as required to balance work more evenly across the team
or to support planned or unplanned staff absence.

Today’s Work — the donut chart provides a summary of the Today’s Work Breakdown chart which is
restricted to those tasks that were due today this also includes overdue manual tasks shown in red.

Weekly Work Breakdown — this chart shows the number of manual tasks for each payroll processor
grouped by the task’s due day. This summary has settings to see either manual tasks for Created Steps
or Planned Steps, giving you the ability to see future workload (based on the week commencing
selector). When Created Steps is selected the summary excludes manual tasks that have been
completed. You can drill-through to see a step breakdown by clicking on the number value for a
user/day. You can use this chart to drill through and reallocate work as required to balance work more
evenly across the team or to support planned or unplanned staff absence.

Work Calendar — this chart is designed to allow you to see the uncompleted manual task workload for
all payroll processors per day. You will see there are two numbers, the one on the left are planned
processes and those on the right are created processes. You can use these charts to ensure you have
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enough staff to cover the workload. You can drill through to see a breakdown of the work due by each
day.

By default, these charts show the information by manual task, for all users who have at least one task assigned to
them. You can use the filter under the burger bar on the right to:

Filters

User:

Group By:

© Tasks

Exclude Users With No Work: @

O pat Ternity 'E

Client

Team — use this option to show in the charts specific team(s) counts.
User — use this option to select specific users to show in the charts.

Exclude Users with No Work — by default this is ticked. Un-tick this box to show all users, with the box
ticked it will show users who have at least one task allocated to them under planned and/or created.

Group By - Tasks or Client — by default this is set as Tasks, select Client to see the number of clients
allocated to each user.

Note — these settings are currently not saved, so if you select a different left-menu item other than the vPA
Dashboard they will revert to the default settings.

Client Approvals

ocaihostB082/spa/Dashboard?

Due Prior To Today {3 of 31 ==
L]
: 3
=
ek et 0o 102119 =

2022 RIS Payrol Professiona
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This tab contains four charts:

e Approval Calendar - shows uncompleted Client Approvals by due day. You will see there are two
numbers, the one on the left are planned processes and those on the right are created processes. This
chart is designed to allow you to see Client Approvals per day. You can drill through to see a breakdown
of the Client Approvals due by each day.

e Rejected Approvals — this shows details of Client Approvals that have been rejected, for you to deal
with and re-run, as necessary.

e Today’s Breakdown - shows as uncompleted Client Approvals, these are grouped as follows:
o Due prior to today.

o Today which is split by the hour during working hours, prior to the start of the working
day and after the end of the working day.

o Duein the next 7 days.

e Today’s Approvals - the donut chart provides a summary of the status of Client approvals which is
restricted to the client approvals that were due today this also includes overdue client approvals shown
in red, rejected approvals in pale red, accepted approvals in green.

Left-Menu items
{9 vPA Dashboard
virtual Payroll Assistant

Groups

Teams

Clients

Month View
Process Progress
Step Progress
Planned Processes

Planned Steps

virtual Payroll Admin

Admin Settings

% Log out

e  Groups — this is where you create and maintain vPA Groups of clients with similar processing
requirements. From the Groups page you can assign clients to groups, define group processing
parameters, assign various pre-defined process templates (plus steps), edit/add manual process steps,
(start and due date), and make any initial assignment of manual tasks to payroll processors at Group,
Client, or Process/step level.

e Teams — this is where to create set up and maintain Teams, to allocate Users and Groups to a Team.

e Clients —displays a list of clients that are assigned to a Group in vPA, these are payrolls that have been set
up in your Payroll Professional environment.
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e Month View — displays a calendar with the number of uncompleted tasks per calendar day, for all payroll
processors.

e Process Progress — allows you to see the progress of all clients’ processes.

e  Step Progress — shows the progress of individual steps which includes automatic and manual tasks for all
groups, processes, and clients.

e Planned Processes — displays the future schedule for all clients in a group and process, where the process
has a schedule set as Active, Ready or Design and includes the status of the schedule. This is a projection
of work for the next six months.

e Planned Steps — displays individual steps for the Planned Processes, the future schedule for all clients in a
group and process, where the process has a schedule set as Active, Ready or Design. This is a projection of
work for the next six months.

e Logs —this is a vPA administration page that provides details of the vPA engine activity. The information
shown is dependent on options selected on the ‘Log settings’ page. The most recent activity is shown first.

e Admin Settings — this includes Bureau settings to customise the Calendar Colours shown based on the
number of tasks. And Log settings to determine the audit details recorded by the vPA engine, we
recommend all are enabled.

Auto Logout

When you have left the website idle for 10 minutes, you will automatically be logged out. You will see a message
on the screen giving you chance to stay logged into the website.
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Configuring vPA

To set-up vPA for live operation the following need to be completed:

How to set up a Group based on pay day

This example below is for a Weekly frequency.

Setting up a new group

VPA has a 4 -step ‘new group’ wizard to streamline new group creation:

1.

2
3.
4

Group name and Pay parameter settings.
Add/edit Client members.
Add/edit process templates.

Group set-up summary/confirmation.

16 e Configuring vPA
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To set up a new group, select Groups in the left-menu to display a list of groups that have previously been created:

JIRIS The PayrollPro Bureau O bt Temity
@ PA Dashbaard. Groups (Advanced Filters Applied) [ +new oo, [l Greresn |
e B3 - - -0
B8 cou
Teams Hom Frequency Period Number T Vear Pay Day/Date Region Assigned Teom Status

" Ments 22 B 1 oD +

----- o . oo +

z 22 Dreci o +

\1 2 o2 | Ty | Ecane [ouunso] +

Group set-up wizard —step 1

Click on m to open the new group wizard:

New Group Wizard - Details (1/4)

Enter a name for the group, and specify whether you want it to be based on Pay Day and/or Frequency. Note that if
the group is set to be based on Pay Day then it is required to also be based on Frequency.

Name:

Based on Frequency: [i]

Frequency: N
Period Number:

Tax Year:

Based on Pay Day: [i]

Pay Date: Select Pay Date

Region: : 9
Do not adjust for bank [ ]

holidays:

Do not adjust for weekends: ] @

Team Assignment:

Enter a name/description for the Group in Name field, e.g. Weekly — Pay Day Friday.

Now complete the following fields:

e Frequency — select the frequency for all the Clients in this group, in this release Monthly, Weekly and Four
Weekly frequencies are available — so for this example choose weekly.

e Period Number — enter the period number based on the frequency for the next period’s payroll run. This
number will be validated against the frequency.

e Tax Year — enter the tax year based on the frequency and period number for the next period’s payroll run,
if it is tax year 2020/2021 enter 2020.

e Pay Day— when the Frequency is selected as Weekly, select the day of the week that is the pay day using
the drop-down, and when the Frequency is selected as Monthly enter the date of the month they are paid
(if it is last day of the month you can select the 315 and the program will adjust for months where this
date doesn’t exist), when the Frequency is selected as Four Weekly click on the drop down to select the
date that falls within the Period number and Tax Year selected.

e  Region — use the drop-down selector to choose England, Wales, Northern Ireland, or Scotland. Processing

schedules will be adjusted automatically accordingly around the Bank Holidays as applicable per region.
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e Do not adjust for bank holidays — if you do not want the program to adjust the timetable for steps for this
group for bank holidays, then tick the box.

e Do not adjust for weekends — if you do not want the program to adjust the timetable for steps for this
group for weekends, then tick the box.

Click Next, to move to the next step in the group set-up. The wizard will validate your entries and flag any problems

before allowing you to proceed.

New Group Wizard - Details (1/4)

Name: Weekly
Based on Frequency: [i]
Frequency: Weekly
Period Number. 5

Tax Year: 2020
Based on Pay Day: [i]
Pay Day: Friday
Region: England
Do not adjust for bank e
holidays:

De not adjust for weekends: O e
Team Assignment:

Enter a name for the group, and specify whether you want it to be based on Pay Day and/or Frequency. Note that if
the group is set to be based on Pay Day then it is required to also be based on Frequency.

You will see that there are information icons to provide helpful information.

Group set-up wizard — step 2

On successful validation, the Clients selection page is displayed:

New Group Wizard - Clients (2/4) 1 Cancel

From the list of Available clients, highlight those which you wish to include in the group and use the gresn arrow to move them 1o the Selactad clients list. You can use the red arrow to remove clients in the

same manner.

Available clients: 25

8its And Bobs | BB | PSDBitsandBobs
8rides And Grooms | BG | BridesandGroems.mep
Carpets Galore | CG | PSDCarpetsGalore

Cherry Cafe | CC | PSDCherryCafe

Country Homes | CH | CountryHomes.mcp
Crunchy Accountants | CA | PSDCrunehAccountants

Denzel's Garage | DG | DenzelsGarage.mep
Duke Solicitors | DS | DukeSolicitor

ents.mep

torbike Shop | MMS | PSDMikesMotorbikeShop
Nuggsts Nursery | NN | NuggetsNursery.mcp
Shelly's Cycle Shop | SCS | ShellysCycleShap.mcp

Selected clients: 0

The left-hand side shows the Available clients list, alpha sorted-(25 clients) for potential addition to this group.
Note: Clients can exist in multiple groups simultaneously.

The right-hand side of this screen shows any clients that already belong to this group. You must add at least one

client to a group.

To add clients to the Selected clients list from the Available client list, you can:

e Use the Search option to find a specific client, the clients are automatically filtered as text is entered:

when the required client name is found, select it and then click on

clients list.

e  Or scroll the available clients list to find a client and click on

to add them to the selected

to add to the selected client list.

e You can select multiple clients by holding down the Ctrl button on your keyboard then click
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To remove clients from the Selected clients list, use similar methods to the above highlighting the clients under the

Selected clients list and click on

You can add and remove clients after the group has been created, see the section Editing the group to complete
the set up.

You must have at least one Client under the Selected clients list, then click on Next to move to the next wizard step
to add processing templates to the group:

Group set-up wizard — step 3

New Group Wizard - Process (3/4) 4 cancel

Select a template to base the process on and specify a name for it.

Selected template: s Preview

Name:

Using the drop-down box next to Selected template choose the process template that is relevant to this group,
then complete the Name box with a description for the process (see appendix A for details of the process
templates). Click on the Preview button to see the steps in the selected template:

Process Preview (Process Payroll - Four Weekly) 2Ciose

Step Name Job Type Start Due

Check open run details Initialise Process

Client info received - Ready to process Manual Task 08:00 1 Day Before Due 17:00 5 Days Before Pay Day
DPS Notifications Count Check DPS Check 08:00 1 Day Before Due 17:00 5 Days Before Pay Day
Download DPS Netifications Manual Task 08:00 1 Day Before Due 17:00 5 Days Before Pay Day
Download AE opt outs Manual Task 08:00 1 Day Before Due 17:00 5 Days Before Pay Day
Enter data Manual Task 08:00 2 Days Before Due 17:00 3 Days Before Pay Day
Calculate payroll Manual Task 08:00 2 Days Before Due 17:00 3 Days Before Pay Day
Internal approval Internal Approval 08:00 2 Days Before Due 17:00 3 Days Before Pay Day
Upload review reports to myePayWindow Manual Task 08:00 2 Days Before Due 17:00 3 Days Before Pay Day
Client approval Client Approval 08:00 2 Days Before Due 17:00 3 Days Before Pay Day
Pay employees - submit payment files Manual Task 08:00 1 Day Before Due 17:00 2 Days Before Pay Day
Upload final reports to myePaywindew Manual Task 08:00 3 Days Before Due 17:00  On Pay Day

Create Full Payment Submission Manual Task 08:00 3 Days Before Due 17:00  OnPay Day

Submit Full Bayment Submission send FS 08:00 3 Days Before Due 17:00  On Pay Day

Upload to myepaywindow Empty Outbox 08:00 3 Days Before Due 17:00  OnPay Day

Empty myePayWindow Outbox Manual Task 08:00 3 Days Before Due 17:00  OnPay Day

Auto Enrolment - Generate Notices and Feeds Manual Task 08:00 5 Days Before Due 17:00 4 Days After Pay Day
Auto Enrolment - Upload Feed Manual Task 08:00 5 Days Before Due 17:00 4 Days After Pay Day
Close Period Manual Task 08:00 5 Days Before Due 17:00 5 Days After Pay Day
Open Period Open Run 08:00 5 Days Before Due 17:00 5 Days After Pay Day
Create Next Process Create Next Pracess 08:00 5 Days Before Due 17:00 5 Days After Pay Day

Click on Close to close the Preview screen, if the selected template is correct, click on Next to see a summary of the
group you are setting up.

Group set-up wizard — step 4

New Group Wizard - Summary (4/4) XU W Finish 1 Cancel

Please review the selections you have made. If you are happy, click Finish to create the group, otherwise go back to
make changes or click Cancel to exit without saving.

Weekly

Click Finish to save the new group. You can click on Prev to make changes to any of the previous screens or Cancel
to discard the set up.

VvPA Guide - 2025 - EQY Configuring vPA o 19



At this point all the clients selected will be checked to ensure they have been opened in the minimum version of
IPP before the Group is created. If this check fails, the Group will not be created, a message is displayed showing
the file names of the clients that need to be opened in IPP.

At this stage you have created the base setting and parameters for your client processing group, however before
this can be activated you may need to customise the various options, for example pay day changes, and preferred
payroll processor allocation by client and perhaps down to processing step (see below).

Customising the group ‘base settings’:
Once the group has been created you may need to edit the group to:
e Customise the steps (add or delete manual steps).
e Change the steps timetable.
e Customise the DPS check step to select the step to move to if there are no DPS notifications to download.

e  Customise the Empty Outbox step to choose the outbox items to upload, enter the publish date(s) and
which step to move to if the selected type(s) are uploaded to myePayWindow successfully.

e Assign users to manual steps.

e  Assign users to internal approval steps.

e Override Client pay day if it differs from the Group default.

e Enter Clients approver if it differs from the default Employer contact setup in myePayWindow.

e Choose what happens if the due date and time are passed for a Client approval step.

e Enter specific description to appear on myePayWindow for the Client approval step.

e Mark specific steps for a Client as not applicable.

e Override Client Payslip and/or Documents publish date(s) if they differ from the Group default.
However, you will need to edit the group to:

e Define when the process for the group is Ready for live usage.

To do this, go to the Groups option in the left-menu:

) vPA Dashboard

virtual Payroll Assistant
Groups
Teams
Clients
Month View
Process Progress
Step Progress
Planned Processes
Planned Steps
Logs

virtual Payroll Admin

Admin Settings

& Logout
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Find the Group you have just added in the Groups listing and click the ‘+" icon:

Groups (Advanced Filters Applied) [ +1ewcrow |
Search m Clear Status: Sorteg m EY u
Name L Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status
Monthly - Changes - End of Month Monthly 7 2021 31 England Office 1 om +
Monthly - No Changes Monthly 7 2021 28 Scotland Office 1 [Enasien] +
Weekly - Changes Vieekly 27 2021 Wednesday Northern Ireland Office 1 [enapieo +
Weekly - Directors Weekly 28 2021 Monday England Directors [ enanieo | +
Weekly - Thursday Weekly 26 2021 Thursday England office 1 o +
Showing record 110 5 of 5 item(s)

Next, click on the Edit action:

Groups (Advanced Filters Applied) ==

Search m Clear Status: Sorted: m EN u
Name L Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status
Monthly - Changes - End of Month Manthly 7 2021 31 England Office 1 [enasieo +
Monthly - No Changes Monthly 7 2021 28 Scotland Office 1 [Enasien ] +
Weekly - Changes Weskly 27 2021 Wednesday Northern Ireland Office 1 o +
Weekly - Directors Weskly 28 2021 Monday England Directors [enasieo ] +
Weekly - Thursday Weskly 2 2021 Thursday england Office 1 [enasieo -
@ x L)
it Delete Disabl

Showing record 110 5 of 5 item(s)

2 Edit Group - Weekly - Thursday Bt Pocess Overide. v Sove 0oz

Group Details
Name Weekly - Thursday

Process
Based on Frequency L]

Clients

Pay 3 Thursday s
england : 0
o

(]

: = =
o o

Ensbled =

The Group details tab shows the information entered during the New Group Wizard, you can change the settings,
if required.

By Default, the Status will be ‘Enabled’. If you want to discontinue using this group, change the Status to ‘Disabled’,
this will stop any further processing for steps that have not been completed and no further process steps will be
created.

The Period Number is automatically updated when one of the client’s process attached to the group moves on to
the next period number, which is when the automatic step called Create next process is completed. The period
number is also recorded against the client, for their first process created for this group the period number is based
on the group details. Thereafter the period number recorded against the client is used to create their next process.
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Customising steps in a Group Process

To customise the steps, select the Processes tab from the Edit Group screen:

£ Edit Group - Weekly - Thursday

Group Details +
Enabled & Poces | e Schede
Processes

Weeldy - Paid Thursdays - Name Weekly - Paid Thursdays

Clients
u Status: Enabled

The first tab Process allows you to amend/edit the Name of the process, if required.
Use the Steps tab (just above the Name label), to see the steps shown in sequential completion order:

2 Edit Group - Weekly - Thursday Bt PoesOmride v Sne 0o

Group Details +
Enabled
Process
Weekly - Paid Thursdays N
Clients. n Enabled s Deeaite Settings
Chack open fun... Name: Check open run details
Client infa rece...
E nabled
DPS Notificatio.
Download DPS .
Downlaad AE O,
Enter data
Calculate payroll
Internal approval
Upload reviewr...  ~
+ v+

Add, disable, delete and re-order the steps

Please be aware that steps originating from the provided process templates cannot be re-named or deleted, they
can only be moved and disabled. This is because when steps are automated in later releases these default steps
will be (optionally) automatically updated.

Use the buttons under the list of steps to add, delete and re-order the steps:

4+ ¥ + O

To move a Step, highlight the step and click the up and down arrows.
To delete a Step, highlight the step and use the delete button.
To disable a Step, highlight the step in the step list and use the Status drop-down selector and choose Disabled:

2 Edit Group - Weekly - Thursday [Eirocesomnie| vsoe | t0me

Group Details
+ .
Enabled
Process.
Weekly - Paid Thursdays =

Clients. n = = i -
Chedk open run. Name: Intemal approval
Client info recei...

Status Enabled o

D75 Notificatio
Download DPS .. =

Download AE O
Enter data

Calculate payroll
Intemnal approval

Upload reviewr... ¥

4 ¥ 40
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To add a manual step click on the plus sign, the Add a step form will open:

Add a step

Defails | Settings

Enter a Name for the Step, as this is a manual step enter a brief description (maximum of 100 characters) of the
activity or work a user needs to complete for all clients in this group.

Select the Settings tab:

Add a step

Job Type: Manual Task

Manual Task
Internal Approval
Client Approval
Backup Payroll
Open Run
Calculate

Close Run

Send FPS

Create FPS

DPS Check

Empty Outbox
Create Next Process

The Job Type will default to Manual Task, however the following automated tasks are also available:
e Initialise Process - check open run details — must always be the first step.
e Internal Approval
e (Client Approval
e  Backup Payroll
e  DPS Check

e (Calculate — limited to simple director payrolls, gross to net with tax and national insurance calculations
only. This step checks for unsupported elements, see Appendix B, and excludes calculated employees.

e Create FPS - limited to simple director payrolls with calculations for gross to net with tax, national
insurance, student loan and postgraduate loan, attachment of earnings orders, non-banded pension
schemes, banded pension schemes and auto enrolment only. If it is determined it is the last period of
the tax year and the data file only has one frequency (checks employees and payroll runs for the current
tax year), then the Final Submission flag is included in the FPS. This step checks for unsupported
elements, see Appendix B.

e Send FPS - please note that if the Employer is Opted in to EVC, when this step is performed via vPA the
data is NOT send to EVC

e Create Report — creates individual PDFs of the selected reports and adds them to myePayWindow
outbox assigned to the Default contact set up in myePayWindow. See Appendix C for a list of available
reports.

e Empty Outbox —to upload selected outbox items, Employer already connected to myePayWindow and
all employees must have previously been uploaded to myePayWindow.

e Close Run — must be before Open Run, limited to simple director payrolls, gross to net with tax, national
insurance, student and postgraduate loans, attachment of earnings, non-banded pension schemes,
pension schemes, auto enrolment only, and auto enrolment dashboard completed. If this step
determines it is the last period of the tax year based on the frequency and pay date set in vPA for each
client, a manual step will be generated for Close year. This step checks for unsupported elements, see
Appendix B.

e  Open Run —must be after Close Run. Where the clients process setting called Pay Day Setting is
selected as Default or Specific Day, this step will set the pay date for the period in the payroll data file
as the date set in vPA.
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e (Create Next Process — must always be the last step.
Click on Save.
Important notes:

Do not forget to move your new step using the up and down arrows, so that the steps are in the order that they
are to be completed. Also Edit the step(s) to enter the Timetable.

The name of the step and the Job Type can be changed after the step has been saved.

The first step called Check open run details is an automated step which checks that the Client data files are in the
tax year, frequency and period number set at group level. This step cannot be moved, deleted, or disabled.
Editing the step Timetable

The best practice process templates include default settings for the Due and Start day and times for each of the
steps provided, see Appendix A for further details. You can, if required amend the Due and Start day and time
settings for each step in a process to meet the requirements of the group and your business requirements.

For any new steps that you have created, you will need to complete the Timetable.
From the Edit Group screen select Processes, then highlight the Process and select the Steps tab:

SR Edit Group - Weekly - Thursday

Group Details
Enabled ¢ process | Steps

Process

Weekly - Paid Thursdays

Enabled

Check open run...
Client info recei...
Due When: © eforepeyDay () OnPayDay () After Pay Day
DPS Notificatio...

Number of Days:
Download DPS ...

Download AE O... Due Time:

Enter data Start

Calculate payroll S —

Internal approval
Run Time:

Upload reviewr... | +

+~ v + 0

The first step called Check open run details is an automated step, it does not have any timetable settings as it is
run after the automated step called Create next process is run.

Highlight a Step, then on the right-hand side of the screen select the Timetable tab. You are then able to change
the Due and Start details for that step. Repeat the process to amend the timetable settings for other steps.

The Due section settings are used to calculate the due date for this step based on the pay day set at group level, or
client level if it has been overridden.

e Due When —there are three options:

o Before Pay Day — this is to calculate a step that needs to be completed before the pay day, the
steps will be calculated working back from the pay day.

o On Pay Day — choose this option if the step is to be completed on the pay day.

o After Pay Day - this is to calculate a step that needs to be completed after the pay day, the steps
will be calculated going forward from the pay day.

o Number of Days - If the step is adjusted for bank holidays and weekends, then the Number of Days you
are entering are working days (Monday to Friday excluding bank holidays). If the step is only to be
adjusted for weekends, then the Number of Days you are entering are weekdays (Monday to Friday
including bank holidays). If the step is not to be adjusted for either weekends or bank holidays, then the
Number of Days you are entering are calendar days.

e Due Time — enter the time of the day that the step must be completed by.
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The Start section settings are used to calculate when this step can be started based on the due date, this date is

also adjusted for bank holidays and weekends based on the settings under the Group.

e Days Before Due - If the step is adjusted for bank holidays and weekends, then the Days Before Due you
are entering are working days (Monday to Friday excluding bank holidays). If the step is only to be
adjusted for weekends, then the Days Before Due you are entering are weekdays (Monday to Friday
including bank holidays). If the step is not to be adjusted for either weekends or bank holidays, then the

Days Before Due you are entering are calendar days.

e Run Time - enter the time of the day that the step can be started.

On clicking Save, validation is performed, you will be warned if any information is missing, invalid or if the

timetable for each step is not sequential based on the Due by date and time.

Edit the DPS Check step

You can select a different step, if required, when there is no DPS information to download, that the process moves

onto which is the No Action Required Step.

From the Edit Group screen select Processes then Steps:

2 Edit Group - Weekly - Thursday B Ciert Proces Overide. v Sae 3 Close

Group Details + —

Process.
Weekly - Paid Thursdays

Enabled & Detals  serungs

Clients

Check open un. Check open run details
Client info recei...

DPS Notificatio...

Download DPS

Download AE O.

Enter data

Calculate payroll

Intemal spproval

Upload review r. -

+ v + 8

Highlight the DPS check step, then select Settings:

2 Edit Group - Weekly - Thursday [BCient roces Overde | v swe 2o

Group Details +

Enabled
Process

Weekly - Paid Thursdays

Enabled

Clients

Check open run b Type 0Ps Check

Client info racei...
Download AE Opt Outs + 0

DPS Notificatio...
Download DPS ...
Download AE O..

Enter data

Calculate payroll
Intemal approval
Upload review r. -

+ v + 0
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Using the drop down for No Action Required Step, select the step for the process to move onto when there are no
DPS notifications to download:

52 Edit Group - Weekly - Thursday [BGtProcesOveride | v Sme | #0i0ze

Group Details +
Enabled & Process | Steps | scheciute

Process

Weekly - Paid Thursdays

Enabled : Dewsi | Settings | Timetable

Check open run... Job Type: DPS Check

client info recei..
No Action Required Step: Download AE Opt Outs s |0

DPS Netificatio.. Download DPS Netifications

Download DPS Download AE Opt Outs
Enter data
Download AE O... Calculate payroll

Internal approval
Enter data Upload review reports to myePayWindow
Client approval
Caleulate payroll Pay employees - submit payment files
Upload final reports to portal
Create Full Payment Submission
Submit Full Payment Submission

Internal approval

Upload reviewr.. | ~
Upload payslips and P45 to myePayWindow

v+ Empty myePayWindow Outbox
Auto Enrolment - generate notices and feeds
Auto Enrolment - upload feed
Close period

Click on Save.

Edit the Empty Outbox step

Change the outbox items to upload to myePayWindow, choose from the following list and amend the Publish Date
for each outbox item, if applicable:

e Department Changes
e  Cost Centre Changes

e  Branch Changes

e Anonymise Employee
e  Employee Changes

e  Payslips

e Documents

e (IS Statements

e P45s

You can select a different step for the No Action Required Step, if required, when the selected outbox items in the
outbox to be uploaded to myePayWindow successfully, that the process moves onto which is the No Action
Required Step.

From the Edit Group screen select Processes then Steps:

52 Edit Group - Weekly - Thursday v | $Ciosm

Enabled

Weekly - Paid Thursdays

Enabled s Detsls | Selting:

Check open run. Name: Check open run details

Cliant ino recai -
Status: Enabled *

DPS Notificatio.

Download DPS ...

Dovmlosd AE O,

Enter data

Calculate payroll

Internal approval

Upload reviewr..

+ % + o0
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Highlight the Empty Outbox step, then select Settings:

5% Edit Group - Weekly - Thursday

Weekly - Paid Thursdays

Clients n

Enabled
Upload review r.
Client approval

Pay employees ..

Upload final rep..
Create Full Pay.

Submit Full Pay.

Empty myePay.

Auto Enrolment.

Enabled 3 process SRR schecuie

Upload payslips,..

+ ¥ + 0

3 Ciient Process overice Jl L2l

Details | Seltiage | Timetable

Include Outbox Item

Empty Outbox

Auto Envolment - generate notices and feeds ¢ @

Publish Date Select All

Using the drop down for No Action Required Step, select the step for the process to move onto when the selected

item type(s) have been uploaded to myePayWindow successfully:

S Edit Group - Weekly - Thursday
Group Details 3

L
Weekly - Paid Thursdays

Clients a

Enabled
Upload review .
Client approva

Pay employees

Upload final rep.

Enabled 3 Process |\ Steps | Screaule

Include Outbox Item

=

Empty Outbox

Auto Enrolment - generate notices and feeds ¢ ©
_Empty myePayWindow Outbox_

Auto Enrolment - generate notices and feeds

Auto Enrolment - upload feed

Close peried

Create Full Pay,
Submit Full Pay.
Upload payslips...
Empty myePay.

Auto Enrolment...

BUVEY » Employee Anonymisation

Now tick the box for each outbox item you want to upload to myePayWindow, at least one outbox item must be
selected.
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Then complete the Publish date information for each outbox item selected, if applicable. If the item type is to be
published to the employees on pay day leave it as zero, otherwise enter the number of days before pay day.

SR Edit Group - Weekly - Thursday v Swe | 3Cise

Group Details
- Enabled
Process
Weekly - Paid Thursdays
Clients & Enabled 4 Dctai | Seffings | Timetaie
Upload review r.
b Ty Empty Outbox
Client approval
d Step Auto Enrolment - generate notices and feeds ¢ ©
Pay employees
Upload final rep. Include Outbox Item Publish Date Unseiect At
Create Full Pay. g o i
Submit Full Pay.
t Cen a e N/A
Upload payslips...
& N/A
Empty myePay. e &
rolment ] N/A
BN ¢ o N/A
0
e ] 0
4 ] 0 ays) Bef
ts ] 0 D f

Click on Save.

Edit the Create Report step

From the Edit Group screen select Processes, under the Steps tab highlight the step Create Report and Add to
Outbox, then select Settings:

2 Edit Group - Generate Report - Weekly _ v Save | 1Ciose

Group Details +

Enabled :
Process
Generate Report - Weekly
Clients n All B Details Settings Timetable
Check open run... Job Type: Create Report
Calculate
Report Name: PARUNG/PSRUNG s
Upload review ...
Export Type: POF ¢
Create Full Pay..
SR Export File Name Override: e
Create Report a... Add To Qutbex:

Upload to mye...
Empty myePay...

Close period -

+ ¥ + 0
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Changing the reports

To change the reports produced by the Create Report step, from the Edit Group screen select Processes, under the
Steps tab highlight the step Create Report and Add to Outbox, then select Settings:

£ Edit Group - Generate Report - Monthly

(oo o 1con

Group Details +
Enabled & cess Steps Schedule
Process
Generate Report - Monthly
Clients Enabled s Details | Semings | Timetabie

Check open run... Job Type Create Report
Create Report a...

Number of reports selected: 4
Upload ta mye...

Empty myePay... Report Name Export Type File Name Add To
i Override Outhox
Close period
Open period PAPEN1/PSPENT PDF ()]
EERIFIT- - PARUNG/PSRUNG PDF @
* R PARUNT3/PSRUNT3 PDF (0]
PARUNTS/PSRUNTS FDF (0]

Click on the Add/Remove button:

Available Reports: 8

Search... Clear

PACSTPRD/PSCSTPRD
PACSTT4/PSCSTT4
PAPEN1BD/PSPEN1BD
PAPENTC/PSPENTC

Selected Reports: 4

Search...

PAPEN1/PSPEN1
PARUNG/PSRUNG
PARUNT3/PSRUNT3
PARUNTS/PSRUNTS

Create Report and Add To Outbox - Report List

Clear

PARUNT/PSRUNT

PARUNT7/PSRUNTZ
PARUNTE/PSRUNTE
PARUNTS/PSRUNTS

To add reports to the Selected Reports list from the Available Reports list, you can:

e Highlight the available report and then click on to add it to the Selected Reports list

e  You can select multiple reports by holding down the Ctrl button on your keyboard then click

To remove reports from the Selected Reports list, use similar methods to the above highlighting the reports under

the Selected Reports list and click on

Click on OK, then select Save in the Edit Group screen.
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Entering custom report name(s)

From the Edit Group screen select Processes, under the Steps tab highlight the step Create Report and Add to
Outbox, then select Settings:

£ Edit Group - Generate Report - Monthly [Ecentprocessovemde | v swve 3 cose

Group Details +
Enabled
Process
Generate Report - Monthly
Clients n Enabled
Check open run... Job Type Create Report
Create Report a...
Number of reports selected: 4
Upload ta mye...
Empty myePay... Report Name Export Type File Name Add To
) Override Outhox
Close period
Open period PAPEN1/PSPENT PDF
Create next pro... - PARUNG/PSRUNG PDF
il b PARUNT3/PSRUNT3 PDF
PARUNT5/PSRUNTS PDF

The file name of the report generated by this step is made up of the following with underscore character between:
e  Report Name - file name of the report
e Client Reference — shown in IPP under File\Open\By Name
e DatalD —unique ID for the client saved in the data file under Employer Details
e  Frequency — this will be the number, so for Monthly 12
e  Period Number
e Tax Year — this will be the year beginning, so for 2022/23 will show 2022
e  Extension .pdf
Example file name PARUNG6_ClientRef_100_12_1 2022.pdf

To enter a custom name for a report, click on the Edit button to the right of the report:

Edit Report Details v Ok 4 Cancel
Report Name: PARUNG/PSRUNG

Export Type: PDF $
Export File Name Override: LiJ
Add To Qutbox:

Enter the description under Export File Name Override, this replaces the Report Name in the file name generated.
The following validation is performed for the Export File Name Override when you click on OK:

e  Only alphanumeric and underscore characters are accepted

e Length of the file path, file name and extension does not exceed 260 characters

e Description entered under Export File Name Override is unique for each report included in the Create
Report step

Click on OK to save the Export File Name Override.

Repeat the process for each report that you want to override the file name.
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Assign specific users to Manual steps
It is possible to assign users to Manual steps at various levels.

Step assignment is prioritised in the following order:

1. Group

2. Group|Client

3. Group | Process

4, Group | Process|Step

5. Group|Client|Process

6. Group|Client|Process|Step

If you have assigned a user at Level 6 Group| Client | Process|Step, this will take priority over any user assigned at
Level 1to 5.

You do not have to assign users to steps that are manual tasks at all levels, for example:

e If one user deals with the manual tasks for all Client payrolls and processes in a Group, you can assign
the user at Group level.

e If specific user’s deal with each client, then you can assign the user at Group|Client level.

Pooled manual steps

You do not have to assign users to manual tasks, as it is possible to assign users to manual tasks separately, for
example all manual tasks due today. Just remember that if you do not assign users to manual tasks, then they will
not be shown against specific users to see their progress or for signing them off as completed under the My task
list in vPA website or Payroll Professional.

Assigning user at Group level

From the Edit Group screen, click on Group Details:

SR Edit Group - Weekly - Thursday _ wSwe  1Oose

Weekly - Thursday

Based on Frequeng o

Pay O Thursday

England )
o

encs: o

Manual Assignment: Pat Temnity E o

Enabled
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Against Assigned User click on Select user to see the prompt to select the user:

Search Clear

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

Highlight the user and click on Select.
If you need to remove the assigned user, then click on the Clear button.
If you need to assign the clients process to another user click on Select user.

Click on Save.

Assigning user at Group | Client level

From the Edit Group screen, click on Clients, highlight the Client and select the Settings tab:

SR Edit Group - Weekly - Thursday

Enabled

Helping Hands

Williams Farm Shop

Next Process info:

Period Numbet 27 Tax Year 2021

Against Client Manual Assignment click on Select user to see the prompt to select the user:

Select User

Search. Clear

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

Highlight the user and click on Select.
If you need to remove the manual assignment, then click on the Clear button.
If you need to assign the clients process to another user click on Select user.

Click on Save.
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Assigning user at Group | Process level

From the Edit Group screen, click on Processes, then highlight the Process:

2 Edit Group - Weekly - Thursday

Group Details
Enabled
Process

LLEEL TIATEEDS - Name: Weekly - Paid Thursdays

Clients
=] st

Click on Select user to see the prompt to select the user:

Search Clear

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

Highlight the user and click on Select.
If you need to remove the manual assignment, then click on the Clear button.
If you need to assign the clients process to another user click on Select user.

Click on Save.

Assigning user at Group | Process|Step level

From the Edit Group screen, click on Processes, highlight the Process, select the Steps tab:

SR Edit Group - Weekly - Thursday _ wsae  foose

Enabled . rocess (WS  schectie

Weekly - Paid Thursdays

Clients n

Enabled : Deists [NESRN  Tunciatic

Check open run ob Type P

Client info recei...
e e E o

DPS Notificatio..

Download DPS
Downlaad AE O,
Enter data
Calculate payroll
Internal approval

Upload review r -

+ ¥ 4+ 8

Highlight the step then select Settings.

Note that the Manual Assignment only appears for steps that are manual tasks.
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Click on Select user to see the prompt to select the user:

Search Clear

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

Highlight the user and click on Select.
If you need to remove the manual assignment, then click on the Clear button.
If you need to assign the clients process to another user click on Select user.

Click on Save.

Assigning user at Group | Client|Process level

From the Edit Group screen, click on Clients, highlight the Client, select Client Process Override:

Client Process Overri S

Client: Helping Hands & Process: Weekdy - Paid Thursdays Group: Weekly - Thursday

View: Overview / Process Preview :
Step Name Job Type User Scheduled Due
Check open run details Initialise Process
Client info received - Ready to process ~ Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
DPS Notifications count check DPS Check 04-Oct-2021 08:00 05-Oct-2021 17:00
Download DPS Notifications Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Download AE Opt Outs Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Enter data Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
(Calculate payroll Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Internal approval Internal Approval Mat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Upload review reports to myePayWindow Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Client approval Client Approval 04-Oct-2021 08:00 05-Oct-2021 17:00
Pay employees - submit payment files  Manual Task Pat Temity 05-Oct-2021 08:00 05-Oct-2021 17:00
Upload final reports to portal Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
(Create Full Payment Submission Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
Submit Full Payment Submission Send FPS 05-Oct-2021 08:00 07-Oct-2021 17:00
Upload payslips and P45s to Empty Outbox 05-Oct-2021 08:00 07-Oct-2021 17:00
myePayWindow
Empty myePayWindow Outbox Mznual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
Auto Enrolment - generate notices and  Manual Task Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00
feeds
Aute Enrolment - upload feed Manual Task Pat Ternity 05-Oct-2021 08:00 03-Oct-2021 17:00
Close period Close Run 05-Oct-2021 08:00 08-Oct-2021 17:00
‘Open period Open Run 05-Oct-2021 08:00 08-Oct-2021 17:00
Create next process Create Next Process 05-Oct-2021 08:00 08-Oct-2021 17:00
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Under View select Manual Task Assignment then click on Edit:

Client Process Overrid

Client: Helping Hands
View: Manual Task Assignment

Client Process Manual Assignment:

Step Name
‘Check open run details

Client info received - Ready to process
DPS Notifications count check

Download DPS Notifications

Download AE Opt Outs

Enter data

Calculate payroll

Internal approval

Upload review reports ta myePayWindow
Client approval

Pay employees - submit payment files
Upload final reports to partal

Create Full Payment Submission

‘Submit Full Payment Submission

Empty myePayWindow Outbox

Auto Enrolment - upload feed
Close period
Open period

Create next process

Upload payslips and P45s to myePayWindow

Auto Enrolment - generate notices and feeds

Job Type
Initialise Process
Manual Task
DPS Check
Manual Task
Manual Task
Manual Task
Manual Task
Internal Approval
Manual Task
Client Approval
Manual Task
Manual Task
Manual Task
Send FPS
Empty Outbox
Manual Task
Manual Task
Manual Task
Close Run
Open Run

Create Next Process

Process:

Weekly - Paid Thursdays

Assigned User

Pat Terity

Pat Ternity
Pat Ternity
Pat Terity

Pat Terity

Pat Ternity

Pat Ternity
Pat Ternity

Pat Ternity

Pat Ternity
Pat Ternity

Pat Ternity

Group: Weekly - Thursday

Assignment Level ©

1. Group

1. Group
1. Group
1. Group

1. Group

1. Group

1. Group
1. Group

1. Group

1. Group
1. Group

1. Group

+ Save

1

Discard

Against Client Process Manual Assignment click on Select user to see the prompt to select the user:

Select User

Search...

Holly Daypay
Mat Ternity
Olive Vertime
Pat Ternity

Select None

Highlight the user and click on Select.

If you need to remove the manual assignment, then click on the Clear button.

If you need to assign the client’s process to another user click on Select user.

Click on Save.
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Assigning user at Group | Client | Process|Step level

From the Edit Group screen, click on Clients, highlight the Client, select Client Process Override then the Process
from the drop down:

Client Process Overri siEaEz

Client: Helping Hands & Process: Weekdy - Paid Thursdays Group: Weekly - Thursday

View: Overview / Process Preview s
Step Name Job Type User Scheduled Due
‘Check open run details Initialize Process
Client info received - Ready to process ~ Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
DPS Notifications count check DPS Check 04-Oct-2021 08:00 05-Oct-2021 17:00
Download DPS Notifications Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Download AE Opt Outs Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Enter data Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
(Calculate payroll Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Internal approval Internal Approval Mat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Upload review reports ta myePayWindow Manual Task Pat Temity 04-Oct-2021 08:00 05-Oct-2021 17:00
Client approval Client Approval 04-Oct-2021 08:00 05-Oct-2021 17:00
Pay employees - submit payment files  Manual Task Pat Temnity 05-Oct-2021 08:00 05-Oct-2021 17:00
Uplead final reports to paortal Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
Create Full Payment Submission Mznual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
‘Submit Full Payment Submission send FPS 05-Oct-2021 08:00 07-Oct-2021 17:00
Upload payslips and P45s to Empty Outbox 05-Oct-2021 08:00 07-Oct-2021 17:00
myePayWindow
Empty myePayWindow Outbox Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
Auto Enrolment - generate notices and  Manual Task Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00
feeds
Aute Enrolment - upload feed Manual Task Pat Ternity 05-Oct-2021 08:00 03-Oct-2021 17:00
Close period Close Run 05-Oct-2021 08:00 03-Oct-2021 17:00
Open period Open Run 05-Oct-2021 08:00 08-Oct-2021 17:00
Create next process Create Next Process 05-Oct-2021 08:00 08-Oct-2021 17:00

Under View select Manual Task Assignment then click on Edit:

Client Process Overrid,

Client: Helping Hands B Process: Weekly - Paid Thursdays Group: Weekly - Thursday
View: Manual Task Assignment s
Client Process Manual Assignment: i]
Step Name Job Type Assigned User Assignment Level @
Check open run details Initialise Process
client info received - Ready to process Manual Task Pat Ternity 1. Group
DPS Notifications count check DPS Check
Download DPS Notifications Manual Task Pat Ternity 1. Group
Download AE Opt Outs Manual Task Pat Ternity 1. Group
Enter data Manual Task Pat Ternity 1. Group
Calculate payroll Manual Task Pat Ternity 1. Group
Internal approval Internal Approval
Upload review reports ta myePayWindow Manual Task Pat Ternity 1. Group
Client approval Client Approval
Pay employees - submit payment files Manual Task Pat Ternity 1. Group
Upload final reports to portal Manual Task Pat Ternity 1. Group
Create Full Payment Submission Manual Task Pat Ternity 1. Group
Submit Full Payment Submission Send FPS
Upload payslips and P45s to myePayWindow  Empty Outbox
Empty myePayWindow Outbox Manual Task Pat Ternity 1. Group
Auto Enrolment - generate notices and feeds  Manual Task Pat Ternity 1. Group
Auto Enrolment - upload feed Manual Task Pat Ternity 1. Group
Close period Close Run
‘Open period Open Run
Create next process Create Next Process
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Against the step click on Override to see the prompt to select the user:

Select User

Search...

Holly Daypay
Mat Ternity
Olive Vertime
Pat Ternity

Select None

Highlight the user and click on Select.

Repeat the process for each manual task that you want to assign a user.

If you need to remove the manual assignment, then click on the Clear button.

If you need to assign the manual task to another user click on Select user.

Click on Save.

Assignment overview

Whilst assigning users to manual tasks via Client Process Override, you have a view of the Manual Assignment. In

the Edit Group screen click on Clients, highlight the Client then select Client Process Override:

2 Edit Group - Weekly - Thursday

Enabled

Helping Hands

Williams Farm Shop

HH
Helping Hands
PSDHelpingHands
Enabled

Yes
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Under View select Manual Task Assignment to see the following:

Client Process Override

Client: Helping Hands ¢ Process: Weekly - Paid Thursdays
View: Manual Task Assignment +
Client Process Manual Assignment:
Step Name Job Type Assigned User
Check open run details Initialise Process
client info received - Ready to process Manual Task Pat Temity
DPS Notifications count check DPS Check
Download DPs Motifications Manual Tagk Pat Ternity
Download AE Opt Outs Manual Task Pat Ternity
Enter data Manual Task Pat Ternity
Calculate payroll Manual Tagk Pat Ternity
Internal approval Internal Approval
Upload review reports ta myePayWindow Manual Task Pat Temity
client approval Client Approval
Pay employees - submit payment files Manual Tagk Pat Ternity
Upload final reports to portal Manual Task Pat Temity
Create Full Payment Submission Manual Task Pat Ternity
‘Submit Full Payment Submission send FPS
Upload payslips and P45s to myePayWindow Empty Outbox
Empty myePayWindow Outbox Manual Task Pat Temity
Aute Enrolment - generate notices and feeds Manual Task Pat Ternity
Auto Enrolment - upload feed Manual Tagk Pat Ternity
Close period Close Run
Open period Open Run
Create next process Create Next Process

Group:

Weekly - Thursday

Assignment Level @

1. Group

1. Group
1. Group
1. Group

1. Group

1. Group

1. Group
1. Group

1. Group

1. Group
1. Group

1. Group

You can view another clients step assignment for the current group by selecting the client from the drop down

available at the top of the screen:

Client Process Override

Client: Helping Hands s Process: Weekly - Paid Thursdays

Helping Hands
Williams Farm Shop

Client Process Manual Assignment:

Vi

Step Name Job Type Assigned User
‘Check open run details Initialise Process
Client info received - Ready to process Manual Task Pat Ternity

Group:

Weekly - Thursday

Assignment Level ©

1. Group

Assign user to Internal approval steps

You can assign users to Internal approval steps at two levels, which are prioritised in the following order:

1. Group | Process|Step level

2. Group|Client|Process|Step level
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Assign user at Group | Process | Step level

From the Edit Group screen select Processes then Steps:

SR Edit Group - Weekly - Thursday _ wSwe 300w

Group Details .
Enabled ¢ Proces: | Gwmps | Schedule

Process.
‘Weekly - Paid Thursdays

Clents (o] Fracis : _

Check open run... Name: Check open run details

Client info rece...
Enabled
DPS Notificatio...
Download DPS
Download AE Q..
Enter data
Calculate payroll

Intemal approval

Upload reviewr... |~

T v+ B

Highlight the Internal approval step then Settings:

SR Edit Group - Weekly - Thursday _ wswe  fooe

Group Details .
Enabled * Process Steps. Sehedule

Process
Weekly - Paid Thursdays

Clients n

Enabled

Check cpen run. ob Ty

pe: Internal Approval

Client info recei...
Assigned Approver Mat Tarmity Clear

DPS Notificatic.
Download DPS
Download AE Q..

Enter data

Calculate payroll
Intemal approval
Upload review r.. | =

+ ¥+ 8

Next the Assigned Approver click on Select User:

Select User
Search... m

Pat Ternity
Holly Daypay
Mat Ternity

Olive Vertime

Highlight the user then click on Select.

Click on Save.
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Assign user at Group | Client | Process|Step level

From the Edit Group screen select Clients, highlight the client:

5% Edit Group - Weekly - Thursday

Group Details
Enabled

Process

Helping Hands HH
Clients -
‘williams Farm Shop
ame: Helping Hands
== — Peovepgrncs

Yes

Client Process Overr

Client: Helping Hands = Process: Weekly - Paid Thursdays Group: Weekly - Thursday
View: Approval Overrides s
Step Name Job Type Override Approver(s) Action When Overdue Override Description @

‘Check open run details

Client info received - Ready to
process

DPS Notifications count check
Download DPS Notifications
Download AE Opt Outs

Enter data

Calculate payroll

Internal approval Internal Approval Mat Ternity

Upload review reports to

myePayWindow

Client approval Client Approval YES 1 Selected Complete Step

Pay employees - submit
payment files

Upload final reports to portal

Create Full Payment
Submission

‘Submit Full Payment
Submission

Upload payslips and P45s to
myePayWindow

Empty myePayWindow Outbox

Auto Enrolment - generate
notices and feeds

Auto Enrolment - upload feed
Close period
Open period

Create next process

Against the Internal Approval step click on Override:

Override Approval Step

Step Name: Internal approval

Approval step type: Internal =
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Next to Assigned Approver click on Select User:

Select User
Search... m

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

Highlight the user then click on Select.

Click on Save.
Assign user to Close Year step created by Close Run step

The automated step called Close Run, creates a manual step for Close Year when it has determined it is the last
period of the tax year.

A user will be assigned to the Close Year step, in the following order:

1. Group

2. Group|Client

3. Group | Process

4, Group|Client|Process

If you have assigned a user at Level 4 Group | Client | Process, this will take priority over any user assigned at Level 1
to 3.

Override Client’s pay day
If one or more client’s pay day differs from the day set at Group level, you can override it for those clients.

From Edit Group screen select Clients:

S8 Edit Group - Weekly - Thursday

Enabled

Helping Hands o

Williams Farm Shop

Helping Hands

Datafile Name: PSDHelpingHands

S Edit Group - Weekly - Thursday

Group Details
Enabled

P
Helping Hands

Williams Famm Shop

Default s 0

Pay Day Thursday

Next Process info:
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These settings will default to those selected at Group level. Using the drop down for Pay Day Setting, you will see

three options:

SL Edit Group - Weekly - Thursday

Enabled

Helping Hands

Williams Farm Shop

Default : 0

Use Run Date From Payroll F
‘Specific Day

e Default —this is the setting at group level.

e Use Run Date From Payroll — this option will get the date from the client’s data file when the client’s
process is created for the next payroll run. The same checks are performed to ensure the client’s data file
is in the tax year, period number and frequency set at group level, if it is their first process otherwise
under the client for future processes. If they are correct, then the pay day will be retrieved and used to
calculate the due and start day for each step. Using this option does mean however that viewing
schedules in advance via Planned Processes will use the Pay Day set under the Group with an annotation,
as the date is not known until the client’s process is created for the next payroll run.

e Specific Day — when you select this option the Pay Day field is available to select the day of the week when

the Group’s frequency is set as Weekly:

5L Edit Group - Weekly - Thursday

Enabled

Helping Hands Client Manua Assignmane

williams Farm Shop

‘Spedific Day

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday

Enabled : Detsit: Setfings

e e Glooes) Client Manual Assignment

Country Homes
Pay Day Setting: Specific Day
Menagerie Castle
Pay Day: 25
Shelly's Cycle Shop o
Smiths Decorators Next Process info.

Tommy's Timber vard

=]

Period Number E Tax Vear: 2021

=

and select the date based on the Period number and Tax Year when the Group’s frequency is set as Four

Weekly:

S Edit Group - 4Weekly

Group Details
Enabled
P

4 Weekly Specific

Four Weekly Default
Specific Day

Four Weekly Run Date
Next Process info:

Period Number: 1 2021

Click on Save.
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Customize the Client Approval step

There are two levels where you can tailor the Client approval step, which are prioritised in the following order:

1. Group | Process|Step level

2. Group|Client|Process|Step level

Group | Process|Step level

At this level you can change the following for a all clients:

e Choose the Action when overdue.

e Enter a description to appear on myePayWindow to the Employer contact(s).

From the Edit Group screen select Processes then Steps:

2 Edit Group - Weekly - Thursday

Group Details. + — N rocess [N schechie
Process
Weekly - Paid Thursdays <
s u Enabled
Check open run.

Client info rece..
DPS Notificatio
Download DPS
Download AE O,
Enter data
Calculate payroll
Internal approval
Upload reviewr.

4 v 4@

oo voxe oo

Name Check open run details

Status: Enabled

Now highlight the Client approval step and select Settings:

2 Edit Group - Weekly - Thursday
Group Details +

Process
Weekly - Paid Thursdays

Clients Enabled
n DPS Notificatio..

Download DPS .
Download AE O.
Enter data
Calculate payroll
Internal approval
Upload reviewr.
Client approval

Pay employees ...

A % + 0

Enabled 3 Proces: Stops ‘Schecule

S| o 10oe

b Type Client Approval

Do Nothing
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Complete the following:

e Action When Overdue — this is to decide what happens with this step when the due date and time has
passed, and no response has been received from the Client. There are three options to choose from:

2 Edit Group - Weekly - Thursday WCentPosOrrde v Sme 10k

Group Details "
Enabled

Process.
Weekly - Paid Thursdays .

Clients Enabled
n DPS Notificatio.

Downlozd DPS ...

Client Approval
Download AE O... Do Nothing
Do Nothing
Complete Step
Fail Step

Enter data

Calculate payroll

Internal approval
Upload reviewr.
Client approval

Pay employess ...

s ¥ + 0

o Do Nothing — selecting this option will mean that the step will appear as Overdue under
Client Approvals within the vPA Dashboard, no further steps can be processed until it
has been dealt with.

o Complete Step — this means the step will automatically be completed so the next step is
available to be performed.

o Fail Step —the step will appear as a Failed step under Client Approvals within the vPA
Dashboard, this step or earlier steps will then need to be re-run.

e Override Description — enter a description for all Client(s) to be uploaded for the Client Approval step
to the Employer contact(s) on myePayWindow. If an Override Description has not been entered at
Group | Client|Process|Step level then this Override Description will be used, if it is left blank then Step
name will be used instead.

Click on Save.

Group|Client|Process|Step level
At this level you can change the following for a specific client(s):
e Change the Client Approval to an Internal Approval.
e Choose the Action when overdue.
e Enter a description to appear on myePayWindow to the Employer contact(s).
e Select the Employer contact(s) for the Client Approval to be sent to on myePayWindow.

From the Edit Group screen select Clients, highlight the client:

2 Edit Group - Weekly - Thursday

Enabled

RIS Client Ref: HH

Williams Farm Shop

Helping Hands
atafile Name: PSDHelpingHands
Status Enabled

Ves
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Click on Client Process Override, under View using the drop down select Approvals Override then click on Edit:

Client Process Override ¥ Sawe | 1 Discard
Client Helping Hands s Process Weekly - Paid Thursdays Group: Weekly - Thursday
View: pproval Overrides s

Step Name Job Type Override Approver(s) Action When Overdue Override Description @

Check open run details

Client info received - Ready to
process

DPS Notifications count check

Download DPS Notifications

Download AE Opt Outs

Enter data

Calculate payroll

Internal approval Internal Approval Mat Ternity

Upload review reports to
myePayWindow

Client approval Client Approval YES 1 Selected Complete Step

Pay employees - submit
payment files

Upload final reports ta portal

Create Full Payment
Submission

Submit Full Payment
Submission

Uplead payslips and P45s to
myePayWindow

Empty myePayWindow Outbox

Auto Enrolment - generate
notices and feeds

Auto Enrolment - upload feed
Close period
‘Open period

Create next process

Against the Client Approval step click on Override:

Override Approval Step

Step Name: Client approval

Approval step type: Client s
Action When Overdue: Complete Step s
Override Description: (i ]
Assigned Approvers: 1 Selected

Complete the following:

e Approval step type — this will be Client for a Client approval step, however if required it can be
overridden for a specific client to an Internal Approval step by selecting Internal. Remember if you
select Internal you will need to Assign to a user.

e Action When Overdue — this is to decide what happens with this step when the due date and time has
passed, and no response has been received from the Client. There are three options to choose from:

Override Approval Step

Step Name: Client approval
Approval step type: Client s
Action When Overdue Complete Step e
Do Nothing
Override Description: Complete Step
Fail Step
Assigned Approvers T Selected
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o Do Nothing — selecting this option will mean that the step will appear as Overdue under
Client Approvals within the vPA Dashboard, no further steps can be processed until it
has been dealt with.

o Complete Step — this means the step will automatically be completed so the next step is
available to be performed.

o Fail Step —the step will appear as a Failed step under Client Approvals within the vPA
Dashboard, this step or earlier steps will then need to be re-run.

e Override Description — enter a description for this Client to be uploaded for the Client Approval step to
the Employer contact(s) on myePayWindow. If this is left blank the one entered at Process level will be
used, and if Process level is left blank the step description will be used.

e Assigned Approvers — click on View/Select Er Users to see a list of Employer contacts set up on
myePayWindow for this client, the following screen will appear:

Assigned Approvers

Available Employer Users: 1 Selected Employer Users: 0

seareh m search. m

Helping Hands

On the left side of the screen you will see the Available Employer Users, on the right the Selected
Employer Users, you must select at least one Employer User. Highlight the Employer user on the left

side of the screen then click . To remove the Employer user from the Selected Employer Users

list, highlight the Employer user and click on

Click on Save.
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Mark specific steps for a Client that are not applicable.

If there are specific steps that are not applicable to one or more client’s attached to the group, then you can mark
these steps as Not applicable at Client level.

From Edit Group screen select Clients and highlight the client, click on Client Process Override:

Client Process Ove HE=

Client: Helping Hands s Process: Weekdy - Paid Thursdays Group: Weekly - Thursday

View: Overview / Process Preview $
Step Name Job Type User Scheduled Due
Check open run details Initialise Process
Client info received - Ready to process ~ Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
DPS Notifications count check DPS Check 04-Oct-2021 08:00 05-Oct-2021 17:00
Download DPS Matifications Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Download AE Opt Outs Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Enter data Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
(Calculate payroll Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Internal approval Internal Approval Mat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Upload review reports to myePayWindow Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Client approval Client Approval 04-Oct-2021 08:00 05-Oct-2021 17:00
Pay employees - submit payment files ~ Manual Task Pat Ternity 05-Oct-2021 08:00 05-Oct-2021 17:00
Upload final reports to portal Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
Create Full Payment Submission Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
Submit Full Payment Submission Send FPS 05-Oct-2021 08:00 07-Oct-2021 17:00
Upload payslips and P45s to Empty Outbox 05-Oct-2021 08:00 07-Oct-2021 17:00
myePayWindow
Empty myePayWindow Outbox Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
Auto Enrolment - generate notices and  Manual Task Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00
feeds
Aute Enrolment - upload feed Manual Task Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00
Close period Close Run 05-Oct-2021 08:00 08-Oct-2021 17:00
‘Open period Open Run 05-Oct-2021 08:00 08-Oct-2021 17:00
Create next process Create Next Process 05-Oct-2021 08:00 08-Oct-2021 17:00
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Using the drop down for View select N/A Settings then Edit:

Client Process Override

Client Helping Hands
View N/A Settings
Step Name

Check open run details
Client info received - Ready to process

DPS Notifications count check

Download DPS Notifications

Download AE Opt Outs

Enter data

Calculate payroll

Internal approval

Upload review reports to myePayWindow
Client approval

Pay employees - submit payment files
Upload final reports to portal

Create Full Payment Submission

Submit Full Payment Submission

Upload payslips and P45s to myePayWindow
Empty myePayWindow Outbox

Auto Enrolment - generate notices and feeds
Auto Enrelment - upload feed

Close period

Open period

Create next process

Process;

Job Type
Initialise Process
Manual Task
DPS Check
Manual Task
Manual Task
Manual Task
Manual Task
Internal Approval
Manual Task
Client Approval
Manual Task
Manual Task
Manual Task
Send FPS

Empty Outbox
Manual Task
Manual Task
Manual Task
Close Run
Open Run

Create Next Process

Group: Weekly - Thursday

N/A O

Tick the box next to each step that is not applicable for this client:

Client Process Override

Client Helping Hands
View: N/A Settings
Step Name

Check open run details
Client info received - Ready to process

DPS Notifications count check

Download DPS Notifications

Download AE Opt Outs

Enter data

Calculate payroll

Internal approval

Upload review reports to myePayWindow
Client approval

Pay employees - submit payment files
Upload final reports to portal

Create Full Payment Submission

Submit Full Payment Submission

Upload payslips and P4Ss to myePayWindow
Empty myePayWindow Outbox

Auto Enrolment - generate notices and feeds
Auto Enrolment - upload feed

Close period

Open period

Create next process

Process:

Job Type
Initialise Process
Manual Task
DPS Check
Manual Task
Manual Task
Manual Task
Manual Task
Internal Approval
Manual Task
Client Approval
Manual Task
Manual Task
Manual Task
Send FPS

Empty Outbox
Manual Task
Manual Task
Manual Task
Close Run
Open Run

Create Next Process

Group Weekly - Thursday

N/A©®

Click on Save.
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Override the Client’s publish date for Payslips and/or Documents

If one or more client’s publish date differs from the day set at Process Step level, you can override it for those
clients.

From Edit Group screen select Clients and highlight the client, click on Client Process Override:

Client Process Over E

Client: 1 Frequency 4 Wkly Period 14 Default ¢ Process: ‘Weekly - Paid Thursdays Group: ‘Weekly - Thursday

View: Overview / Process Preview s
Step Name Job Type User Scheduled Due
Check open run details Initialise Process
Client info received - Ready to process  Manual Task Kate Bush 14-Apr-2022 08:00 19-Apr-2022 17:00
DPS Notifications count check DPS Check 14-Apr-2022 08:00 19-Apr-2022 17:00
Download DPS Netifications Manual Task Kate Bush 14-Apr-2022 08:00 19-Apr-2022 17:00
Download AE Opt Outs Manual Task Kate Bush 14-Apr-2022 08:00 19-Apr-2022 17:00
Enter data Manual Task Kate Bush 14-Apr-2022 08:00 19-Apr-2022 17:00
Calculate payroll Manual Task Kate Bush 14-Apr-2022 08:00 19-Apr-2022 17:00
Internal approval Internal Approval 14-Apr-2022 08:00 19-Apr-2022 17:00
Upload review reports to myePayWindow Manual Task Kate Bush 14-Apr-2022 08:00 19-Apr-2022 17:00
Client approval Client Approval 14-Apr-2022 08:00 19-Apr-2022 17:00
Pay employees - submit payment files  Manual Task Kate Bush 19-Apr-2022 08:00 19-Apr-2022 17:00
Upload final reports to portal Manual Task Kate Bush 19-Apr-2022 08:00 21-Apr-2022 17,00
Create Full Payment Submission Manual Task Kate Bush 15-Apr-2022 08:00 21-Apr-2022 17:00
Submit Full Payment Submission send FPS 19-Apr-2022 08:00 21-Apr-2022 17:00
Upload payslips and P45s to Empty Outbox 18-Apr-2022 08:00 21-Apr-2022 17,00
myePayWindow
Empty myePayWindow Outbox Manual Task Kate Bush 18-Apr-2022 08:00 21-Apr-2022 17:00
Auto Enrolment - generate notices and ~ Manual Task Kate Bush 19-Apr-2022 08:00 22-Apr-2022 17:00
feeds
Auto Enrolment - upload feed Manual Task Kate Bush 19-Apr-2022 08:00 22-Apr-2022 17:00
Close period Manual Task Kate Bush 19-Apr-2022 08:00 22-Apr-2022 17:00
Open period Open Run 19-Apr-2022 08:00 22-Apr-2022 17,00
Create next process Create Next Process 15-Apr-2022 08:00 22-Apr-2022 17:00
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Using the drop down for View select Publish Details then Edit:

Client Process Override

Client:

Publish Details

Step Name

Check apen run details

Client info received - Ready to process
DPs Notifications count check

Download DPS Notifications

Download AE Opt Outs

Enter data

Calculate payroll

Internal approval

Upload review reports to myePayWindow
Client approval

pay employees - submit payment files
Upload final reports to portal

Create Full Payment submission

Submit Full Payment Submission

Upload payslips and P43s to myePayWindow
Empty myePayWindow Outbox

Auto Enrolment - generate notices and feeds
Auto Enrolment - upload feed

Close pericd

Open period

Create next process

kly Period 14 Default s

Job Type
Initialise Process
Manual Task
DPs Check
Manual Task
Manual Task
Manual Task
Manual Task
Internal Approval
Manual Task
Client Approval
Manual Task
Manual Task
Manual Task
Send FPS
Empty Outbox
Manual Task
Manual Task
Manual Task
Manual Task
Open Run

Create Next Process

‘Weekly - Paid Thursdays

Number Of Items

roup:

Overrides

Weekly - Thursday

(# Override

Against the Empty Outbox step click on Override:

Override Publish Date Details

Step Name:
Branch Changes: N/A
Cost Centre Changes: N/A
Department Changes: N/A
Employee Changes: N/A
Employee Anonymisation: N/A
Payslips: 0
€IS Statements: 0
P45 0
Documents: 0

Day(s) Before Pay

Day(s) Before Pay

Day(s) Before Pay

Day(s) Before Pay

Upload payslips and P4s to myepayWindow

Day
Day
Day

Day

Complete the Publish date(s) information, if they are to be published to the employees on pay day leave it as zero,
otherwise enter the number of days before pay day.

Click on OK then Save.

Please Note: if you upload both Payslips and CIS Statements in the same Empty outbox step, the CIS Statements

publish date is applied to Payslips.
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Preview process schedule prior to initiating

It is possible to preview the Process schedule (and step dates and times within the process) for all client’s in this
group prior to committing this process to live operation.

From the Edit Group screen, select Clients:

S8 Edit Group - Weekly - Thursday

Enabled

Helping Hands

Williams Farm Shop

Helping Hands

Name: PSDHelpingHands

Enablzd -

Yes

Highlight a Client, select Client Process Override:

nt Process Override Hoe
Client: Helping Hands + Process: Weekly - Paid Thursdays Group: Weekly - Thursday
View: Overview / Process Preview $
Step Name Job Type User Scheduled Due
‘Check open run details Initialise Process
Client info received - Ready to process ~ Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
DPS Notifications count check DPS Check 04-Oct-2021 08:00 05-Oct-2021 17:00
Download DPS Notifications Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Download AE Opt Outs Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Enter data Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
(Calculate payroll Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Internal approval Internal Approval Mat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Upload review reports to myePayWindow Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Client approval Client Approval 04-Oct-2021 08:00 05-Oct-2021 17:00
Pay employees - submit payment files ~ Manual Task Pat Ternity 05-Oct-2021 08:00 05-Oct-2021 17:00
Upload final reports to portal Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
Create Full Payment Submission Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
Submit Full Payment Submission Send FPS 05-Oct-2021 08:00 07-Oct-2021 17:00
Upload payslips and P45s to Empty Outbox 05-Oct-2021 08:00 07-Oct-2021 17:00
myePayWindow
Empty myePayWindow Outbox Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
Auto Enrolment - generate notices and  Manual Task Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00
feeds
Auto Enrolment - upload feed Manual Task Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00
Close period Close Run 05-Oct-2021 08:00 08-Oct-2021 17:00
‘Open period Open Run 05-Oct-2021 08:00 08-Oct-2021 17:00
Create next process Create Next Process 05-Oct-2021 08:00 08-Oct-2021 17:00

The process shown will be based on the Groups details for Frequency, Period Number and Tax Year, using the
Timetable for each step and the pay day set at group level unless overridden at client level.

Initiating the Process schedule for live usage

Once you are happy that a process contains all the required steps, with their start dates and due dates configured
to suit your needs, you need to change the Schedule from Design to Ready. The first process for each client within
the group that are enabled, are created based on the Frequency, Period Number and Tax Year under the Group
details.

From the Edit Group screen select Processes from the left menu, then highlight the process and select the
Schedule tab:

£ Edit Group - Weekly - Thursday

Group Details
Enabled

Processes.
Weeicy - Paid Thursdays

Clients u
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You will see the Status is shown as Design, using the drop down select Ready:

£ Edit Group - Weekly - Thursday

Group Details
Enabled

Weekly - Paid Thursdays Design

Ready
Disabled

Click on Save, the process is now live.

Once the first process has been created by vPA the Status is automatically changed to Active.
Editing existing groups

How to add a Client to an existing group

From the left menu Groups click on the ‘+’ symbol for the group that you want to add a client to:

JIRIS The PayrollPro Bureau O ratTemity ~

© oA Bashboard Groups (Advanced Filters Applied) [ +sewcrom [l & revean |
—— B e [ - [ [

B Groups
Name s Froawency perod Number Taxvear Fay DayDate Region Assioned Team tatus
or £ of orth Mortiy s 2022 » ngond oice 1 [ N
anges Morthy s 2022 ) Scatiang oticet o +
Weskly 2 2022 onazy engiena Drecors [eisieo -
x -
ek o [ '
2 Edit Group - Weekly - Directors B Gt Process Overde v Save 3 Close
Name: Weskly - Directors
Based uency e
e Weekly s
19
Ta: 2021
Based ay Day L]
ay Day: Monday s
Regior England : 0
Do net adjust for bank holidays: L
Do not adj for weekends: L]
Manual Assignment. Pat Ternity Eo
tatus: Enabled ]

Select Clients:

£2 Edit Group - Weekly - Directors

Group Details

Enabled

Process
Amy's Mobile Hair

Client Ref AMH
Clients
Harry The Gardener
Client Name: Amy's Mobille Hair
ron Works
atafile Name: AMYSHOMEHAIRMCP

Robin Electrician

Tim's Wood Work Statu Enabled

= Comectes tomyetapindou: |8

52 e Configuring vPA VvPA Guide - 2025 - EOY



Click on Add/Remove to see the following screen:

Client List

Amy's Mabilie Hair | AMH | AmysHemeHairmep Special Presents | SP | SpecialPresents.mep
Bits And Babs | BE | PSDBitsandBabs Treasure Nursing Home | TNH | TressureNursingHomemep
rooms | BG | BridesandGrooms.mep

| €G | PSDCarpetsGalore

Hary .
Helping Hands | H

SDHelpingHands
Home Improvements | HI | Homelmprovements.mcp
Iron Woris | IW | IronWorks mep

Menagerie Castle | MC | PSDMenagerieCastle

Highlight the client under Available clients to add to the Group, then click on it will then appear under
Selected clients, now click on Save.

At this point all the clients selected will be checked to ensure they have been opened in the minimum version of
IPP before they are added to the group. If this check fails, none of the selected Clients are added to the Group, a
message is displayed showing the file names of the clients that need to be opened in IPP.

The client is added in Design mode:

2 Edit Group - Weekly - No Changes

MC

Menagerie Castie

Datafile Mame: PSDMenagerieCastle

Design :

Yes

In design mode you can then customise the client level settings via Client Process Override and under the Settings
tab for:

e Manual Assignment.
e Override Pay Day.
Once you have made the changes ensure you click on Save.

You can select Process Preview to see the clients first process, to ensure it meets your clients and business
requirements. Also select the Assignment Overview to ensure the manual steps are assigned to the correct users.

When you are happy with the clients set up, change the Status from Design to Enabled using the drop down:

2 Edit Group - Weekly - No Changes

MC

Menagerie Castle

Datafile Name: PSDMensgerieCastle

Design =

Vinde Enabled

Click on Save.

The clients first process will be created based on the Groups details for Frequency, Period Number and Tax Year.
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How to disable a Client in an existing group

From the left menu Groups click on the ‘+’ symbol for the group that you want to disable a client to:

JIRIS The PayrollPro Bureau O PatTemity *

@ ¥PADashiboard Groups (Advanced Filters Applied) m m

& Groups
Name & Frequency Period Number Tax Vear Pay Day/Date Region Assigned Team status
Wantrly Moty B n Ergiond e 1 [nanro] +
Mo o= Mertry H 2022 E Scellang e 1 [uinize ] +
Weecy - Directors weekly 21 Monazy Engiana Drectors [oniseo ] -
x ™
ey - Trunsday Weekly 2 ) Thursdey Ergiend offce 1 [iiniso] +

(B s 0o

Group Details.
Weekly - No Changes

Processes °

Chients
Weakly .
34
2020

o

Wednesday &
England 0
N
-]
Hally Daypay E °
Enabled s

Enabled

Special Presents

Treasure Nursing Home

Special Presents

Datafile Name SpecialPresentsmep
Enablzd s
Connected Yes

Click on Add/Remove to see the following screen:

Auwallable clients: 28

Special Presents | 5P | SpecialPresentsmcp

e i | AMH | AmysHametsicmcp
e s Treasure Mursing Home | TNH | TieasureNursingHome mep

Fighing Fi Gym | PR
Harry The Gard
Helping Handi | HH | P
Home Improverrens | HI
ren Works I | renierke.eep

Wensgens Castie | M| PSOMensg=risCastie

p
SDFightingFitGym
raznermep

mpravemants. mcp

Highlight the client under Selected clients to remove from the Group, then click on n it will then appear under
Available clients, now click on Save.

54 e Configuring vPA VvPA Guide - 2025 - EOY



If the client had a process created for this group, they will be Disabled and show under Clients tab of Edit Group
when you change from Enabled to All or Disabled:

£ Edit Group - Weekly - No Changes

Group Details
Enabled s

Processes Al
Special Design

Cllents Enabled
Treasul pigapled

If the client did not have a process created for this group, they will be deleted from the group.
Click on Save to the Edit group screen to save your changes.

Please note that when the client is disabled and they have a process in progress, the process will stop from the
next step that has not started.

How to reactivate a Client in an existing group

From the left menu Groups click on the ‘+’ symbol for the group that you want to reactivate a client to:

JIRIS The PayrollPro Bureau O FatTemity ~
© veAGashooara Groups (Advanced Filters Applied) [ +newcom [l oremen |
e =- - -
& Groups

Name 4 Frequency Period Nurmber Tax Year Pay DayiOate Region Assigned Team stat
Monthly - Changes - End of Morih Morthly s w22 3 Ergiand Obfce 1 o +
ort e +
week 2 rectors e +
weeKly 22 orice o +

Middle of Month (B G o ovemge | v sme | $oose

Monthly - Changes - Middle of Month

°
Monthly s
7

2021

Wales o
o
°
ez o |
Olive Vertime: ﬂ o

Enabled

o
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Select Clients and above the list of clients change Enabled to Disabled:

SR Edit Group - Monthly - Changes - Middle of Month

Group Details

Process

Clients

shiny Jewsllers

SHINVIEWELLERS.MCP

Status: Disabled

Click on Add/Remove to see the following screen:

Client List

Available clients: 29

Menagerie Castle | MC | PSDMenagerieCastle

Mike's Motorbike Shop | MMS | PSDMikesMotorbikeshop
Muggets Nursery | NN | NuggetsNursery.mcp

Robin Electrician | RE | RobinElectrician.mecp

Shelly's Cycle Shap | SCS | ShellysCycleShop.mep

Smiths Decorators | SD | PSDSmithsDecorators

Special Presents | SP | SpecialPresents.mcp

Spick And Span Cleaners | SSC | SpickandSpanCleaners.mep
Sweet Bites Factory | SBF | SweetBitesFactory.mep

Tien's Wood Work | TWW | TimsWoodWorkmep

Tommy's Timber Yard | TTY | PSDTommysTimberfard
Traasure Nursing Home | TNH | TreasureNursingHome.mep

Shiny Jewellers | 5! | Shinylewellers.mcp

Wallanders Windows & Doors | WWD | PSDWallzndersWindowsDoors
Williams Farm Shop | WFS | WilliamsFarmShop.mep
Willows Surgery | WS | PSDWillowsSurgery

Highlight the disabled client(s) shown under Available clients to add to the Group, then click on they will
then appear under Selected clients, now click on Save.

The client is reactivated in Design mode, with the same information as before for Manual Assignment, Override
Pay Day and Override Approval Steps:

2 Edit Group - Monthly - Changes - Middle of Month

Group Details

Design

Processes
Shiny Jewellers ]
— &=
Shiny Jewellers
Datafile Name ShinyJewellers.mcp
Design s
Connected to myePayWindow: | Yes

In design mode you can then review and customise these client level settings for:
e  Manual Assignment.
e Qverride Pay Day.
e Override Approval Steps.

Once you are happy with the client set up ensure you click on Save.

You can select Client Process Override to see the clients new process, to ensure it meets your clients and business
requirements, under View select Manual Task Assignment to ensure the manual steps are assigned to the correct
users.
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When you are happy with the clients set up, change the Status from Design to Enabled using the drop down:

52 Edit Group - Monthly - Changes - Middle of Month

Client Re s)
== clent e Frp—

SHINVIEWELLERSIACP

Status Design

Click on Save.
The clients new process will be created based on the Groups details for Frequency, Period Number and Tax Year.
Modifying the steps

You can modify the steps in the same manner as when you first set up the group, detailed in this document under
the heading Customising steps in a Group Process. This will not affect processes that have already been created
for clients attached to the group, the changes will take effect for new processes that are created when the
automated step Create next process is run.

How to delete an unused Process from an existing group

If you have just created a new group or added a new process to a group which has not been initiated to make it
live, you can delete the process.

From the left menu Groups click on the ‘+’ symbol for the group that you want to delete the process:

JIRIS = The PayrollPro Bureau O PatTemity ~ =
) et Groups (Advanced Filters Applied) m
vietus Payrat Assistant
£ Groups

T Name L Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status

i Four Weekly Four Weekly 1 2021 29.Apr-2021 England [enasieo -

Month View

Pracess Progress

Step Prog:

Monthly - Changes - End of Month Monthly 1 2021 31 England Office 1 [nnsieo] +
Monthly - No Changes Monthly 1 2021 28 Scotiand office 1 [ enasieo] +
‘Weekly - Changes Weekly 42 2021 Wednesday Nortnen Ireland Office 1 [ enasien] +
£ Edit Group - Four Weekly | Bchen ProcessOveride | v e $ciose
Group Details
Name: Four Weekly
Process
Based on Frequency o
Clients
Frequency: Four Weekly
Period Number: 1
Tax Year 2021
Based on Pay Day: ]
Pay Date:
Region: England : 0
Do not adjust for bank holidays: e
Do not adjust for weekends: e
Team Assignment: Clear
e Assionmen: E o
Status: Enabled ®
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Select Process:

L Edit Group - Four Weekly

Group Detalls

Process
Four Weekly

Name: Four Weeldy

n Status: Enabled ¢

Based on Pay Day:

Clients

The click on the delete icon u:

Delete process?

Are you sure you want to delete "‘Four Weekly' 7

Select Delete.

52 Edit Group - Four Weekly
Group Details

Process.

Clients.

Then Save.

You are now able to add a new template, by clicking on the + sign.

Add process

Select the template to base your new process on and enter a name:

Selected template: ¢+ Preview

MName:

Select the template using the drop down, the Preview button is now enabled:

Select the template to base your new process on and enter a name:

Selected template: Process Payroll - Monthly :  Preview

MName:
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Click on the Preview button to view the steps within the selected template:

Process Preview (Process Payroll - Monthly) 2 Close

Step Name Job Type Start Due

Check open run details Initialise Process

Client info received - Ready to process. Manual Task 08:00 1 Day Before Due 17:00 6 Days Before Pay Day
DPS Notifications count check DPS Check 0800 1 Day Before Due 17:00 6 Days Before Pay Day
Download DPS Notifications Manual Task 08:00 1 Day Before Due 17:00 6 Days Before Pay Day
Daownload AE Opt Outs Manual Task 08:00 1 Day Before Due 17:00 6 Days Before Pay Day
Enter data Manual Task 08:00 2 Days Befare Due 17:00 4 Days Before Pay Day
Calculate payroll Manual Task 08:00 2 Days Before Due 17:00 4 Days Before Pay Day
Intemnal approval Internal Approval 08:00 2 Days Befare Due 17:00 4 Days Before Pay Day
Upload review reports to myePayWindow Manual Task 08:00 1 Day Before Due 17:00 4 Days Before Pay Day
Client approval Client Approval 08:00 2 Days Befare Due 17:00 3 Days Before Pay Day
Pay employees - submit payment files Manual Task 08:00 1 Day Before Due 17:00 2 Days Before Pay Day
Upload final reparts to myePayWindow Manual Task 08:00 3 Days Befare Due 17:00  On Pay Day

Create Full Payment Submission Manual Task 08:00 3 Days Befare Due 17:00  On Pay Day

Submit Full Payment Submission Send FPS 08:00 3 Days Before Due 17:00  On Pay Day

Upload to myePayWindow Empty Outbox 08:00 3 Days Befare Due 17:00  On Pay Day

Empty myePayWindow Outbox Manual Task 08:00 3 Days Before Due 17:00  On Pay Day

Auto Enrolment - generate notices and feeds Manual Task 08:00 & Days Befare Due 17:00 5 Days After Pay Day
Auto Enrolment - upload feed Manual Task 08:00 8 Days Before Due 17:00 5 Days After Pay Day
Close period Manual Task 08:00 5 Days Before Due 17:00 5 Days After Pay Day
Open period Open Run 08:00 6 Days Before Due 17:00 6 Days After Pay Day
Create next process Create Next Process 08:00 6 Days Before Due 17:00 6 Days After Pay Day

Click on Close to close the preview screen.

If the selected template is the one you require, complete the Name then click on Save.
How to set up Teams

Use Teams to monitor progress of the payrolls for separate departments or offices.
Create Teams and allocate users to each team, a user can be in one or more teams.

Then allocate the Team to each Group, this can be done via Teams or by Editing the Group. When a Group is
assigned to a Team, when you edit the Groups user assignment for Manual and Internal approvals, the User list
only includes Users assigned to the Team.

Based on the vPA Role assigned to a user restricts Teams as follows:

Payroll Department VvPA Supervisor vPA Operator

Admin

Edit Group Yes No No
View Group only No Yes Yes
Add Group Yes No No
Delete Group Yes No No
Team page Yes Yes No
Add Team Yes No No

Edit Team Yes No No
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Action Payroll Department VvPA Supervisor vPA Operator

Admin
Delete Team Yes No No
View Team Only No Yes No
Clients page Yes Yes No
Groups page Yes Yes a) Groups that have

no Team assignment

b) Groups assigned to
the team that the user
belongs to

Process Progress page Yes Yes a) Processes that have
no Team assignment

b) Processes assigned
to the team that the
user belongs to

Step Progress page Yes Yes a) Steps that have no
Team assignment

b) Steps assigned to
the team that the user

belongs to
Planned Processes Yes Yes a) Planned Processes
page that have no Team
assignment

b) Planned Processes
assigned to the team
that the user belongs
to

Planned Steps page Yes Yes a) Planned Steps that
have no Team
assignment

b) Planned Steps
assigned to the team
that the user belongs

to
Schedule checking for = Yes No No
vPA Updates
Schedule installing Yes No No

vPA Updates
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Action Payroll Department VvPA Supervisor

Admin

VvPA Operator

Schedule a vPA Yes No
Engine Shutdown

Restart vPA services Yes Yes

Admin Settings Yes No

User Settings Yes Yes
Team page

No

Yes

No

Yes

Team page is where this user sets up and edit teams, including amending Users and Groups assigned to each team.

Add a team
JIRIS = The PayrollPro Bureau O PatTemity ~ =
Teams =
e -0
Team Name .+ Asigned tsers Assigned Groups status

 Directors [ —m .

ormee 3 o +

 oftce2 2 a cm +
Showing recod 1103 of 3 Remils
) e

Under the Teams page select New Team:

Add Team v Save X Cancel

Name:

Assigned Users: ‘ 0 Selectad View/Select Users

Assigned Groups: ‘ 0 Selected View/Select Groups
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Enter a Name for the Team, then click on View/Select Users:

Assigned Users

NOTE: If you remove a user from a Team and they have Process Steps assigned to them within Groups or Processes
linked to that Team, these assignments will be cleared.

Available Users: 4 Selected Users: 0

Search, Clear Search... Clear

Holly Daypay
Mat Ternity
Olive Vertime
Pat Ternity

On the left side of the screen, you will see the Available Users and, on the right, the Selected Users, you must select
at least one user. Highlight the User on the left side of the screen then click . To remove the User from the
Selected User list, highlight the User and click on

Click on Save to the Assigned Users screen.
In the Edit Team screen click on View/Select Groups to allocate them to this Team:

Assigned Groups

NOTE: Changing the Team assigned to a Group will potentially remove the user assignment of manual tasks and
internal approvals within that Group.

Available Groups: 60 Selected Groups: 0

Search... m Search.. m
_A

1 Validation

2020 Director NI Create FPS

2020 Employee Create FPS NI Bands Mthly
2020 Employee Create FPS NI Bands Wkly
Audit

auto updater

Backup monthly

Calc - NI - Menthly

Calc - NI - Weekly 2

Calc - NI- Weekly 3

Calculation messages - monthly
Calculation messages - weekly

Cancel and Rerun

Check Planned Processes

On the left side of the screen, you will see the Available Groups and, on the right, the Selected Groups. Highlight
the Group on the left side of the screen then click . To remove the Group from the Selected Group list,
highlight the Group and click on

Click on Save to the Assigned Groups screen.

Now select Save on the Edit Team screen, to save the Team.
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Deleting a Team

You can Delete a Team if it has not been allocated to a Group where a process has been created with the Team
allocated.

Under Teams page:

Teams o]
Clear s [ sore 4 )
Team Name L Assigned Users Assigned Groups Status

Team Advanced 3 1 o +
Team Apple 1 o com +
Team B 4 1 [ naniin] +
Team C 3 1 [ enaniio] +
Team Directors 2 0 com +
Team myepaywindow 1 Pinanio) +

howing record 1 to 6 of 6 item(s)

Click on the plus symbol on the row of the Team that you want to delete:

Teams 2 Refresn
Team Nama 1| Assigned Users Assigned Groups Status
Team Advanced 3 1 cxm +
Team Apple 1 ) [Enasiin] - |
£ x -
Delet
T a 1 {Euanio] *
Team C [Enncizo] +
Team Directors 2 0 | Enanien | +
Team myepaywindow 1 cm +

Showing record 110 6 of & itemis)

Click on Delete:

Delete Team?

Are you sure you want to delete the team Team Apple?

If you want to proceed select Delete, validation is then performed before the Team is deleted to ensure it has not
been allocated to a Group where a process has been created with the Team allocated. A warning message will be
displayed if this is the case informing you that you are then only able to mark the team as Disabled, the Team will
not be deleted:

API Call Failed x
This team cannot be deleted as a process with

this team assigned to it has already been

created. If you want to stop this team from

being used in the future, change its status to
disabled.

If you are able to delete the Group the above message will not be displayed and the Team will be deleted and
disappear from the grid.

When a Team is deleted, the Team is then removed from Group(s) and any user assignments set up within the
Group(s) will remain.
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Disabling a Team

You can Disable a Team even if it has been allocated to a Group where a process has been created with the Team
allocated.

Under Teams page:

Teams 2 Retrash
[~ o D - CEEE -0
Team Name L Assigned Users Assigned Groups Status

Advan 3 1 +
Team Apple 1 0 [ ennnuco | +
B 4 1 [ o] *
ream 3 -
2 0 +

1 1 [ ervnenen | +

Click on the plus symbol on the row of the Team that you want to disable:

Teams oo
Em - . e . .
Team Name L ssigned Users Assigned Groups Status

Team Advanced 3 cm +

Team Apple 1 0 [ Enasin | |

z ® »

.

eam 8 a [Exaieo +

Team C [ Ennsieo ] +

Teamn Directors 2 0 {evasico +

Team myepaywindow 1 1 Cm +

Click on Disable:

Are you sure you want to disable the team Team Apple? All groups
currently assigned to this Team will no longer have a Team assigned to
them.

+ Disable % Cancel

If you want to proceed select Disable.

When a Team is disabled, the Team is then removed from Group(s) and any user assignments set up within the
Group(s) will remain. Any created processes with the Team allocated will not be affected.

Removing user from a Team

If you remove a user from a Team, where under Group Edit form the user is assigned to manual and approval tasks,
the assignments will be cleared.

Validation is performed when saving this change in case any Rejected Approvals are currently assigned to the user
under Action Required By. If there is a Rejected Approval in this state, you will not be able to remove the user until
the Rejected Approval has been dealt with.

When removing a user from a Team, the assignments will also be cleared from created processes where the
manual or approval task has not been completed. If the user has already completed the manual or approval task
the user will remain on the task, for assignment, completed by, rejected approvals as well as if the task was re-
assigned to the user.
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If manual or approval tasks have been completed by the user who has since been removed from the Team, and the
step is re-run, the user will be retained on the completed task(s), the new task generated will not be assigned to
that user.

Under the created process the removed user will no longer appear in the list of users for re-assigning or editing
steps.

Adding a User to a Team

When you add a user to a Team, they will be available to assign to manual and approval tasks under Group Edit
screen where the Group is assigned to that Team.

For created processes you can re-assign steps to the new user, for manual and approval tasks.
Adding a Group to a Team

When you add a Group to a Team, where the Group was not previously allocated to a Team, if a user has been
assigned to manual and/or approval tasks within the Group, the assignment will be retained. For any users not to
the Team, the assignment will be cleared.

Changing a Team allocated to a Group

When you change a Group from one Team to another Team by either Editing the Team or the Group, all user
assignments are cleared for manual and internal approvals.

Removing a Team from a Group, or a Group from the Team

If you remove a Group from a Team by either Editing the Team or the Group, the user assignment for manual and
approvals is retained.

Advanced Filters

Once you have set up Teams, you are able to use Advanced Filters to see All Teams or those that you as a user
have been assigned to My Teams:

e T eEm
m— o O - S -0 7 o=
.
Team Name || Rssigned sttt Rssigned Groups statu O AnTeams ) MyTeams
Team A 3 [eramen] +
Advanced 2 0 [ euneien | +
Team 0 [ enasico | +
T 3 1 m *
] 1 [ [ enacien | +
Team Directors 2 0 [eramien ] *

@ vPA Dashisoard Teams (Advanced Filters Applied) S @ @
[ s [ o P - I -@ =

virtual Payroll Assistant

Team Name t Assigned Statf Assigned Groups

MM

Or select All Teams then Apply.
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Groups page

Under the grid there are columns for Assigned Team and Region:

Groups (Advanced Filters Applied)
search Clear

Name L Frequency * | Period Number Tax Year Pay Day/Date Region
1= Monthly - Changes - End of Month Monthly 7 2021 31 England
=1 Monthly - No Changes Monthly 7 2021 28 Scotland
1] Weekly - Changes Wieekly a7 2001 ‘Wednesday Northern Ireland
1] Weekly - Directors Weekly 28 2021 Monday England
151 Weekly - Thursday Wieekly % 2021 Thursday England

survs R | sone: [

Assigned Team Status
Office 1 [ enasien
Office 1 [enasieo]
Offica 1 [ eniasien ]
Directors [ enasien]
Offica 1 [ enasieo)

Showing record 1o 5 of 5 item(s)

~ 0

The Advanced filters allow filtering on:
e Team
e Frequency
e  Period Number
e TaxVYear

e Region

Groups (Advanced Filters Applied) [ +newsrou |

Name 1| Frequency | Period Number = TaxYear | PayDay/Date . Region Assigned Team | | Status
= Monthly - Changes - End of Month Monthly 7 2021 31 England Office 1 [ enasien | +
1] Monthly - No Changes Monthly 7 2021 2 Scotland office 1 o |+
1] Weekly - Changes Weekly 27 2021 Wednesday Northern Ireland | Office 1 cm |+
1] Weekly - Directors Weekly 28 2021 Monday England Directors s |+
1] Weekly - Thursday Weekly 2 2021 Thursday England office 1 o |+

Showing record 1 to 5 of 5 item(s)

Team:

Unassigned %| | Directors % | Office 1| |Office 2%

Frequency:

Period Number:

Tax vear:

Region:

A vPA Operator will only see information for Groups where the assigned team is either unassigned, or a team

which the user is a part of.
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New Group Wizard

In the first screen of the New Group Wizard you are able to allocate the group to a Team:

New Group Wizard - Details (1/4)

Name:

Based on Frequency: i)
Frequency:

Period Number.

Tax Year:

Based on Pay Day: [i]
Pay Day:

Region:

-]

Do not adjust for bank
holidays:

-]

Do net adjust for weekends:

Team Assignment:

Enter a name for the group, and specify whether you want it to be based on Pay Day and/or Frequency. Note that if
the group is set to be based on Pay Day then it is required to also be based on Frequency.

Click on Select Team:

NOTE: Changing the Team assigned to a Group will potentially remove
the user assignment of manual tasks and internal approvals within that
Group.

Team A

Team Advanced
Team B

Team C

Team D

Team Directors

Highlight the team then click on Select.
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Group Edit

A Payroll Department Admin user can assign a Team to a Group via the Group Edit screen:

Group Details
Process

Clients

Next to Team Assignment click on Select Team:

Select Team

NOTE: Changing the Team assigned to a Group will potentially remove

Group.

Search...

Team

2 Edit Group - Monthly - Changes - End of Month

Monthly - Changes - End of Month

Monthly

2021
o

Bl

England

o

Office 1

Mat Ternity

Enabled

| v 1o

the user assignment of manual tasks and internal approvals within that

Clear

Team B
Team C
Team D
Team Odear
Team OMG
Team Wow

Highlight the Team description then click on Select.

Existing User Assignments to Manual tasks and Internal approvals in the Group(s) will be affected as follows:

e New team assigned — if user(s) are members of the team assigned to the group they will be retained

e New team assigned - if user(s) are NOT members of the team assigned to the group their user
assignment will be cleared

e User removed from a Team which is assigned to Group(s) — the user assignment is cleared from all
Groups assigned to that Team

e  Existing Team assignment changed to a different Team — all user assignments are cleared

e Remove Team assignment — the user assignment is retained
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Process Progress page

A column called Assigned Team is shown the grid:

The PayrollPro Bureau

[ [

Process Progress (Advanced Filters Applied)

O PatTemity ~

) eroa i Jo— pescemage
Chient. Process. Group Frequency Number Near Started Updated eom Status Complete
Wieeky - Directers Weekly . Birectors Weekly n ) Dectors fraieo] - +
ek Weskly - Drscions e ES Doctons o eE——
Roain Escirican (RO weeky Weekly - Birsciors westy | 2 Siectors = +
Mieipng Mancs eeky - Paa Trursasys eeksy - ect » oree - .
o Moty -No Cranges Moty - No Cranges Mentny 2 orree - -
Ay Mot e (TS ek sty - Drecor - z onactors @ +
Aemy’s Mokile Hair (AMYSHOMEHAIR MCF) Week Weekly . Directors Wieekly » og-2022 i Drectors D ST+
Team is available under Advanced Filters:
Process Progress (Advanced Filters & o
Applied) Filers =
Search [ seaen |2 s--:m EYN Upaea - [
, B - a ..
Unassigned |  Directors x| [Office 1 v
) Period | Tax Rssigned Percentage
Client Process | Group | Frequency | MOt | Started | Updated | "9 Status Complone _—
v
Spick And Span i Weekly - | Weekly - o | oo
e it —_ €Y Weekty 26 2021 | 2021 2021 office 1 (s |
(SPICKANDSPANCLEANERSMCP) | Changes | Changes Process
11:26 11:57
v
Spick And Span i ekt Weeki Z7Sepr | oot
pick And Span Cleaners feekly - eekly -
Weekl) 25 2021 2021 2021 Office 1
(SPICKANDSPANCLEANERSMCP) | Changes | Changes | " s | 1196 e CED | TS oo
v
27-Sep- 01-Oct-
Nuggets Nursery Wieekly - | Weekly -
R ST e @z Weekly 26 2021 | 2021 2021 Office 1 Frequency:
17:25 11:23
v
27-Sep- 01-Oct-
Weekly - Weekly - Period Number:
Cherry Cafe (PSDCherryCafe) Changes Changes Weekly 26 2021 | 2021 2021 Office 1
172s | M3 o
R Weekly - | 27-Sep- | 01-Oct-
:S';‘:Z ‘:”Hzn - paid T:jmyg Weekly 2 2021 | 2021 2021 Office 1 Tax Year:
L pingHands) Thursdays v 1722 1122 o
; ieekly - . 27-Sep- | 01-0ct- Shurted:
Williams Farm shop paid Weekly - ey 2 2021 | 2021 2021 Office 1
(WILLIAMSFARMSHOP.MCP) Thursday
Thursdays 1726 | 22 o
Brices And Grooms xmhlyr MNDMMy Monthly 7 2021 (z)(‘:rzcl)(tr g;;}[tr Office 1 £ ©
(BRIDESANDGROOMS.MCP) o ° onthly e 4
Changes | Changes e | 14
Updated:
Monthly - | Monthly 01-Sep- | 01-0ct- om
Brides And Grooms . Fri, Sep 24, 2021 2:42 PM
(BRIDESANDGROOMSMCP) No No Monthly 6 2021 | 2021 2021 Office 1 CED
Changes | Changes s | 14 =
Home Improvements Wieekly - | Weskly - 27 Sep- | OT-Oct-
P’ J Y | Weekly 27 2021 | 2021 2021 Office 1 [ |
(HOMEIMPROVEMENTS.MCP) Changes Changes
1728 | a3
Mnthly
Mike's Motorbike Shoy tM:s':hz i fod- | OTOd-
et S'; o ug s | cranges | Monthly 7 2021 | 2021 2021 Office 1 ¢
(PSDMikesMotarbikeshop) hd e -End of 1112 113
Month
Month

Showing record 1 to 10 of 70 item(s)

By default, the Team filter is populated with the teams that the logged in user is assigned to, as well as processes

where no team is assigned.

A vPA Operator will only see information for processes where the assigned team is either unassigned, or a team

which the user is a part of.
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Planned Processes page

A column called Assigned Team is shown in the grid:

JIRIS The PayrollPro Bureau

G ¥PA Dashbowrd Planned Processes (Advanced Filters Applied)

B3~

st Payroit Asestant

- el oL P =~ S - P =
ou UKESOLICITORS MO ot ot y 5 22 [} +
e fiem) .
west 2 omee = +
weeky ofice [ .
——— 2 o oo N
A 5 =D .
A Seithos ge 05 Sep-2022 Marth 5 222 offce face] +
B togoat
Smitns Decorators PSDSTANSDecoators Mooty - No Cranges 17AiQ-20220800 | 05:5ep:2 wooty |5 amce @ +
Planned Processes (Advanced Filters st Updated: | 26-Sep-2021 0000 e ] 2 0
. T Refresh
Applied) Fiters =
Teams
Unassigned x| | Directors % | Offica 1% v
First | Last
) step | Step Period | Tax | Assigned | Schedule crent:
Client P @ F
e rocess roup Start | Due TEAUENY | Number | Year | Team Status »
Date | Date
Monthly - Monthly - 15- 04- Process
Crunchy Accountants Changes- | Changes- | sep- | ot v
Monthl, 6 2021 Office 1
(PSDCrunchAccountants) End of End of 2021 2021 iy e m
Month Month 08:00 17:00
Group:
Manthly - Monthly - | 15- 0 v
Mike's Motarbike Shop Changes - Changes - Sep- oct-
Monthi; 5 2021 | office
(PSDMikesMotorbikeshop) £nd of £nd of 2021 2021 onthly e = —
Month Month 08:00 17:00
v
15- 06-
Smiths Decorators Monthly - Monthly - Sep- oct- . R 201 | offce = Period Number:
(PSDSmithsDecorators) No Changes | NoChanges | 2021 2021
08:00 17:00 o
16- 05- Tax Year:
Shelly's Cycle Shop Monthly - Monthly - Sep- oct-
v
(SHELLYSCYCLESHOP.MCP) Mo Changes | NoChanges | 2021 2021 Monthly & 2021 | Office 1 ==
08:00 17:00
Schecle Status
7 05+ >
Menagerie Castle Monthly - Monthly - Sep- oa-
{(PSDMenagerieCastle) No Changes No Changes 2021 2021 BTy © 2l B m
08:00 17:00 Scheduled
- 05 Fri, Oct 1, 2021 2:45 PM
Tommy's Timber Yard Monthly - Monthly - Sep- oat- .
Monthh 6 2021 Office 1 .
{PSDTommysTimbervard) Mo Changes | NoChanges | 2021 2021 onthly e = Sun, Oct 3, 202111:59 PM
0800 | 1700

By default, the Team filter is populated with the teams that the logged in user is assigned to, as well as processes

where no team is assigned.

A vPA Operator will only see information for processes where the assigned team is either unassigned, or a team

which the user is a part of.
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Month View page

You can filter using the Assigned Team:

The PayrollPro Bureau O patTemity =

Month View

Select the drop down for Assigned Team to select one or more available from the list, they will then be used to
filter the records.

A vPA Operator will only see information for Steps from processes where the assigned team is either unassigned,
or a team which the user is a part of.

Step Progress page

Team is available under Advanced Filters:

The PayrollPro Bureau O Pat Ternity -D
Step Progress (Advanced Filters Applied) =3
[ .- S 2 : I =

Client Process Group step Type Scheduled | Startes | Due | Completed Status

Exclude Resan Steps:

By default, the Team filter is populated with the teams that the logged in user is assigned to, as well as processes
where no team is assigned.

A vPA Operator will only see information for Steps from processes where the assigned team is either unassigned,
or a team which the user is a part of.
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Planned Steps page

Team is available under Advanced Filters:

JIRIS = The PayrollPro Bureau

Planned Processes (Advanced Filters Applied) pastes: | 1auhug-2022 00:00 m m
= — S -0
Sotome | Detpa | PR | gt e
oscer | gEED
[iee) .
omce = +
= .
Otfice =0
5 e [} +
s - = +

O FatTemity = =

Schdue Stanus

By default, the Team filter is populated with the teams that the logged in user is assigned to, as well as processes

where no team is assigned.

A vPA Operator will only see information for Steps from processes where the assigned team is either unassigned,

or a team which the user is a part of.

vPA Dashboard

JIRIS = The PayrollPro Bureau

) veA Dasnboar

vitual Payeeil Assitant

16-Aug-2022 (1 of 1)

Helping Hands | PSOHeipingHands | Pay empioyees - Sibmit payment fies | 1700

18-Aug-2022 (4 of 4]

View Al

Exclude Users With No Work: @

crmpy

Q e

O PatTemity ~ =

Under the Filters for the vPA Dashboard you can select one or multiple Teams, when you click Apply are reflected
under the pages in the counts. When a filter is applied, they are also reflected when using the drilldowns:

My Work tab:
e My Tasks for Today doughnut widget
e My Approvals for Today doughnut widget
e My Work Calendar widget
e My Work List widget
e Rejected Internal Approvals widget
Automated tab:
e Failed/Warning/Completed/Scheduled widgets
e Action Required widget
Overview tab:

e Today's Work breakdown widget
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e Today's work doughnut widget
e Weekly work breakdown widget
e Work Calendar widget

Client Approvals tab:

Approval Calendar widget

Rejected Internal Approvals widget

Today's Breakdown

Today's Approvals doughnut widget

A vPA Operator will only see information for Steps from processes where the assigned team is either unassigned,
or a team which the user is a part of.
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Using Payroll Professional and vPA day-to-day
vPA website

System Alerts

At the top of each webpage, when either a vPA service is not running or an engine shutdown has been scheduled
today an alert will be shown to the user to inform them of the following:

e Scheduling Engine Service is not running
e Payroll Resource Server Service is not running
e Engine Shutdown has been scheduled today (Server Restart)

When you see a System Alert:

JIRIS = The PayrollPro Bureau O ratTemity +[ =}

T

wirtual Payroll Assistant

My Tasis For Today 5 My Approvais For Today (Ta

JIRIS The PayrollPro Bureau O PatTemity ~

The Payroll Resource Server service is not running.

Teams

When the issue is due to one of the services not running, then click on the burger icon in the top right-hand corner
and select the Service Status:

6 B ©|§

Service Status £ Refresh
Scheduling Engine Resource Server

Running Runining

Fayroll Resource Server Auto Updater

Stoppad Start Stopped

Then click on Start, give vPA a few minutes to restart the service then select Refresh to ensure the service is
running again.

Monitoring progress
Use vPA Dashboard to monitor the progress of:
e  Your own work under the My Work tab
e Automated steps progress for all clients payrolls due today under the Automated tab
e An overview of manual tasks for all client payrolls due today by user under the Overview tab

e See the progress of Client Approvals due by today for all clients under the Client Approvals tab
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JRIS = The PayrollPro Bureau

Helping Hancs | PSOMicpingHands | Pay employees - submit peyment fies | 1700

16-Aug-2022 (1 0F 1)

18-Aug-2022 (4 o 4)

23 Aug2022 B ef9)

24-8ug-2022 (3 o 3)

25-AUg-2022 (4 ot 4)

26-Aug-2022 (6 ot 6)

O Pat Temnity

Under each of the tabs you can click on the charts to drill down to see details ‘list” information.

How to customise the Low, Medium and High Calendar colours

When you are logged in as a Payroll Department Admin user, you will see in the left-hand menu Admin Settings:

(3 vPA Dashboard

virtual Payroll Assistant
Groups [UPDATE
Teams
Clients
Month View
Process Progress
Step Progress
Planned Processes
Planned Steps
Logs

virtual Payroll Admin

Admin Settings

& Log out
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Select Bureau:

%% Settings

=D Calendar Colours &

Log From To

Low: 0 50 1

1

Medium: 51 150 51
1

High: 151 151

These settings change the colours shown on the following calendars based on the number of tasks (or client, if
selected under Filters):

e My Work Calendar (under vPA Dashboard\My Work)

e  Work Calendar (under vPA Dashboard\Overview)

e Approval Calendar (under vPA Dashboard\Client Approvals)

e  Tasks by Day (under Month View)
Once you have defined the Low, Medium, and High values, click on Save.
How to see when a client’s payroll was started and completed

Under the menu item Process Progress use the Advanced Filters to find the client:

JIRIS = The PayrollPro Bureau O PatTemity » =

Process Progress (Advanced Filters Applied) ¥

Assigned
- Status
¢ Team Complete

§
¢

psane

[
LY

Click on the ‘+’ symbol for the row you want to see the information for:

Bits Ana Babs (PSDA tsandBens) % v

The PayrollPro Bureau O pat Temity -
Process Progress (Advanced Filters Applied) ¥
-
Chent Process Group. Frequency :Eu"‘:ﬂ :‘:r Started Updated | ::‘:’“ status ‘c::?:f‘ hd
e
ek, vieeey . . i
e T ey 2022 o omee 2 -_— .

Process

Bits An Bobs Vel -

76 e Using Payroll Professional and vPA day-to-day VvPA Guide - 2025 - EOY



Now select Process Info, you will see the first tab called General:

Weekly - Fridays - Details

General Details Properties Notes
Process UID: 259a934f-7743-4365-927-4eca34208ca0
Process Name: Weekly - Fridays
Created: 27-Sep-2021 17:21
Started: 27-5ep-2021 17:21
Last Updated: 01-0ct-2021 11:27
Percentage Completed: 76%
Status: Running
Assigned Team: Office 2
Details tab

Weekly - Fridays - Details +Cose

General Details Properties

Frequency: Weekly
Period Number: 26
Tax Year: 2021

Based On Pay Day:

Pay Day Setting: Default

Pay Day: Friday
Original Pay Date: 01-0ct-2021
Adjusted Pay Date: 01-0ct-2021
Region: Wales

Ignore Bank Holidays: @

Ignore Weekends: @

Properties tab

Weekly - Friday: ils 4 Close

General  Details | Properties | Notes

Group Name: Weekly - Friday
Client Ref: BB

Client Name: Bits And Bobs.
Datafile Name: PSDBitsandBobs
Data ID: 16

Notes tab

Weekly - Fridays - Details 1Cose

General  Detals  Properties | INotes
o u Author: v Type: hd

Step Approval
Olive Vertime
01-Oct-2021 11:10

(internal approval Approved) - checked
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Process Info can also be accessed via View Steps then use the Actions drop down menu:

Bits And Bobs - Weekly - Fridays (Weekly - Friday) DRefresh  Aciions - | $Close

View Process Info

Frequency: ‘ Weekly Period Number: ‘ 26 | 2021

Show Reran Steps
Step Name Job Type Scheduled Started Completed Pause Process

Check open run details  Initialise Process 27-Sep-2021 17:21 27-Sep-2021 17:23 Cancel Process

Client info received - Manual Task 28-Sep-2021 0800 29-Sep-202117:00 01-0ct-2021 1102 Gantt View
Ready to process

And from the left menu item Step Progress, using the advanced filters to find the client, and under View Process,
which opens the same screen as above.

How to deal with automated step warnings

Automated steps complete with warnings which move on to the next step, which you should review the warnings
and take necessary steps based on the reason. These steps are shown in vPA under the vPA Dashboard and the
Automated tab in the widget called Warnings:

JIRIS = The PayrollPro Bureau O PatTemity * =

Action Required

There are currently e steps requiring acticn.

Click on the Warnings widget and you will be taken to the Step Progress screen which will be prefiltered to show
the steps with Warnings:

Step Progress (Advanced Filters Applied) =3
.- B o - - I
. Assigned
Cliant Procass Group Stap Typa Scheduled Started Dus Complatsd e Status
Spack And Span Cleaners = Weekly - Weeldy - Uplaad payshps and Pdss to Empty 30-Sep-2021 04-Oct-2021 04-Oct- 04-Oct-2021 +
(SPICKANDSPANCLEANERS MCP] Changes Changes myePayWindow Outbox 0&00 1725 20211700 1725
‘Weeldy - Paid Wnaldy - DS Notifications count oPs 04-Oct-2021 04-Oct-2021 05-Oct- 04-Oct-2021
Helping Hands (PSDHelpingHands) Thursdays Tharsday check Check 0800 1708 21700 | 17ee *

‘Actions on (0) selected, Showing record 110 2 of 2 itemis)

You can then view the details of the Step to see a brief description of the warning, note that employee specific
warnings are recorded within the payroll data file for you to review in Payroll Professional.

Click on the ‘+’ symbol against the step you want to view then select Step Info:

Upload payslips and P45s to myePayWindow - Details

step Name: Upload paysips and Piss to myePayWindow
JobType: Empty Outbax
SaeSfocd-2110-4720-98d7- 81305025573
Waming

o Employees To Uplead

A brief description is shown under Error.
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Calculate

The following will complete with a Warning:

Employee marked as suspended.
Employee marked as absent.

Employee marked as on holiday.
Employee already Calculated.

Date of Birth checks and NI Letters.

No Director start date.

Tax Code check where contains letter Y.
Non-Cumulative Director has a leave date.

National Minimum and Living Wage reminders.

When this step completes with a Warning, we recommend that you review the messages via IPP to decide whether
you need to make any changes to the payroll.

Open the data file in IPP then go to Utilities\Query Manager then copy and paste the below query:

SELECT [ProcessMessages|D], [EeDetails].[EeRef], [EeDetails].[Forename], [EeDetails].[Surname], [Date] as
[Message Date], Choose(lif(IsNull([Type]),0,[Type])+1,'UNKNOWN','Calculation','Submissions') AS [Program Area],
Choose(lif(IsNull([OutcomeType]),0,[OutcomeType])+1,'UNKNOWN','Information’,'Warning', 'Failure') As [Message
Type], [Text], [LinkedID], [vPARunID], [vPARunStepID] FROM ([tblProcessMessages] INNER JOIN [EeDetails] ON
[tbIProcessMessages).[EelD] = [EeDetails].[EelD]) INNER JOIN [PayrollRuns] ON
CLng([tblProcessMessages].[LinkedID]) = [PayrollRuns].[RunID]

Click on Run. You can view the information on screen or export the results.

Create FPS

The following will complete as Warnings:

Send FPS

FPS already created.

No employees to include.

The following will complete as Warnings:

FPS already submitted.

Empty Outbox

The following will complete as Warnings:

Individual Item Validation
Out of Sync Data

If nothing is in the myePayWindow outbox, the Empty Outbox step completes as a Warning and the
process moves to the No action required step.

If there is anything in the myePayWindow outbox that has not been selected for the automated step to
upload, then the Empty Outbox step will not upload anything to myePayWindow and complete as a
Warning, the process moves to the Action required step.

If one or more of the Outbox items selected for the automated step are not available in the
myePayWindow outbox, but there are no Outbox items that have not been selected in the
myePayWindow outbox, the step will upload the outbox items, complete as a Warning and move to the
No action required step.
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Close Run

The following will complete as Warnings:
e  Period already closed.

Open Run

The following will complete as Warnings:
e  Period already opened.

How to deal with step failures

Failed steps mean the processing stops until the failed step has been dealt with and rerun. These steps are shown
in VPA under the vPA Dashboard and the Automated tab in the widget called Action Required:

4IRIS = The PayrollPro Bureau O PatTemity » =

Action Required (1 Steps)

Helping Hands (PSDHelpingHands) - DPS Notifications count chack
Duse: 05-Oct 2021 17:00 | Date Failed: (4-Oct 2021 17:02
Plann Emor: DPS: Unable To. Check One Or More Notification Types

They give details of the step and a brief description of the cause of the error. Click on the step to be taken to the
View Steps screen:

Helping Hands - Weekly - Paid Thursdays (Weekly - Thursday)

Frequency: ‘ Weekly ‘ Period Number: ‘ 27 [ Taxvear | 2021 |
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 14:50 04-Oct-2021 14551 [ comereren JES
Client info received - Manual Task 04-Oct-2021 08:00 04-Oct-2021 14:51 05-Oct-2021 17:00 04-Oct-2021 14:52 +
Ready to process
DPS Notifications count  DPS Chedk 04-Oci-2021 08:00 04-Oci-2021 17:02 05-Oct-2021 17:00 04-Oct-2021 17:02 [ Faneo | +
check
Download DPS Manual Task Pat Ternity 04-Oct-2021 08:00 05-0ct-2021 17:00 +
Notifications
Download AE Opt Outs ~ Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00 *

From this screen you can re-run the step once you have dealt with the cause of the failure.
All steps
When each step runs a pre-check is performed to ensure the data file is:
e Inthe correct run:
e Period number
e Taxyear
e Frequency
e Data fileis not flagged as a Critical Failure.
e Data file is the minimum version required.
e Data file does not have Bonus Runs enabled.

If the data file is not in the correct run or it is marked as a Critical Failure or is less than the minimum version or has
Bonus Runs enabled, then the step will fail.
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To resolve this issue in Payroll Professional:
e Ensure the data file is in the correct period number, frequency, and tax year.

e If the data file is flagged as a Critical Failure, you will see a message like the one below, you must then
restore the data file to a back up

e If the data file is less than the minimum version, open the data file in the latest version of IPP.
e Ensure the data file does not have Bonus Runs enabled.

Once you have resolved the issue in IPP, then re-run the failed step, see the section How to rerun process step(s)
for a client.

Automated steps

These steps will fail if the client data file is locked open. Ensure that no user has the data file open in Payroll
Professional or any utility program e.g. AEX, PRE, PDC or EBS (P11D software). Then re-run the failed step, see the
section How to rerun process step(s) for a client.

Initialise Process

This step will fail if the client data file has the wrong period number, frequency, or tax year, or flagged as a Critical
Failure, or is less than the minimum version. In Payroll Professional ensure the data file is in the correct period

number, frequency, and tax year. Then re-run the failed step, see the section How to rerun process step(s) for a
client.

DPS Check
This step will Fail due to any of the following:

e Authorisation failed - in Payroll Professional ensure you have the correct Sender ID and Password
entered for Internet Submissions, and the Employer has the correct Tax District and Reference. Then re-
run the failed step, see the section How to rerun process step(s) for a client.

e Unable to check one or more notice types — you may need to manually check if there are notices to
download, the cause maybe the HMRC site is down. If this is the case, once you have manually
downloaded the notices you can then override the step as complete, see the section How to manually
override a failed automated step.

Calculate
The following will appear as a Failure:

e Negative Taxable (covers various scenarios, combinations of Bfwd Taxable This Emp, Prev Emp and This
Period).

e Negative Tax (combination of Bfwd Tax This Emp, Prev Emp and This Period).

e Negative Net Pay.

e Invalid NI Letter.

e From tax year 2025/26, Freeport or Investment Zone NI Letter and no Workplace Postcode
e Unsupported elements found, see Appendix B.

You must review the messages via Payroll Professional and resolve the cause. Then rerun the step (refer to the
section How to rerun process step(s) for a client).

Create FPS
The following will appear as a Failure:
e Uncalculated employees.
e Last period of tax year, multiple frequencies in data file.

e  RTI Applies is not set as Payroll is aligned and RTI applies.
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e Unsupported elements found, see Appendix B.

You must review the data file in Payroll Professional and ensure all employees are calculated. Then rerun the step
(refer to the section How to rerun process step(s) for a client).

Send FPS
The following will appear as a Failure:
e No submission found.
You must review the data file in Payroll Professional.

Once you have resolved the cause then rerun the step (refer to the section How to rerun process step(s) for a
client).

Create Report

The following will appear as a Failure:
e Data file not connected to myePayWindow
e No default contact set up in myePayWindow

You must review the data file in Payroll Professional and myePayWindow.

Ensure within the Group Edit screen the Client is showing as connected to myePayWindow, if it shows No then click
on Refresh:

SR Edit Group - Weekly - Directors

= Cient Process Overrice Il o

Enabled s Do | Setting:

Amy's Mobile Hair e

Harry The Gardener
on Works
Robin Electrician

Tim's Wood Work

Amys Mobile Hair
AMYSHOMEHAIRMCP

Ensure a Default contact has been set up in myePayWindow.

Once you have resolved the cause you can either rerun the step (refer to the section How to rerun process step(s)
for a client) or you can manually override the step as complete due to manually correcting the issue via IPP (refer
to the section How to manually override a failed automated step).

Empty Outbox
The following will appear as a Failure:

e Data file not connected to myePayWindow

e VvPA cannot see the file path where the Documents have been saved
You must review the data file in Payroll Professional.

Ensure within the Group Edit screen the Client is showing as connected to myePayWindow, if it shows No then click
on Refresh:

2 Edit Group - Weekly - Directors

Enabled

Amy's Mobile Hair Client Ref o
Harry The Gardener
Client Name: Amy's Mobile Hair
on Works
atafile Name AMYSHOMEHAIR MCP
Robin Electrician

Tim's Wood Wk Status I
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If the payroll data file has not been opened in the minimum version of IPP required for vPA, when you click on
Refresh a message is displayed that it is not up to date. Open the payroll data file in the latest version of IPP, then
in VPA click on Refresh.

Once you have resolved the cause you can either rerun the step (refer to the section How to rerun process step(s)
for a client) or you can manually override the step as complete due to manually correcting the issue via IPP (refer
to the section How to manually override a failed automated step).

Close Run
The following will appear as a Failure:
e Empty Outbox still has items to upload.
e AEM has not been completed.
e  FPS has not been completed — parked, paused or none.
e Employees have not been included in an FPS.
e Employees uncalculated.
e  Previous yearis open.
e No payslips recorded for the current run.
e Unsupported elements found, see Appendix B.
You must review the data file in Payroll Professional.

Once you have resolved the cause you can either rerun the step (refer to the section How to rerun process step(s)
for a client).

How to use emergency override for a failed automated step

You can override a failed automated step as complete, in scenarios where you have dealt with the failure manually
and re-running the step, it continues to fail.

Example below is where the automated step DPS check has failed.

Whilst in the vPA Dashboard select Automated:

JIRIS = The PayrollPro Bureau O PatTemity ~ =

suomated

40

Completed Today

Action Required (1 Steps)

St

P 3 Helping Hands (PSDHslpingHands) - DPS Notifications count chack
Due: 05-0ct-2021 17,00 | Date Failed: 04-Oct-2021 17:02

Bt Eror: DPS: Unable To Check One Or More Notification Types

Under the section Action Required, click on the tile:

Helping Hands - Weekly - Paid Thursdays (Weekly - Thursday) CRefresh  Actions~ 3 Close.
Frequency: Weekly | Period Number. | 27 Tax Year: 2021
Stop Name Job Type User Scheduled Completed Status
Check open run details  Initialise Process 04-Oct-2021 14:50 04-Oct-2021 1451 [ compicen BRY
Chient info received - Manual Task 04-Oct-2021 08:00 04-Oct-2021 14351 05-0ct-2021 17:00 04-Oct-2021 1452 comruren R
Ready 1o process
DPS Notifications count  DPS Check 04-0ct-2021 08:00 04-0ct-2021 17:02 05-0ct-2021 17:00 04-0ct-2021 17:02 o ¢+
check
Download DPS Manual Task Pat Ternity 04-Oct-2021 08:00 05-0ct-202117:00 .
Notifications
Download AE Opt Outs ~ Manual Task Bt Ternity 04-Oct-2021 0800 05-0ct-2021 17:00 .
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Click on the ‘+’ symbol for the row marked as Failed, in this case the Type called DPS Check:

ing Hands - Weekly - Paid Thursdays (Weekly - Thi

Frequency: Weskly Period Number: | 27 Tax Vear: 2021
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Invtialise Process 04-Oct-2021 1450 04-Oct-2021 1451 | comrucreo JRS
Client info received - Manual Task i 04-Oct-2021 14:51 05-0ct-2021 17:00 04-Oct-2021 14:52 A
Ready to process.

DPS Notifications count  DPS Cheek 05-0ct-2021 17:00 o] -
chedk

Download DPS Manual Task Pat Temity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Notifications

Under actions select Step Info, the screen that appears provides a basic description of the Error that caused the
step to fail:

DPS Notific. ns count check - Details 1 Close

Step Mame: DPS Notifications count check

Job Type: DPS Check

JobID: 51dc142b-3110-4356-84cf-c2f3de3ae1d%

Status: Failed

Error: DPS: Unable To Check One Or More Notification Types

Click on Close, and then under actions select Rerun:

Rerun DPS Notifications count check? « Rerun 1 Cancel

Are you sure you want to rerun DPS Notifications count check?

Show Advanced Options

Select Show Advanced Options:

Rerun DPS Notifications count check? v Rerun 1 Cancel

Emergency Override: I:\

Emergency Override Reason...

Tick the Emergency Override and enter a reason:

Rerun DPS Notifications count check? ¥ Reun | 1 Cancel
Are you sure you want to rerun DPS Notifications count check?

Emergency Override: (i}

Downloaded the notifications via IPP
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Then select Rerun:

Helping Hands - Weekly - Paid Thursdays (Weekly - Thursday) CRefresh | Adtions~ | | 2 Close

Frequency: Weekly Period Number: | 27 Tax Year: 2021
Step Name Jobs Type User Seheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 1450 04-Oct-2021 14:51 *
Client info received - Manual Task Pat Temity 04-Oct-2021 08:00 04-Oct-2021 14:51 05-Oct-2021 17:00 04-Oct-2021 14:52  compLeTED R
Ready to process
DPS Notifications count  DPS Check 04-Oct-2021 08:00 04-0ct-2021 1708 05-Oct-2021 17:00 04-0ct-2021 17:08 *
check
Download DPS Manual Task Pat Temnity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Notifications

The step will be completed as a Warning, if you view the Step info for this step you will see the Error informs the
user of the reason:

General Details Properties

DPS Notifications count check - Details 3 Close

Step Name: DPS Natifications count check

Job Type: DPS Check

Job 1D: 37e76d13-7441-45b1-90cf-390c6c40b73c
Status: Warning

Error: Emergency Override

Using the Actions drop down on the toolbar select Process Info, then the Notes tab:

Weekly - Paid Thursdays - Details 1 Close

General Details Properties Notes

gy E Author: v Type: hd
Step Emergency (DPS Notifications count check Emergency Override) - Downloaded via IPP
Override
Pat Ternity

04-Oct-2021 17:08

You will see reason for overriding the step has been recorded.
How to rerun process step(s) for a client

Rerunning a client payroll process step, can be required because of processing issues, a change from the client or
perhaps a failure.

You can access the step Rerun option through the Process Progress and Step Progress left-menu options.

The example below is via Process Progress:

JIRIS = The PayrollPro Bureau O Pattormity [ =]
Process Progress (Advanced Filters Applied)
-8 28 -0
- s - T P TR

19-400-2022
o8t

Oinectors @ +
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The Processes shown on this page are pre-filtered with records updated for today. If you need to see earlier
processes (e.g. this week or month) then use the burger icon in the top right-hand corner and set the Updated date

and time filter accordingly and click Apply.

Click the ‘+’ symbol on the row for the client process in which you want to rerun a process step:

Process Progress (Advanced Filters Applied)
e

Search

Client Process Group Frequency ::-“"se'
Helping Hands (PSDHelpingHands) xf::zf‘d :"ﬁ:‘s’ay Weekly 27
= =2 n
View Steps Process Info Pause Process.
Willows Surgery (PSDWillowsSurgery) Weekly - Fridays Weekly - Friday | Weekly 2%

Tax

Started
Year
04-Oct-2021
2021
14:50
. 01-Oct-2021
11:38

Updated

04-Oct-2021
1541

04-Oct-2021
1524

Assigned

Staty
Team e
Ofce 1 fruunc)
Offica 2

Percentage
Complete

-

Now click on View Steps:

Tax Vear:

elping Hands - Weekly - Paid Thursdays (Weekly - Thursday)
Frequency: Weekly \ Period Number: \ 27

Step Name Job Type User Scheduled Started

Check open run details  Initialise Process

Client info received - [YELTERELS Pat Ternity 04-Oct-2021 08:00 04-Oct-2021 14:51
Ready to process

DPS Notifications count  DPS Check 04-Oct-2021 08:00 04-Oct-2021 14:52
check

Download DPS Manual Task Pat Ternity 04-Oct-2021 08:00 04-Oct-2021 14:52
Notificatians
I o
Enter data Manual Task Pat Ternity 04-Oct-2021 08:00

Calculate payroll Manual Task Pat Temity 04-Oct-2021 02:00

Internal approval Internal Approval Mat Temity 04-Oct-2021 08:00

Upload review reports to - Manual Task Pat Temity 04-Oct-2021 08:00

myePayWindow

Client approval Client Approval 04-Oct-2021 02:00

Pay employees - submit  Manual Task Pat Ternity 05-Oct-2021 08:00

payment files

Upload final reportsto  Manual Task Pat Ternity 05-Oct-2021 02:00

portal

Create Full Payment Manual Task Pat Ternity 05-Oct-2021 08:00

Submission

Submit Full Payment Send FPS 05-Oct-2021 08:00

Submission

Upload payslips and P45s Empty Outbox 05-Oct-2021 02:00

to myePayWindow

Empty myePayjWindow  Manual Task Pat Temity 05-Oct-2021 02:00

Outbox

Auto Enrolment - generate Manual Task. Pat Ternity 05-Oct-2021 08:00

notices and feeds

Auto Enrolment - upload  Manual Task Pat Ternity 05-Oct-2021 08:00

feed

Close period Close Run 05-Oct-2021 08:00

Open period OpenRun 05-Oct-2021 02:00

(Create next process (Create Next Process. 05-Oct-2021 08:00

05-Oct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

07-Oct-2021 17:00

07-Oct-2021 17:00

07-Oct-2021 17:00

07-Oct-2021 17:00

07-Oct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00

2021

Completed

04-Oct-2021 14:52

04-Oct-2021 1452

Status

Now click on the ‘+’ symbol for the step that you want to rerun from. Any steps after this will also get re-created
be asked to confirm this (see later):

and you will

braens [ ety

Ei
2
£
3
g
Y

Step Name

Check open run det

Download DPS
Notifications

Tax Vear:

Job Type

Manual Task Pat Ternity

DPS Check

Manual Task Pat Ternity 04-0ct-202108:00 04-0ct-2021 14:52

05-Oct-2021 17:00

2021

Completed

04-Oct-2021 14552

e s —
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Click Rerun, the following message is displayed:

Rerun DPS Notifications count check?

Rerunning DPS Noatifications count chec
Download AE Opt Quts will be re run,

The step Download AE Opt Outs will also be signed off and marked as failed

will mean that all steps from DPS Notifications count check up to and including

On some steps there is an Edit Details option, for if you need to change anything specific to this step for this
process only. This screen changes depending on the step type. Below is an example for a manual step where you
can change the Manual Assignment:

Rerun Download AE Opt Outs?

Are you sure you want to rerun Download AE Opt Outs?

Edit Details: -]

Manual Assignment: Pat Temity

Change the settings as required, then to proceed click Rerun.

ing Hands - Weekly - Paid Th

days (Weekly - Thursday)

Frequency: Weekly

Step Name Job Type

Check open run details  Initialise Process

Client info received - Manual Task
Ready to process

DPS Notifications count
check.

Download DPS Manual Task
Notifications

Download AE Opt Outs  Manual Task

Enter data Manual Task
Calculate payroll Manual Task
Internal approval Internal Approval

Upload review reports to - Manual Task
myePayWindow

Client approval Client Approval

pay employees - submit  Manual Task
payment files

Upload final reports to Manual Task

portal

Create Full Payment Manual Task
Submission

Submit Full Payment  Send FPS
Submission

Upload payslips and P43s Empty Outbox
to myePayWindow

Empty myePayWindow  Manual Task
Outbox

Auto Enrolment - generate Manual Task
notices and feeds

Auto Enrolment - upload  Manual Task

feed

Close period Close Run

Open period Open Run

Create next process Create Next Process

User

Pat Temity

Pat Temity
Pat Temity
Pat Temity
Mat Temity

Pat Ternity

Pat Ternity

Pat Temity

Pat Ternity

Pat Ternity

Pat Temity

Pat Temnity

Period Number: | 27

Scheduled

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00
04-Oct-2021 08:00
04-Oct-2021 08:00
04-Oct-2021 02:00

04-Oct-2021 08:00

04-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 02:00
05-Oct-2021 08:00

05-Oct-2021 08:00

Started

04-Oct-2021 14:50

04-Oct-2021 1451

04-Oct-2021 14552

Tax Vear:

05-Oct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

05-0ct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

05-0ct-2021 17:00

07-Oct-2021 17:00

07-Oct-2021 17:00

07-0ct-2021 17:00

07-Oct-2021 17:00

07-0ct-2021 17:00

03-Oct-2021 17:00

08-Oct-2021 17:00

08-0ct-2021 17:00

08-0ct-2021 17:00

08-Oct-2021 17:00

2021

Completed Status
04-Oct-2021 14551 *

04-0ct-2021 14:52 +

compierep IR

04-Oct-2021 1452 +

The steps that were previously completed are re-created with the same timetable as the original steps.
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To see the steps that have been rerun (perhaps to support client questions or quality audits), under Actions select
Show Reran Steps:

ands - Weekly - Paid Thursdays (Weekly - Thursday) DRefresh  Actions~ | 4 Close.
Frequency: Weekly Period Number: | 27 Tax Year: 2021
Step Name Job Type User Scheduled Started Due Completed Status

Check openrun details  Initialise Process 04-Oct-2021 14:50 04-0ct-2021 14:51

Client info received - Manual Task 04-Oct-2021 08:00
Ready to process

DPS Notifications count  DPS Check 04-0ct-2021 08:00
check.
Download DPS Manual Task Pat Ternity 04-Oct-202108:00 04-Oct-2021 14:52 05-0ct-2021 17:00 04-Oct-2021 14:52 +
Ntifications
+
+
+
+
Download AE Opt Outs ~ Manual Task Pat Ternity 04-Oct-202108:00 05-0ct-2021 17:00 +
Enter data Manual Task Pat Ternity 04-Oct-202108:00 05-0ct-2021 17:00 +
Calculate payroll Manual Task Pat Ternity. 04-0ct-202108:00 05-0ct-2021 17:00 +

If the current step has started and is a manual step when re-run is selected it will be treated as Failed.
If the current step has started and is an automated step, it will need to complete.
Rerun a cancelled process

You can rerun a client’s process that has been cancelled only if a process with a later period number for the
frequency has not been created.

You can access Rerun through the Process Progress and Step Progress left-menu options.

The example below is via Process Progress:

JIRIS = The PayrollPro Bureau
Process Progress (Advanced Filters Applied) CRetesn
[ B -~ C8 =8 -0
Clent Procens Group Freaueney ool T staned vpdstea  osoned State e

Harry T Garderar

| 1A
I Weekl - Diretors vieeky - Directo wee 2 o5 vectors (- - |
I Process Progress
eeky - Direc skl - Diveco wee o8 CIND  eEr—
POSINELECTRSCIANMCE) | Weeky - Directors Vieekly - Diectors Wesy | B 2022 Diecters o | EE
Heiping Hanes (2S0meimingHands) ursday et Osce o e
Country Homes (COUNTRYHOMES MCP henthy - Mo Cranges Mty - Ko Cnamges Senthy 5 202 osice [ronnic: Q] +
Ay Mosile Har (AMVSHOMENSIRMCF) | Weeky - Direstars ety - Directors Wesky — o @ +

The Processes shown on this page are pre-filtered with records updated for today. If you need to see earlier
processes (e.g. this week or month) then use the burger icon in the top right-hand corner, using the advanced
filters change the Updated date and time filter accordingly and click Apply.

Click the ‘+’ symbol on the row for the client process in which you want to rerun a process step:

Process Progress (Advanced Filters Applied) =3
- - -0
Period Tax Assigred Percent
Cliant Process Group Frequancy | [0 | sned Updated 2 Status e w:.
Tassurs Nussing Home [— Jr— ) ot | owodana ) . ~
(TREASURENURSINGHOMEMCP) Changes Changes =y & 22 1483 1857 D L
= =
[ weedy . . sonz | oronzm ]
Helping Hands (PSDHelpingFiands) = = Wweskly 27 wn | O i, offce am @
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Click on View Steps:

Treasure Nursing Home - Weekly - No C

Fraquency: Weekly

Step Name

Check open run details

myePayWindow

Job Type

Initialise Process

User

Period Number: | 27

Scheduled

Started

04-Oct-2021 14:53

Tax Vear:

2021

Completed

04-Oct-2021 14:54

Client info received - Manual Task 01-0ct-2021 08:00 04-0ct-2021 14:54 04-0ct-2021 17:00 04-Oct-2021 1657 +
Ready to process

DPS Notifications count  DPS Check 01-Oct-2021 08:00 04-Oct-2021 17:00 *
check

Download DPS Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 +
Motifications

Download AE Opt Outs  Manual Task Helly Daypay 01-Oct-2021 08:00 04-0ct-2021 17:00 *
Enter data Manual Task Holly Daypay 01-0ct-2021 08:00 04-0ct-2021 17:00 +
Caleulate payroll Manual Task Holly Daypay 01-0ct-2021 02:00 04-0ct-2021 17:00 +
Internal approval Internal Approval Olive Vertime 01-Oct-2021 08:00 04-Oct-2021 17:00 +
Upload review reports to  Manual Task Holly Daypay 01-0ct-2021 08:00 04-0ct-2021 17.00 +

Now click on the ‘+’ symbol for the step that you want to rerun from. Any steps after this will also get re-created
and you will be asked to confirm this (see later):

Treasure Nursing

lome - Weekly - No C|

Frequency: Weekly Period Number: | 27 Tex Year: 2021
Step Name Joh Type User Scheduled Started Due Completed Status
Check open run detail +
Client info received - Manual Task 01-0ct-2021 08:00 04-Oct-2021 14:54 04-0ct-2021 17:00 04-Oct-2021 1657 -
Ready to process
DPS Notifications count  DPS Check 01-Oct-2021 08:00 04-Oct-2021 17:00 [ canceLieD IR
check
Download DPS Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [ canceLen IR
Notifications
Download AE Opt Outs  Manual Task Holly Daypay 01-0ct-2021 02:00 04-0ct-2021 1700 [ canceien IS
Enter data Manual Task Holly Daypay 01-0ct-2021 08:00 04-0ct-2021 1700 [ cancerreo IS
Caleulate payroll Manual Task Holly Daypay 01-Oct-2021 02:00 04-Oct-2021 1700 [ canceien RS
Internal approval Internal Approval Olive Vertime 01-Oct-2021 08:00 04-Oct-2021 17:00 [ canceLen IR
Upload review reportsto  Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 I +

Click Rerun, the following message is displayed:

Rerun Client info received - Ready to process?

Are you sure you want to rerun Client info received - Ready to process?

Edit Details:

Frequency: Weekly Period Number: | 27 Tax Vear: 2021
Step Name Job Type User Scheduled Started Due Completed Status
Check open run detail lise Process. +
Clientinfo received - Manual Task Holly Daypay 01-0ct-2021 08:00 04-0ct-202117:00 -
Ready to process
DPS Notifications count  DPS Check 01-0ct-2021 02:00 04-0ct-202117:00 +
check
Download DPS Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-202117:00 +
Notifications
Download AE Opt Outs  Manual Task Holly Daypay 01-0ct-2021 08:00 04-0ct-202117:00 +
Enter data Manual Task Holly Daypay 01-0ct-2021 08:00 04-0ct-202117:00 +
Calculate payroll Manual Task Holly Daypay 01-Oct-2021 08:00 04-0ct-202117:00 *
Intemal approval internal Approval Olive Vertime 01-0ct-2021 02:00 04-0ct-202117:00 +

The steps that were previously completed are re-created with the same timetable as the original steps.
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To see the steps that have been rerun (perhaps to support client questions or quality audits), under Actions select
Show Reran Steps:

Treasure Nursing Home - Weekly - No Changes (Weekly - No Changes) DRefresh  Actions~ | 4 Close
Frequency: Weekly Period Number: | 27 Tax Vear: 2021
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 14:53 04-Oct-2021 14:54 *
+
Client info received - Manual Task Holly Daypay 01-0ct-2021 02:00 04-0ct-2021 17:00 [overous IR
Ready to process
DPS Notifications count  DPS Check 01-0ct-2021 08:00 04-0ct-2021 17:00 [overov: IS
chack
Download DPS Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [overou: IEES
Notifications
Download AE Opt Outs ~ Manual Task Holly Daypay 01-Oct-2021 02:00 04-Oct-2021 17:00 [overoue IIED
Enter data Manual Task Holly Daypay 01-Oct-2021 02:00 04-Oct-2021 17:00 [ overoue IR
Calculate payroll IManual Task Holly Davpay 01-0ct-2021 08:00 04-0ct-2021 17:00 OEm  +

Rerun a paused process

You can rerun a paused process, detailed in this document under the heading Resume paused process but rerun

previously completed steps.

How to pause a process for a client

To pause a process and stop any further processing until it is resumed, go to the left-menu Process Progress, use

the Advanced Filters to find the client:

Process Progress (Advanced Filters

Applied)
) Period | Tax Assigned Percentage
Client Process | Growp | Frequency | oo | (% Started | Updated | 200 Status Compreny
Countey Homes Monthly | Monthly 27-Sep- | 27-Sep-
oormonesmesy | N0 -Ne Monthly 7 2021 | 2021 2021 oficel | EIIE@ | € +
G )| Changes | Changes 17:02 1704
countey Monthly | Monthly 27-Aug | 27-Sep-
C%GGRVT;\;ES . -No -No. Monthly 6 2021 | 2021 2021 Office 1 [0 [N
L MCP) changes Changes 1017 17:02

Showing record 1to 2 of 2 item(s)

&

@

Filters

Team:

v
Cient:

Country Homes (COUNTRYHOMES.MCP) X v

Process:

v
Group:

v
Frequency:

v
Feriod Number:

v
Tax Year:

v

Updated:

Mon, Sep 27, 2021 432 PM

to

Click on the ‘+’ symbol for the row you want to see the information for:

Process Progress (Advanced Filters Applied)
Clear

Search

Period Tax

Client Process G F Started Updated

ies rocess roup requency | er Year pdate
Country Homes WMonthly - No Monthly - No e . 2091 27-Sep-2021 27-5ep-2021
(COUNTRYHOMES MCF) Changes Changes 17:02 17:08

= = n

ViewSteps  Processinfo  Pause Process
Country Homes Monthly - No Monthly - No vty s 091 27-Aug-2021 27-Sep-2021
(COUNTRYHOMES MCP) Changes Changes 1017 17:02

Assigned Status Percentage
1| Team -~ Complete

office 1 [runuuns I -
office 1 -

Showing record 1o 2 of 2 itemis)
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Select Pause Process, the following screen will appear for you to enter a reason for pausing the process:

Pause Process

You must enter a reason for pausing the process (maximum number of characters - 250).

Pause Reason...

Note: If there is an automated step which has already started running, that step will continue until it has reached its
conclusion, even if the process is paused.

Once you have entered the reason click on Confirm.

No further processing can be done until the process is resumed.

If an automated step is running when you try to Pause the process this needs to complete before it can be paused.
Resume paused process to continue from where it was paused

Go to the left menu Process Progress, use the Advanced Filters to find the client, then click on the ‘+’ symbol for
the row you want to see the information:

Process Progress (Advanced Filters Applied) £ Refresh

) Period Tax Assigned Percentage

Client Process Grou Frequen Started Updated Status
P eUeNY . | Number Year P 1| Team Complete

Ce try Hi Monthly - N Monthly - N 27-Sep-2021 27-Sep-2021

ountry Homes onthly - Ne onthly = No Menthly 7 2021 <P <P office 1 g =
(COUNTRYHOMES.MCP) Changes Changes 17:02 17:04

=2 =2 >
View Steps Process Info Resume Process

Country Homes Menhly - Ne Menthly - No vortly | 6 . 27-Aug-2021 27-5ep-2021 e 1 e ——
(COUNTRYHOMES.MCP) Changes Changes 107 17:02

Showing record 110 2 of 2 item(s)

Now select Resume Process, you will see the below screen showing the reason that was entered as to why the
process was paused:

Resume Process

This process was paused on 04-Oct-2021 16:34 by Pat Ternity.

The reason for pausing was:

Awaiting further from dlient, before «can be started

Are you sure you want 10 resume the process?

Click on Confirm to resume the process.
Resume paused process but rerun previously completed steps

Go to the left menu Process Progress, use the Advanced Filters to find the client, then click on the ‘+’ symbol for
the row you want to see the information:

Process Progress (Advanced Filters Applied)
=~ e o 0
. Period Tax Assigned Percentage
Client Process Group Frequency | oot - Started Updated | 225 Status Complene
‘Weekly - Paid ‘Weekly - 04-Oct-2021 04-Oct-2021
Help Hands (PSDHel; Hand: Weekl: 27 2021 Office 1 -
elping Hands (PSDHelpingHands) Thursdays Thursday feekly 14550 15:41 ce @
01-Oct-2021 04-Oct-2021
Willows Surgery (PSDWillowsSurgery) ‘Weekly - Fridays Weekly - Friday Weekly 26 2021 11e 1520 Office 2 [ s ] -
= = >
View Steps Process Info Resume Process
Spick And Span Cleaners Weekly - Changes Weekly - Weeki = P 01-Oct-2021 04-Oct-2021 office 1 o
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Click on View Steps:

Willows Surgery - Weekly - F

| wasy

Step Name
Check open run details

Client info received -
Ready to process

DPS Notifications count
check

Download DPS
Notifications

Download AE Opt Outs:
Enter data

Calculate payroll
Internal approval

Upload review reports to
myePayWindow

Client approval

Pay employees - submit
payment files

Upload final reports to
portal

Create Full Payment
Submission

Submit Full Payment
Submission

Upload payslips and Pass
to myePayWindow

Empty myePayWindow
Outbox

Auto Enrolment - upload
feed

Close period
Open period

Create next process

Manual Task Holly Daypay

DPS Check

Manual Task Holly Daypay

Manual Task Holly Daypay

Manual Task Holly Daypay
Manual Task Holly Daypay
Internal Approval Olive Vertime

Manual Task Holly Daypay

Client Approval

Manual Task Holly Daypay

Manual Task Holly Daypay
Manual Task Holly Daypay
Empty Outbox
Manual Task

Holly Daypay

Manual Task Holly Daypay

Close Run
Open Run

Create Next Process

ays (Weekly - Fri

day)

Period Number:

‘ Tax Vear:

Scheduled

28-Sep-2021 08:00
28-Sep-2021 08:00
28-Sep-2021 08:00

28-Sep-2021 08:00
28-Sep-2021 08:00
28-Sep-2021 08:00
28-Sep-2021 08:00

28-Sep-2021 02:00

28-5ep-2021 04:00

&

29-Sep-2021 08:00

29-Sep-2021 08:00

29-Sep-2021 08:00

29-Sep-2021 0&:00

29-Sep-2021 08:00

29-Sep-2021 08:00
29-Sep-2021 0&:00

29-Sep-2021 08:00

01-Oct-2021 11

01-Oct-2021 11:40

01-Oct-2021 11:40

01-Oct-2021 11:40

01-Oct-2021 11:41

01-0ct-2021 11:41

01-Oct-2021 11:41

01-Oct-2021 11:42

04-Oct-2021 14:53

04-Oct-2021 14553

04-Oct-2021 1524

01-Oct-2021 17:00

01-Oct-2021 17:00

01-Oct-2021 17:00

01-Oct-2021 17:00

01-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

@Refresh | Actions 2Giose

01-0ct-2021 11:40

01-Oct-2021 11:40

01-Oct-2021 11:40 +

01-Oct-2021 11:40 +
01-Oct-2021 11:41 +
01-0ct-2021 11:41 *
01-0ct-2021 11:41 +
[ comeceren JES

01-0ct-2021 11:42 +
[ comeceren JED

04-0ct-2021 14:52 [ come.ere0 JES
04-Oct-2021 14:53 oD +
04-Oct-2021 1524 +
04-0ct-2021 15:24 +
04-Oct-2021 15:24 +
+

+

+

+

+

Click on the

Willows Surgery - Weekly - Fridays (Weekly - Friday)

e [

Step Name

Check open run details

Client info received -
Ready to process

Download DPS
Notifications

Download AE Opt Outs

Enter data

(o |
Calculate payroll

Internal approval

Upload review reports to
myePayWindow

Client approval

Pay employees - submit
payment files

Job Type User
Initialise Process.

Manual Task Holly Daypay

Manual Task Holly Daypay

Manual Task Holly Daypay

Manual Task Holly Daypay
Manual Task Holly Daypay
Internal Approval Olive Vertime

Manual Task Holly Daypay

Client Approval

Manual Task Holly Daypay

‘+’ symbol for the step that you want to rerun from:

Period Number; l 26

‘ Tax Vear:

Scheduled

28-5ep-2021 08:00

28-Sep-2021 08:00

28-5ep-2021 08:00

28-5ep-2021 08:00

28-5ep-2021 08:00
28-Sep-2021 08:00

28-5ep-2021 08:00

01-Oct-2021 11:29

01-Oct-2021 11:39

01-Oct-2021 11:40

01-Oct-2021 11:41

01-0ct-2021 11:41

01-Oct-2021 11:41

01-Oct-2021 11:41

Refresh  Actions~ | 1 Close

lzom

Completed Status
01-Oct-2021 11:39

01-Oct-2021 11:40

01-Oct-2021 11:40 +

01-Oct-2021 11:40 +

01-Oct-2021 11:41 -

01-0ct-2021 11:41

01-Oct-2021 11:41

01-Oct-2021 11:41

01-0ct-2021 11:42

01-Oct-2021 11:42
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Click on Rerun, you will see the below screen showing the reason that was entered as to why the process was
paused:

Rerun Enter data? v Reun 2 Cancel

This process was paused on 02-Jun-2020 13:43 by Pat Ternity.

The reason for pausing was:

Awaiting client to confirm employees start date

Rerunning Enter data will mean that all steps from Enter data up to and including Pay employees - submit payment files will
be re run.

The step Pay employees - submit payment files will also be signed off and marked as failed.

Edit Details: @]

Click on Rerun to resume the process and rerun from this step.
How to cancel the current process for a client
There maybe a couple of reasons for Cancelling a process:
e Cancel this and future periods - you want to stop processing this client via vPA altogether.

e Cancel this period only - you do not want this period to be processed via vPA, as you have dealt with it
manually, but future periods you want vPA to continue processing.

Cancel this and future periods

To stop any future periods processes being created, before you cancel the current process you need to disable the
client within the group. If you do not disable the client within the group before cancelling the process, as soon as
the period number associated to this group is increased (when a process for a different client in the group is
completed), the process for the next period for this client will be created.

Under the left menu Groups click on the ‘+’ symbol for the group that the client you want to disable is located:

Groups (Advanced Filters Applied) ===
m Clear ststus: Sorted m N “
Name 1 Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status
Monthly - Changes - End of Month Monthly 7 2021 31 England Office 1 +
Monthly - Changes - Middle of Month Monthly 7 2021 15 Wales Office 2 +*
Monthly - No Changes Monthly 7 2021 28 Scotland Office 1 +
Weekly - Changes Weekly 27 2021 Wednesday Nerther Ireland Office 1 +
Weekly - Directors Weekly 28 2021 Monday england Directors +
Weekly - Friday Weekly 2% 2021 Friday Wales Office 2 +
Weekly - No Changes Weekly 27 2021 Wednesday england Offica2 +
Weekly - Thursday Weekly 27 2021 Thursday England office 1 -
@ x L)
it Delete Disabl
showing record 1o & of 8 item(s)
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Select Edit:

SR Edit Group - Weekly - Thursday

2 Cient Process Ovemce I 2l e

‘Weekly - Thursday

Pay Day; Thursday =
England : 0
not adjust for bank holidays L]

Do not adjust for weekend: L}

Offce 1 Setect Team m
Pat Ternity Select Usar nﬂ

Enabled

S1 Edit Group - Weekly - Thursday

Group Details
Enabled
Process

Helping Hands

Clients
Williams Farm Shop

Helping Hands

PSDHelpingHands

Now select Add/Remove:

Available clients: 28 Selected clients: 2.

Amy's Mobile Hair | AMH | AMYSHOMEHAIR MCP

Bits And Babs | BB | PSDBitsandBobs

Brides And Grooms | BG | BRIDESANDGROOMSMCP
Carpets Galore | CG | PSDCarpetsGalore

Cherry Cafe | CC | PSDChemyCafe

Country Homes | CH | COUNTRYHOMES.MCP

Crunchy Accountants | CA | PSDCrunchAccountants
Denzel's Garage | DG | DENZELSGARAGEMCP

Duke Solicitors | DS | DUKESOLICITORS.MCP

Fighting Fit Gym | FFG | PSDFightingFitGym

Harry The Gardener | HTG | HARRYTHEGARDENER MCP
Home Improvements | Hi | HOMEIMPROVEMENTS MCP
Iron Works | W | IRONWORKS.MCP

Menagerie Castle | MC | PSDMenagerieCastle

Mike's Motorbike Shop | MMS | PSDMikesMotorbikeShop o

Helping Hands | HH | PSDHelpingHands ‘
Williams Farm Shop | WFS | WILLIAMSFARMSHOPMCP

Highlight the client under Selected clients that you want to disable, and click on
Click on Save in the Edit Group screen.

Now follow the procedure under the following heading Cancel this period only.

, then select Save.
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Cancel this period only

Go to the left menu Process Progress, using the Advanced Filters search for the client:

" ©
Process Progress (Advanced Filters 2 o
Applied) Filters
e searen [ ot
v
y Period Tax Assigned Percentage
Client P G Started Updated Staty i
e rocess .| Group Number | Year Pdated ) | faam e Complete Clients
Mike's Motorbike Shop (PSDMikesMotarbikeShop) % v
Monthly | Menthly
Mike's Motorbike Sh - - 01-Oct- 01-Oct- -
jke's Motorbike Shop rocesn
(PSDMikesMotorbikeshop) | Chenges | Changes 7 2021 | 2021 2021 Office 1 [ runninc IS +
-End of - End of miz RIRE v
Month Month
Groums
Monthly | Monthly
Mike's Motorbike Sh - - 27-Sep- | 01-Oct- v
jke's Motorbike Shop
(PSoMikesmotorsikenop) | CENGES | Changes 6 2021 | 2021 2021 office 1 T |+
-End of - End of 14 mi2 i "
requencn
Month Month
v
Showing record 1 to 2 of 2 item(s)
Paiod Number
v
Toxvean
v
Sartes
from
to
Upcnta
Mon, Sep 27,2021 423 PM
to
Click on the ‘+ bol f tt I:
Ick on the symbol tor process you want to cancel:
. N ©
Process Progress (Advanced Filters ole 0
Applied) Filters
e searen [ sows: [ o TR -
. a ..
v
. Period Tax Assigned Percentage
Client Process | Group Nomber - | Youe .| Strted | Updated | 1% Status Complete Client:
Mike's Motorbike Shop {PSDMikesMotorbikeShop) % v
Monthly | Monthly
Mike's Motorbike Sh - - 01-Oct- 01-Oct- -
jke's Motorbike Shop rocess
(PSDMikesMotorbikeshop) | Chenges | Changes 7 2021 | 2021 2021 office 1 [runnmc I
- End of - End of miz RIRE v
Month Month
Groums
2 v
View Steps Pause Process
Frequency:
Monthly | Monthly o
i B - 27-Sep- | 01-Oct-
r:g;;noﬁ'?k:khzi ) Changes | Changes 6 2021 | 2021 2021 Office 1 [ 00 IR
ikesMotorbikeshop) | o Sl T iEal 112 Period Number:
Month Month
v
Showing record 10 2 of 2 item(s)
Toxvears
v
Sartec
from
to
Updntds

Mon, Sep 27, 2021 423 PM

to
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Select View Steps:

Mike's Motorbike Shop - Monthly - Changes - End of Month (Monthly - Changes - End of Month) DRefresh  Actions~ | 1 Close
Fraquency: Monthly Period Number: | 7 Tax Vear: 2021
Step Name Joh Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process. 01-0ct-2021 11:12 01-0ct-2021 11:13. o
Client info received - Manual Task Mat Ternity 14-Oct-2021 08:00 15-0ct-2021 17:00 +

Ready to process

DPS Notifications count  DPS Check 14-Oct-2021 08:00 15-0ct-2021 17:00 +
check.

Download DPS Manual Task Mat Temity 14-0ct-2021 08:00 15-0ct-202117:00 *
Notifications

Download AE Opt Outs  Manual Task Mat Ternity 14-Oct-2021 08:00 15-0ct-2021 17:00 +
Enter data Manual Task Mat Temnity 15-Oct-2021 08:00 19-0ct-2021 17:00 +
Calculate payroll Manual Task Mat Temity 15-Oct-2021 08:00 19-0ct-202117:00 +
Internal approval Internal Approval Pat Ternity 15-0ct-2021 08:00 19-0ct-2021 17:00 *
Upload review reports to - Manual Task Mat Ternity 18-Oct-2021 08:00 19-0ct-2021 17:00 +
myePayWindow

Client approval Client Approval 18-Oct-2021 08:00 20-0ct-202117:00 +
Pay employees - submit  Manual Task Mat Temnity 20-0ct-2021 08:00 21-0¢t-2021 17:00 +
payment files

Upload final reports to ~ Manual Task Mat Temity 20-Oct-2021 08:00 25-0ct-2021 17:00 +
myePayWindow

Create Full Payment Manuzl Task Mat Temnity 20-0ct-2021 08:00 25-0ct-2021 17:00 *
Submission

Submit Full Payment Send FPS 20-Oct-2021 08:00 25-0ct-2021 17:00 +
Submission

Upload payslips and P45s Empty Outbox 20-Oct-2021 08:00 25-0ct-2021 17:00 +
to myePayWindow

Empty myePayWindow  Manual Task Mat Temity 20-Oct-2021 08:00 25-0ct-202117:00 +
Outbox

Auto Enrolment - generate Manual Task Mat Ternity 20-Oct-2021 08:00 01-Nov-2021 17:00 +

notices and feeds

Auto Enrolment - upload  Manual Task Mat Ternity 20-Oct-2021 08:00 01-Nov-2021 17:00 +
feed

Close period Close Run 25-Oct-2021 08:00 01-Nov-2021 17:00 +
Open period Open Run 25-Oct-2021 08:00 02-Nov-2021 17:00 +
Create next process Crezte Next Process 25-Oct-2021 08:00 02-Nov-2021 17:00 +

Under Actions select Cancel Process:

Actions~ | X Close
View Process Info
Show Reran Steps
Pause Process

I Cancel Process

Gantt View
I
The following screen will appear for you to enter a reason:

Cancel Process

You must enter a reason for cancelling the process (maximum number of characters - 250)

Cancellation Reason...

Once you have entered the reason, click on Confirm.

The next process for the client will be created when the Group period number is updated to the next period
number, which is when the automated step Create next process is completed for a client in the group for the
current period number.

Please note that when cancelling a process if the current step is automated and has started, this step will complete.
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How to start a step or multiple steps of a process early for a client

You can start an individual step, range of step(s) or all steps early for a client process that is due to start in the
future.

Select Process Progress from the left-menu, use the advanced filters to find the process for the client that you
want to start early.

Click on ‘+’ on the row containing the client process, then select the action View Steps:

Crunchy Accountants - Monthly - Changes - End of Month (Monthly - Changes - End of Month) CRefresn  Actions * | £ Close
Frequency: Menthly Period Number: | T Tax Vear: 2021
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process. 01-0ct-2021 11:12 01-Oct-2021 11:12. +
Client inforeceived - Manual Task Mat Temity 14-0ct-202108:00 15-0ct-202117:00 +

Ready to process

DPS Notifications count  DPS Check 14-Oct-2021 08:00 15-0ct-2021 17:00 +
check

Download DPS Manual Task Mat Temity 14-0ct-2021 08:00 15-0ct-2021 17:00 +
Notifications

Download AE Opt Outs  Manual Task Mat Temity 14-0ct-202108:00 15-0ct-2021 17:00 +
Enter data Manual Task Mat Temity 15-Oct-202108:00 19-Oct-2021 17:00 +
Calculate payroll Manual Task Mat Temity 15-0ct-2021 08:00 19-0ct-2021 17:00 +
Intemal approval intemal Approval Pat Ternity 15-0ct-202108:00 19-Oct-2021 17:00 +
Upload review reports to  Manual Task Mat Temity 18-Oct-202108:00 19-Oct-2021 17:00 +
myaPayWindow

Client 2pproval Client Approval 18-0ct-202108:00 20-0ct-2021 17:00 +
pay employees - submit  Manual Task WMat Temity 20-Oct-2021 08:00 21-0ct-2021 17:00 +
payment files

Upload final reportsto  Manual Task Mat Temity 20-0ct-202102:00 25-0ct-2021 17:00 +
myePayWindow

Create Full Payment Manual Task Mat Temity 20-Oct-2021 08:00 25-0ct-2021 17:00 +
Submission

Submit Full Payment Send FPS. 20-0ct-2021 08:00 25-0ct-2021 17:00 +
Submission

Upload payslips and P45s Empty Outbox 20-0ct-202108:00 25-0ct-2021 17:00 +
to myePayWindow

Empty myePayWindow  Manual Task Mat Temity 20-Oct-2021 08:00 25-0ct-2021 17:00 +
Outbox

Aute Enrolment - generate Manual Task Mat Temity 20-0ct-202102:00 01-Nov-2021 17:00 +

notices and feeds

Auto Enrclment - upload  Manual Task Mat Temity 20-0ct-202108:00 01-Nov-2021 17:00 +
feed

Close period Close Run 25-0ct-202108:00 01-Nov-2021 17:00 +
Open period Open Run 25-0ct-202108:00 02-Nov-2021 17:00 +
Create next process Create Next Process 25-0ct-202102:00 02-Nov-2021 17:00 +

Click on the ‘+’ symbol on the step row that you want to start early:

Crunchy Accountants - Monthly - Changes - End of Month (Monthly - Changes - End of Month) LRefresh  Actions ~ | £ Close
Monthly Period Number: | 7 Tax Year: 2021
Step Name Job Type User Scheduled Started Due Completed Status

Check open run details  Iniialise Process 01-0ct-2021 1

Client info received - Manual Task Mat Temity 14-0ct-2021 08:00 15-Oct-2021 17:00 e
Readly to process

Click Run Early:

Ready to process

Action: =

Run When: Run Mutliple Steps Early

Run All Steps Early

Run Step Early ‘

You must also enter a reason for running this step early (maximum number of characters - 250).

Run Early Reason...
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Complete the following:

e Action

Use the drop down under Action to select from three options:

o Run Step Early — this just effects the current step

o Run Multiple Steps Early — will be implemented on the current step and gives you an
additional option to select which step up to and including that will be affected

Run Client info received - Ready to process Early

Action:

Up to and including:

Run Mutliple Steps Early

Run When:

You must also enter a reason f

DPS Notifications count check

Download DPS Notifications

Download AE Opt Cuts

Enter data

Calculate payroll

Internal approval

Upload review reports to myePayWindow
Client approval

Pay employees - submit payment files
Upload final reports to myePayWindow
Create Full Payment Submission

Submit Full Payment Submission

Upload payslips and P45s to myePayWindow
Empty myePayWindow Outbox

Auto Enrolment - generate notices and feeds
Auto Enrolment - upload feed

Close period

Open period

Create next process

o Run All Steps Early — all steps will be affected

e Run When

Select either Now or Specify Date.

When you select Specify Date you then have an additional prompt to enter the start date and time

Run Client info received - Ready to process Early

Action: Run All Steps Early

Run When: Now € Spedify Date

Mon, Oct 4, 2021 416 PM

Run Early Rea

e Reason

Enter a reason for running the step(s) early, this is for future reference.

You must also enter a reason for running this step early (maximum number of characters - 250).

=35

Once you have completed the form, click on Confirm for the step start dates to be updated. These steps will then
appear as Ready when the new start date is reached and shown under payroll processors work lists.

Assigning, reassigning and unassigning manual steps

There are multiple ways to assign and re-assign manual steps on a one-off basis. This is only possible for steps that

not yet been completed.

Permanent assignment changes can only be made via editing the Group manual assignment settings.
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Via Today’s Work Breakdown chart

From vPA Dashboard under Overview, Today’s Work Breakdown chart:

Today's Work Breakdown (Task)

I Overcue Read MotReady [N Compieted Repected

Click on the overdue (red) bar in the chart for Mat Ternity, which will take you to the Step Progress page showing
those overdue steps:

Step Progress (Advanced Filters Applied)
B3 st o .- Y :

) Client Process Group Step Type Scheduled Started Due | Completed ﬁ“ig"" Status
A e e e A P —E
O | g | Tt e voreny | o | +
(7] | Cherry Cafe (PSDChenmyCafe) Chawn;:‘y . ‘g‘s::;’;s Caleulzte payroll Manual Tack §§f§§ p-2021 ?;"0%“ =021 MatTernity | EEED | +
) Cherry Cafe (PSDCherryCafe) cmwn;:t‘y . ‘éf;:;’;s intemal zpproval Z‘;:’E‘al ég;ﬂg p2021 ?;';“ 2021 vatTemity | EEDE |+
(] | Chemry Cafe (PSDCherryCafe) CMWH;ZSV : ‘é\f;:;’;s i;;\;):;;x‘vr:z‘:w otsto Manual Task ;g’;ﬂg p-2021 ?;';“ 202 Mat Ternity. [ overou: JIEEY
() | chemy cafe PsDCherrycafe) cn::;:t‘y ) ‘éf::;’;; ::;:‘Z;IZ‘Y:SES -sebmit Manual Task g;:;:t—zam ?‘7:1:%:‘ 2021 MatTemity | CEDD |+
Actions on ( 0) selected: Showing record 1 to 6 of 6 item(s)

Use the tick box to select the steps for reassignment and then click the Reassign button at the foot of the screen to
choose the reassign user:

Reassign User for selected tasks
Search...

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

Once a user has been chosen, click Select to confirm.

To un-assign manual steps, for them to have no assignment and become ‘Pool’ steps, click Select None on the
Reassign User for selected tasks screen.
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Via Weekly Work Breakdown chart

From vPA Dashboard, Weekly Work Breakdown chart:

Weekly Work Breakdown (Task)
Week Starting O cenes
<« Sun 3rd Qct 2021 »

Oct 3rd ath Sth 6th Tth Bth Sth
Users Sun Mon Tue Wed Thu Fri Sat

0 0 ] ] ] ]

1 12 H H 4 ]
Holly Daypay 0 14 2 3 z [ [
Mat Temity 0 H = z ] 0 0
Qlive Vertime 0 1 0 0 El ] ]
Totl [ 18 27 1 13 4 ]

Click on the number (representing the number of manual steps/tasks assigned) shown in the cell for Monday/Holly
Daypay, and the Step Progress page will display showing those tasks:

Step Progress (Advanced Filters Applied)
5o B
Client Process Group Step Type Scheduled Started
. Weekdy- | Weekly- . g | Momual | 295ep2021
jts And Bobs (PSDaitsandeob Auto Envoiment - uplosd feed
its And Bobs (PSBitsandBobs) i Fidey o6 pload feed | o i
veekdy- | Weeky At Envciment - generate | Manusl
Fridays otices and feec sk
Weekdy - Weekdy - Auto Envolment - uplosd feed | Manual | 29-Sep-2021
Fridays Friday A SHCAOL = IR S Task 0800
Weeky - t-gmenie | Marwal o4-0ct
Fridays Task 1524
Weekdy-No | Weekly - No Manual 30-Sep-2021
Lo resents (SPECIALPRESENTSMCP) Upload fial epors to porta
Specia s (SPECIALPRESENTS. MCP) i Chiies pload fial reports to portal | - 7 G
: = " Weekly N0 | Empty myePaywindow ancal | 30-sep-2021
Specil Presents (SPECIALPRESENTSMCP
¥ Changes Changes Outbox Task 0800
5 5 Weekly-No | Weekly - No Manal | 30-Sep2021
cial Presents (SPECIAPRESENTS MCP)
o enisnd ; = Changes. Changes Task 0800
we g-Ready | Manal 04-0ct-2021
Changes Tase st
RN hO | ey <IN Downicad DPS Notifications s 03-0ct-2021
Changes Changes Task w800
- Mancal
- Task
.

Completed

Assigned

Statu
User =

Holly .
Daypey

Holly s [
Oaypey —

Holly .
ouypey

Holly .
s @@

Holly >
Daypey

Holly &
Daypey

Holly s
Daypy

Holl

Daypey e I
Holly .
Daypey

Holly

Dayp -
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Use the tick box to select individual steps for reassignment or tick the box in the listing header to select all steps
shown on the page (note: completed steps cannot be reassigned). Click the Reassign button at the foot of the
screen (note: use the page selector to find the final page footer) to choose the reassign user:

Step Progress (Advanced Filters Applied) [ ot |

Reassign User for selected tasks

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

Once a user has been chosen, click Select to confirm.

To un-assign manual steps, for them to have no assignment and become ‘Pool’ steps, click Select None on the
Reassign User for selected tasks screen.

Via Step Progress (left-menu)

As we have seen already steps can be reassigned from the Dashboard and drill-down to the Step you can see that
from the Dashboard you can reassign via Step Progress page.

You can also go directly from the left-menu to Step Progress page but when you are not coming via a dashboard
chart/widget you need to set the filters to find the steps you want to reassign.

From Step Progress, click the burger icon in the top right-hand corner for the advanced filter options. A default
filter is applied for the logged in user for Manual tasks that are due today.
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Use the advanced filters to find tasks for a specific client, user, group, process etc.

Filters

Team:

User:

Olive Vertime %

Client:

Group:

Type:

Exclude Reran Steps:

Exclude N/A Steps:

Exclude Cancelled Processes:

Scheduled:

from

to

Started:

Only show records Started: |

Only show records not Started:
from

to

Dua:

Mon, Oct 4, 2021 12:00 AM

=
Man et d 3031 1158 00

P

X

Via Process Progress (left-menu)

Select Process Progress from the left-menu:

The PayrollPro Bureau

seren [0

Helprng Hands [PSDHelpmgands)

Spick And Span Cleaners
(SPICKANDS! 25

Home Improvements
(HOMEIMPROVEMENTS.MCP)

Cherry Cafle (PSDChernyCale)

Helping Hands [PSDHelpingHands)

Charry Cafe (PSOChemyCafe)

Williams Farm Shop (WILLIAMSFARMSHOR MCP)

Willams. Farm Shop (WILLLAMSFARMISHOP MCP)

Weekdy - Paid
Thursdzgs

wesidy - Changes

Weskdy - Changss

Weekdy - Paid

Weeldy - Changes

Wesidy - Changes

wesidy - Faid
Thursdays

sty - Paic
Thursdays

Weskdy - Changss

Process Progress (Advanced Filters Applied)

AN

Assigned
Byttt Team
o2-0ct-2021 ,
151 o
04-0ct 20 s
1520 e
oo | o
1514 =
o2-0ct-2021

es3 e
ot-0ct-2001

o, otice 1

pppgoonennz8

g

0 ruteniy {=]

Cretresh
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Click on the ‘+’ symbol for the Client process/steps where you want to reassign:

The PayrollPro Bureau O ratTemity v =
Process Progress (Advanced Filters Applied)
- 3
Period Tax Assigned
Client Process Grovp Frequency | suned Updmed | 1o
ey - Paig Weeldy - 0402021 | 04-Oct2021
3 7 1 1
Helping Hands (PSDHelpingHands) ooy 3 Weekly z 202 ks o Office
Spick And Span Cleaners Wesidy - S 04-Oct-2021 s
(SPICKANDSPANCLEANERS MCP) feeldy - ChI9%5 | yrges uidy s 2 1520 Ot
Home improvements N Weskdy - . N 27sep2m21 | o400
(HOMEIMPROVEMENTSMCP) SR Changes i - == s 1594 !
| weekdy-paig weeky - ~ . 0402021 | 04-0ct2021
Wiliams Farm Shop (WILUAMSFARMSHOPMCP) | 1ol sge Weekly 7 an | oo o Office 1
Weekdy - 02021 | os-0ct20
Cherry Cafle (PSOChermyCate) Wieekdy - Changes y Weekly z 2021 :“:z" o u;“ m. Office 1
Nuggets Nursery (NUG Weedy - Changes | -~ v Weekly 2 2 | (eOrEEL | SO | omcer
Weekdy - Paid Weekdy - 27-Sep-2021 04-0ct-2021
Heiping Hands (PSOHelpingHands) weeldy 202 8 office
o Thursdays Tharsday & e 2 1450 2
§ N - Weedy - Paid Weekdy - ; N - 27-5ep-2021 04-0ct-2021 .
Willams Farm Shop (WHUAMSFARMSHOPMCP) | o Thisicay Weetly % 2021 =i iy Office 1
Weekdy - 7sep2021 | O4-Oc2021
Cheny Cafe (PSDCherryCate) Wieeldy - Changes | 2V Weekly 2% 2021 W;_“’ i Office 1
Nuggets Nursery (NUGGETSNURSERYMCP) Weekdy - Changes c;'”‘; Weekly % 2021 -2021 ?:zz-&\“ Office 1
Showing record 110 10 of 30 ftemvis)

Click the View Steps action to display all the steps for this client’s process:

Williams Farm Shop - Weekly - Paid Thursdays (Weekly - Thursday) SRefresh Acti 1 Close.
Frequency: ‘ Weekly ‘ Period Number: ‘ 27 ‘ Tax Vear: ‘ 2021 ‘

Step Name Job Type User Scheduled Started Due Completed Status

Check open run details  Initialise Process 04-0ct-2021 14:49 04-Oct-2021 14:49 +

Client info received - Manual Task. Pat Temity 04-Oct-2021 08:00 04-Oct-2021 1449 05-Oct-2021 17:00 04-Oct-2021 14:52 +

Ready to process

DPS Notifications count  DPS Chack 04-Oct-2021 08:00 05-Oct-2021 17:00 04-Oct-2021 14:52 +

check

Download DPS Manual Task Pat Temity 04-0ct-2021 08:00 04-0ct-2021 1452 05-0ct-202117:00 04-0ct-2021 14:52 +

Notifications

Download AE OptOuts ~ Manual Task Pat Temnity 04-Oct-2021 08:00 04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14:53 IPLE] +
+

Calculate payroll Manual Task Pat Temity 04-0ct-2021 08:00 05-0ct-202117:00 *

Internal approval Internal Approval Mat Ternity 04-Oct-2021 02:00 05-Oct-2021 17:00 +

Upload review reports to - Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00 +

myePeyWindow

Client approval Client Approval 04-Cct-2021 02:00 05-Oct-2021 17:00 +*

Pay employees - submit  Manual Task Pat Temity 05-Oct-2021 08:00 05-Oct-2021 17:00 +

payment files

Upload final reportsto  Manual Task. Pat Temity 05-0ct-2021 08:00 07-0ct-202117:00 +

portal

Create Full Payment Manual Task. Pat Ternity 03-Oct-2021 08:00 07-Oct-2021 17:00 +

Submission

Submit Full Payment Send FPS 05-Cct-2021 08:00 07-Oct-2021 17:00 *

Submission

Upload payslips and P45s Empty Outbox 05-Oct-2021 08:00 07-0ct-2021 17:00 +

to myePayWindow

Empty myePayWindow  Manual Task. Pat Temity 05-Oct-2021 08:00 07-Oct-2021 17:00 +

Outbox

Auto Enrolment - generate Manual Task Pat Temity 05-0ct-2021 08:00 08-Oct-2021 17:00 *

notices and feeds

Auto Enrolment - upload  Manual Task: Pat Ternity 03-Oct-2021 08:00 108-Oct-2021 17:00 +

Close period Close Run 05-Oct-2021 08:00 08-Oct-2021 17:00 +

Open period Open Run 05-Oct-2021 08:00 08-Oct-2021 17:00 +

Create next process Create Next Process 05-0ct-2021 08:00 08-Oct-2021 17:00 +

VvPA Guide - 2025 - EQY Using Payroll Professional and vPA day-to-day e 103



Click ‘+’ symbol for the step that you want to reassign:

Download AE Opt Outs  Manual Task Pat Ternity 04-Oct-2021 08:00 04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14353 +
Enter data Manual Task Pat Ternity 04-0ct-2021 08:00 04-0ct-2021 1453 05-Oct-202117:00 -
Calculate payroll Manual Task Pat Ternity 04-0ct-2021 08:00 05-Oct-2021 17:00 +
Interal approval Internal Approval Mat Temity 04-0ct-2021 08:00 05-Oct-2021 17:00 +
Upload review reports to  Manual Task Pat Ternity 04-0ct-202108:00 05-Oct-2021 17:00 +
myePayWindow

Click Edit Step action:

Edit Enter data?

Are you sure you want to edit Enter data?

Manual Assignment: Pat Ternity Select User |’

Click Select User:

Select User
Search... m

Pat Ternity
Holly Daypay
Olive Vertime

Once a user has been chosen, click Select to confirm.

To un-assign manual steps and for them to have no assignment and become ‘Pool’ steps, click Clear on the Edit
step form.

How to search for a specific client

The following left-menu options offer an advanced filter that enables you to search for specific information,
including clients:

e  Process Progress
e  Step Progress

e Planned Processes
e Planned Steps

The advanced filters are accessed via the burger icon in the top right-hand corner of the page.
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See example below using Process Progress:

The PayrollPro Bureau

Process Progress (Advanced Filters

Applied)
-
Period Tax
Client Process | Group  Frequency o saned  Updated
- oo | o4O
(PSDHepingHands) Tty | T - | -
willows Scrgery Weekly - | Weekly - o
? wecksy s 2 2
(PSDWilowsSurgen) fndays Friday N
1524
Spick &nd Span Clesners weeky - | weskty- | . orr | | e
(SPICKANDSPANCLEANERSMCF) | Changes | Changes == = - == ==
e weakt . o
Y| weeisy an o1
anges | Cranges
- 154
. - weskly weskly os0ct- | os-Oct-
e o o wecksy = 2 |2 | am
PECALPRESENTSMC?) 2
(SPECIALPRESENTS MCP) s g 1451 1501
eckdy - | Weekt os0ct
No e, 7 221 2021
Cranges | Cranges rast
Treasure Nursing Home Weekdy - 01-0ct- | 04-Oct
Weeldy 2% 202 21 02
(TREASURENURSINGHOME.MCP) - ° ! - o
Changes 1104 1453
weekt,
weskdy E 2

office 1

Office 2

office 1

Status Percentage
| suwmenes e

co ER
DL =
 swemanes

Procasm

© Holly Daypay ~

Client:
| A
Bits And Bobs (PSDBitsandBobs)
Erides And Grooms (BRIDESANDGROCMS.MCP)
Carpets Galore (PSDCarpetsGalore)
Cherry Cafe (PSDCherryCafe)
Country Homes {COUNTRYHOMES.MCP)
Crunchy Accountants (PSDCrunchAccountants)
Denzel's Garage (DENZELSGARAGE MCP)
Duke Solicitors {DUKESOLICITORS.MCF)
Fighting Fit Gym (PSDFightingFitGym)
Maore options available

Client:
wil| X A

Williams Farm Shop (WILLIAMSFARMSHOP.MCP)

Willows Surgery (PSOWillowsSurgery)
v

After clicking on the burger icon, in the advanced filter, click the drop-down selector for Client:

Only the first ten clients (alphabetically) are displayed in the list, if the client you are looking for is not shown:

Start typing the client name in the box and matches will appear for you to select the client:

Client:

Williams Farm Shop (WILLIAMSFARMSHOP.MCP) X v

Click Apply at the top of the Filters screen, to filter Process Progress for this client.
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How to edit steps in a current process

All Steps — Mark as Not Applicable

You are only able to mark a step as Not applicable if the step has not started.

The following automated steps cannot be marked as Not applicable:

Initialise Process

Create Next Process

To edit the step, go to the left-menu Process Progress, use the Advanced Filters to find the client:

Applied)

Client

Helping Hands
(PSCHelpingHiands)

Helping Hands
(PSDxelpingHands)

Helping Hands
(PSDxelpingHands)

[ [

Procass

sty
Paid
Thursdays.

Westy -
paid
Thursdays

Weekdy -
Pl
Thursdays

Process Progress (Advanced Filters

Group Frequency

Weekly -

Wk
Thusday | S
Weekly

Weeky
Thrsday g
ey ey
Thursday '

Period
Number

7

25

2021

2021

2021

Started

04-0ct-
2021
1450

27-52p
2021
ez
27-58p
2001
1522

Updated

04-0ct-
2021
153

04-0at-
2021
1450

27-s8p
2021
w22

e O -~

Assigned

t| Team

Office 1

Office 1

office 1

Percertage
sans Complete
[rumanc I - +

D | e |

LD | T |+

@

Unassigned x| Office 1X v
-
Helping Hands (PSDHelpingHands) X v
e
.
.
-
.

Click the ‘+’ symbol on the row for the client process that you want to change a step

Applied)

Client

Helping Hands
(PSCHelpingtiands)

05

reelping Hands
(PsDHelpingHands)

Process

weekly
Paid
Thursdays

=2

Weekly -

Pl
Thursaiays

Process Progress (Advanced Filters

Group  Frequency
Weekly -

=
Thursday =

n

Wesky -

Wieeky
Thursday

Period
Number

200

04.0ct-
2021
1450

27-sap

1722

oa-0ct

1433

-0t
2001
1250

-8 - -0

Assigned
Team

Office 1

office 1

Percentage
Status Complete

am (@ -

[couniro I o TR

Unassigned x| Office 1% v

Helping Hands (PSDHelpingHands) X v
e

.

.

to Not applicable:
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Click on View Steps:

R

Step Name
Check open run details

Client info received -
Ready to process

DPS Notifications count
check

Download DPS
Notifications

Job Type
Initialise Process

Manual Task

DPS Check

Manual Task

Pat Temity

Iping Hands - Weekly - Paid Thursdays (Weekly - Thursday)

period Number: | 27

‘ Tax Vear

Scheduled

04-0ct-2021 08:00

04-0ct-2021 08:00

04-Oct-2021 08:00

Started

04-Oct-2021 14:50

04-0ct-2021 14551

04-Oct-2021 14:52

04-Oct-2021 14552

05-0ct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

& Refresh Actions 2 Close
| 2021
Completed Status
04-Oct-2021 14:51 [ coweieren IS
04-Oct-2021 14:52 | comrierer BRS
04-Oct-2021 14:52 [ comeeren JEY
04-Oct-2021 14:52 +

I,

Enter data Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00 &
Calculate payroll Manual Task Pat Temity 04-Oct-2021 0800 05-Oct-2021 17:00 +
Internal approval Internal Approval Mat Temity 04-Oct-2021 08:00 05-Oct-202117:00 +
\Upload review reports to Manual Task Pat Temity 04-Oct-2021 02:00 05-Oct-2021 17:00 +
indow
Client approval Client Approval 04-Oct-2021 0800 05-Oct-2021 17:00 +
Pay employees - submit  Manual Task Pat Temity 05-Oct-2021 08:00 05-Oct-202117:00 +
‘payment files
'Upload final reports to Manual Task Pat Ternity 03-Oct-2021 08:00 07-Oct-2021 17:00 +
portal
Create Full Payment Manual Task Pat Temity 05-Oct-2021 08:00 07-Oct-2021 17:00 +
Submission
‘Submit Full Payment Send FPS. 03-Oct-2021 08:00 07-Oct-2021 17:00 +
Submission
\Upload payslips and P45s Empty Outbox 05-Oct-2021 02:00 07-Oct-2021 17:00 +
to myePayWindow
Empty myePayWindow  Manual Task Pat Temity 05-Oct-2021 08:00 07-Oct-2021 17:00 +
Outbox
Auto Enrolment - generate Manual Task. Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00 +
notices and feeds
Auto Enrolment - upload  Manual Task Pat Temity 05-Oct-2021 0800 08-Oct-2021 17:00 +
feed
Close period Close Run 03-Oct-2021 08:00 08-Oct-2021 17:00 *
‘Open period ‘Open Run 05-Oct-2021 08:00 08-Oct-2021 17:00 *
Create next process Create Next Process 05-Oct-2021 0800 08-Oct-2021 17:00 +
. ‘(. . .
Click the ‘+’ symbol on the row for the step you want to mark as Not applicable:
Iping Hands - Weekly - Paid Thursdays (Weekly - Thursday) DRefresh | Adtions~ | | 3 Close
Frequency: ‘ Weekly ‘ Period Number: ‘ 27 ‘ Tax Year ‘ 2021
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 +
Client info received - Manual Task 04-0ct-2021 08:00 04-0ct-2021 1451 05-Oct-2021 17:00 04-Oct-2021 14552 +
Ready to process
DPS Notifications count  DPS Check 04-Oct-2021 08:00 04-Oct-2021 1452 05-Oct-2021 17:00 04-Oct-2021 14:52 +
chedk
Download DPS Manual Task 04-0ct-2021 0800 04-0ct-2021 1452 05-Oct-2021 17:00 04-Oct-2021 1452 +

Notifications

Calculate payroll

Manual Task

Manual Task

Pat Temity

Pat Terity

Pat Ternity

04-Oct-2021 08:00

04-Oct-2021 08:00

05-Oct-2021 17:00

05-Oct-2021 17:00

T N T R —

Click on Edit Step:

Edit Enter data?

Are you sure you want to edit Enter data?

Scheduled Date:
Manual Assignment:

Not Applicable:

| 04-Oct-2021 02:00

| Pat Ternity

L]

Tick the Not Applicable box, then click on Save.
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Internal approvals

If the step has not started you can change the Schedule Date, Assigned Approver and set as Not applicable, if the
step has started then you can only change the Assigned Approver.

To edit the step, go to the left-menu Process Progress, use the Advanced Filters to find the client:

Process Progress (Advanced Filters

Applied)

seren 2 cer

Clent Procass | Group | Frequency | pee
Weekdy -

Helping Hands i Weekly - v s

(PSCHelpingHands) Thursdays Thursday.
Weekly -

eping Hands ek )

Esebingtindsl | Lo s | Ty v
Weekly -

Llehrs Paid Y| ey I

(PSCHelpingHands) Thursdays Thursday.

£e

2021

2021

040 | 04-0ct-
2021 2021
1450 153

27-%ep- | 04-Oct-
2021 2021
ez 1450

27sep- | 27-Sep:
2021 2021
1622 22

Filters

O 28 -0
o Team:

t| Team

Office 1

Office 1

office 1

Unassigned X | | Office 1%

Percertage
Complete et
Helping Hands (PSD+elpingHands) X
 usssamc] +

D) | T |+ Grou

couriren Lo Y Frequs

Click the ‘+’ symbol on the row for the client process that you

Process Progress (Advanced Filters
Applied)

searn Y cer
Client Process G Frequane od
Foup TR Number
e
Iy pmy Weekly - |y 27
psovepinghancs) | 5| Thuncay
= n
Proce Wi Pause Process
Helping Hands — e .
(PsCeelpingHands) | Thursday g :

Thursaays

Tax
Year

2021

202

Started  Updated

040 | oa-0cr
2021 2001
1450 1453

sep | 04-0a-
2021 2021
1722 1450

Assigned
Team

Office 1

office 1

e O

Filters

Unassigned X Office 1%
Statu
5 Complete Cient:
Helping Hands (PSDHelpingetands) X

[Foun] -

Pracesa

oo

[counro I - TR Fomquency:

Click on View Steps:

elping Hands - Weekly - Paid Thursdays (Weekly - Thursday)

Frequency:

| weskly |

Step Name Job Type User

& Refresh

period Number | 27

Actions - | 2 Close

‘ Tax Year: | 2021

Scheduled

Check open run details

Client info received -

Ready to process

DPS Notifications count
check

Download DPS
cations

Enter data
Calculate payroll
Internal approval

Upload review reports ta
myePayWindow

Client approval

Pay employees - submit
‘payment fles

Upload final reports to
portal

Create Full Payment
‘Submission

‘Submit Full Payment
‘Submission

Upload payslips and P4ss
o myePayWindow

Empty myePayWindow
‘Outbox

‘notices and feeds

Auto Enrolment - upload
feed

Close period
Open period

Create next process

Auto Enrolment - generate Manual Task

Initialise Process.

Manual Task 04-Oct-2021 08:00 04-0ct-2021 14551

DPS Check 04-0ct-2021 08:00 04-Oct-2021 14:52

Manual Task Pat Ternity 04-Oct-2021 08:00 04-Oct-2021 14552

Manual Task Pat Temity 04-0ct-2021 08:00
Manual Task. Pt Temity 04-Oct-2021 08:00
intemal Approval Mat Temnity 04-0ct-2021 02:00
Manual Task Pt Temity 04-0ct-2021 08:00
Client Approval 04-0ct-2021 08:00
Manual Task Pt Temity 05-0ct-2021 02:00
Manual Task Pat Temity 05-Oct-2021 08:00
Manual Task Pt Temity 05-0ct-2021 02:00
Send FPS 05-Oct-2021 08:00
Empty Outhox 05-0ct-2021 02:00
Manual Task. Pat Temity 05-0ct-2021 08:00

Pt Temity 05-Oct-2021 08:00
Manual Task. Pat Temity 05-Oct-2021 08:00
Close Run 05-Oct-2021 08:00
Open Run 05-Oct-2021 08:00
Create Next Process 05-Oct-2021 08:00

05-0ct-2021 17:00 04-Oct-2021 14:52

05-Oct-2021 17:00

04-Oct-2021 14:52

05-Oct-2021 17:00 04-Oct-2021 14:52

05-Oct-2021 17:00

05-Oct-2021 17:00

05-0ct-2021 17:00

05-0ct-2021 17:00

05-Oct-2021 17:00

05-0ct-2021 17:00

07-Oct-2021 17:00

07-0ct-2021 17:00

07-Oct-2021 17:00

07-0ct-2021 17:00

07-0ct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00

want to edit the Internal Approval step:

108 e Using Payroll Professional and vPA day-to-day

VvPA Guide - 2025 - EOY



Click the ‘+' symbol on the row for the Internal Approval step:

Calculate payroll Manual Task Fat Ternity
Internal approval Internal Approval Mat Temity
Upload review reports to - Manual Task Pat Temity

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

05-0ct-2021 17:00 .
05-Oct-202117:00 =
05-0ct-202117:00 +

Click on Edit Step:

Edit Internal approval?

Are you sure you want to edit Internal approval?

Scheduled Date: 04-Oct-2021 08:00

Assigned Approver: Mat Temity

Not Applicable: O e

i 21

Make the changes you require, then click on Save.

Client approvals

If the step has not started you can change the Schedule Date, Action When Overdue, Assigned Approvers and set
as Not applicable, if the step has started then you cannot edit the step.

To edit the step, go to the left-menu Process Progress, use the Advanced Filters to find the client:

Process Progress (Advanced Filters
Applied)

.- P

Client Process Group Frequency
Weekdy
el Weeld
prorepgeas | P | Ty [ Wt
UsEED Thursdays J
Weekly -
Helping Hand: VT e
peoeprgronas | P | s, | et
ok Thursdays "
Helping rande e TV
: y
L o )

Period
Number

z

Year

021

m

2021

04-Oct-
2021
1450

27-Sep
2021

7az

27-5ep

2021
1522

Updated

04-0ct
2021
53

04-0ct-
2021
1450

27-5ep-
2021
w2

sov [ sere

Resigned Percentage
7 Team Status Complate
Office 1 o +
Offce 1 -—m |+
ofice’ | TN | SENTEES | +

@ o
Fiters et
oo
Unassigned x| (Office 1X v
Gt
Helping Hands (PSDEelpingHands X v
Procen

v
o

v
[—

v

Click the ‘+’ symbol on the row for the client process that you want to edit the Client Approval step:

Process Progress (Advanced Filters
Applied)

.- P

Cliant Process Group Frequency
Weekl
Helping Hands | ey
(PS DeelpingH ) Thursds :
(PSDHelpingHands) | o rsdays il
] = n

fiewSteps  Process I Pause Prc
o W |
PeDspingrares | [ | oy

Period
Number

Tax
Year

2021

040t~
2021
1430

27-5ep-

1722

04-0et-

1450

= I — I

Assigned Percentage
| Team Status Complete
Office 1 ommm (@ -
office’ | CIIEED +

Heling Hands (PSDHelping=ands) X v
—

.

.

.
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Click on View Steps:

Notifications

ey | woety \
Step Name Job Type User
Check open rundefails  Initialise Process
Client info received - Manual Task Pat Temity
Ready to process
'DPS Notifications count  DPS Check
check
Download DPS Manual Task Pat Temity

Iping Hands - Weekly - Paid Thursdays (Weekly - Thursday)

period Number: | 27

‘ Tax Vear

Scheduled

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

Started Due

04-Oct-2021 14:50

04-0ct-2021 1451 05-0ct-2021 17:00

04-Oct-2021 14:52

05-Oct-2021 17:00

04-Oct-2021 14552 05-Oct-2021 17:00

D Refresh

Actions - | 2Close

| 2021
Completed Status
04-0ct-2021 14551 [comeieren B
04-0ct-2021 1452 [ comecren JIEY
04-0ct-2021 14:52 [ comeueren JES

04-Oct-2021 14:52

B

payment files

Enter data Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00 *
Calculate payroll Manual Task Pat Temity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Internal approval Internal Approval Mat Temnity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
\Upload review reports to Manual Task Pat Temity 04-Oct-2021 02:00 05-Oct-2021 17:00 +
findow
Client approval Client Approval 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Pay employees - submit  Manual Task Pat Temity 05-Oct-2021 08:00 05-Oct-2021 17:00 +
jpayment files.
‘Upload final reports to Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00 +
portal
Create Full Payment Manual Task Pat Ternity 03-Oct-2021 08:00 07-Oct-2021 17:00 +
‘Submission
‘Submit Full Payment Send FPS. 05-Oct-2021 08:00 07-Oct-2021 17:00 +
‘Submission
\Upload payslips and P45s Empty Outbox 05-Oct-2021 02:00 07-Oct-2021 17:00 +
to myePayWindow
Empty myePayWindow  Manual Task Pat Temity 05-Oct-2021 08:00 07-Oct-2021 17:00 +
Qutbox
Auto Enrolment - generate Manual Task. Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00 +
‘notices and feeds
Auto Enrolment - upload  Manual Task: Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00 +
feed
Close period Close Run 05-Oct-2021 08:00 08-Oct-2021 17:00 *
‘Open period ‘Open Run 05-Oct-2021 08:00 08-Oct-2021 17:00 *
Create next process. ‘Create Next Process 05-Oct-2021 08:00 08-Oct-2021 17:00 +
. - . )
Click the ‘+’ symbol on the row for the Client Approval step:
‘TyePayWindon
Client approval Client Approval 04-Oct-2021 0800 05-Oct-2021 17:00 -
Pay employees - submit  Manual Task Pat Temity 05-Oct-2021 08:00 05-0ct-2021 17:00 +

Click on Edit Step:

Edit Client approval

Are you sure you want to edit Client approval?

Scheduled Date:

Mon, Oct 4, 2021 8:00 AM

v save | 1Gancel

Action When Overdue: Complete Step
Assigned Approvers: 1 Selected
Not Applicable: e

Make the changes you require, then click on Save.
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Manual steps

If the step has not started you can change the Schedule Date, Manual Assignment and set as Not applicable, if the

step has started then you can only change the Manual Assignment.

To edit the step, go to the left-menu Process Progress, use the Advanced Filters to find the client:

Process Progress (Advanced Filters

Applied)

seren 2 cer

Clent Procass | Group | Frequency | pee
Weekdy -

Helping Hands i Weekly - v s

(PSCHelpingHands) Thursdays Thursday.
Weekly -

eping Hands ek )

Esebingtindsl | Lo s | Ty v
Weekly -

Llehrs Paid Y| ey I

(PSCHelpingHands) Thursdays Thursday.

£e

2021

2021

Filters

Team:

Unassigned X | | Office 1%

Rssigned Percertage

Sarted | UpSI | roam Complete et
Helping Hands (PSD+elpingHands) X

040 | 04-Oct

2001 2001 offcs1 | EIIID +

1430 15 Fres

27sep | 04-Oct

22| 221 offce! | CCEED | EEETE | 4 [ | ...

w2z 1430

27-sep- | 27-sep

2021 2021 office 1 - |+ Frequ

1622 22

Click the ‘+’ symbol on the row for the client process that you

want to edit the Manual step:

Process Progress (Advanced Filters

Applied)
seacn Y cer
Client Process Group Frequane od
1Y | Number
Helping Hands Vieskly -
Paid weskty | 27
PaDvekingiands) | | Thursday
= n
Process nfo. pause process
Helping Hands — e .
. y | @
[PSDrelpingtHands) Thursdays Thursday

Tax
Year

2021

202

Started  Updated
040 | oa-0cr
2021 2001
1450 1453
sep | 04-0a-
2021 2021

1722 1450

Assigned
Team

Office 1

office 1

e O

Filters

Unassigned x| Office 1 X|
Status. crent

Helping Hands (PSDHelpingetands) X

[

Pracesa

oo

[counro I - TR

[ ——

Click on View Steps:

& Refresh

Actions - | 2 Close

elping Hands - Weekly - Paid Thursdays (Weekly - Thursday)

| ey

Frequency:

Step Name
Check open run details

Client info received -
Ready to process

DPS Notifications count
check

Download DPS
cations

Enter data
Calculate payroll
Internal approval

Upload review reports ta
myePayWindow

Client approval

Pay employees - submit
‘payment fles

Upload final reports to
portal

Create Full Payment
‘Submission

‘Submit Full Payment
‘Submission

Upload payslips and P4ss
o myePayWindow

Empty myePayWindow
‘Outbox

‘notices and feeds

Auto Enrolment - upload
feed

Close period
Open period

Create next process

Job Type
Initialise Process

Manual Task

DPS Check

Manual Task

Manual Task
Manual Task

Internal Approval

Manual Task

Client Approval

Manual Task

Manual Task

Manual Task

Send FPS

Empty Outbox

Manual Task

Auto Enrolment - generate Manual Task

Manual Task

Close Run

OpenRun

Create Next Process

Pat Temity

Pat Temity
Pt Temity
Mat Temnity

Pat Temity

Pat Terity

Pat Temity

Pat Terity

Pat Temity

Pat Temity

Pat Temity

period Number | 27

‘ Tax Year:

Scheduled

04-Oct-2021 08:00

04-0ct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-0ct-2021 08:00

04-0ct-2021 08:00

04-0ct-2021 08:00

04-Oct-2021 08:00

05-0ct-2021 08:00

05-Oct-2021 08:00

05-0ct-2021 08:00

05-Oct-2021 08:00

05-0ct-2021 08:00

05-0ct-2021 08:00

05-0ct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

Started

04-0ct-2021 14551

04-Oct-2021 14:52

04-Oct-2021 14552

05-0ct-2021 17:00 04-Oct-2021 14:52

05-Oct-2021 17:00

04-Oct-2021 14:52

05-Oct-2021 17:00 04-Oct-2021 14:52

05-Oct-2021 17:00

05-Oct-2021 17:00

05-0ct-2021 17:00

05-0ct-2021 17:00

05-Oct-2021 17:00

05-0ct-2021 17:00

07-Oct-2021 17:00

07-0ct-2021 17:00

07-Oct-2021 17:00

07-0ct-2021 17:00

07-0ct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00
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Click the ‘+’ symbol on the row for the Manual step:

Calculate payroll Manual Task Pat Temity

04-Oct-2021 08:00

05-0ct-2021 17:00

Click on Edit Step:

Edit Enter data?

Are you sure you want to edit Enter data?

Scheduled Date: 04-Oct-2021 08:00
Manual Assignment: Pat Ternity
Not Applicable: oe

Make the changes you require, then click on Save.

Empty Outbox — Publish Date(s)

If the step has not started you can change the Schedule Date, Publish Date and set as Not applicable, if the step
has started then you cannot edit the step.

To edit the step, go to the left-menu Process Progress, use the Advanced Filters to find the client:

Process Progress (Advanced Filters
Applied)

Client Process | Group | Froquency
Weskly-
Helping Hands = wesdy | -
wsoeinguancy | T | Thusday 7
. Weekly
e Rl U P
(PSDHEIPINGHENI | Thurscays "’
elping Handts et | ey D
[ I o
wekly -
elping Hancis ety -
Helping H Paicl Weekdy | eekly 2
sDtskingrangs) | 16| Thusday
el
Helping Hands o Weekdy - y .
wsoneinguandsy | T | sy
Helping Hands i’:j"’ T ey | .
(PSOHelpingHangs) | T | Thursday
Helping Hands ':_‘;:"'" Weskdy - ’ Y
2 Wesk 2
wsoriepingrands | 1| Thusday
Helping Hands ;‘;’:"“ weekly- | w
[PSDHelpingHands) Thursday Y =
Thursdays
Weskly -
pepngrancs | g | ey |y | g
PStlingtends | C | Thusdey
-
Helping Fands e ekl | .
Psomepinghangs | TE | Thusday

Period
Numbar | Yoar

2021

2021

2021

2021

2001

E

2021

2001

2021

Started | Updated | o

40t | 4Ot
2021 2021
1450 ey

7-sep- | D40t
2021 2021
72 1450

27-5ep- | 27-Sep-
201 2021
1622 2

27-sep- | 27-sep-

2021 2021
1503 1622
27-sep- | 27-sep-
2021 2021
1412 1503

27-mug- | 27-Sep-

2021 201
1041 a1z
araug | 27-dug-
2021 2021
002 041
20mg | 2Tduge
2021 2021
1641 02

12-dug | 2d-dug-

2021 2021
1013 1841
300 12-40y
2021 201
1616 1013

Exm °c

Assigned
foam
office 1
office 1
office 1
Offies 1
Offics 1
Offics 1
affice 1
Office 1
office 1

affice 1

é

Status

3

B g
ORI R R A

[courinio]

Filters

~ @
§ Team:

unassigned x| Offce 1%

cent

Helping Hands (PSDHeIpingHanas) X

Frocess:
* Groups
+ Freavences
. [r—
. Tax Your
Startc
+
from
to
+
Updatac
from
+
to
+
+

Shawing record 1t 10 of 119 item(s)

Applied)
Search Clear

Client Process  Group
Weekly -
Helping Hands Pa?tj v Weekly -
(PSDHelpingHands) Thursdeys Thursday
=2 =] n
View Steps Pracess Infe Pause Process
Helping Hands \:ﬁ;k\y ) Weekly -
PSDHelj Hand: Thursd:
{ elpingHands) Thursdays ursday

Frequency

Weekly

Weekly

Process Progress (Advanced Filters

Period
Number

27

26

2021

2021

Started = Updated

04-Oct- 04-Oct-
2021 201
14:50 1453

27-Sep- 04-Oct-
2021 2021
1722 14:50

Assigned
Team I

Office 1

Office 1

Status

[ Runmms |

COMPLETED

sorted: USEIERS

Percentage
Complete

-0

Click the ‘+’ symbol on the row for the client process that you want to edit the Empty Outbox step:
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Click on View Steps:

elping Hands - Weekly - Paid Thursdays (Weekly - Thursday)

Frequency: ‘ Weekly ‘ Period Number. ‘ 27 | Texvear
Step Name Job Type User Scheduled Due
Check open run details  Initialise Process.

client info received -

Ready to process

Create next pracess

Create Next Process

05-Oct-2021 08:00

05-0ct-2021 17:00

DPS Notifications count  DPS Check 04-Oct-2021 08:00 05-0ct-2021 17:00
check.

Download DPS Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Notifications

Download AE OptOuts  Manual Task Pat Temity 04-Oct-2021 08:00 05-0ct-2021 17:00

+

Calculate payroll Manual Task Pat Temnity 04-Oct-2021 08:00 05-Oct-2021 17:00
Internal approval Internal Approval Mat Ternity 04-Oct-2021 08:00 05-Oct-202117:00
Upload review reports to - Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
myePayWindow

Client approval Client Approval 04-Oct-2021 08:00 05-Oct-2021 17:00
Pay employees - submit  Manual Task Pat Temity 05-Oct-2021 08:00 05-Oct-202117:00
payment files

Upload final reports to Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
portal

Create Full Payment Manual Task Pat Temity 05-Oct-2021 08:00 07-0ct-202117:00
Submission

Submit Full Payment Send FPS 05-Oct-2021 08:00 07-Oct-2021 17:00
Submission

Upload payslips and P45s Empty Outbox 05-Oct-2021 08:00 07-0ct-202117:00
to myePayWindow

Empty myePayWindow  Manual Task Pat Temity 05-Oct-2021 08:00 07-Oct-2021 17:00
Outbox

Auto Enrolment - generate Manual Task Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00
notices and feeds

Auto Enrolment - upload  Manual Task Pat Temnity 05-Oct-2021 08:00 08-Oct-2021 17:00
feed

Close period Close Run 05-Oct-2021 08:00 08-Oct-2021 17:00
Open period ‘Open Run 05-Oct-2021 08:00 08-Oct-2021 17:00

08-Oct-2021 17:00

Click the ‘+’ symbol on the row for the Empty Outbox step:

o myePeyWindow

Empty myePayWindow  Manual Task. Pat Temity 05-Oct-2021 08:00 07-0ct-2021 17:00
Outbox

Auto Enrolment - generate Manual Task Pat Temity 05-Oct-2021 08:00 08-0ct-2021 17:00

CRefresh  Adions~ | 2 Close
Completed Status
04-0ct-2021 14:51 [ comereren RS
04-0ct-2021 14:52 [ comercre RS
04-0ct-2021 14:52 +
04-Oct-2021 1452 +
04-0ct-2021 14:52 +
+
+
-
+
+
+
+
+
-
+
-
+
+
+
+
+

Click on Edit Step:

Edit Upload payslips and P45s to myePayWindow? v Save | 1 Cancel

Are you sure you want to edit Upload payslips and P45s to myePayWindow?

Scheduled Date: ‘ 23-Nov-2021 08:00

Fayslips Thu, Nov 25, 2021

Not Applicable: e

Make the changes you require, then click on Save.

Please Note: if you upload both Payslips and CIS Statements in the same Empty outbox step, the CIS Statements

publish date is applied to Payslips.
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Create report

If the Create report step has not started you can change the Schedule Date, Export File Name Override and set as
Not applicable, if the step has started then you cannot edit the step.

To edit the step, go to the left-menu Process Progress, find the client then click the ‘+’ symbol on the row for the
client process that you want to edit the Create report step:

JIRIS = The PayrollPro Bureau O PatTemity » =

@ vPADashboard Process Progress (Advanced Filters Applied) CE=D

o——

Groups

Teams

Client: Process. Group Frequency Period Tox Started Updated Assigned Status Percentage
b= Harry The Gardener 12-Aug-2022 19-Aug-2022
A EARDENERMEE) Weekly - Directors Weskly - Directors Weskly 20 2022 iy fon Directors [conrere I S
e Frocesses Robin Hecrican (ROBINELECTRIGANMCR) | Weeky - Directors [ weeey | 20 o | BRRER | ASEE g, = +
B ey m—— Wy - pos s | Weoky- T weewy | wa | TReIE ke oo -=— .
-
Vit Payroll Ademin Country Homes (COUNTRYHOMES.MCP) Monthly - No Changes Monthly - No Changes Monhiy 5 202 :?;LQ'Z“ZZ et office 1 [ | +
Admin Settings 18-Aug-2022 18-Aug-2022 -
Amy’s Mobile Hair (AMYSHOMEHAIRMCP] Weekly - Directors Weskly - Directors Weskly 21 2022 - oo Directors [rumnani [] -
& Logout
Amy's Mobile Hair (AMYSHOMEHARMCF) | Weeky - Directors Weekly - Directors Weeky 20 2022 b ‘ng';@'m Directors oD | ST |+
Click on View Steps:
Amy's Mobile Hair - Weekly - Directors (Weekly - Directors) DRefresh  Actions
Frequency: Weekly 21 2022
Step Name Job Type User Scheduled started Due Completed Status
Check open run details  Initialise Process 18-Aug-2022 18-Aug-2022 08:31 [ compieren R
Calculate Calculate 23-Aug-2022 08:00 24-Aug-2022 17:00 +
Create Full Payment Create FPS 24-Aug-2022 08:00 26-Aug-2022 17:00 +
Submission
Submit Full Payment Send FPS 24-Aug-2022 08:00 26-Aug-2022 17:00 +
Submission
Create Report and Add To Create Report 24-Aug-2022 08:00 26-Aug-2022 17:00 +
Outbox
Close period Close Run 30-Aug-2022 08:00 02-Sep-2022 17:00 +
Open periad Open Run 30-Aug-2022 08:00 02-5ep-2022 17:00 +
Create next process Create Next Process 30-Aug-2022 08:00 02-Sep-2022 17:00 +
. (7 .
Click the ‘+’ symbol on the row for the Create report step:
Create Report and Add To Create Report 24-Aug-2022 08:00 26-Aug-2022 17:00 ol
Outbox
Clnce narind Clnce Dun 20_Aun 2022 NRNN N2.€on_ 3033 17:00 +
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Click on Edit Step:

Edit Create Report and Add To Outbox?

Are you sure you want to edit Create Report and Add To Outbox?

Scheduled Date; 17-Aug-2022 08:00

Report Name Export Type File Name Override Add To Outbox
PAPEN1/PSPEN1 PDF

PARUNG/PSRUNG PDF

PARUNT3/PSRUNT3 PDF

PARUNTS5/PSRUNTS PDF

Not Applicable: Oe

Click on the Edit button against a report to change the Export File Name Override, once you have made all the
changes required click on Save.

How to view future work
There are two types of processes:

e Created —these are process that have been created, where they are either completed, running, paused,
cancelled, or failed.

e Planned - these are processes that have not been created yet, which are normally due in the future, for
processes where the schedule is Design, Ready and Active.

Planned processes are automatically generated every Sunday at midnight, to provide a preview of the next six
months future work.

If you have made several changes to the Group set up, it is possible to force an update of the planned processes to
reflect these changes, go to the left menu either Planned Processes or Planned Steps:

Planned Processes (Advanced Filters Applied) Last Upcitec: | 03-0ct-201 0000
= .0

First Step Start Last Step Due Period Tax Assigned Schedule

Client P G Fi
e rocess roup Date || Date Y Number Year Team Status

You will see Last Updated, which will show the last time the planned processes and steps where updated. Click on
the Update button:

Planned Processes (Advanced Filters Applied) Last Upditec: || Currently Updiating 3
& Refresh
= .0
) First Step Start Last Step Due Period Tax Assigned Schedule
Client Process Group Date .| Date Frequensy | Number Year Team Status

You will see the description has changed to Currently Updating, when it has completed it will show the date and
time.

Please note that updating the Planned processes and steps may take a while but does not impact on any
processing.

You can see the planned details via the left menus Planned Processes and Planned Steps.

The planned processes are also included in the vPA Dashboard views, all these charts you can drill down to see a
list view to see future weeks and months:
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My Work — My Work Calendar

Ny\-'u’Drk(a\Endar(Taskl s
‘ October 2021 *
1 2 E
2 217 39 26
11 12 132 14 15 16 17
14 12 17 9 6
18 19 20 Pl 22 23 24
14 2 17 9 [
14 2 17 9 6
low medium

Overview — Weekly Work Breakdown

Select Created Steps:

Weekly Work Breakdown (Task) v
Week Starting _—
« Son 3rg 02021 » oc
oa nd ah s st 7 Bh sth
Toe Thu Fi Sat Total
0 0 0 0 0 ]
0 1 n f 5 1 0 2
0 1 2 3 2 0 ] 2
Mat Tty 0 2 = 2 5 0 0 =
Qe verme o 1 0 0 3 0 ] .
o 0 3 2 10 1 4 o 7
Select Planned Steps:
Weekly Work Breakdown (Task) <«
Wesk Starting _
<« Sun 3rd 0 2021 » e 0
oa - o stn ot ™ on otn
Tue Thu Fi Sat Touat
0 0 0 0 0 o )
[ 0 7 2 B 1 o 3
— [ 10 2 " 9 s o @
v ey 0 s 2 8 9 o 2
0 1 0 2 1 0 ] 4
Toul 0 n P z u = 0 108
Overview — Work Calendar
Work Calendar (Task) «
@ October 2021 B
I I B O I N
1 2 B
16 10
B 5 7 8 ] 10
24 26 23 10 24 19 26 4
11 12 13 1 15 16 17
26 4 26 326 4 26 4 26 16
. 1 ) 2 = 5 2
29 129 13 36 3 39 6 35 2
2 25 @ 2 ) E »n
39 9 31 32 2 32 2 35
ow | medium
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Client Approvals — Approval Calendar

Approval Calendar (Task) >
z October 2021 z
I T N I N N

1 2 3
2 2
5 6 i 8 2 i
2 22 2 2
B 2 13 i 15 16 7
2 2 12 2 2 1
12 10 20 2 22 2 2
2 12 2 33 3
] EL] ) = 2 30 El
4 5 2 2 2
low | medum [ hign [l pisnned [ crested

Alternative view of a client’s process (Gantt chart)

In the left menu select Process Progress:

The PayrollPro Bureau © Holly Daypay ~ =
Process Progress (Advanced Filters Applied) =3
Seaen =y oo Lo - | = [
Client Process Group Frequency z:"w tr Started Updated ::m""" Status. m
Bits Andl Bobs (PSDBitsandBobs) Weekly - Fridays Weekly - Friday Weekly 2 201 f;’;“'mz‘ ?::in-znu office 2 o s
e Weekly - Changes Weekly - Changes Weekly s 201 ToaI | ot CIED | ST+
e ey Monthly - No Chnges | Monty - No Changes | Monthly | 7 ES e v oz |§ +
e ey Monttly - No Changes | Monty - No Changes | Monthly | & S B i ————
el Xl (R B P g P I P P .
Crunchy Accountants (PSOCrunchiccountans) | MO CISPOSST | MO - RS ongey | x| ORI | NOERE ] otices o | +
et e el O P R e —
Crunchy Accountants PSDCrunchaccountants) | g ot oot | VO IS o | a TR | offee ———
U,'"fi; :;:3:93 ::;:ZM - Weskly - NoChangss | Weekly-NoChangss | weekly = 2 f;’::“’z‘m :’: ';“'z“" Office 2 Eonm | . |+
e s Weakly - Directors Weskly - Dirsctors Weaty = | DR | OO it o | @ +
Showing record 21 10
8- |
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Click on the ‘+’ symbol for the Client process/steps where you want to view the Gantt chart:

The PayrollPro Bureau O Holly Daypay v =
Process Progress (Advanced Filters Applied)
- [ B - - -0
Ot Pobean b2 $ n-_, a : Saried Upsesed T :- 3 ey t e
e e e e I Ll =l T e e
it Weekly-Changes | Weekly-Changes | Weeky | 25 gy | TSR | OORAN | oy ——
e, Monthy - No Changes | Monthly - NoChanges | Monthly | 7 e || 2EECRL | 202U oy o |1 +
T S R P D A — -
= s [ e |1 | [ [ [ e o |-
= 2 u
ViewSteps  Processinfo  Pause Process
Crunchy Accountants (PSDCrunchaccountants) mm::"" mm Moty | 7 ay | WOk | GO | e o | +
) el ol O PR S PPy Py poe —
Crunchy Accountants (PSDCrunchAccountants) mm mm Morty | & 201 f:ls;’m' ?:f:m' Office 1 EIEE | ST |+
(RN Naskgooe Weekly - NoChanges | Weekly~No Changes | Weekly 2 I il Rser il I -
Harry The Gardener Weskly - Directors Weskly - Directors Weskly 2 2001 :3'?#@2\ 2;:&202! Directors — @ -
mmnmnu-n&
BoDE ponp

Click on the action View Steps:

Changes - End of M

Step Name Job Type User Scheduled Started Due Completed Status
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Under the Actions drop down menu select Gantt View:

sh

Gantt View

Actions = 1 Close
View Process Info
Show Reran Steps

Pause Process

. Cancel Process

The following Gantt chart will appear showing how the steps have been scheduled for the Clients process:

Process Gantt View

1. Client info received - Ready to proc...

2. DPS Notffications count check

3. Download DPS Notifications

4. Download AE Opt Outs

5. Enter data

©. Caiculste payrol

. Internal approval

8. Upload review reports to myePayWi...

2. Client soprova

10. Pay employees - submit payment f...

11. Usload final reparts to myePayWin...

12. Greate Full Payment Submission

13. Submit Full Payment Submission

14. Upiozd paysiips and P48s to mys. ..

15. Empty mysPayWindow Outbax

16. Auto Enrolment - generate notioes...

17. Auto Enrolment - upload feed

18. Close pariod

19. Open pariod

20 Create next process

16110

18/10

2010

22/10

24110

26/10

28/10

30110 0111

Refresh vPA website

You can use F5 on your keyboard to refresh the vPA website, you will remain in the page currently selected.

To refresh the information displayed on one of the pages, use the Refresh button.

The vPA Dashboard page will automatically refresh every 30 seconds, or sooner if a task is signed off or the filters

are changed.
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How to change the Action Required by user for a rejected Internal approval

To edit the step, go to the left-menu Step Progress, under Status select Failed and use the Advanced Filters to find

the Internal Approval step:

Step Progress (Advanced Filters Applied)

© 2021 1RIS Payrol Professional

Client Process | Group | Step Type Scheduled | Started | Due
= 2
Manthy ; 2-hug
Menagerie Castle Monany - |10 temal | ntemal | 20aug | oo | g
— | (psDMenageriecsstia) No e | ool | ool | 20200800 | (50| 200
Changes g 1700
\ssen. | %
| wikiams Farm shop weekly- | weekly~ | intemal | ntemal | orsep | o | sep-
(WILLLAMSFARMSHOP MCP) Paid Thusday | sppreval | Approval | 2v0teen | (o | 0z
Thursdays o 700
|
Spick And Span Clssrers Weekly. | Weetly~ | intemal | intemal | 21 ot |
- e 1 g anges | spproval roual | 202 2
SPICKANDSPANCLEANERSMCR) | v ¥ | chang prowal | Approval | 20210800 | T | 20m
9 700
Weeky - wox | 2
‘Special Presents weekly - | Intemal | Intemal | 29-Sep- o Sep-
(SPECIALPRESENTS.MCP) Mo approval roval | 20210800 20n
4 o s | CHOnGEs | P faas 1501 :

s 2 |
i | T, |eo
S M =B
KT, 2 em

Shawing record 110 4 of 4 tems)

Filters

Tans

cens

Pracezz

Type:

ntemal approval X

Exclude Reran Steps:

Exclude N/A Steps:

Exclude Cancallod Procasses:

from

seartedt

Oy shor

cords Startec

nly show records not Starte:

fiom

Step Progress (Advanced Filters Applied)
[ B

Client Proces: Group. Step Type
Menagerie Castle PSDMenagerieCastle) Monihy s N Ll ik L
? Changes Changes approval Approval
willams Farm Shop weskly -Psid | weskdy ingzmal intemal
(WILLIAMSFARMSHOPMCP) Thursdays Thursday appreval Approvl
Spick And Span Cleaners Weekly - Weekdy - Intemal Intermal
ISPICKANDSPANCLEANERSMCP] cnanges changes ppreal Appreval
‘Special Presents (SPECIALPRESENTS.MCP) Weekdy - o Weeldy - No el termal
Changes Changes pproval approval

Scheduled
20-Aug-2000
0800
07-5ep-2020
0800

21-uk-2021

29-Sep-2021
0800

Started

21-Aug-2020
1609

15-58p-2020
0:40

30-Juk-2021
109

Due

24-Aug-2020
1700

oasep-2020
170
22-hd-2021
1700

30-5ep-2021

Completed

24-8ug-2020
0849

21-sep-2020

304ul-2021
1496

04-0ct-2021
1501

Assigned

User

Pat Temity

Pat Termity

Mat Ternity

Glive
Vertime

Showing record

Status
D+
oo+
D+
o | -
1104 of 4 emis

Click the ‘+’ symbol on the row for the client process that you want to edit the Internal Approval step:

120 e Using Payroll Professional and vPA day-to-day

VvPA Guide - 2025 - EOY



Click on View Process:

al Presents - Weekly - No Changes (Weekly - No Changes) SRefresh | Actior 1 Close
Fraquency: ‘ Weekly ‘ Deriod Number: ‘ 26 ‘ Tax Vear: ‘ 2021 ‘

Step Name Job Type User Scheduled Started Due Completed Status
Check open run detai
Client info received - Manual Task Holly Daypay 04-0ct-2021 1453 30-Sep-202117:00 04-0ct-2021 1453
Ready to process
DPS Notifications count  DPS Check 04-0ct-2021 14:54 30-Sep-202117:00 04-0ct-2021 1454
check
Download DPS Manual Task Hally Daypay 26-Sep-202108:00 04-Oct-2021 1454 30-Sep-202117:00 04-Oct-2021 14554 +
Notifications
Download AE Opt Outs ~ Manual Task Holly Daypay 04-0ct-2021 14:54 30-Sep-202117:00 04-0ct-2021 1500

Manual Task Holly Daypay : 04-0c1-2021 15:00 30-Sep-202117:00 04-0t-2021 15:00
Calculate payroll Manual Task Holly Daypay : 04-Oct-2021 15:00 30-Sep-2021 17:00 04-Oct-2021 1501
Internal approval Internal Approval Olive Vertime 29-Sep-2021 08:00 04-Oct-2021 1501 30-Sep-2021 17:00 04-Oct-2021 1501 @@
Upload review reports to  Manual Task Holly Daypay 29-5ep-2021 08:00 30-Sep-2021 17:00 [ overou: IR
myePayWindow
Client approval Client Approval 29-Sep-202108:00 30-Sep-2021 17:00 [overou: IS
Pay employees - submit  Manual Task Holly Daypay 30-Sep-2021 08:00 30-Sep-2021 17:00 [ overou: IR
payment files
Upload final reportsto Manual Task. Holly Daypay 30-Sep-2021 08:00 04-Oct-2021 17:00 +
portal
Create Full Payment Manual Task Holly Daypay 30-Sep-202108:00 04-0ct-2021 17:00 +
Submission
Submit Full Payment  Send FPS 30-Sep-202108:00 04-0ct-2021 17:00 +
Submission
Upload payslips and P45s Empty Outbox 30-Sep-202108:00 04-0ct-2021 17:00 +
to myePayWindow
Empty myePayWindow  Manual Task Holly Daypay 30-Sep-202108:00 04-0ct-2021 17:00 +
Outbox
Auto Enralment - generateManual Task Holly Daypay 30-Sep-2021 08:00 05-0ct-2021 17:00 +
notices and feeds
Auto Enrolment - upload Manual Task Holly Daypay 30-Sep-202108:00 05-0ct-2021 17:00 +
feed
Close period Close Run 30-Sep-202108:00 05-0ct-2021 17:00 +
Open period Open Run 30-Sep-202108:00 05-0ct-2021 17:00 +
Creste next process Creste Next Process 30-Sep-202108:00 05-0ct-2021 17:00 +

C

ick the ‘+’ symbol on the row for the Internal Approval step:

Calculate payroll Manual Task Holly Daypay

Intemal approval Intemal Approval Olive Vertime 04-0ct-202115:01 30-Sep-2021 17:00 -

et | @ 91500

Upload review reports to  Manual Task Holly Daypay 29-Sep-2021 08:00 30-Sep-2021 17:00  overoue IR

Click on Edit Step:

Edit Internal approval?

Are you sure you want to edit Internal approval?

Action Required By: | Holly Daypay

Click on Select User:

Select User

Search...

Pat Ternity
Mat Ternity
Olive Vertime

Highlight the user and click on Select.
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Click Save.
How to deal with rejected approvals

Under the vPA Dashboard select Client Approvals:

JIRIS

= The PayrollPro Bureau

@) vPA Dashboard

O PatTemity v =

Client Approvals

Approva Calendar (Task)

Qctober 2021

2 2
s 0 7 5 2
2 22 2 2
n u " 1" 1 "
H 2 12 H 2 1
" ] » 2 2 i
2 12 2 iz 3
5 ] Ed ® ] n
4 5 2 2 2

i z 3

action fzqired (Rejected Client Approvals: 1)

Home I s (HOMEIMPROVEMENTS. MCP) - Client
Due Date: 04-0ct-2021 17:00 | Rejected Data: 04-Oct-2021 15:14

In the widget Action Required (Rejected Client Approvals), click on the details of the rejection which opens the

View Steps screen:

Home Improvements - Weekly - Changes (Weekly - Changes)

Frequency: ‘ Wesky ‘ Period Number: ‘ 27

Step Name Job Type Scheduled

Initialise Process

Check open run details

Client info received -
Ready to process

Manual Task 01-Oct-2021 08:00

DPS Notifications count
check

DPS Check 01-Oct-2021 08:00

Downlozd DPS Manual Task

Notifications

Pat Ternity 01-Oct-2021 08:00

01
01

Calculate payroll Manual Task Pat Temity 01-Oct-2021 08:00

Internal approval Intemal Approval 01-Oct-2021 08:00

Upload review reports to  Manual Task 01-Oct-2021 08:00

myePayWindow

Client approval

Client Approval 01-Oct-2021 08:00

Pay employees - submit  Manual Task Pat Ternity 04-Oct-2021 08:00
payment files

Upload final reportsto  Manual Task Pat Temity 04-Oct-2021 08:00
portal

Create Full Payment Manual Task Pat Ternity 04-0Oct-2021 08:00
Submission

Submit Full Payment Send FPS 04-Oct-2021 08:00
Submission

Upload payslips and P45s Empty Outbox 04-0ct-2021 08:00
to myePayWindow

Empty myePaywindow  Manual Task Pat Ternity 04-Oct-2021 08:00
Outbox

Auto Enrolment - generateManual Task Pat Ternity 04-Oct-2021 08:00
notices and feeds

Auto Enrolment - upload  Manual Task Pat Ternity 04-Oct-2021 08:00
feed

Close period Close Run 04-Oct-2021 08:00
Open period Open Run 04-Oct-2021 08:00
Create next process Create Next Process 04-Oct-2021 08:00

Started

27-Sep-2021 17:28

01-Oct-2021 08:00

01-Oct-2021 11:06

01-Oct-2021 11:06

01-Oct-2021 11:08
01-Oct-2021 11:09

01-Oct-2021 11:13

01-Oct-2021 11:14

Download AE Opt Outs ~ Manual Task Pat Temity -Oct-2021 08:00 01-Oct-2021 11:06 04-Oct-2021 17:00 01-Oct-2021 11:08
Enter data Manual Task Pat Temity -Oct-2021 08:00 01-Oct-2021 11:08 04-Oct-2021 17:00 01-Oct-2021 11:08

CRefresh  Actions~ | % Close.
| Tax Vear: ‘ 2021 |
Due Completed Status
27-Sep-2021 17:29
04-Oct-2021 17:00 01-0ct-2021 11:06
04-Oct-2021 17:00 01-0ct-2021 11:06
04-Oct-2021 17:00 01-Oct-2021 11:06 +
+
+
04-Oct-2021 17:00 01-Oct-2021 11:08 *
04-Oct-2021 17:00 01-0ct-2021 11:13 +
04-Oct-2021 17:00 01-0ct-2021 11:13 +
04-Oct-2021 17:00 04-Oct-2021 15:14 [ Fane | +
04-Oct-2021 17:00 +
06-Oct-2021 17:00 +
06-Oct-2021 17:00 +
06-Oct-2021 17:00 +
06-Oct-2021 17:00 +
06-Oct-2021 17:00 +
07-Oct-2021 17:00 +
07-Oct-2021 17:00 +
07-Oct-2021 17:00 +
07-Oct-2021 17:00 +
07-Oct-2021 17:00 +

You will need to decide based on the rejection reason, which step the process needs to be re-run from.

A similar process can be done for rejected internal approvals via vPA Dashboard\My Work and the widget Action

Required (Rejected Internal Approvals).
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How to manually check for response to Client Approval

vPA automatically checks for a response from myePayWindow once every hour.

However, you can also check for a response.

Under vPA Dashboard select Client Approvals:

JIRIS

= The PayrollPro Bureau

@ vPA Dashiooard

O PatTemity ~ =

Clent Approvals

Approval Calandar (Task) r Action Required

2 2 3 2
s % w 2 2
2 1 2 2
2 E z 2 F
5 EX] 46 23
E] F] st
2 2
- o Wrums B

Taday's Breakdaw

Due Prior To Today (3.0f 3)

Due in'The Next 7 Days (109 10)

There are currentiy no reected approvas,

Toasy's 2pprove’s (Tesk)

- |
= ] 3

Under Today’s Breakdown click on the View Process icon

Home Improvements - Weekly - Changes (Weekly - Changes)

for the client that you need to check:

ORefresh  Actions~ | fClose

Frequency: | Weskly | period Number | 27

‘ Tax Year: | 2021 ‘

Scheduled Started

Step Name

Job Type User

Check open run details  Initialise Process 27-Sep-2021 17:28

01-0ct-2021 08:00 01-Oct-2021 08:00

DPS Notifications count  DPS Check
check

01-Oct-2021 08:00 01-Oct-2021 11:06

Due Completed Status
[ comeicren B

EE +

27-Sep-2021 17:29

04-Oct-2021 17:00 01-Oct-2021 11:06

04-Oct-2021 17:00 01-Oct-2021 11:06 *

Download DPS Manual Task Pat Temity 01-Oct-2021 08:00 01-Oct-2021 11:06 04-Oct-2021 17:00 01-Oct-2021 11:06 +

Notifications

Download AEOpt Outs  Manual Task Pat Temity 01-Oct-2021 08:00 01-Oct-2021 11:06 04-Oct-2021 17:00 01-Oct-2021 1108 compieren IR
Manual Task Pat Temity 01-Oct-2021 08:00 01-Oct-2021 11:08 04-Oct-2021 17:00 01-Oct-2021 11:08 +
Manual Task Pat Temity 01-Oct-2021 08:00 01-Oct-2021 11:08 04-Oct-2021 17:00 01-0ct-2021 11:08 +
Internal Approval Mat Ternity 01-Oct-2021 08:00 01-Oct-2021 11:09 04-Oct-2021 17:00 01-0ct-2021 11:13 +

Upload review reports to Manual Task Pat Temity 01-Oct-2021 08:00 01-0ct-2021 11:13. 04-Oct-2021 17:00 01-0ct-2021 11:13 +

[ Reno | +

Pay employees - submit  Manual Task Pat Tenity 04-Oct-2021 08:00 04-Oct-2021 17:00 +

payment files

Upload final reports to Manual Task Pat Ternity 04-Oct-2021 08:00 06-Oct-2021 17:00 +

portal

Create Full Payment Manual Task Pat Tenity 04-Oct-2021 08:00 06-Oct-2021 17:00 +

Submission

submit Full Payment ~ Send FPS 04-0ct-2021 08:00 06-Oct-2021 17:00 +

Submission

Upload payslips and P45s Empty Outbox 04-Oct-2021 08:00 06-Oct-2021 17:00 +

to myePayWindow

Empty myePayWindow  Manual Task Pat Temity 04-0ct-2021 08:00 06-Oct-2021 17:00 +

Outbox

Auto Enrolment - generateManual Task Pat Temnity 04-Oct-2021 08:00 07-Oct-2021 17:00 +

notices and feeds

Auto Enrolment - upload  Manual Task Pat Temity 04-0ct-2021 08:00 07-0ct-2021 17:00 +

feed

Close period Close Run 04-Oct-2021 08:00 07-Oct-2021 17:00 +

Open period Open Run 04-Oct-2021 08:00 07-Oct-2021 17:00 +

Craate naxt process Crazte Next Process 04-0ct-2021 08:00 07-0ct-2021 17:00 +
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Click on the ‘+’ symbol for the Client approval row:

Client approval

[ 1 Step Info “ Q Check Status “ (# Bureau Override l

Client Approval 01-Oct-2021 08:00 01-Oct-2021 11:14 04-Oct-2021 17:00 -

Pay employees - submit Manual Task Pat Ternity 04-Oct-2021 08:00 04-Oct-2021 17:00 +

Now select Check Status.

Status check from myePayWindow of the approval step Client approval

The step is currently awaiting action on myePayWindow

The step due date is 04-Oct-2021 17:00

This one is still Pending, but if the client had responded it would show whether it has been approved or rejected
and the notes entered.

Does the Payroll Professional audit trail show what automated steps have done

The following automated steps that make changes to the payroll data file are recorded under the audit trail within
the payroll data file in Payroll Professional, the user is shown as vPA:

e DPS Check
e (Calculate
e Create FPS
e Send FPS
e  Empty Outbox
e (Close Run
e OpenRun
e Backup
How to update the Clients details after converting payroll from Access to SQL

If you have converted payroll data files from Access to SQL, which are attached to Groups set up in vPA you will
need to select the Check For Changes button under the Clients tab.

The PayrollPro Bureau O Pattemity =

Clients © reck ror cranges
= L

Chent et i Chient Name

This will then check for any changes and update the Client details for the affected payrolls in all locations where the
clients payroll data file information is displayed within vPA.
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How to see what Group a Client is attached

Under the Clients tab the grid includes a column for Group so that you can see the group a client is attached to.
Select Clients from the left menu:

The PayrollPro Bureau O Pattemity =

Clients & cnece For cranges

Cent Ref i Client Hame Group File Location

If a client is attached to one group, the group name is displayed in the Group column, if the client is attached to
multiple groups the description will show the number of groups.

The PayrollPro Bureau O Pat Temity D

Clients

f
{
a
i

You can filter the clients by a Group or multiple Groups, click on the burger icon in the top right-hand corner of the
screen and select the Filter icon, use the drop down to select a Group(s) then click on Apply:

Clients (Advanced Filters Applied) ¥
[ B = - I : I =

Client et Client Name Group File Location

How can | export the information shown in the grids

You can export information shown in the grids using the buttons Export as CSV and Export as XLSX:

Groups (Advanced Filters Applied) m m
B o B -

Mame + Frequency Perlod Number Tax Year Fay Day/Date Region Assigned Team Status

Manrly - Changes - End of Marth Vet

o
o

Meneay Engiana oirzcrs [oneieo -
[ exsece ]

wirtuat Payrol Adman

These export buttons are available on the following pages:

e Groups
e Teams
e (lients
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e  Process Progress
e Step Progress

e Planned Processes
e Planned Steps

e Logs

When you select either of the export buttons the information displayed in the grid on the selected page is
exported.

After an export button is selected it is then disabled until the page is refreshed or the grid is reloaded by changing
the filter.

The name of the export file is based on the page selected and the export button selected, for example Groups.xlsx,
Groups.csv

When you select the export button if there is already a file with the export name, then the new file will be suffixed
numerically, for example Groups (1).xlsx

How to change the number of rows showing in the grids

In the vPA website click on the username in the top right-hand corner:

(8] Pat Ternity =

Account

User Settings :
- l Logout E

Click on User Settings, the following screen appear:

% Settings

= Grid Settings

Rows Per Page:

Using the drop down select the number of rows to appear in each grid:

Grid Settings

Rows Per Page:

Once you have made your selection, click on Save.

This setting is saved for the user logged into vPA website.

126 e Using Payroll Professional and vPA day-to-day VvPA Guide - 2025 - EOY



Signing off manual tasks as complete and responding to internal approvals

For you to have accurate visibility of processing progress across your clients it is important that users have the
required discipline and ensure that any internal approval and manual steps assigned to them (or pool tasks they
work on) are signed-off as soon as they are completed. This has an impact on when any subsequent tasks are
shown as ready ‘to be worked on’ so it is very important that this discipline is adhered to by all users.

There are two ways that manual steps and internal approvals can be signed off:
e  Via Payroll Professional
e Via vPA website

Payroll Professional should be the default option as this is where majority of processing steps take place and from
where it is most logical to ‘sign-off’.

Sign-off via the vPA website, is a secondary option and may be useful for payroll managers or team leaders as a
backup option.

Via Payroll Professional

In Payroll Professional, Home tab\Virtual Payroll Assistant section:

B G 8 8RB %7 Payroll Professional - o x
Home | Admin  Tables  Dsta  Run  Utilties  Repoting  Help @@
BAR G N & & ® B2 "
(] D ﬁ iﬁ L 4 5] Y =F ¢
New Open Close = Toxr MNational | Banks | Pensions  Pay Employer Employess | Pay | RunGeneral  Print Report BMS VPA Work Exit
Insurance Components Run Reports  Macros Management List
PayrollFile | Tables | Banks | Data | Run | Reporting | BMS | virtual Payroll Assistant | Exit |

Click Work List:

DA GORM E B ® Py o x
B | e e -
i =
@i o R e <&l
New Opan Oose.| Tas. Banks Bt
Payrol Fie Tavis Barks BMS vitualPayroll Asstant_| it
Home | £2Buronu Home Pago n ] P4 ¢ = 4
Home Pages | s
| SenONf_HideNotResdy Relrsh Done
D suresuHome e
- = Due Date
ﬁé e File Home Page o | \4 Your Work F or AllCherks
' ‘ Clint 7 Datale 7 Step + DueTim ¥
—7 : e
Datafile Select 2
} n / Client Name - Brides And Grooms
Select
¥ Clcattame ¥ CletRe Y 1aSQL ¥ DataFie ¥ilastAccesesd _ ViFile Locuten ¥ lsPayri v s
s A b w ¥ PSDBsandiobs | 22Moy 2020 151342 SCLvichDev3SQLEapress v
» 86 ; - v
= v PSDCarpets Galore 26 May 2020 13:35:32| SCL-Veb-Dev3:SQLExpress. v
« ¥ Psochent 25 Moy 020115716 SCLieb Dev Sl Exeess v
cH lay 54 Ci\Star'Payroll Frofessionsl Server\Shared Dats\Data\ v
& v v
% Do v
0s DukeSohcitors.mep. v
FFG v PSDFightingFitGym vl
i ¥ PooHapinghends v
" Homeimgrovemert v
Menagerie Castle NC v PSDMenagerieCastie 26 May 2020 13:18:22 SCL-\web-Dev3\SQLExpress vl
Mike's Motorbike Shop. NS ¥ PSOMkesMotorbike_ | 26 Moy 2020 135421 | SCL-Vieb-DevISQLExpress v
Nogoets Nursery " Nosgetsasery.mcp | 26 May 21201962 C)SarPayrl Prcessions SeveShred Do Dot v
Shelty's Cycle Shop SCS ShellysCycleShog 26 May 2020 13:17.20| C:Star'Payroll Professional Server\Shared Data\Data\ v
Shiy Jewelies s 26 Moy 2020032335 C1StatPayol ProfessionlServe Shared Do 0vm v
St Dcorsors o v 26 May 2020137875 SCLviebDev 350 Exress v
Special Presents. SP 26 May 2020 11:08:29 | C:StarPayroll Professional Server\Shared Data\Datal v
Sick o Spon Clomors S5 25 Moy 220 115101 CStarPayrll Proessions SeverShred Dol Dst v
Sweet Sites Factory SeF 22 My 2020 16:54.25 | C\Star\Payroll Professior v
Tonmys TimberYard T v 26y 2020132000 SCLvieb Dev3S Exrese v
26 May 2020 11:07:25  C/Star'Payroll Professional ServerShared Data\Datal v
v Vin. | 26 Mey 2020 13.45:16 | SCL-\rieb-Dev3iSQLExpress v
26 May 202009:11:17 C:Star'Payroll Professional Server\Shared DataiData\ v
v ¥ | 72Way 2020 151201 SCL-vicb-Dev¥SalExpress v

(e

o ?
Ig?im- :

Logn ss - PT

Without a data file open, the right-hand side of the screen displays a list of due dates with the number of tasks
across all clients. This includes manual steps and internal approvals assigned to the logged in Payroll Professional
user. Click ‘+' symbol to expand to see the tasks.
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o | Admin  Tobls  Dma  Rn e Raporing  Hep a9

BARTSR « & 6 2 @ * BB B O 00 A

rnam.ll‘i-lia=Pay-oumofmiana| - 0 X

New Open Close Tax Nationsl Banks Pensions  Pay  Employer Employees Pay  RunGenenl Print aMs VA Work Bit
Insurance Components Fun-  Reports  Mecror Management - List
Payroli File: Tavles Banks. Data | Run Reporting BMS) | virtual Pl Assistant | e |
Home Pages.
T S—— \
T p— . ; 1 v
+ | 2
New Payroll Open Payroll Huv"u;\w;Rmmw

- Brides And Grooms.
¥ CliewRel 7 1aSQL ¥ DataFie ¥ astAcoessed 7 File Locatin
B8 PSDBitsandBobs 22 May 2020 151342 | SCL-Vieb-Dev3'SQLExpress.
261 " B
G ¥ PSDCapetaGalore | 26 May 2020 13:3532 | SCLVieb-Dev3iSQLExpress
[ ¥ PSDChemyCole | 26 Moy 2020 115716 | SCL-ViebDev3iSQlExpress
cH n CountryHomes.mep | 26 May 2020 132264 | C:\Star|Payroll Frfessionsl Server!Shared DatsDeta\
Crunchy Accountants ca v | 26 May 2020 125530
o6 1 DeraeisGoragemcp | 22 Moy 2020 155640 CStorPayrol Prefessionsl ServeriShared Dota Dol
I s n DukeSolicitors.mep 26 May 2020 13.57.11 C\Star\Payroll Professionel ServeriShared Data\Datsl.
i) 9 PSDFightingFitGym | 26 May 2020 124944 | SCL-veb Dev3'SQLEpress
HH v i SCL
Home lmprovements. H n Homelmprovements. 26 May 2020 11:43.14 | C)\Star\Payroll Professionsl Server\Shared Date'Detsl.
B Castle MC 9 PSDMenagerieCastle | 26 May 2020 13:1822  SCLVieb-Dev3SQLExprece
Mike's Wotorbixe Srop NS ¥ PSOMikosMoiorbike 26 May 2020 135421 SCL-Vieb- Dev3SQLExpress
Noggets Nursery. N n 26 Mey 2020 115 i
‘Shall's Cycle Shop scs 1 ShellysCycleShop.m..| 26 May 2020 13:17:20  C:StariPayroll Profsssional ServeriShared DataiDatal
Shiny Jewellers s ] .
Smihs Decerstors £ ¥ PSDSmithsDecorato | 26 Mey 2020 131915 SCL-Vieb-Dev3SQL Express
| Special Presens s T SeecilPresentsmep | 26 May 2020 11:0823  C:StariPayroll Profsssional ServeriShared DataiDatal
| SpickAndSpanClesners  SSC n i 26 Moy 2020 115101 | C
‘Sweet Bites Factory £ [ SweetBitesFactory.. | 22 May 2020 165425 | C\Star\Payroll Professional Server!Shared DatalDetal
Tommy's Timber Yard fud ¥ PSOTommysTimber_ 25 May 2020 132000 SCL-vieb-Dev3:SQLExpress
Treasure Nursing Home: TNH " TreasureNuraingHo. 26 May 2020 11:07:25  C-\Star'Payroll Professional ServeriShared Dato/Dstal.
\inlianders Vindows & Do WD v PSDVisliandersitfin. 26 May 2020 13.45.16 | SCL-\ieb-Dev3iSQLExpress
illiame Farm Shop WFS (] = i
illows Surgery ws ¥ PSDwilowsSurgery | 22 Moy 2020 1571201 | SCL-Vieh-Dev¥SQLExpress

Lognas:®T | | | i

With an open data file, the tasks list displays only those tasks for the open client file assigned to the logged in
Payroll Professional user:

/g oa

: Sign Off Hide NotReady Refresh Done

Due Date

Manual tasks show with the icon |°/| and the internal approvals are shown with the icon E»"

Use the Refresh button to update the work list.
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Signing off manual tasks

For a manual task when the required processing activity is completed highlight the corresponding step/task in the
list and then click on Sign Off button in the form header to mark it as completed.

If you have the payroll file open and the next step is automated, then you will see the following message:

Payroll Professional

As the next step is automated, the payroll file will need to be closed
after this action is completed.

Areyou sure you wish to continue?

If you want to proceed, select Yes and the data file will automatically close for the next step to start. If you need to
make further changes to the payroll before the automated step runs, then select No the step you were marking as
complete will remain uncompleted until you are ready to sign it off as complete for the next step to run.

Responding to internal approvals

For an internal approval step when you have checked the payroll then highlight the corresponding step in the list

and then click on Respond button in the form header:

> P @

Respond Hide Mot Ready Refresh  Done

Due Date
Your Work For All Clients
Client " Datafile r Step W Due Time
- Due Date : 24 Aug 2020 (5 items)

r)llll-em(la_ PSiiMenagene_ intemal approv_. 17-00

l_.) Tommy’s Timb.. PSDTommysTi.. |nternal approval 17:00

|—_) \wallanders Wi.. P5DWwallanders_. |nternal approval 17:00
» Treasure Nursi.. TreasureMursin.. Internal approval  17:00

> Home Improve.. Homelmprove.  Internal approval 17:00

+ Due Date : 25 Aug 2020 (3 items)

+ Due Date : 26 Aug 2020 (7 items)

+ Due Date : 27 Aug 2020 (3 items)

+ Due Date : 28 Aug 2020 (5 items)

+ Due Date : 01 Sep 2020 (2 items)

+ Due Date : 07 Sep 2020 (1 item)

+ Due Date : 14 Sep 2020 (1 item)

The following form is displayed for you to choose whether to Approve the payroll so further processing can

proceed or Reject as changes are required:

J -

Confirm Cancel

Set Status

@fpproved] ORejected

You can enter a reason for the outcome of this approval step

m Approval Step Response X
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When you select Rejected, you must also select a user next to Action Required By:

m Approval Step Response

RVAR )

: Confirm Cancel
Set Status

OApproved @ Rejected Action Required By:

You can enter a reason for the outcome of this approval step

Pat Ternity
Holly Daypay

Mat Ternity
Olive Vertime

x

When set as Rejected you must enter a reason, which will then be recorded against the step for future reference,
click on Confirm. If you reject the internal approval step then the payroll will need to be re-run, see the section
How to rerun process step(s) for a client.

Via vPA website

To sign off manual tasks and respond to internal approvals via the vPA Dashboard page My Work:

16-Aug-2022 (1 of 1)

Helping Hards | PSDHelomgHards | Pay employees - subemit poyrment fes | 17:00

18-Aug-2022 (4 ar 4)

23.809.2022 9 o 5)

24 Aug 202 B of 3

25-A0g-2022 (4 of 4)

26-A9.2022 (6 ot &)

O Pt termity (=]

Use the ‘My Work List’ chart to sign-off a manual task or respond to an internal approval. A task can only be
marked as completed or responded to if the appropriate button is enabled and will be blue for Ready, red for
Overdue. The tasks shown in grey are Not Ready, they cannot be completed or signed off yet as they are pending
(not due to be started based on the schedule and step timing set).

Manual tasks

On the row that you want to sign the task off click on [ in the chart to mark the task/step as complete.

Confirm task sign off?

Are you sure you want to sign off Auto Enrolment - generate notices and

feeds for the client Home Improvements for the data file
Homelmprovements.mcp?

m * Cancel

Click Sign Off to confirm completion.
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Internal approvals

On the row that you want to respond to the internal approval click on in the chart to Approve the payroll
so further processing can proceed or Reject as changes are required.

Internal Approval Step Response

Set status: Approved () Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

If you are approving the step, the reason field is not mandatory, if you enter a reason it will then be recorded
against the step for future reference, click on Confirm.

If you are rejecting the step, you must enter a reason and select a user for the step to be returned to next to Action
Required By:

Intemnal Approval Step Response

Set status: Approved @) Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

Action Required By:

Once you have entered the reason and selected the user, click on Confirm:

Internal Approval Step Response

Set status: Approved @ Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250)

Response explanation...

Action Required By: Olive Vertime

If you reject the internal approval step then the payroll will need to be re-run, see the section How to rerun
process step(s) for a client.

Via Step Progress

Alternatively, you can sign manual tasks off and respond to internal approvals via the Step Progress left-menu
option:

= The PayrollPro Bureau O ra -
@ von Dshboard Step Progress (Advanced Filters Applied)
PRpp— o I @ B3 -0
Client Process Group Step Type Scheduled Started Due .| Completed C‘:f"‘ Status
Clents
Morth Pat Teri +
Process Progress
pat +
1= Sep Progress
B — —
virtus! Payvoll Admin - . ——— 2 epors o ponat | M 29-5ep-2021 or-oa2021 | 01-0ct Holly =
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action

Find the step in the listing (use filters as required) and expand the row by clicking ‘+’ symbol, click on
to display following screen:

ys (Weekly - Thursday)

Frequency: Weekly Period Number: | 26 Tax Year: 2021

Step Name Job Type User Scheduled Started Due Status

Initialise Process +

Client info received - Manual Task Pat Temity Sep-2021 08:00 27-Sep-2021 17:28 28-Sep-2021 17:00 +
Ready to process

DPS Notifications count ~ DPS Check 27-Sep-2021 08:00 01-Oct-2021 11:02 28-Sep-2021 17:00 01-0ct-2021 11:03 weven B
check

Download DPS Manual Task Pat Ternity 27-Sep-2021 02:00 01-Oct-2021 11:03 28-Sep-2021 17:00 01-Oct-2021 11:03 +

Notifications

Download AE Opt Quts ~ Manual Task Pat Temnity F 2 01-Oct-2021 11:03 28-Sep-2021 17:00 01-0ct-2021 11:05
Enter data Manual Task Pat Temity 2 01-Oct-2021 11:05 28-Sep-2021 17:00 01-Oct-2021 11:05
Calculate payroll Manual Task Pat Temity 2 01-Oct-2021 11:05 28-Sep-2021 17:00 01-Oct-2021 11:06
Internal approval Internal Approval Mat Terity F 2 01-Oct-2021 11:06 28-Sep-2021 17:00 01-0ct-2021 11:11

Upload review reports to  Manual Task Pat Temity 2 01-Oct-2021 11:11 28-Sep-2021 17:00 01-Oct-2021 11:13
myePayWindow

Client approval Client Approval p: : 01-Oct-2021 11:14 28-Sep-2021 17:00 01-0ct-2021 11:14

Pay employees - submit  Manual Task Pat Temity 2 01-Oct-2021 11:14 28-Sep-2021 17:00 01-Oct-2021 11:18
payment files

Upload final reportsto  Manual Task Pat Temity : 01-0ct-2021 11:18 30-Sep-2021 17:00 01-Oct-2021 11:18
portal

Create Full Payment Manual Task Pat Temity p: 00 01-Oct-2021 11:18 30-Sep-2021 17:00 01-0ct-2021 11:18
Submission

Submit Full Payment send FPS 0. 00 01-Oct-2021 11218 30-Sep-2021 17:00 01-Oct-2021 11:22
Submission

Upload payslips and P45s Empty Outbox 00 01-Oct-2021 11:22 30-Sep-2021 17:00 01-Oct-2021 11:22
to myePayWindow
Empty myePayWindow  Manual Task Pat Ternity 28-Sep-2021 08:00 01-Oct-2021 11:22 30-Sep-2021 17:00 01-Oct-2021 11:22 *
Outbox

_ )
Auto Enrolment - upload  Manual Task Pat Ternity 28-Sep-2021 08:00 01-Oct-2021 17:00 +
feed
Close period Close Run 28-Sep-2021 08:00 01-Oct-2021 17:00 +
Open period Open Run 28-Sep-2021 08:00 01-Oct-2021 17:00 +
Create next process Create Next Procass. 28-Sep-2021 08:00 01-0ct-2021 17:00 +

Manual task

Click on ‘+’ symbol to expand the row of the step that you want to sign-off a manual task:

Step Info || & Edit step

Auto Enrolment - upload Manual Task Pat Ternity 28-Sep-2021 08:00 01-Oct-2021 17:00 +

Click on to mark the manual task as complete.

Internal approval

Click on ‘+’ symbol to expand the row of the step that you want to Approve or Reject an internal approval:

Calculate payroll Manual Task

Step Info || (# Respond

Click on the following screen is displayed for you to Approve the payroll so further processing can proceed
or Reject as changes are required.
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Internal Approval Step Response

Set status: Approved O Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

If you are approving the step, you must enter a reason, which will then be recorded against the step for future

reference, click on Confirm.

If you are rejecting the step, you must enter a reason and select a user for the step to be returned to next to Action

Required By:

Internal Approval Step Response

Set status: Approved @ Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

Action Required By:

Once you have entered the reason and selected the user, click on Confirm:

Intemnal Approval Step Response

Set status: Approved @ Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

Action Required By: Olive Vertime

If you reject the internal approval step then the payroll will need to be re-run, see the section How to rerun

process step(s) for a client.

Via Process Progress

From Process Progress left-menu option, find the Client/process in the listing (use filters as required) click ‘+’

symbol to expand the Clients process:

The PayrollPro Bureau O pattem
Process Progress (Advanced Filters Applied) ==
- -8 -~ -0
s - ey P8 e Pl e
2 ey - Deectars e [N ]
e CIID | E——
! ey - D Wesky - Deactors s ==
"
[ ]
COUNTRYHOMESMCH Mondty - N Ghanges Wartny - e Ehanges A P - -
Aug-20 aug-2 o
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Click View Steps action to display the individual Clients/process/steps:

Robin Electrician - Weekly - Directors (Weekly - Directors) Actions = | tclose
Frequency: Weekly | Period Number: ‘ 21 Tax Year: 2022
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details Initialise Process 0! 5:3 15-Aug-2022 08:31
Calculate Calculate 19-Aug-2022 08:00 19-Aug-2022 08:00 22-Aug-2022 17:00 19-Aug-2022 08:00
Create Full Payment Create FPS 22-Aug-2022 08:00 24-Aug-2022 17:00 +
Submission
Submit Full Payment Send FPS 22-Aug-2022 08:00 24-Aug-2022 17:00 +
Submission
Close period Clase Run 22-Aug-2022 08:00 25-Aug-2022 17:00 +
Open pericd Open Run 22-Aug-2022 08:00 25-Aug-2022 17:00 +
Create next process Create Next Process 22-Aug-2022 08:00 25-Aug-2022 17:00 +

Manual task

Click the ‘+’ symbol to expand the row for the manual task:

notices and feeds

 Sign OFf [| BStep Info J| & Edit Step

Close period Close Run 22-May-2020 08:00 28-May-2020 17:00 +
Open period Open Run 22-May-2020 08:00 28-May-2020 17:00 +

Then click the Sign off action.

Internal approval

Click the ‘+’ symbol to expand the row for the internal approval:

Calculate payroll Manual Task Pat Ternity 26-May-2020 08:00 04-Jun-2020 14:27 27-May-2020 17:00 04-Jun-2020 14:27

Sstepinfo || @ Respond [| @ Editstep

Upload review reports to Manual Task Pat Ternity 26-May-2020 08:00 27-May-2020 17:00 +

Click on the following screen is displayed for you to Approve the payroll so further processing can proceed
or Reject as changes are required.

Internal Approval Step Response

Setstatus: () Approved () Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation.

If you are approving the step, you must enter a reason, which will then be recorded against the step for future
reference, click on Confirm.

If you are rejecting the step, you must enter a reason and select a user for the step to be returned to next to Action
Required By:

Internal Approval Step Response

Setstatus: (O Approved @ Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

Action Required By:
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Once you have entered the reason and selected the user, click on Confirm:

Internal Approval Step Response

Setstatus: () Approved @ Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

Action Required By: Olive Vertime

If you reject the internal approval step then the payroll will need to be re-run, see the section How to rerun
process step(s) for a client.

Responding to client approvals on the client’s behalf

If the client hasn’t responded to the Client approval step via myePayWindow, and you have received a call from
them, or called them to chase for a response, you are able to approve or reject the payroll on the clients behalf.

Via vPA website

To respond to a Client approval via the vPA Dashboard page Client Approvals:

The PayrollPro Bureau O Olive Vertime v =

Clent Approvals

Approval Calencar 7 Rejected Approvals

2 2 2

s ] v } 4
2 2 2

1 T . o E
2 4 12 2 2

2 2 u =
5 6 2 5 2

= ]
2 2

W W

Today's Breakdown i Today's Approvals

Due Prioe To Tocay (4 0f 4} “

13668 | Helping Hancts | PSOHelpingHands | Clent approval | 26 May 2020 1700 ] =3
= 4
= |
= |

Use the ‘Today’s Breakdown’ chart to respond to the Clients approval. The clients approval can only be responded
to if the appropriate button is enabled and will be either blue for Ready, red for Overdue. The tasks shown in grey
are Not Ready, they cannot be responded to yet as they are pending (not due to be started based on the schedule

and step timing set).

On the row that you want to respond to the Client approval click on in the chart to Approve the payroll so

further processing can proceed or Reject as changes are required.

Client Approval Step - Bureau Override

WARNING: Responding to this approval step will complete the corresponding approval step sent to the employer's

assigned app on myePayWi (if they have not already).

Setstatus: () Approved (O Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

Please be aware that any comments entered here will be visible to employer users on myePayWindow.
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You must enter a reason, which will then be recorded against the step for future reference and is also displayed

against the Clients Approval within myePayWindow, click on Confirm.

If you reject the client approval then the payroll will need to be re-run, see the section How to rerun process

step(s) for a client.
Via myePayWindow

You can approve or reject the clients approval, login to myePayWindow:
‘= ThePayrollProBureas  aa omEm
< Bureau Dashboard

JIRIS ENEL

& Approvals = Home » Bureau Dashboard
8 Clients .
I my@PayWindow
& Administration Latest News
# Privileges IRIS Payroll Professional Support
@PayroliProSup
® Logout Our latest Practical Guide to Covid in IRIS

Payroll Professional is avallable now

12 "

0 B May 28, 2020

IRIS Payroll Protessional Support
@PayroliProSup

IRIS Payroll Professional Update 1 is now
avallable to download from your updater.
Includes New Scottish Tax Rates & P11D.

€2020 Galany Payrol Al ighs reserved

In the left-menu select Clients:

= The PayrollPro Bureau & o OpatTemity-

< Bureau Dashboard

A Notifications ] I I RIS

& Approvals @ Home » Clients Listing

B Ciients Clients

= Statistics 8 Chients - vour cument Clie

¢ Administration St -

@ Privileges .
\ Nome No Empioyees Contact Pronenumber

© Logout o 2] Bits And Bobs. 1 fob Bits +
0O [ rides and Grooms 6 +
(u] 1.} carpets Galore 28 +
o L. Chemy Cafe 1 +
a 1] Country Homes 1 +
O [ Crunchy Acsountants B +
(u] 1.} Denzal's Garage 3 +
(u} L) Duke Solicitors 3 +
o 1] Fighting F2 Gym 1 +
O [ Helping Hancs 6 +

Shosing record 11010 kom 25 Hemis) . :
2020 Galary Payroll Al ghts roserved

Click on ‘+’ symbol to expand the row for the client:

JIRIS

@ Home » Clients Listing

Clients
& Clients - Your curent Clents
(-]
Name Ho Employees Contact PhoneNumber
(] [2] Bits And Bobs 7 Bob Bits —
w w s
e Privieges  Statistics

[w (2] Brides And Grooms. 6 .
(] 2] Garpets Galore 2 p
(] L] Chemy Cafe 14 o
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Under actions select Administration:

Documents Chents
v I o new messages o new documents now chores

& Home » Clients Listing > Administration for Bits And Bobs

Administration
Employees
& Users [ Details D Branding M Employee Dashboard 1= Payslip & CIS Settings
B8 Users

Search

FirstNamo LastName A staws Last Login Lastinvite

Bob Bits | scrvaren | Fri 22/052020 Fri 221052020 1253 *

Showing record: 1 to 1 from 1 item(s)

Click on ‘+’ symbol to expand the row for the user:

RIS

& Home » Clients Listing » Administration for Bits And Bobs

ssages

Administration

Employees
MUsers  [Dewls  BBrandng W Employes Dashboard ayslio & CIS Setlings
3 Users
Search
[w] FirsiName Lasibame A Staws Last Login Last Invite
[n] | Bob Bits Fri 22/05/2020 Fri 22/05/2020 1253 o
= =

Showing record: 110 1 from 1 ilem(s)

©2020 Galaxy Payroll Al rights reszrved

Under actions click on Approvals:

[r— eoss
. l ew messages 0 new documerts Stiow chents

& Home » Clients Listing > Users Listing for Bits And Bobs » Approvals Listing for Bob Bits

Approvals

A Aprovals rrent Approvii

Bz

Title Type Due (days)  Status. N Signed on  Signed by

 Client approval vPAApproval Wed 03/06/2020 17:00  [E———> +
 Client approval VPA Approval Wed 201052020 17.00  |[EEE— Fri22/0512020 1434 | Pat Ternity +
¥ Client approval VPAApproval Wed 27052020 17.00 |y Tue 09/06/2020 10.49 ~ System Account +

Showing record: 1 to 3 from 3 Rem(s)

©2020 Galaxy Payroll Al rights reserved
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Click on “+’ symbol to expand the row for the Client approval that you need to sign off on the clients behalf:

[r— Documents cients
M I 1o rew messages 0 e documents Show cierts

@ Home » Clients Listing » Users Listing for Bits And Bobs > Approvals Listing for Bob Bits
Approvals
A& Approvals
Search
Tite e Due (doys)  Staus - Savwion | Staveiby
¥ Client approval VPAApproval Wed 03/0672020 17.00  [[EURSS— =
v x
¥ Client approval vPA Approval Wed 20/05/2020 17-00 m Fri22/05/2020 1434 Pat Ternity +
¥ Cliant approval vPA Approval Wed 27052020 17:00 [y Tue 09/0612020 10:49  System Account +

Showing record: 1o 3 from 3 item(s)

©2020 Galaxy Payroll All rights reserved

Click on Approve or Reject, based on the client’s response:

Approve task?

Are you sure you want to approve "Client approval'?
This action cannot be undone.

Comment:

Enter a comment, note this will be visible to the employer user, then click on Approve:

Approve task?

Are you sure you want to approve 'Client approval'?
This action cannot be undone.

Comment:

Mr Bobs called and is happy with the payroll, we can proceed to finalise the payroll|

The status, signed on and signed by information will be updated, this information will then be updated
automatically in the vPA Website (every 30 mins).
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I o0 e docaments Show chents
|

@& Home » Clients Listing > Users Listing for Bits And Bobs » Approvals Listing for Bob Bits

Approvals
A Approvals
Title Type Due (days) Status A Signed on  Signed by
™ Client approval wPA Approval Wed 20/05/2020 17:00  [EESSERER—— Fri 221052020 1434 Pat Ternity +*
o Client approval vPA Approval Wed 27/05/2020 17:00  [SSSSEER Tue 09/06:2020 10.49  System Account +
o Client approval vPA Approval Wed 03/06/2020 17:00  EFSSRSTEE_. Tue 09/06:2020 1336  Pat Ternity -

Showing record: 110 3 from 3 hem(s)

©2020 Galaxy Payrol. All rights reserved

You can click on Show comment to see the details entered for each Client approval:

Comment added by Pat Ternity

Mr Bobs called and is happy with the payroll, we can proceed to finalise the payroll.
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vPA Version and Updates

Whilst in the vPA website select the burger icon on the right and click on the Information icon, you will then see
the following screen that includes the version numbers of the components of vPA:

O PatTemity v+ =

Component Version Numbers -

SPA wPA Resource Server

Current: 2.3.16.0 Current: 23.17.0
vPA Scheduling Engine Payroll Resource Server
Current: 23.9.0 Current: 23.11.0
vPA Auto Updater

Current: 2.3.5.0

Check For Updates €

Last Check:

Wed, Jan 19, 2022 11:18 AM

Next Check:

Tue, Jan 25, 2022 10:00 AM

View Last Update Log

vPA is scheduled to automatically check for updates available on our FTP site ftp://downloads.star-payroll.com/vPA
every Tuesday at 10am

If there is an update, a backup will automatically be taken of the central data base T2DATA and then the update is
installed.

Part of the update process, vPA will ensure that any automated steps currently in progress are completed before
the back up of the T2DATA and update is performed.

If any part of the update fails, then vPA will automatically roll back to the previous version, so that you can
continue using vPA, this includes the T2DATA.

The View Last Update Log button shows the details of the last update, whether it was successful or where the
update failed:

Update Log

<
o
3
B

UPDATE

START 26-Nov-2020: 15:19:33

Database

vPA_Engine

VPA_API

Payroll_API

vPA_SPA

UPDATE FINISHED 26-Nov-2020: 15:21:56

Click on a row to expand the details.
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ftp://downloads.star-payroll.com/vPA

Schedule checking for an update

A user with the role Payroll Department Admin can schedule to check for an update now or at a specific date and
time.

Whilst in vPA website click on the burger icon in the top right-hand corner of the page:

JIRIS = The PayrollPro Bureau © pat Ternity 'B

) vPA Dashboard Automated Overview Client Approvals

virtual Payroll Assistant
My Tasks For Today e My Approvals For Teday (Task) 2 My Work Calendar (Task]

V-

Then select the information icon, which will then show the page with the versions:

Groups

Teams

Clients

Q Pat Temity ~ —

ﬁ

i}

-]

Component Version Numbers

SPA wPA Resource Server
Current: 2.3.16.0 Current: 2.3.17.0
vPA Scheduling Engine Payroll Resource Server
Current: 2.3.9.0 Current: 2.3.11.0
wPA Auto Updater

Current: 2,3.5.0

Check For Updates €%

Last Chech:

Tue, Jan 25, 2022 10:00 AM

Mext Check:

Tue, Feb 1, 2022 13:00 AM
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Click on the date and time shown within the Next Check box:

Next Check:

Tug, Feb 1, 2022 10:00 AM | |

2022
Tue 1 Feb 10:00
05
“ February 2022 =
: os
Sum Mon Tue Wed Thu Fri Sat o
02

11 01
12 14 15 16 17 18 19

12 0z
20 21 22 23 24 0I5 13 0z

14 04

13 05

MNow o

Click on Now or select a specific date and time, once selected click Save:

Mext Check:

Thu, Jan 27, 2022 1:31 PM

vPA will check for any available updates at the date and time specified.
Update available and scheduling installation

When users with the roles Supervisor or Operator, login to vPA website and an update is available they will be
shown the following message informing them an update is available.

vPA Update Available

There is an update available. Please inform an admin that they need to schedule it to be installed.
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When users with the role Payroll Department Admin logs into the vPA website, and an update is available, the user
will be shown the following message informing them an update is available. This message includes the ability to
schedule the update:

vPA Update Available

There is an update available. Please schedule it to be installed.

The update installation will stop the vPA services, so it is advised that you schedule it to happen cutside of nermal working
hours. The services will automatically restart when the update is complete.

Install Not Scheduled

@ Remind Me Later

Click in the box Install Not Scheduled, you will then be shown a calendar to select Now or a specified date and
time:

vPA Update Available

There is an update available. Please schedule it to be installed.

The update installation will stop the vPA services, so it is advised that you schedule it to happen outside of normal working
hours. The services will automatically restart when the update is complete.

‘ Install Mot Scheduled

2022
@ Remind Me Later

— January 2022 -

Sun Mon Tue Wed Thu Fri Sat

00 00

01 01

02 0z

03 03

27 28 29 04 04

30 31 0 o
06 06

Now e

Once you have selected the date and time, click Save:

vPA Update Available

There is an update available. Please schedule it to be installed.

The update installation will stop the vPA services, so it is advised that you schedule it to happen outside of normal working
hours. The services will automatically restart when the update is complete.

Thu, Jan 27, 2022 2:04 PM

+ Save @ Remind Me Later

Alternatively, you can select Remind Me Later without scheduling the installation of the update.
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The user with the role Payroll Department Admin can schedule the installation of the update via the burger icon
and selecting the information icon:

& & ®

Component Version Numbers £ Refresh
SPA vPA Resource Server

Current: 2.3.16.0 Current: 2.3.17.0

Update Available: 2.4.1.0 Update Available: 2.4.0.0

vPA Scheduling Engine Payroll Resource Server

Current: 2.3.9.0 Current: 2.4.3.0

Update Available: 2.4.0.0 Update Available: 2.4.7.0

vPA Auto Updater
Current: 2,3.5.0
Update Available: 2.4.0.0

Check For Updates €@

Last Check:

Thu, Jan 27, 2022 2:02 PM
Mext Check:

Tue, Feb 1, 2022 10:00 AM
Install Updates @

MNext Update:

nstall Not Scheduled

View Last Update Log
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Click on the date and time shown within the Next Update box:

“— January 2022 —>

Sun Mon Tue Wed Thu Frn Sat
00 00
o o1
02 02
03 03

27 28 29 04 04

as 05

30 EXl
06 08
Now v

‘ nstall Not Scheduled ‘
View Last Update Log

Click on Now or select a specific date and time, once selected click Save:

Install Updates €

MNext Update:

Man, Jan 31, 2022 2:13 PM

View Last Update Log

Once a Payroll Department Admin has scheduled the installation of the update, vPA will then install the update
automatically at the specified date and time.

After the update is installed, when users log into the vPA website, if required, the user will be prompted to refresh
the page by selecting F5.

Update Process

After installing an update, when there are step changes to templates, for example, the automated step called
Empty outbox for the four best practice templates, you must review and choose whether to accept the changes for
the Process attached to each Group.

Only users with the role vPA Admin can perform the Process Update.
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Update Process Required

Groups on the left menu will show an Update flag, to inform the user when an update to the process is required,
for active processes attached to groups:

€ vPA Dashboard

virtual Payroll Assistant

Groups  (EEEID

The Groups grid will highlight any Groups with an active Process that requires an Update Process, by showing them
in bold with a black round dot to the left of the Group name:

Groups (Advanced Filters Applied)
Search e s

g

Name L Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status
® Monthly - Changes - End of Month Monthly 3 2022 31 England ofice 1 s +
® Monthly - Changes - Middle of Month Monthly H 2022 15 Wales office 2 [ouiaien ) +
@ Menthly - Ne Changes Monthly 3 2022 28 Scotland Office 1 [ enasieo | +
# Weekly - Changes Weekly 7 2022 Wednesday Northen Ireland office 2 o +
® Weekly - Directors Weekly 1 2022 Monday England Directors, [enssien | +
@ Weekly - Friday Weekly 7 2022 Friday Wales Office 2 [ enasieo | +
® Weekly - No Changes Weekly 7 2022 Wednesday England office 2 [ounsien ] +
@ Weekly - Thursday Weekly 8 2022 Thursday England office 1 [enssien | +

Showing record 1 to § of & itemis

ExportasCSV Export 35 XLSX

Expand the group by clicking on the + sign:

Groups (Advanced Filters Applied) [ +nenGoue |

Name +| Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status
® Montrly - Changes - End of Month Monthly 3 2022 31 England office 1 [eanieo | -

Click on the action Update Process.

Update Process Screen

£ Update Process - Monthly - Changes - End of Month (Monthly - Changes - End of Month)

The template that this process was originally copied from has been updated. Please review the thanges below and confirm whether you want to apply the updates to your process.

Template Name: Process Payroll - Manthly Template Modified Date: 26-Feb-2021 13:57

Number of reviewed changes: 0/8

New 8 Updated *
Property Name Current Value New Value Apply Change  Change Details
Name Upload payslips and P45s to myePayWindow Upload to myePayWindow o
Branch Changes @ o
Cost Centre Changes @ o
Department Changes (0] [}

Employee Changes (5]

Employee Anonymisation @

Baan

p4ss @
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The top of the screen will show the Template name which is one of the four best practice process templates used
when creating the Group or adding a Process to a Group, and the template’s last modified date.

Number of reviewed changes shows the number of changes that have been reviewed and that need to be
reviewed.

The left side of the screen shows the step changed, for the highlighted step the right side shows changes to the
current value and the new value. There is a Yes/No button for you to choose whether to apply the step change or
not, this defaults to Yes. To accept the change(s) click on Confirm, this updates the Number of reviewed changes.

For each change to the highlighted step, you can view more details by placing your cursor over the information
icon under the column Change Details:

& Update Process - Monthly - Changes - End of Month (Monthly - Changes - End of Month)
The template that this process was originally copied from has been updated. Please review the changes below and confirm whether you want to apply the updates ta your process.
Template Name: Process Payroll - Monthly Template Mod fied Date: 28-Feb-2021 1357

New & Updated Number of reviewed changes: 0/8

P ——— Property Name Current Value New Value Apply Change  Change Details

Name Upload paysiips and P45s to myePayWindow Upload to myePayWindow

Setting Branches to be upl

Branch Changes (0] (]
- - automatically to mye!

Cost Centre Changes @

Depariment Changes @

Employee Changes

Employee Anonymisation @

pass @

BeaBBBAA

Documents (0]

If you change any of the step settings after confirming, you will need to reselect Confirm.

You can change from New & Updated to All above the step description, to see all the steps in the Process attached
to the Group:

i Update Process - Monthly - Changes - End of Month (Monthly - Changes - End of Month)

The template that this process was originally copied from has been updated. Please review the changes below and confirm whether you want to apply the updates to your process
Template Name Process Payroll - Monthiy Template Modified Date: 26-Feb-2021 1357
" . Number of reviewed changes: 0/8
e e e e e T Property Name Current Value New Value Change Details
Client approval :
Name Upload payslips and P45s to myePayWindow Upload to myePayWindow o
Pay employess - submit payment files
Upioad final reports te myePayWindow Branch Changes @ L

Create Full Payment Submission
Cost Centre Changes ®
Submit Full Payment Submission

® Upload payslips and P45s to myePayW| Department Changes (0]

Empty myePayWindow Outbox
. Employee Changes
Auto Enrolment - oenerate notices and feet

Employee Anonymisation ()

P45s @

ppoaBpBaA:

Documents 2

The steps shown in pale green are existing steps without any changes, the step with changes show with a dot to
the left of the step description.

Once you have confirmed all changes, click on Save. Save will only be available when all changes have been
reviewed, see the Number of reviewed changes.
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Help

£ Update Process - Monthly - Changes - End of Month (Monthly - C|

The template that this process was originally copied from has been updated. Please review the changes below and confirm w

Template Name: Process Payroll - Manthly Template Modified Date: 26-Feb-2021 13:57

Mew & Updated s Number of reviewed changes: 0/8

@ Upload payslips and P45s to myePayWinc|

Property Name Current Value

Name Upload payslips and P455 to myePayWindow

Sranch Changes

Cost Centre Changes

Department Changes

Employee Changes

Employee Anonymisation

P45s

New Value

Upload to myePay

ther you want to apply the updates to your process.

Apply Change

Baa

Change Details

]

On the Update Process form in the top right-hand corner there is a Help button that opens the following form, to

guide you through the step display:

© Update Process - Help

Mo Changes Please select a step to find out more about it.
@ Updated
Update Reviewed & Confirmed

@ New

New - Reviewed & Confirmed

No Changes (Disabled)

Highlight a step on the left, information about the step will be shown on the right:

© Update Process - Help

No Changes . B

This step has been added to the template and is not
@ Updated currently part of your process.
Update Reviewed & Confirmed The step details have been reviewed and you have

confirmed whether you want to add the step to your
@ New

New - Reviewed & Confirmed

No Changes (Disabled)

process.

Please note that until you click Save on the Update Process
form you are still able to edit your choice, but doing so will
mean you need to confirm the step again.

1 Back
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Update Process

Only users with the role Payroll Department Admin can perform the Update Process.

After clicking on Update Process, the following screen will appear:

i Update Process - Monthly - Changes - End of Month (Monthly - Changes - End of Month)

The template that this process was originally copied from has been updated. Please review the changes below and confirm whether you want to apply the updates to your process

Template Name: Process Payroll - Monthly Template Modified Date: 26-Feb-2021 13:57

New & Updated Number of reviewed changes: 0/8

@ Upload payslips and P45s to myePayWinx| Property Name Current Value New Value

Name Uploag paysiips and P45s to myePayWindow Upload to myePayWindow

Change Details

L]

Branch Changes o

Cost Centre Changes

Depariment Changes

Employee Changes

Employee Anonymisation ®

455 (0]

peoaBpBaA:

Documents 2

Under the Apply change column click on the Yes/No button for each change to choose which of them you want to
apply.
Once you have made you selections click on Confirm, then Save.

Update Process — Process Payroll — Director only

After you click on Update Process, if you have already enabled the additional outbox items for the step Empty
outbox, you will see the following screen when you click on Update Process:

& Update Process - Weekly - Directors (Weekly - Directors)

All template changes have already been appliad. Click Save to continue

Click on Save.
Edit a Group - Update Process Required

If you Edit a Group that requires an Update Process the following message will appear:

Process Update Available

The process in this group has an update available. You must review the changes before you can proceed to editing the

2 Update Process m

You will need to click on Update Process and complete the steps before you are able to Edit the group.

group.
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Enabling Disabled Group — Update Process Required

Group grid

If a disabled group has an enabled process with an update process that has not been reviewed, if you enable the
Group using the Action when you expand the row on the Groups grid, a prompt appears advising that the Group
can't be enabled until the available Process Update has been reviewed. If you want to continue to enable the
group, click on Update Process, otherwise click on Cancel and the group will stay disabled.

After you have performed Update Process, a prompt will appear asking whether you still want to enable the Group,
select Enable group if you want to enable the group, otherwise select Cancel then the group will remain disabled.
Group Edit form

If a disabled group has an enabled process with an Update Process that has not been reviewed, if you try to enable
the Group using the Status field on the Group Details of the Edit Group form, the Group Status field will be read-
only, place your cursor over the Status and a tooltip will be displayed explaining why you are unable to enable the

group.

Under the Process tab select Update to open the Update Process form, once you have completed the Update
Process you will be able to enable the Group.

Update Process Status

Once a Process is up to date where you have applied all the changes for a Group, none of the flags, tabs or actions
relating to Update Process are displayed.

If you only accept some or none of the Update Process changes for a Group:

e  Group grid — the row for the Group will not be shown in bold with an icon, highlighting there is a
process update.

e  Group grid — the actions under the expanded row for the Group will include Process Update to allow
you to apply the changes later.

e Under Edit Group\Process the Update tab will be available to apply additional changes later.
e Youcan Enable a Disabled Process.
e You can Enabled a Disabled Group.

If you Cancel the Update Process:

e  Group grid — the row for the Group will continue to be shown in bold with an icon, highlighting there is
a process update (Group enabled with Process enabled).

e  Group grid — the actions under the expanded row for the Group will include Process Update to allow
you to apply the changes later.

e Under Edit Group\Process the Update tab will be available to apply additional changes later.

e Ifthe Process is Disabled, you cannot Enable the Process until the Process Update has been applied.

e Ifthe Group is Disabled, you cannot Enable the Group until the Process Update has been applied.

e If the Process for a Disabled Group is Enabled, to enable to Group you must Update the Process first.

e If the Process for a Disabled Group is Enabled, you can Edit the Group without Updating the Process.
Enable Disabled Process — Process Update Required

If a disabled process has an available update that has not been reviewed, the Process Status field is read-only and
displays a tooltip explaining why it is disabled.

If a disabled process has had an update reviewed where at least one change was not taken, the Update Process
button will still be available, you are able to enable the Process.
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Automated step - Create next process

An additional check has been added to this step, if there is an Update Process available that has not been reviewed
for the Group that the Client is attached to, this step will Fail:

Create next process - Details

General Details Properties

Step Name: Create next process

lob Type: Create Next Process

10b94d0b-319e-4742-3678-eceffleel8ad

Failed

Please Review The Available Process Update

You will need to perform the Update Process and then once complete, re-run the Create Next Process step.
Process Update and User Roles

Only a Payroll Department Admin can perform the Process Update to implement the changes.

When a Payroll Department Admin is logged into vPA and an Update Process is available:

e Within the Group Edit form under the Process tab the Update tab is available:

2 Edit Group - Monthly - Changes - End of Month

Group Detals

Enabled
Process

riginally copied from has been updated. You can review the changes and confirm whether you
‘ocess using the button below.

Monthly - Changes - End of . |~ The template tha

Clients u

want to apply the

e  Groups menu indicates Update is available if there are Groups requiring an update.
When a Supervisor is logged into vPA and an Update Process is available:

e  Within the Group Edit form under the Process tab the Update tab is hidden.

e Groups menu indicates Update is available if Groups requiring an update.
When an Operator is logged into vPA and an Update Process is available:

e  Groups menu indicates Update is available if Groups requiring an update are assigned to a Team that
the operator is part of, or the Group does not have a Team assigned.

e  Within the Group Edit form under the Process tab the Update tab is hidden.
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Website

When a user tries to login to the vPA website when an update is being installed the following screen will be
displayed.

virtual Payroll Assistant
Update in progress

ayroll Assistant. You will be able to log back in once the

Once the update is complete, click on Take Me Home and login as normal.
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Server restart — Schedule Engine Shutdown

You can schedule when you need to shutdown vPA to perform maintenance on the server that vPA resides, such as
the server needing to be restarted or program updates to be installed etc. Using This will cleanly shutdown vPA and
ensure any process steps currently running are completed before vPA is shutdown, to ensure payrolls are left in the
correct state. If any process steps are running when you shut down using an alternative method, this can leave the
payroll data files in an incorrect state. An example is the automated step Calculations, shutting vPA down midway
through this process will leave incorrect data and likely corruptions.

Only users with the role Payroll Department Admin can set up the Schedule Engine Shutdown.

Whilst in the vPA website click on the burger icon top right-hand corner:

JIRIS = The PayrollPro Bureau O ratTemity +[ = |

Overview

© vPADashboard Automated Client Approvals

virtual Payroll Assistant

My Tasks For Today My Approvals For Today (Task) - Hy We

Groups

Select the Service Status icon

JIRIS = The PayrollPro Bureau O patTemity (=}

@ vPA Dashboard My Work Automated Overview Client Approvals (G-

virtual Payroll Assistant Service Status
My Tasks For Teday - My Approvals For Today (Task) My Work Calendar (Task) r

Groups

Seheduling Engine

Teams.

1 2 Running Stopped
Month View )
o data to displ: 5 s . ; : B
Proce Togress 19 5 8 n Schedule Engine Shutdown @
Step Prog! 7 517 5 5 ﬂ': 2n MNext Shut
snuta
7 17 65 8 6 1 4
% = E B = m =
7 17 5 8 1

Under Next Shutdown click into the box Shutdown Not Scheduled:

Mext Shutdown:

Sun Men Tue Wed Thu Fri  Sat
2 3 4 5 6 7 g
00 00
g 10 1 12 13 4 15 01 o1
02 oz
16 17 1@ 1@ 20 21 22
E} 03
23 24 25 26 27 28 29 04 o4
05 o5
ElUD |
06 06
Nor e

Select the date and time to schedule the shutdown:

Schedule Engine Shutdown @

Next Shutdown:

Mon, Jan 31, 2022 3:27 PM

Click Save.
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When the scheduled date and time is reached, vPA will shut down as soon as the current process step is complete,
so this may be after the server restart time scheduled depending on how long it takes to complete the step.
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Appendix A — Best practice process templates

Process Payroll — Director only

Step Description Manual/ Job Type Due By Start Start
Day Time
Automatic (x days
before, (x days
on or before
after pay
day) Due
By)
Check open run Automatic | Initialise Ensuring the data file is in the correct period and | NA NA NA NA
details Process tax year for the frequency
DPS Notifications Automatic | DPS Will check whether any notices are available -2 17.00 1 8.00
count check Check since the last successful download. If there are
notices available will move to the Download
notifications — DPS step, otherwise will move to
the Download AE opt out step
Download DPS Manual Manual -2 17.00 1 8.00
Notifications Task
Calculate Automatic | Calculate -2 17.00 1 8.00
Upload review Manual Manual -2 17.00 1 8.00
reports to Task
myePayWindow
Create Full Automatic | Create If it is determined it is the last period of the tax 0 17.00 | 2 8.00
Payment FPS year and the data file only has one frequency
Submission (checks employees and payroll runs for the
current tax year), then the Final Submission flag
isincluded in the FPS.
Submit Full Automatic = Send FPS 0 17.00 2 8.00
Payment
Submission
Create Report and | Automatic | Create Creates a PDF of the reports: PARUN6\PSRUN6 0 17.00 | 2 8.00
Add To Outbox Report PARUNT3\PSRUNT3
PAPEN1\PSPEN1
PARUNT5\PSRUNT5
Adds them to myePayWindow outbox assigned
to the Default contact set up in myePayWindow
Upload to Automatic | Empty Set to upload Payslips, Documents, Branches, 0 17.00 2 8.00
myePayWindow Outbox Cost Centres, Departments, Anonymise
Employee, Employee Changes and P45s. If there
are other items in the outbox other than those
selected to be uploaded, then they will not be
uploaded and will move to the step Empty
myePayWindow Outbox step otherwise will
move to the Close Period step.
Empty Manual Manual
myePayWindow Task
Outbox
Close Period Automatic | Close Run | Will also determine whether it is the last period +1 17.00 3 8.00
of the tax year based on frequency and pay day
selected in vPA for each client, if it is then will
automatically add a manual step for Close year.
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Step Description Manual/ Job Type Due By Due Start
Time Day
Automatic (x days
before, (x days
on or before
after pay
day) Due
By)
Open Period Automatic | Open Run | Where the clients process setting called Pay Day | +1 17.00 | 3 8.00
Setting is selected as Default or Specific Day, this
step will set the pay date for the period in the
payroll data file as the date set in vPA .
Create Next Automatic = Create +1 17.00 3 8.00
Process next
process
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Process Payroll — Monthly

Step Description Manual/ Job Type Additional Information Due By Start Start
. Day Time
Automatic (x days
before, on (x days
or after before
EVAE]
pay day) Due By)
Check open run Automatic Initialise Process | Ensuring the data file is in NA NA NA NA
details the correct period and tax
year for the frequency
Client info received Manual Manual Task -6 17.00 1 8.00
- Ready to process
DPS Notifications Automatic DPS Check Will check whether any -6 17.00 1 8.00
Count Check notices are available since
the last successful
download. If there are
notices available will move
to the Download DPS
Notifications step,
otherwise will move to the
Download AE opt out step
Download DPS Manual Manual Task -6 17.00 1 8.00
Notifications
Download AE opt Manual Manual Task -6 17.00 1 8.00
outs
Enter data Manual Manual Task -4 17.00 2 8.00
Calculate payroll Manual Manual Task -4 17.00 2 8.00
Internal approval Internal Internal -4 17.00 2 8.00
Approval Approval
Upload review Manual Manual Task -4 17.00 1 8.00
reports to
myePayWindow
Client approval Client Client Approval Uploaded to -3 17.00 2 8.00
Approval myePayWindow
Pay employees — Manual Manual Task -2 17.00 1 8.00
submit payment
files
Upload final reports | Manual Manual Task 0 17.00 3 8.00
to myePayWindow
Create Full Payment = Manual Manual Task 0 17.00 3 8.00
Submission
Submit Full Automatic Send FPS 0 17.00 3 8.00
Payment
Submission
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Step Description Manual/ Job Type Additional Information Due By Start Start
Day Time
Automatic (x days
before, on (x days
or after before
pay day) Due By)
Upload to Automatic Empty Outbox Set to upload Payslips, 0 17.00 3 8.00
myePayWindow Documents, Branches, Cost
Centres, Departments,
Anonymise Employee,
Employee Changes and
P45s. If there are other
items in the outbox other
than those selected to be
uploaded, then they will
not be uploaded and will
move to the step Empty
myePayWindow Outbox
step otherwise will move
to the Auto Enrolment —
Generate Notices and
Feeds step.
Empty Manual Manual Task 0 17.00 3 8.00
myePayWindow
Outbox
Auto Enrolment — Manual Manual Task +5 17.00 8 8.00
Generate Notices
and Feeds
Auto Enrolment — Manual Manual Task +5 17.00 8 8.00
Upload Feed
Close Period Manual Manual Task 45 17.00 5 8.00
Open Period Automatic Open Run Where the clients process +6 17.00 6 8.00
setting called Pay Day
Setting is selected as
Default or Specific Day, this
step will set the pay date
for the period in the payroll
data file as the date set in
VPA .
Create Next Process = Automatic Create next +6 17.00 6 8.00
process

158 e Appendix A — Best practice process templates

VvPA Guide - 2025 - EOY




Process Payroll — Weekly

Step Description Manual/ Job Type Additional Information Due By Start Start
Day Time
Automatic (x days
before, (x days
on or before
after pay
day) Due
By)
Check open run Automatic Initialise Ensuring the data file is in the correct NA NA NA NA
details Process period and tax year for the frequency
Client info Manual Manual -2 17.00 | 1 8.00
received - Ready Task
to process
DPS Notifications Automatic DPS Will check whether any notices are -2 17.00 1 8.00
Count Check Check available since the last successful

download. If there are notices available will
move to the Download DPS Notifications
step, otherwise will move to the Download
AE opt out step

Download DPS Manual Manual -2 17.00 | 1 8.00

Notifications Task

Download AE opt Manual Manual -2 17.00 1 8.00

outs Task

Enter data Manual Manual -2 17.00 | 1 8.00
Task

Calculate payroll Manual Manual -2 17.00 1 8.00
Task

Internal approval Internal Internal -2 17.00 | 1 8.00

Approval Approval

Upload review Manual Manual -2 17.00 1 8.00
reports to Task
myePayWindow

Client approval Client Client Uploaded to myePayWindow -2 17.00 | 1 8.00
Approval Approval

Pay employees — Manual Manual -2 17.00 O 8.00
submit payment Task

files

Upload final Manual Manual 0 17.00 | 2 8.00
reports to Task

myePayWindow

Create Full Manual Manual 0 17.00 2 8.00
Payment Task

Submission

Submit Full Automatic | Send FPS 0 17.00 | 2 8.00
Payment

Submission
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Step Description Manual/ Job Type Additional Information Due By Start Start

. Day Time
Automatic (x days

before, (x days
on or before
after pay

Due
day)
By)

Upload to Automatic Empty Set to upload Payslips, Documents, 0 17.00 @ 2 8.00
myePayWindow Outbox Branches, Cost Centres, Departments,
Anonymise Employee, Employee Changes
and P45s. If there are other items in the
outbox other than those selected to be
uploaded, then they will not be uploaded
and will move to the step Empty
myePayWindow Outbox step otherwise will
move to the Auto Enrolment — Generate
Notices and Feeds step.

Empty Manual Manual 0 17.00 | 2 8.00

myePayWindow Task

Outbox

Auto Enrolment — Manual Manual +1 17.00 3 8.00

Generate Notices Task

and Feeds

Auto Enrolment — Manual Manual +1 17.00 3 8.00

Upload Feed Task

Close Period Manual Manual +1 17.00 @3 8.00
Task

Open Period Automatic | Open Where the clients process setting called +1 17.00 | 3 8.00
Run Pay Day Setting is selected as Default or

Specific Day, this step will set the pay date
for the period in the payroll data file as the
date setin vPA .

Create Next Automatic Create +1 17.00 3 8.00
Process next
process
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Process Payroll — Four Weekly

Step Description Manual/ Job Type Additional Information Due By Start Start
. Day Time
Automatic (x days
before, on (x days
or after before
EVAE]
pay day) Due By)
Check open run Automatic Initialise Process | Ensuring the data file is in NA NA NA NA
details the correct period and tax
year for the frequency
Client info received Manual Manual Task -5 17.00 1 8.00
- Ready to process
DPS Notifications Automatic DPS Check Will check whether any -5 17.00 1 8.00
Count Check notices are available since
the last successful
download. If there are
notices available will move
to the Download DPS
Notifications step,
otherwise will move to the
Download AE opt out step
Download DPS Manual Manual Task -5 17.00 1 8.00
Notifications
Download AE opt Manual Manual Task -5 17.00 1 8.00
outs
Enter data Manual Manual Task -3 17.00 2 8.00
Calculate payroll Manual Manual Task -3 17.00 2 8.00
Internal approval Internal Internal -3 17.00 2 8.00
Approval Approval
Upload review Manual Manual Task -3 17.00 2 8.00
reports to
myePayWindow
Client approval Client Client Approval Uploaded to -3 17.00 2 8.00
Approval myePayWindow
Pay employees — Manual Manual Task -2 17.00 1 8.00
submit payment
files
Upload final reports | Manual Manual Task 0 17.00 3 8.00
to myePayWindow
Create Full Payment = Manual Manual Task 0 17.00 3 8.00
Submission
Submit Full Automatic Send FPS 0 17.00 3 8.00
Payment
Submission
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Step Description Manual/ Job Type Additional Information Due By Start Start
Day Time
Automatic (x days
before, on (x days
or after before
pay day) Due By)
Upload to Automatic Empty Outbox Set to upload Payslips, 0 17.00 3 8.00
myePayWindow Documents, Branches, Cost
Centres, Departments,
Anonymise Employee,
Employee Changes and
P45s. If there are other
items in the outbox other
than those selected to be
uploaded, then they will
not be uploaded and will
move to the step Empty
myePayWindow Outbox
step otherwise will move
to the Auto Enrolment —
Generate Notices and
Feeds step.
Empty Manual Manual Task 0 17.00 3 8.00
myePayWindow
Outbox
Auto Enrolment — Manual Manual Task +4 17.00 5 8.00
Generate Notices
and Feeds
Auto Enrolment — Manual Manual Task +4 17.00 5 8.00
Upload Feed
Close Period Manual Manual Task 45 17.00 5 8.00
Open Period Automatic Open Run Where the clients process +5 17.00 5 8.00
setting called Pay Day
Setting is selected as
Default or Specific Day, this
step will set the pay date
for the period in the payroll
data file as the date set in
VPA .
Create Next Process = Automatic Create next +5 17.00 5 8.00
process
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Appendix B — Unsupported Elements

Automated Step — Calculate

For the Calculate step we only support basic calculations for:

Gross to Net
Tax

National Insurance

Employees who are already calculated are excluded from these checks.

The following checks are performed to ensure it is not used for more than it is designed for:

Additional NI Periods

Attachment of Earnings

Auto enrolment

Backdate NIC

Benefit in Kind — Cars

Expat settings — EPM6 Override, Er NI Exempt, Tax Exempt %age
Foreign Tax Credits

Gross to net calculations - Employer pays employees NICs
Holiday Schemes

Negative Net Pay

Pay component types — Termination and Sporting, Flexible drawdown, Pension Death benefit, Serious ill
health, Pension Stand Alone Lump Sum and Pension Commencement Excess Lump Sum, Pension
(General) and Pension (Disability), Trivial Commutation

Pay components marked as - Benefits in Kind, Gross up, Reducing balance
Pay spines

Payment After Leaving/Death
Pensions — Banded, Non banded
Prior Period Adjustment

Round Net Pay

Split Net Pay

Standard Holiday pay

Statutory Absence

Student and Postgraduate Loans
Sub contractors

Tax advance
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For the Create FPS step we only support basic calculations for:

Gross to Net

Tax

National Insurance

Student and Postgraduate Loans
Attachment of Earnings orders
Non-Banded Pension Schemes
Banded Pension Schemes

Auto enrolment

The following checks are performed to ensure it is not used for more than it is designed for:

Additional NI Periods
Backdate NIC
Benefit in Kind — Cars

Employee Level settings - Aggregated Earnings, Employee Reference change, Foreign country, Irregular
Employment, Off Payroll Worker, Payment to a non individual

Excluded from FPS — Absent, Suspended, On Holiday, Omit from RTI, Sub Contractors
Expat settings — EPM6 Override, Er NI Exempt, Tax Exempt %age

Foreign Tax Credits

Gross to net calculations - Employer pays employees NICs

Holiday Schemes

Individual Calculation settings - Late Reason, On Strike, Payment Date, Unpaid Absence
Leavers from previous run

Leavers in current run

Negative Net Pay

Override

Pay component types — Termination and Sporting, Flexible drawdown, Pension Death benefit, Serious ill
health, Pension Stand Alone Lump Sum and Pension Commencement Excess Lump Sum, Pension
(General) and Pension (Disability), Trivial Commutation

Pay components marked as - Benefits in Kind, Gross up, Reducing balance
Pay spines

Payment After Leaving/Death

Prior Period Adjustment

Round Net Pay

Split Net Pay

Standard Holiday pay

Starters in the current run

Statutory Absence
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e Tax advance
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For the Close Run step we only support basic calculations for:

Gross to Net

Tax

National Insurance

Student and Postgraduate Loans
Attachment of Earnings orders
Non-Banded Pension Schemes
Banded Pension Schemes

Auto enrolment

Auto enrolment dashboard

The following checks are performed to ensure it is not used for more than it is designed for:

Additional NI Periods

Apprenticeship levy

Backdate NIC

Benefit in Kind — Cars

Calculation Status — Absent, Suspended and On Holiday
Cost splits - Enabled

Expat settings — EPM6 Override, Er NI Exempt, Tax exempt %age
Foreign Tax Credits

Gross to net calculations — Employer pays employees NICs
Holiday Schemes

Leavers in current run

Negative Net

Override

Pay Component — Groups

Pay Component types — Termination and Sporting, Flexible drawdown, Pension Death benefit, Serious ill
health, Pension Stand Alone Lump Sum and Pension Commencement Excess Lump Sum, Pension
(General) and Pension (Disability), Trivial Commutation

Pay Components — Foreign Currencies, Global Rates, Pay Grades, Pro Rata Starters and Leavers
Pay Components marked as - Benefit in Kind, Gross Up, Reducing Balance

Pay Spines

Payment after leaving/death

Prior Period Adjustment

Round net pay

Split net pay

Standard holiday pay

Starters in current run
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e  Statutory Absence
e  Sub contractors

e Tax Advance
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Appendix C — List of available reports

Report

Type

Description

PARUN7\PSRUN7

Payroll Run

Cross cast employee payroll run details for this period.
Grouped by Department within Branch.

PARUNG6\PSRUN6

Payroll Run

Cross cast employee payroll run details for this period.

PARUNT3\PSRUNT3

Payroll Run

Payroll run totals only for this period, one page.

PARUNT7\PSRUNT7

Payroll Run

Department within branch payroll totals for this period,
one page per department with branch, one page per
branch and an overall total. Grouped by Department
within Branch.

PAPEN1\PSPEN1

Payroll Run

Employee pension contributions this period broken down
by scheme. Grouped by Pension Scheme Name.

PAPEN1BD\PSPEN1BD

Payroll Run

Employee pension contributions this period broken down
by scheme. Grouped by Pension Scheme Name within
Department within Branch.

PACSTPRD\PSCSTPRD

Payroll Run

Basic payroll run details for this period. Grouped by Cost
Centre.

PACST4\PSCST4

Payroll Run

Cost centre totals for this period, one page per cost
centre and an overall total. Grouped by Cost Centre.

PAPEN1C\PSPEN1C

Payroll Run

Employee pension contributions this period broken down
by scheme. Grouped by Pension Scheme Name within
Cost Centre.

PARUNT9\PSRUNT9

Payroll Run

Cost centre employee pay component values for this
period and year to date. Excludes previous period leavers.
Grouped by Cost Centre within Pay Component ID.

PARUNT5\PSRUNT5

Payroll Run

Departmental employee payroll run pay component
values this period and year to date. Excludes previous
period leavers. Grouped by Department within Pay
Component ID.

PARUNT8\PSRUNT8

Payroll Run

Department within branch employee pay component
values for this period and year to date. Excludes previous
period leavers. Grouped by Department within Branch
within Pay Component ID.
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Useful numbers

HMRC online service helpdesk HMRC employer helpline

Tel: 0300 200 3600 Tel: 0300 200 3200
Fax: 0844 366 7828
Email: helpdesk@ir-efile.gov.uk

Tel: 0300 200 3211 (new business)

Contact Sales (including stationery sales)

For IRIS Payrolls For Earnie Payrolls For IRIS Payroll Professional
Tel: 0344 815 5656 Tel: 0344 815 5676 Tel: 0345 057 3708
Email: sales@iris.co.uk Email: earniesales@iris.co.uk Email: payrollsales@iris.co.uk

Contact Support

Your Product Phone E-mail

IRIS PAYE-Master 0344 815 5661 payroll@iris.co.uk

IRIS Payroll Business 0344 815 5661 ipsupport@iris.co.uk

IRIS Bureau Payroll 0344 815 5661 ipsupport@iris.co.uk

IRIS GP Payroll 0344 815 5681 gpsupport@iris.co.uk

IRIS GP Accounts 0344 815 5681 gpaccsupport@iris.co.uk
Earnie or Earnie IQ 0344 815 5671 earniesupport@iris.co.uk
IRIS Payroll Professional (formerly Star) | 01273 715300 payroll-support@iris.co.uk

IRIS is a trademark.
© IRIS Software Group Ltd 11/2019.

All rights reserved. RIS Look forward
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