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Introduction 

Welcome to the Payroll Professional Help File. Thank you for choosing Payroll Professional. 

Payroll Professional is a complete Payroll recording and calculation system for both commercial organisations and 
bureau's running client payrolls. 

Features of the system include net to gross calculations, payslip history and virtually limitless reporting capability 
via Crystal Reports. 

Additional features, which supplement the core activity, are: 

¶ Expatriate Facilities 

¶ Importing 

¶ Multi-user 

¶ Split Net Pay 

¶ Bonus Runs 

¶ Pay Spines 

¶ Group Reporting 

¶ SQL Server 

¶ P11D Module 

 

Learning the program! 

The Payroll Professional Help File 

Licencing 

Links to Other Software 

Data Integrity 

Update Notification 

Stationery 

HMRC PAYE Recognition 

Looking after your PC 

System Backups 

Support for Payroll Professional 

Data Structure Changes  

 

Installation Guide 

Auto Updater 

Central database T2DATA 

Current User 

Print Form 

Payroll Professional Maintenance Wizard 

Parameters 

Lookups 

Statutory Information 

AEO Types 
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Web Links 

Admin Passwords 

Data Passwords 

Privileges 

Setting Up A New Payroll 

Backing Up Payrolls 

Opening a Payroll 

Multi User 

Audit Trail 

Banks Details 

Administering your Payroll 

Employer Details 

Internet Filing Set Up 

Real Time Information 

HMRC Status Search 

Apprenticeship Levy 

Pension Policies 

Pension Reform ς Employer Duties 

Pension Reform ς Automatic Re-enrolment 

Transferring pension records to Payroll Professional 

Pay Spines 

Education Returns 

Analysis Groups - Departments, Cost Centres and Branches 

Pay Components 

Global Rates 

Foreign Currencies 

Pay Grades 

Pro Rata Starters and Leavers 

Holiday Schemes 

Cost Splits 

New Employees 

Employees 

CIS 

Expatriate 

Benefits In Kind ς Company Cars 

Split Net Pay 

Auto Enrolment Module 

Auto Enrolment Module - Feed Designer 
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Auto Enrolment Module - Editing Word Templates 

Auto Enrolment Module ς Emailing Notices 

Termination Payments and Sporting Testimonial Payments 

Batch Tax Code Entry 

HMRC Notifications 

HMRC Submissions 

Bonus Runs 

Absence Recording 

Payroll Run 

Bulk Status Change 

Importing 

Import File Converter 

Reporting 

Exporting Payslip and P60 Data from Payroll Professional to external HR software. 

Print Macros 

Quick Reports 

Group Reporting 

Payslips 

BACS Payments 

Employment Allowance 

PAYE Due 

Nominal Export 

Print Payroll List 

Export Payroll List 

Year End Close Guidelines 

End of Year Reports 

RTI - Full Payment Submission Year to Date (FPS YTD) 

Employee Verification Connector (EVC) 

P11D Module 

House Keeping 

Employee Finder 

Employer Finder 

Leavers ς Previous Tax Years 

Query Manager 

Pay Gap Extract 

Payroll Run Export (PRE) 

Auto Enrolment Export (AEX) 

Custom Reports 



Introduction  

Page 40 

Report Management 

Rescanning Reports 

Quick Calculator 

Zip Datafile 
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Learning the program! 

When you receive your Payroll Professional software you will be given a Quick Guide which will help you setup the 
basic information e.g. Employees, Banks, Passwords etc 

When you are using the program and require more information, click on the  button to access the Help File. 
You have the option to print the information from the screen if you need to follow our step-by-step instructions. 
Every time you install an update the help file will automatically be updated. 

Contact Payroll Professional support via http://www.iris.co.uk/iriscommunity 

 

The Payroll Professional Help File 

  

http://www.iris.co.uk/iriscommunity
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The Payroll Professional Help File 

The Help File describes the features and use of version 2026 of the Payroll Professional application. 

It will take you through the whole process of setting up and processing client payroll data files. You will be taken 
through the following steps: 

¶ Loading the software and logging on 

¶ Setting up new users 

¶ Setting up new clients 

¶ Inputting variable data 

¶ Processing the payroll 

¶ Paying the employees by BACS and other methods 

¶ Creating and submitting the Full Payment Submission 

¶ Printing Payslips 

¶ Other client reporting 

¶ Importing details from other sources 

¶ Year end procedures 

Who should use this Help File 

The Payroll Professional Help File is intended for: 

¶ Personnel responsible for the installation of Payroll Professional 

¶ Personnel (e.g. Systems Administrator) responsible for site-specific customisation of Payroll Professional 

¶ End Users of Payroll Professional 

 

Licencing 
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Licencing 

Payroll Professional licencing is controlled by the number of users and/or the number of payroll data files. 

Where more than one person needs to access the program then Payroll Professional needs to be installed to a 
network drive with workstation installations being done at any PC that needs to use the program. 

Network installation can be done even if you only have a single user licence. More than one PC can then be setup 
to use Payroll Professional, although only one person can be logged into the program at any one time. 

 

Links to Other Software 
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Links to Other Software 

Payroll Professional is part of a suite of programs including BMS, myePayWindow and vPA. 

When installing Payroll Professional, you can link to BMS. 

BMS is our Bureau Management System. This enables workflow monitoring of payroll processes, primarily to 
ensure all payrolls are completed in a timely manner. This can be linked to Payroll Professional using existing 
payroll data files. 

 

Data Integrity 
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Data Integrity 

Since the program was first written, Payroll Professional has had an inbuilt check operating as a data file is opened. 
If there are any errors in the data a warning is displayed. This is particularly relevant if a system crash has 
happened during period close, which can result in some records being updated, others not and the closedown 
incomplete. If the period closedown is then re-done, some employees will end up being updated twice. 

The warning has always advised the user to restore a backup before going any further. However, we have had 
several instances of users carrying on at this point regardless. 

If anything of this nature occurs, the user will get a warning message telling the user to restore the data file. 

All errors are recorded in the payroll database and can be viewed or printed from Admin tab then select View Error 
log. 

Update Notification 
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Update Notification 

After logging into the program, you will be shown if an update is available. This will appear in the bottom right 
corner of Payroll Professional. 

 

If you click on New Update AvailableΣ ȅƻǳ ǿƛƭƭ ǘƘŜƴ ōŜ ǘŀƪŜƴ ǘƻ tŀȅǊƻƭƭ tǊƻŦŜǎǎƛƻƴŀƭΩǎ ǿŜōǎƛǘŜ ǘƘǊƻǳƎƘ ȅƻǳǊ 
internet browser to download the update. This is the normal webpage where you enter your Email address and 
password (supplied by Payroll Professional Support), then review the changes and download in the normal way. 

 

Under the Help tab you can also select Check for Updates, to see if a new update is available. 

 

After clicking on Check for Updates, you will see either a screen showing whether a New Update Available or Up 
to Date. 

 

If a new update is available download using the Payroll Professional Updater. 

 

Stationery 
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Stationery 

The reports within Payroll Professional are designed for Laser printers. These include Security Laser Payslips, 
Pressure Seal Payslips, Non-Security Payslips, P60s and P45s. 

Security Laser Payslips ς This security laser stationery is lightly gummed around the edge and is specially designed 
for use with a laser printer without sticking. Once printed, the payslips can be made secure by simply folding them 
in half. If you have large payrolls and think this would be time consuming, there are two folding machines available. 
Payroll Professional also supply report layouts for P60's. 

Pressure Seal Payslips - This was the very first way of achieving a security laser payslip. The paper is pre-coated 
with a cohesive, this dry process which only sticks to itself with the use of a sealing machine. Payroll Professional 
can also supply report layouts for P60's. 

These sealers need not be exclusive to Payroll; they can also be used, for example, to send invoices and mail 
merges to your clients. 

Ordinary Payslips ς You can print our standard laser payslip which is a plain A4 sheet with a perforation across the 
middle and will therefore print two payslips to a page. Alternatively, there is a report to fit an A4 sheet, which can 
be folded to fit a DL window envelope. 

Some clients will use the Security stationery to send to their employees and the non-security version for their 
records. 

P60 Reports - Our report is designed to fit standard issued HMRC Laser stationery. 

We also provide HMRC approved laser substitute P60 and P60 Replacement reports which do not require any pre-
printed stationery. 

P45 Reports ς These reports are designed to fit standard HMRC laser stationery and are updated automatically for 
each tax year. 

We also provide HMRC approved laser substitute P45 report which does not require any pre-printed stationery. 

 

HMRC PAYE Recognition 
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HMRC PAYE Recognition 

Payroll Professional appears on the HMRC list of commercial software suppliers who have demonstrated the ability 
to file a valid RTI form ς FPS, EPS, NVR including retrieving the NI Numbers online. 

https://www.gov.uk/payroll-software 

 

Looking after your PC 
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Looking after your PC 

{ŎŀƴŘƛǎƪ ŀƴŘ 5ŜŦǊŀƎΧ 

During normal daily use the creation, movement, and deletion of files on the disk drives to which your computer is 
attached will cause fragmentation. Over time this fragmentation can build up and in extreme cases cause problems 
such as file loss and corruption. 

The installation process of any software is by its very nature a file transfer-intensive operation. As such, 
installations can prove to be more sensitive to the problem of fragmentation than normal activities. 

Periodical running of Disk Defragmenter can help guard against the problems caused by heavy fragmentation. Disk 
Defragmenter can be used to deal with the problem of file fragmentation itself by re-organising the files on a drive. 
When run, most defraggers will give an indication of the level of fragmentation on the selected disk drive. 
Generally, any drive where the level of fragmentation is over 10% can be considered in need of defragging. 

Disk Defragmenter is a standard component of Windows. 

They can normally be found in Programs\ Accessories\ System Tools from the Windows Taskbar. In the event they 
have not been installed they can be added using the Add Remove Program Files option in Control Panel. Similar 
third party products which provide a higher level of functionality are also available. 

Anti-Virus Software 

It has been noted that certain forms of anti-virus software can cause problems during the installation of new 
software. Known symptoms include extremely slow installation, an inability to run the install, and GPF errors while 
installing. 

These problems usually arise from the anti-virus software trying to: 

¶ Prevent the copying of EXE, DLL, COM, INF and other program files to your hard disk. 

¶ Watch for illegal operations, e.g. attempting to write to the boot sector of your hard disk. 

¶ Prevent the running of any file place on the hard disk until it has been scanned. 

Since an installation may incorporate one or more of these operations the anti-virus software can block the normal 
install operation. The level of problems anti-virus software cause will depend upon how the software has been 
configured. The greater the level of security it is set to provide the higher the chances are of problems arising. 

It is therefore advised that you disable your anti-virus software prior to performing an install. If you feel that this 
will leave you open to viruses, you can always perform a scan of the installation disks prior to use. 

 

System Backups 
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System Backups 

There are several system databases and other files/folders which should be backed up on a regular basis. 

If your payroll is a network installation then it is reasonable to assume that these are being backed up as a part of 
your daily network backup, we would recommend making sure this is the case. 

However, you may wish to consider making additional backups of the system databases using WinZip, or another 
backup medium, to a secure area. 

And if you have a standalone install it is important that you are backing these files up on a regular basis, not on the 
same computer, backup to the network or an external device such as a Zip drive. 

The databases, files and folders are: 

T2data.mdb 
Contains all your user information, bank details and client (linking) records as well as 
any Client Extra details you have created. 

SQL T2Database 
If you have a SQL T2Data, it contains the same information as T2Data.mdb and will be 
found on your SQL Server normally prefixed with T2D. 

P2admin.mdb Contains settings for your reports, macros, employer diaries and internet settings. 

SQL P2Admin 
If you have a SQL P2Admin, it contains the same information as P2Admin.mdb and 
will be found on your SQL Server normally prefixed with P2. 

Internet folder Contains all the internet submissions to the HMRC. 

Custom reports *.rpt 
These are reports either you have created or have been written specifically for your 
company, all standard reports are prefixed with PA, PX or PS. 

Payroll Data files 
*.mcp 

These are your clients live access data files, they should all be in your Standard Data 
Path. 

SQL Payroll Databases 
If you are licensed for SQL, then you will have SQL payroll databases. These are your 
clients live data files and will be found on your SQL Server normally prefixed with PSD. 

Backups 
These are all the backups that you have created and are used if you need to restore a 
data file for any reason. 

Mcpay.lic Your IPP license file. 

EBS.lic Your P11D Module license file. 

 

 

Support for Payroll Professional 
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Support for Payroll Professional 

IRIS Community 

Contact support via the website http://www.iris.co.uk/iriscommunity 

Contact support via telephone number 0344 815 5555 

Standard Support Hours are Monday to Thursday 9am to 5.30pm, Friday 9.30am to 5.00pm. 

We are closed on Bank Holidays. 

Please visit our website https://support.payroll-professional.co.uk/ for details of alternative hours for Christmas 
and during busy periods. 

Bureau Details 

 Under the Help tab select Bureau Details 
and input your company details. 

This information is used for some Pay Method reports 
that are to be faxed to the bank. 

.  

 

 

Data Structure Changes  
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Data Structure Changes 

Due to the increasing complexity of what must be stored in the data file the Year End Updates will delete old tax 
years, this may also include tables and fields that are no longer used. 

You will always have the statutory legal requirement of six years history plus the current tax year. 

!ǎ ŜŀŎƘ ŘŀǘŀŦƛƭŜ ƛǎ ƻǇŜƴŜŘ ǿƛǘƘ ŀƴ 9h¸ ¦ǇŘŀǘŜ ȅƻǳΩƭƭ ōŜ ǇǊƻƳǇǘŜŘ ǘƻ ǘŀƪŜ ŀ ōŀŎƪǳǇΣ ŀƴŘ ǘƘŜ ŘŜƭŜǘƛƻƴ ǿƛƭƭ ǘƘŜƴ ǘŀƪŜ 
place. The Audit trail deletion is the only information that will not be deleted through this process and should be 
controlled by the payroll manager. 

If you need to access this old data, we recommend that the backup that is created is copied or moved to a secure 
ŀǊŜŀ ŀƭƻƴƎ ǿƛǘƘ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ Ŧǳƭƭ 9h¸ LƴǎǘŀƭƭΦ ¸ƻǳ ǿƛƭƭ ǘƘŜƴ ōŜ ŀōƭŜ ǘƻ ƛƴǎǘŀƭƭ ǘƘŜ ƻƭŘ ǇǊƻƎǊŀƳ ƻƴ ŀ ǎǘŀƴŘŀƭƻƴŜ 
PC temporarily to access these files. 
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Installation Guide 

Integrating Payroll Professional into Your Organisation 

Which Installation is Right For Us?  

Prior to Installing 

Step 1 ς Setting Payroll Professional Locations 

Step 2 ς Installing Payroll Professional 

Step 3 - Updating Payroll Professional 

Licensing & Login  

Network & Server Installation ς Adding Additional Workstation  

Integrating Payroll Professional into Your Organisation 

Payroll Professional can easily be integrated into your organisation, by installing on either a standalone PC or a 
ƴŜǘǿƻǊƪ ŎƻƴǎƛǎǘƛƴƎ ƻŦ Ψ²ƻǊƪǎǘŀǘƛƻƴΩ ŀ Ψ{ŜǊǾŜǊΩ ǇƭŀǘŦƻǊƳΦ !ƭƭ ƛƴǎǘŀƭƭŀǘƛƻƴ ƳŜǘƘƻŘǎ ǿƛƭƭ ǇǊƻǾƛŘŜ ǘƘŜ ǎŀƳŜ tŀȅǊƻƭƭ 
tǊƻŦŜǎǎƛƻƴŀƭΣ ΨbŜǘǿƻǊƪŜŘΩ t/ǎ or on professional software package however, selecting the right installation method 
can affect how your organisation would like to optimise its productivity and workflow. 

 

Which Installation is Right For Us?  

Which Installation is Right For Us? 

Workstation Installation  

Network Installation (LAN) 

Server Installation (WAN) 

Workstation Installation 

 

LƴǎǘŀƭƭƛƴƎ ƻƴ ŀ ǎǘŀƴŘŀƭƻƴŜ t/ Ψ²ƻǊƪǎǘŀǘƛƻƴΩ ƛǎ ōŜǎǘ ǎǳƛǘŜŘ ǘƻ ǎƳŀƭƭŜǊ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ǿƛǘƘ ŘŜǎƛƎƴŀǘŜŘ ǇŀȅǊƻƭƭŜǊǎ 
responsible for start to finish processing. Files will be held on the individual users local PC, meaning client payroll 
files will not readily be available to be shared with colleagues. 

 

Network Installation (LAN) 
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Network Installation (LAN) 

 

LƴǎǘŀƭƭƛƴƎ ƻƴ ŀ ΨbŜǘǿƻǊƪŜŘΩ ŜƴǾƛǊƻƴƳŜƴǘ ƛǎ ōŜǎǘ ǎǳƛǘŜŘ ǘƻ ƳŜŘƛǳƳ ǎƛȊŜŘ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ŀƴŘ ǎƳŀƭƭŜǊ ōǳǊŜŀǳǎΣ ǿƛǘƘ ŀ 
payroll team who require shared access to client records. Files will be held on a networked location, meaning client 
files are readily available to be shared and processed by colleagues if required. 

 

Server Installation (WAN) 

Server Installation (WAN) 
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LƴǎǘŀƭƭƛƴƎ ƻƴ ŀ Ψ{ŜǊǾŜǊΩ ƛǎ ōŜǎǘ ǎǳƛǘŜŘ ǘƻ ƭŀǊƎŜǊ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ŀƴŘ Ƴƻǎǘ ōǳǊŜŀǳǎΣ ǿƛǘƘ ƭŀǊƎŜ ǇŀȅǊƻƭƭ ǘŜŀƳǎ ǘƘŀǘ ǊŜǉǳƛǊŜ 
shared access to client records. Files will be held on a shared Server location, meaning client files are readily 
available to be shared and processed by colleagues if required. This method is recommended for organisations that 
wish to use SQL databases. 

If you wish to discuss these installation methods in more detail to ensure your organisation is using the Payroll 
Professional package to its full potential, please do not hesitate to contact your Account Manager who will be 
happy to discuss your organisation and its requirements. 

 

Prior to Installing 

Prior to Installing 

Prior to installing Payroll Professional, please ensure yourself or the relevant party has read through the System 
Requirements and have received authorisation from your administrator. Full system requirement information can 
be found within this document, please refer to the contents page. It is also important to have a clear idea of your 
ŎƘƻǎŜƴ ƛƴǎǘŀƭƭŀǘƛƻƴ ƳŜǘƘƻŘ ŀǎ ǘƘŜ ƛƴǎǘŀƭƭŀǘƛƻƴ ǘȅǇŜ ƛǎ ŀŦŦŜŎǘŜŘ ōȅ ǘƘŜ ƭƻŎŀǘƛƻƴ ƻŦ ǿƘŜǊŜ ǘƘŜ ƛƴǎǘŀƭƭ ŦƛƭŜ ΨǎŜǘǳǇΦŜȄŜΩ 
should be run. Please use the follow as reference: 

¶ Workstation Installation ς [ŀǳƴŎƘ Ψ{ŜǘǳǇΦŜȄŜΩ ŀǎ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ƻƴ ǘƘŜ t/ 

¶ Network Installation - [ŀǳƴŎƘ Ψ{ŜǘǳǇΦŜȄŜΩ ŀǎ ƴŜǘǿƻǊƪ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ƻƴ ƭŜŀŘ t/ 

¶ Server Installation - [ŀǳƴŎƘ Ψ{ŜǘǳǇΦŜȄŜΩ ǎƛƎƴŜŘ ƛƴ ǘƻ ǘƘŜ ǎŜǊǾŜǊ ŀǎ ŀŘƳƛƴƛǎǘǊŀǘƻǊ 

 

Step 1 ς Setting Payroll Professional Locations 

Step 1 ς Setting Payroll Professional Locations 

STEP ONE  

  

To source the most recent version of Payroll Professional 
please go to https://support.payroll-professional.co.uk/ , 
sign in with your client credentials and navigate to 
Ψ5ƻǿƴƭƻŀŘΩ ŦǊƻƳ ǘƘŜ ǘƻǇ ƳŜƴǳΦ 

 
 

STEP TWO 

Please now extract the downloaded .zip file by right 
ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ŦƛƭŜ ŀƴŘ ǎŜƭŜŎǘƛƴƎ Ψ9ȄǘǊŀŎǘΩΦ 

hƴŎŜ ŜȄǘǊŀŎǘŜŘ ǇƭŜŀǎŜ ƴƻǿ Ǌǳƴ ǘƘŜ Ψ{ŜǘǳǇΦŜȄŜΩ ǘƻ ƭŀǳƴŎƘ 
the installer. 

 

  

 
  

https://support.payroll-professional.co.uk/
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STEP THREE 

The set-up procedure will now begin. 

When the installation of Payroll Professional ς Server is 
ready to start the Welcome Screen will appear. 

Click Next 

 

STEP FOUR 

This Screen allows you to select the type of installation 
required. 

Select New Installation. 

 

 

STEP FIVE 

You are now prompted to select the Client install folder 
to be created. 

This must not be the root of the drive. 

Network /Server install - use the Browse facility to locate 
the server path. Make sure all users have the same 
network area mapped using the same drive letter. 

Stand Alone install - we would recommend leaving the 
default path. 
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STEP SIX 

This screen prompts you to select the Application Files 
Path where shared files will be held (system databases 
and your payroll licence) 

Network /Server install ς select the path and folder on 
your Server. We would recommend this to be a folder 
called Shared Data off of the Destination Location path 
previously selected. 

Stand Alone install ς we would recommend leaving as the 
default path. 

  

STEP Seven 

This screen relates to the T2DATA database, it prompts 
you to choose whether you want to Install New database 
or Use existing database. 

If this is a new install, then select Install New database. 

If you are re-installing the program or want to link to 
another of our software products then select Use existing 
database. 

 

STEP EIGHT 

This screen prompts you to select the T2Data Path where 
the T2Data will be held. 

Network /Server install ς select the path and folder on 
your Server. We would recommend this to be a folder 
ŎŀƭƭŜŘ Ψ{ƘŀǊŜŘ 5ŀǘŀΩ ŦƻǳƴŘ ƛƴ ǘƘŜ ŘŜǎǘƛƴŀǘƛƻƴ ǇǊŜǾƛƻǳǎƭȅ 
selected. 

Stand Alone install ς we would recommend leaving as the 
default path. 
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STEP NINE 

This screen prompts you to select the Standard Data Path 
folder where the data files for your payroll(s) will be held. 

Network /Server install ς select the path and folder on 
your Server where all the payroll data files are to be 
stored. 

Stand Alone install ς select the path of where you wish 
the payroll data to be stored or choose a location. 

 

STEP TEN 

Select the workstation path. 

Default - will force the client (workstation) install to place 
all files in the default path C:\ Star\ Payroll\  folder on the 
Workstation PC. 

Custom ς will allow the person doing the client 
(workstation) install to change the location of these files. 

We would recommend leaving this as Force Default 
Location. 

 
 

STEP ELEVEN 

Check this screen very carefully. 

Section 1 confirms a New installation. 

Destination Directories 

Section 2 confirms the directory path of the Client Install 
Destination folder. 

Section 3 confirms the Application Files path for the 
Shared System Databases. 

Section 4 confirms the Standard Data path for the payroll 
data files. 

Section 5 confirms the forcing of the workstation install 
path. 
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STEP TWELVE  

This screen shows you a warning message about the 
install and once you OK the message you will see another 
screen showing the progress of the install. 

 

STEP THIRTEEN  

The Install Shield Wizard Completion screen is displayed. 

Click on the Finish button. 

 

 

Step 2 ς Installing Payroll Professional 

Step 2 ς Installing Payroll Professional 

STEP ONE 

Open Windows Explorer and select the drive where the 
Server install was installed to, then select the Client Install 
folder and double click on setup.exe 
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STEP TWO 

If you do not have Microsoft WSE already installed, then 
this will be the first screen you will see. Click on Install. 

Note: If you do not have Microsoft .NET Framework 4 
installed, then you will also be prompted to install it. This is 
normally included in automatic Windows updates. 

 
  
  

STEP THREE 

select Yes to the license agreement. 

 

STEP FOUR 

Payroll Professional install starting. 
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STEP FIVE 

The Welcome Screen signifies that the installation of Payroll 
Professional ς Workstation is ready to install. 

Click Next 

 

STEP SIX 

You will see this screen, if you selectedAllow Custom 
Locationfor theWorkstation Install Pathduring the Server 
Install. 

If you selectedForce Default Location,then go to STEP 
SEVEN. 

Choose theWorkstation Installpath by clicking on 
theBrowsebutton then selectNext. 

 

STEP SEVEN 

Check the paths. 

Click Next 

 

STEP EIGHT 

The Workstation files are now installing. 

You are still able to cancel the install at this point by clicking 
on the Cancel button. 
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STEP NINE 

The Workstation install is now complete; the Install Shield 
Wizard Complete screen is displayed. 

Click on the Finish button. 

 

 

Step 3 - Updating Payroll Professional 

Step 3 - Updating Payroll Professional 

Before launching Payroll Professional, you will need to update the software to the latest release. This can be 
performed automatically or as a manual process. Both process are details below within the steps 3A & 3B. 

 

3A - Automatic Update Routine 

3B - Manual Update Routine 

3A - Automatic Update Routine 

The Payroll Updater requires internet access to download the latest version of Payroll Professional to apply when 
ready within your organisation. There can be some instances where, depending on your current network 
permissions, the updater is not able to function as designed. In these instances, a copy of the Update is always 
available on request from the Support Site. 

Requirements for use: 

¶ A working installation of Payroll Professional 

¶ Lƴ tŀȅǊƻƭƭ tǊƻŦŜǎǎƛƻƴŀƭΣ ǇƭŜŀǎŜ Ǝƻ ǘƻ ΨIŜƭǇ Ҕ tŀǘƘǎ ŀƴŘ CƛƭŜǎΩ ŀƴŘ ƳŀƪŜ ŀ ƴƻǘŜ ƻŦ ǘƘŜǎŜ ƭƻŎŀǘƛƻƴǎ 

¶ ¢ƘŜ Ψ!ǳǘƻψ¦ǇŘŀǘŜǊΦȊƛǇΩΣ ŀǾŀƛƭŀōƭŜ ƻƴΥ https://support.payroll-professional.co.uk/ 

¶ Administrator rights might be required if unsure please query this with your IT department 

¶ Please ensure everyone has closed all payrolls and exited out the Payroll Professional application 

https://support.payroll-professional.co.uk/
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Please Note: 

¶ Do not attempt to run payroll on other computers whilst updating. This may interfere with the process, 
and the update may need to be re-applied / restarted 

¶ .9Chw9 ƛƴǎǘŀƭƭŀǘƛƻƴ ŜƴǎǳǊŜ ȅƻǳǊ ƭƻŎŀǘƛƻƴǎ ŘƛǎǇƭŀȅŜŘ ƛƴ ΨIŜƭǇ Ҕ tŀǘƘǎ ŀƴŘ CƛƭŜǎΩ ŀǊŜ ōŀŎƪŜŘ ǳǇΦ LŦ ǳǎƛƴƎ ŀ 
SQL server or if unsure, please query this with your IT department 

Steps 

1. 5ƻǿƴƭƻŀŘ ǘƘŜ Ψ!ǳǘƻψ¦ǇŘŀǘŜǊΦȊƛǇΩΣ ŦǊƻƳ https://support.payroll-professional.co.uk/ 
2. 9ȄǘǊŀŎǘ ǘƘŜ ŎƻƴǘŜƴǘǎ ƻŦ ǘƘŜ Ψ{ǘŀǊ!ǳǘƻ¦ǇŘŀǘŜΦȊƛǇΩ ŀƴŘ ǇŀǎǘŜ ƛƴǘƻ ǘƘŜ ǇǊƻƎǊŀƳ ŘƛǊŜŎǘƻǊȅΣ όȅƻǳ Ŏŀƴ ŦƛƴŘ ǘƘƛǎ 

location in the Help: Paths and Files) of each machine running Payroll Professional 

 
3. Run the PayrollUpdater.exe 
4. Click Ψ¦ǇŘŀǘŜΩ from the main menu 
5. Read the information on the download page ς if you do not see any information your internet access may 

be unavailable or you may be restricted (Please contact your system administrator/broadband provider) 
6. Once confirmed click Ψ5ƻǿƴƭƻŀŘΩ. Please wait for the update to download 
7. Once downloaded click ΨLƴǎǘŀƭƭΩ 
8. hƴŎŜ ƛƴǎǘŀƭƭŀǘƛƻƴ Ƙŀǎ ŎƻƳǇƭŜǘŜŘΣ ǘƘŜ Ψ{ǘŀǊ tŀȅǊƻƭƭ tǊƻŦŜǎǎƛƻƴŀƭ ¦ǇŘŀǘŜǊΩ ǿƛƭƭ ǘŜƭƭ ȅƻǳ ǿƘƛŎƘ ǇŀǘŎƘ ƛǎ 

installed 
9. If you have other users, they will also need to do steps 2, 6 and 7 

 

Updater Fig. 1 ς Sample Screen only 

 

Updater Fig. 2 ς Click on Update 

 

Updater Fig. 2 ςClick on Download 

https://support.payroll-professional.co.uk/
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Updater Fig. 3 ς Click on Install 

 

Updater Fig. 3 ς The Patch will install 

 

 

3B - Manual Update Routine 

3B - Manual Update Routine 

To source the most recent release of Payroll professional please go to https://support.payroll-professional.co.uk/ , 
ǎƛƎƴ ƛƴ ǿƛǘƘ ȅƻǳǊ ŎƭƛŜƴǘ ŎǊŜŘŜƴǘƛŀƭǎ ŀƴŘ ƴŀǾƛƎŀǘŜ ǘƻ Ψ5ƻǿƴƭƻŀŘΩ ŦǊƻƳ ǘƘŜ ǘƻǇ ƳŜƴǳΦ LŦ ȅƻǳ ƘŀǾŜ ŀ ǎǘŀƴŘŀƭƻƴŜ ƛƴǎǘŀƭƭΣ 
please save the patch on your desktop or on your shared Network if you have a Network or Server installation. 

Before proceeding: 

¶ Unzip the file to a location on your desktop or a location on your network 

The following files will be displayed: 

¶ ApplicationFilesPath.zip 

¶ ProgramDirectory.zip 

¶ AmendedReportsAccess.zip 

¶ AmendedReportsSQL.zip 

¶ Schemas.zip 

For each zip file follow the instructions below: 

ApplicationFilesPath.zip  

This needs to be installed once, make sure no one is in the program. 

https://support.payroll-professional.co.uk/
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¶ Unzip the files to the Application Files Path (using WinZip). This path is shown on Paths & Files print. 

¶ If you see a message saying the files already exist, do you want to overwrite them, select Yes 

ProgramDirectory.zip  

This needs to be done on each workstation. 

¶ Unzip the files to the Program Directory (using WinZip). 

¶ If you see a message saying the files already exist, do you want to overwrite them, select Yes 

 

Licensing & Login  

Licensing & Login 

The first time you login Payroll Professional you will be prompted to input your licence details. 

 

LICENCE 

Enter your Licencee Name and Serial number exactly as it is 
on your licence print out. 

 

 

LOGIN DETAILS 

As this is the first time going into the program and no users 
have been set up you are presented with a default user 
name and password to use 

 

LOGON 

Once you have entered the user name and password, select 
OK and you will be in the program 

 

Installation is now complete and the software has been updated and ready to use. 
  

Network & Server Installation ς Adding Additional Workstation  

Network & Server Installation ς Adding Additional Workstation 

¢ƻ ŀŘŘ ŀŘŘƛǘƛƻƴŀƭ ǿƻǊƪǎǘŀǘƛƻƴ ǘƻ ŀ bŜǘǿƻǊƪ ƻǊ {ŜǊǾŜǊ ƛƴǎǘŀƭƭŀǘƛƻƴ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ Ǌǳƴ ǘƘŜ Ψ/ƭƛŜƴǘ LƴǎǘŀƭƭΩ ƻƴ ŜŀŎƘ 
Workstation that you require Payroll Professional to be used. Make sure you are logged on as System administrator 
before repeating the process details with Step 2ς Installing Payroll Professional & Step 3 - Updating Payroll 
Professional. 
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Auto Updater 
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Auto Updater 

Installing & Using Payroll Professional Updater  

Requirements for use: 

Steps 

Installing & Using Payroll Professional Updater 

The following instructions describe installation and use of the Payroll Updater. The Payroll Updater requires 
internet access to download the latest version of Payroll Professional to apply when ready within your 
organisation. There can be some instances where, depending on your current network permissions, the updater is 
not able to function as designed. In these instances a copy of the Update is always available on request from the 
Support Site. 

 

Requirements for use: 

Requirements for use: 

¶ A working installation of Payroll Professional 

¶ Internet Access that allows access to https://support.payroll-professional.co.uk/ 

¶ In Payroll Professional, please go to Help\ Paths and Filesand make a note of these locations 

¶ The Auto_Updater.zip is available on: https://support.payroll-professional.co.uk/ 

¶ Administrator rights might be required if unsure please query this with your IT department 

¶ Please ensure everyone has closed all payrolls and exited out the Payroll Professional application 

Please Note: 

¶ Do not attempt to run payroll on other computers whilst updating. This may interfere with the process 
and the update may need to be re-applied / restarted 

¶ BEFORE installation ensure your locations displayed in Help\ Paths and Files are backed up. If using a SQL 
server or if unsure please query this with your IT department 

 

Steps 

Steps 

1. Download the Payroll Professional Auto Updater from https://support.payroll-professional.co.uk/ 
2. Extract the contents of the zip file into the program directory, (you can find this location in the Help: Paths 

and Files) of each machine running Star 

3.  
4. Run the PayrollUpdater.exe 
5. Click Updatefrom the main menu 
6. Read the information on the download page ς if you do not see any information your internet access may 

be unavailable or you may be restricted (Please contact your system administrator/broadband provider) 
7. Once confirmed click Download. Please wait for the update to download 
8. Once downloaded click Install 
9. Once installation has completed, the Payroll Professional Updater will tell you which patch is installed 
10. If you have other users they will also need to do steps 2, 6 and 7 

Updater Fig. 1 ς Sample Screen only 

https://support.payroll-professional.co.uk/
https://support.payroll-professional.co.uk/
https://support.payroll-professional.co.uk/
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Updater Fig. 2 ς Click on Update 

 

Updater Fig. 2 ςClick on Download 

 

Updater Fig. 3 ς Click on Install 

 

Updater Fig. 3 ς The Patch will install 
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Central database T2DATA 
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Central database T2DATA 

Payroll Professional requires each payroll data file to be linked to a central database. This database holds a client 
record for each payroll and a 'Payfile Address', which is the full path of the data file (e.g. C:\Program 
Files\Star\Payroll Professional Server\Shared Data\Data\mydata.mcp). 

The linking for a data file is done automatically as you create new data files and only linked data files can be 
opened. 

However, if you have transferred data from another setup it is possible that you may have unlinked files. As you 
open a data file with no link, you will be made to choose a client for linking. 

Files also need to be linked to be able to use the Group Reporting facility and to be able to see the files in the Open 
by Name screen. When using the Print Payrolls Utility, Employer Finder and the Employee Finder, you will only be 
able to search on linked files. 

 

Client Link 

Client Details 

Upsize Data file 

Deleting Payroll Files 

Data file Housekeeping 

Client Link 

If you have an unlinked file , open the data By File and you will be shown the following message:- 

 

Click on OK then you will see a Client Select screen. 
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If the client is in the list click on that line and then Select to link the file to the Client. Otherwise click on Add and 
complete the client details then OK to complete the link. 

If a file is incorrectly linked; open the data By File and under the Data tab select Client Link\ Client Link. The record 
that is highlighted is the one that the file is currently linked to. If the correct client appears in the list, click on that 
line and then Select to link the file to the client. Otherwise click on Add, complete the client details and click on OK 
to complete the link. 

 

Client Details 

 

Client Details 

You can check or edit the linked client details for a payroll file. Once the file is opened, under the Data tab select 
Client Link\ Client Details. This shows the information held in the T2data (central database) for this client. The 
details can be edited here. 

When you edit anything in Client Details, you will be given the opportunity to update Employer Details. Click on OK 
to update the corresponding record. 

 

Note: This function will not be available if you are linked to another software such as Star Practice Management. 

 

Upsize Data file 

Upsize Data file 

This option is available for Microsoft Access databases. Unless you are licensed for SQL each of your Payroll 
Professional data files is an Microsoft Access database. From time to time, it is necessary to upgrade the version of 
Access used. This will normally be done automatically when the program update is installed. However, it can be 
done by selecting Maintenance\ Upsize Data file under the Admin tab. This will close the file before converting it 
to the correct version of Access. 

 

Deleting Payroll Files 

Deleting Payroll Files 

Payroll deletion is something that should be approached with extreme caution. Remember, it is possible to 
Password the payroll deletion procedure and is something you might like to consider. 

If the payroll has the wrong client then this can be changed without having to delete the payroll and start again. 

If you have decided that payroll deletion is the correct procedure there are two things to consider: 

¶ Do you wish to delete the client from the Open\By Name list only? 

¶ Do you wish to delete the client from the Open\By Name list and the underlying payroll? 



Central Database T2Data 

Page 72 

Important Note: For SQL payroll data files you are able to delete the client from the Open\By Name list if the data 
file does not exist. You are not able to delete the actual SQL payroll data file through Payroll Professional, this must 
be done by the SQL Server administrator. 

 

Deleting the Files 

Deleting the Files 

If you decide that this payroll and client link are definitely to be deleted then under the  drop down 
menu select Open\ By Name or click on the appropriate icon. In the Datafile Select screen, highlight the entry and 
click on the Delete button. 

You will now be asked two questions. If you answer yes to the first you will delete the client from the Open\By 
Name list only and if you say yes to both questions you will delete the client from the Open\By Name list and the 
underlying data file ς permanently! 

So, having highlighted the line for deletion, the first question you are asked is: 

 

Clicking on the No button will put you back to the Select Payroll list and nothing has happened. 

Clicking on the Yes button and you have deleted the client from the Open\By Name list. 

If you said Yes to the first question you will now get the second question: 

 

If you click on the Yes button at this point will get you a Final Confirmation message: 

 

Are you really sure? Are you certain you want to delete this payroll entirely? 

If you click on the Yes button, your payroll file is gone 

and nothing will bring it back!! 

Think very carefully before completing this procedure. 

 

Data file Housekeeping 

Data file Housekeeping 

As your client base increases, you may need to tidy up client records, linking records and to remove old or 
unwanted data files. 
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You have one further procedure available to you regarding keeping your data files tidy. This is the housekeeping 

routine accessed from the  drop down menu then Open\ By Name screen. 

 

Click on the Maintenance button to see the current list of linked data files. 

.  

If there are any data files in the list that you wish to delete in its entirety, click on the Delete box on the left of the 
Client Name. 

Now, click on the Options tab to see the settings used to decide the files for deletion. 

 

There are two default options already ticked. 

Clear existing deleted links and Clear links to missing payrolls. 

These settings will physically delete all the defunct client entries in the T2data. 

You have the further option to Clear and delete existing payrolls if selected. 

This means any payroll with the Delete box ticked (on the links page) will also be deleted. 

When the Clear Links button is clicked, this option will delete: 
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¶ The complete payroll data file 

¶ The client entry created for the file which is used for the for the File\Open\By Name screen 

¶ The client linking record associated the above will not be deleted 

When the procedure is complete click on the Done button to leave this screen. 

WARNING - This is an irrevocable procedure. 

Please ensure that you have an archive backup of any data files marked for deletion 

Also a backup copy of your T2DATA 

 

Current User 
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Current User 

When Payroll Professional is used in a network set-up, the main program files and shared system files, such as 
T2Data and P2Admin which are held on the network server. This allows more than one user to access the program 
at the same time. 

 If you need to check which other users are logged on to Payroll Professional, just select Current Users from 
the Admin tab. 

 

The list displayed contains the names of all user currently logged on to Payroll Professional. 

 

Print Form 
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Print Form 

If you have a need to print any screen within Payroll Professional there is a facility to do so. Select Print Form from 

the drop down menu  or there will be a  button on the open window, this will print the currently 
open window and you will be prompted to select the printer. 

 

Payroll Professional Maintenance Wizard 
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Payroll Professional Maintenance Wizard 

The Payroll Professional Maintenance Wizard is a facility for removing old Report Macros, repairing and upsizing 
the shared files, converting Access databases to SQL. 

All users must exit Payroll Professional and any other program such as BMS using the shared T2Data database. 

Run the Payroll Professional Maintenance Wizard from the Star\ Payroll Professional menu entry under the 
Windows Start button or open Windows Explorer and select Star.Payroll.Maintenance.exe from the Program 
Directory shown under Help\ Paths and Files. 

 

 

General Maintenance 

Central Database SQL Server Migration 

Payroll Professional MCP Database SQL Server Migration 

General Maintenance 

When you select General Maintenance you will then see 
the Welcome screen. 

Click Next. 
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Select from the following: 

Clear Down ς Old Report Macros 

Select this option if you want to delete a macro. 

Compact and Repair ς Admin Database 

Allows maintenance on an access P2Admin which holds 
system details such as report settings (similar to Repair 
and Compact on payroll data files). 

Compact and Repair ς Client Database 

Run maintenance on an access T2Data which holds 
client, bank and staff records. 

Upsize 

Only use when instructed by support staff, only available 
for access databases. 

Click Next.  

If you selected Old Report Macros, you now see a list of 
all macros. 

Tick the box for any macro you want to delete. 

Click Next. 
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Check the selections displayed on this screen are correct 
for the macro deletions and procedures you wish to be 
carried out. 

Click Next or Back if you need to make a change. 

 

Depending on the amount of work to be done, this next 
screen may be visible for a while or just a few seconds. 
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You now see the Completion screen. 

Click on Finish to close the Wizard. 

 

 

Central Database SQL Server Migration 

Central Database SQL Server Migration 

 

 

.T2S File Maintenance 

T2 Data Migration\P2 Admin Data Migration 

.T2S File Maintenance 

This option allows you to create and modify the identity file. 

The identity file is used to indicate where the SQL T2Data and SQL P2Admin databases are located. 

When you click on this option you will see the following screen. 
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Click on the Add button to create a new identity file. You will see the following screen. 

 

Complete the following fields: 

¶ Identity File Location ς this should automatically be completed. 

¶ Identity File Name ς this is the name for the identity file 

¶ SQL Server Name 

¶ SQL Login Name 

¶ SQL Login Password 

¶ SQL Server Port Number ς only needs to be completed if required 

¶ T2Data SQL Database ς enter the name of the SQL T2Data, click on the Check button to check the 
connection to the SQL Server and Database. 

¶ P2Admin SQL Database ς enter the name of the SQL P2Admin, click on the Check button to check the 
connection to the SQL Server and Database. If you are using an access P2Admin then leave this field blank. 

 

Select OK and the identity file will be created in the Identity File Location with the file name entered under Identity 
File Name and a .T2S extension. 

If this is a new identity file, you will need to ensure that the file PPServer.ini is updated. The PPServer.ini is located 
under the Application Files Path, this path is shown under the Help tab then Paths & Files. Open the PPServer.ini in 
notepad and change the T2DataPath so that it points to the new identity file e.g. 

T2DataPath=F:\Program Files\Star\Payroll\T2Data.T2S 

 

T2 Data Migration\P2 Admin Data Migration 

T2 Data Migration\ P2 Admin Data Migration 

These options are to convert the access databases to SQL. 
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They are similar process, only difference is whether it is the T2Data or P2Admin. 

The following is an example of the T2Data process: 

The first screen you will see is the Welcome screen. 

Click Next. 

 

Complete the following information: 

¶ Server ς enter your SQL server name 

¶ Login Name ς for SQL Server 

¶ Login Password ς for SQL Server 

¶ New SQL Server Database ς we would 
recommend T2Data, if you require another 
name it must be prefixed with T2. 

¶ Migration Source Database ς select the access 
T2Data.mdb, this should be the Client Link 
Database shown on the Paths & Files under the 
Help tab in Payroll Professional. 

¶ Source Database Password ς if your 
T2Data.mdb has an access password, enter it 
here. 

¶ Version Override ς tick this box 

Select Next. 
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You will then be shown a summary. 

Select Next. 

 

You will then see the progress screen. 

Once complete click Next. 
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The T2Data conversion has completed. 

Now select Finish. 

 

 

Payroll Professional MCP Database SQL Server Migration 

Payroll Professional MCP Database SQL Server Migration 

 

 

Database Migration 

Database Migration 

Single payroll: 
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The first screen you will see is the Welcome screen. 

Select Next. 

 

Choose Migrate one existing Access database to SQL 
Server. 

(Multiple Access Databases is detailed later in this 
document.) 

Select Next. 
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Complete the following details: 

Source Database Settings: 

¶ Migration source database ς this is the payroll 
data file that you want to migrate. 

¶ Source Database Password ς if the payroll data 
file has a password enter it here. 

Archive Details: 

¶ Archive Database ς tick the box if you want the 
archive the access database. 

¶ Archive Location ς select where you want the 
archive of the database to be saved. 

Star Link Database Settings: 

¶ Update Client Link Client List ς tick the box if 
you want the Open\ By Name details updated. 

¶ Client Link Database ς select this file as per the 
Paths & Files under the Help tab in Payroll 
Professional. 

¶ Database Password ς if the Client Link database 
has a password, enter it here. 

Select Next. 

 

Complete the details: 

¶ Server ς enter the SQL Server Name 

¶ Use Integrated Security 

¶ Login Name ς for SQL Server 

¶ Login Password ς for SQL Server 

Select Next. 
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The New SQL Server database name is created using a 
prefix PSD plus the access database name. You can 
change the name, but the file must be prefixed with PSD. 

Select Next. 

 

You will then see the progress screen. 

When complete, select Next. 
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The data base conversion is complete. 

Click on Finish. 

 

Multiple payrolls: 

Choose Migrate multiple existing Access databases to SQL 
Server. 

Select Next. 
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Complete the details: 

¶ Archive Location ς select where you want the archive 
of the databases to be saved. 

¶ Client Link Database ς select this file as per the Paths 
& Files under the Help tab in Payroll Professional. 

¶ Database Password ς if the Client Link Database has a 
password, enter it here. 

Select Next. 

 

Complete the details: 

¶ Server ς enter the SQL Server Name 

¶ Use Integrated Security 

¶ Login Name ς for SQL Server 

¶ Login Password ς for SQL Server 

Select Next. 
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Select the payroll databases that you want to migrate, by 
ticking the Migrate box. 

You can click on any of the column headers to change the 
order that the payroll databases appear in. 

Once you have selected your payroll databases, click on Next. 

 

You will then see the progress screen. 
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Once the database migration has completed, you will see a list 
of the payroll databases and a green tick under the Status 
column for those that were successfully migrated. 

Select Next. 

 

Now click on Finish. 

 

 

Parameters 
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Parameters 

Payroll Professional automatically supplies sets of tables relating to Income Tax, National Insurance, AEOs, 
Pensions, Student Loans and Benefits in Kind that are needed for computations. This information is not deleted at 
the year-end and can be seen at any time. 

You are able to run previous years to meet the statutory requirement of 6 years plus current tax year. 

 

The information held is updated automatically by IPP as part of the regular update procedure. These are read only 
and can be viewed via the Tables tab then select the relevant table. 

For Tax, National Insurance, Pension Rates, Student Loan and Benefits in Kind highlight the Date on the left hand 
side of the screen to view the details for that date, which will be displayed on the right hand side of the screen. 

Examples are illustrated below. 
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For AEOs, highlight the type of AEO on the left hand side of the screen and on the right expand the table details by 
clicking on the plus sign. 

 

 

Lookups 








































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































