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Introduction

Thisguidd aadzySa GKIG GKS F2tft26Ay3 FNB |t NSFR2 Ay LX I OS
1 Payroll Profession&026 EOYUpdateor lateris installed
1 All payroll data files opened in IPP BEBOY or later

1 Payroll Profession#s correctlyset up and usinf!SSQL(Express, Standard or Enterprise) for the
shareddatabasesT2DATA and P2ADMIN

1 Virtual Payroll AssistantlPA installed on a separatdiscreteserverand is configured to use the
same MS SQL shared databasesl a separate MS SQL database for. vPA

1 vPA configured witlbne mapped drive to be able to see the file path where Documantsaved
so they can be uploaded to myePayWindow using the automated step Empty outbox.

1 Bureau userintending to use vPAustalreadybe registeredand have activated user accourus
myePayWindowwith Privileges selecte@nableusersto have access to vRAa myePayWindow

What is vrtual Payroll Assistant (VPA)

Virtual Payroll Assistant (VPA) is a Payroll processing automation module designed for Payroll service providers
andother organisations who process the pay for multiple employers or clients. vPA offers the potential, once

set-up, toallow payroll tasksnormally executed from within the payroll desktop softwat@ pe run
automaticallysequentially} y R Fdzf f @ Wdzyl 6§44 SYRSRQS addwithdut tdexdéskiabdzi | y @
software

VPA relies upon the use of pdefined payroll processing templates. A vPA processing template contains
LINPOS&aaAy3d WailSLAQD ! eitheNP QSiE2AYAIYTIES Racti S2L0IJ 24NV |y dal{f QOB y! daliS2
will execute payroll functionality unattended whilst mantegks need to be processed by a Payroll processor

via the Payroll Professional desktop software applicatiobamed on otheevents that need tdvappen and be

marked asomplete beforeollowingsteps can continue.

In this release of vPthere aremanualand automatedstepsincludedin the processing templates. Automated
stepsare limited and will be increaseaerthe course ofater releases.

Using VPA to manage and track progress of payroll procetsskgacross multiplemployer payrolls and
payroll processors will provide significant benefits (even Vuitlited automation capability) by providing
instant visibility into the status of work and control of deadliires typical payroll processing bureau

LY Y2NXB RSUOFAT XOD

Manualtasks can be assigned to specific staff members who are then ablgridfthe task wherthe work
has beercompleted. A collection dftepsis defined as rocessWhen a Manualask is completed/PA will
move on to the nexstep in theProcessequence angroceeduntil all stepshave beerdonewhenthe
Process ithen consideredomplete. The cycle then continues with the next iteratiorhaf Process being
createdwhenthe automated step calle@reate next procesis performed

SeparateProcesses (and the tas&sntainedwithin) are made for eacllient Multiple clients requiingthe
same Processes acellectedto form aGroup. The firstProcesss created for each Client in a Grobpsed on
0KS DNPRdzZLIQa t SN 2 wherbtizSche8ulds ¢chahged  Réadyg S+ NJ

What software is involved?

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

1 vPA website This is where you setp, manage and track the progregayrollprocessing
1 VvPA enging This is a server engine that processes payroll tasks on your network

ThevPAwebsiteprovides
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1 The ability to createlient processingsroups with process templates and steps and to tune these
to the way you work

1 ADashboardvith four viewsg My Work, Automated, Overview and Client Approvals

0 My Workc consists of theManual and Internal Approval tasks for thser logged
into the vPA website

o0 Automatedc is the progress of the automateteps
o Overviewg providing details of all usefdanual and Internal Approvésks

o Client Approvalg show status of client approvals that are waiting for the client to
reject or approvevia myePayWindow

f  The ability b view the payroll anéachdza SpxdieSsingrogressand most importantly taleal
with anyfailures and overdue manual tasks

The ability toassign, reassign and &ssigh manual taskecross your payroll team
The dility to rerunsteps

The #ility to sign off manual tasks

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

= =4 4 -4 -4 -a -3

The ability to cancel a process for a client
1 The ability to starstep(s) early

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

1 See manuahnd internal approvaasks allocated to you via the vRarossall clientsand listed in
most immediately due order

1 When you open apecificdata fileonly seeyourtasks for the clienfile that you have opead.

1 Be ableo sign off manual taskas complete and for these to update automatically to the vPA
website so that progress can be monitored centrally

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

What automated steps are available?
The following automated steps are available:
Mandatory:

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

1 OpenRung must be after closeun. 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 vRA

1 Create Next Processmust be the last step in a process, it creates the next periods process.
All types of payrolls:

1 DPS Checkchecks 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 stepso 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.

VvPA Guide What is virtual Payroll Assistant (VPA)? 17



Backup payrolg use this step to backup the data file during processing, the file name is like the
normalcloserun naming conventionMust have the Backup setup completed in Payroll
Professional with Automatic selected, Compressed can be ticked-ticked and the back up path
completed.Will use the Secure backup if set up.

Client Approvak 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 onéiple

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 exceedsealdue date andime, and the client has not approved or rejected the
payroll.Checks for a response once every hour.

Send FP& submits and checks the FPS that has previously been created either manually via IPP or
using the automated step Create FP®ase 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, createsindividualPDBE of the selected report@and addgshemto the
myePayWindow outbox using the Default Contact set up in myePayWiidwreport name(s)
can be overriddenSeeAppendix C for a list of available reports.

Empty Outboxq allows you to choosthe followingoutboxitemsto be uploaded to
myePayWindow using publish dates (if applicable) defined under the group

1 Payslips
Documents
Branchchanges

Cost centrechanges

l

)l

)l

1 Departmentchanges
1 P45s

1 CIS statements

1 Anonymise employee
1 Employee changes

Depending on whicbutboxitem(s)are selected, ltis stepperforms acheckfirst to see if there is
anything other tharthe selectedoutboxitem(s)in the outbox if this is not the case the outbox
items will be uploaded to myePayWind@md like the DPS Count Check step it allows a following
manual step to be skipped.

Specific types of payrolls:

f

Calculatec 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 DirectorsThis step checks for unsupported elemergse Appendix Byndexcludes
calculated employees

Create FPSonly designed to be used for Director payrolls where they have gross to net payments
that only require taxnational insurancestudent loans and postgraduate loamétachment of

earnings ordernon-banded pension schemgbanded pension schemealculatedand auto

enrolment Is suitable for Cumulative and N@umulative Directors. Themployeedirst FPS must
have previously been submitted before using this stéfi.is determined it is the last period of the

tax year and the data file onhas one frequency (checks employees and payroll runs for the
current tax year), then the Final Submission flag is included in theTRRStep checks for
unsupported elementssee Appendix.B

CloseRung must be beforeopenrun. A back up will be performed during this procdgsist have
the Backup setup completed in Payroll Professional with Automatic selected, Compressed can be

VPA Guide
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ticked or unticked and thebackuppath completed Will use the Secure backup if set Ophis 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 Closeyear. This step isdesigned to be used faimpleDirector payrollonly with gross to net
payment whereonly tax national insurancestudent loanand postgraduate loansittachment of
earnings nonbanded pension schemes, banded pension schemes, auto enrolragatbeen
calculated and auto enrolment dashboard has been completsdsuitable for Cumulative and
Non-Cumulative DirectorsThis step checks for unsupported elements, Appendix B.

What approval steps are available?
There are two approval steps calledernal and Client
The Internal approval step is assigned to a specific staff member to approve or reject.

Whereas a Client approval stepaissigned to Employer contact(s) amgloaded to myePayWindow for the
Employer to approve or reject.
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Terminology

!

f
f
f
f
f

vPAC virtual Payroll Assistant

Groupsg contairers formultiple clients who have very similar day to day tasks deatllines.
Procesg; a collection opayroll processing steps/tasks based on ageéned Proces$emplate.
Step¢ anindividual automatedr manualprocessing stepask

Scheduleg this is theProcess start/end date and frequenayformation.

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

Rerung alreadycompletedSteps withira client processan be rerun, e.g. recalculate with new
overtime hours

Widgets¢ theserefer to the charts displayed on the viRashboard.

Pauseg stop any further processing for a client procéssn the step thathas notstarted. Can be un
paused when ready to continue processing.

Cancek 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 procesitigautomatically

generate the next process for the client based on the Group period details when the period number is
next updated.

Internal approvalg for a payroll processer to approwe reject via IPP or vRPA
Clientapprovalg for Employerto approveor rejectvia mydaywindow.

Planned processegthese 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 thedeit and select Update.

This informatiorenables vPA to provide projection of work for the next six months.

Created processegthese 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.

VvPA Guide Terminology 9 10



VvPA 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:

1 Payroll DepartmentAdmin ¢ this is for the main vPA admin for the Bureau
1 VvPA Supervisog this is a Payroll Manager or Team Leader.role

1 VvPA Operator this is a Payroll operative rale

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

Payroll Department VPA 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 tasks) Yes Yes Yes (only if assigned to
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 (Client| Yes Yes No
Approval)
Edit Step Yes Yes No (unless a rejected

internal approval)

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

single and multiaction)
Team page Yes Yes No

Add Team Yes No No

VPA Guide vPA Roles f 11



Action Payroll Department VPA Supervisor vPA Operator

Admin
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 ti
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 pagt Yes Yes a) Planned Processes
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 vPA | Yes No No
Updates

Schedule a vPA Engine| Yes No No
Shutdown

RestartvPAservices Yes Yes Yes
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Action Payroll Department VPA Supervisor vPA Operator

Admin
Admin Settings Yes No No
User Settings Yes Yes Yes

VPA Guide vPA Roles | 13



vPA website

Login to vVPA website

OpenPayroll Professionaand selecHometab:

Do @® 8@ X-I® &5 Payroll Professiona —~ O %
Home Admin Tables Data Run Utilities Reporting Help ® |
G pale  pude = o o - E? D) A @

B R o L B B Qg
New Open Close = Tax National | Banks | Pensions Pay Employer Employees Pay Run Report BMS WA Task Exit
Insurance Components Run s Management List
Payroll File Tables Banks Data Run Reporting BMS virtual Payroll Assistant Exit

In the sectiorvirtual Payroll Assistantlick onvPAto open the vPA websitghen login using the same
credentials you use fanyePayWindow.

JIRIS = The PayrolIPro Bureau

Helping Hans | PSCHelpingHands | Pay emplayees - submitpaymment fles | 1700 =
R— TR

© 2022 IRIS Fayrall Professional

Dashboard page
After entering your credentials, you will arrive on tiiefaultvPADashboard pagealledMy Work.
There are three other pages under thEA Dashboard

1 Automated

1 Overview

1 Client Approvals
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JIRIS = The PayrollPro Bureau O PatTemity ~ =

Heiping Hards | PSDHelpingHares | Pay empiyees - ubrit peymet fes | 1700 = | - ]

18-Aixg-2022 {4 of 4)

244052002 (ot 3)

25.hug-2022 (b of 4)

264052022 (6 o1 )

This tab contains four charts:

1

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

My Tasks For Todathis is adonut chartwhichshows overall progredsr all the manual tasks
assigned to you today, it also includes manual taghkishare due tomorrowthat you have
completed today.

My Approvals For Todaythis 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 uncompletednanualtasks 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 breakdow of the work due by each day.

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

Automated

Nuggets Nursery HUGGETSHURSERY.MCP) - DPS Notifications count check. Harry The Gardener (HARRYTHEGARDENERLMCP) - Create Report and Add To Oulbax
Due: 25-1u-2022 1700 | Date Falled: 18-Aug-2022 1615 Due: 30-Aug-2022 1700 | Date Falled: 19-Aug-2022 10:07
Exror: DPS: Unabie To Check One Or Mare Noification Types Ervor: The Client Has Mot feen Regitered On MysfsWindow

Thetop 4 charts by default, show the progress of automatstépsT 2 NJ W (iegifclude @iy ovérélue steps

Tochange the datdime-range for these chartslick the clock icon in the rigiitand corner and choose the
required datetime range from the drogown list:

VPA Guide
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Last 24 hours
Last 48 hours
| Last 7 days B
Current month
Next 24 hours

Next 48 hours

Next 7 days

Alltop four charts show the step level results, for automateeps

TheAction Requiredwidget 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
© Pat Temity 'E]
Filters

Team:

User

Exclude Users With No Work: @

Group By:

Q Tasks Client

This tab contains four charts:

1 ¢2RI&Qa 2 2 N4&thischalt is anfovemwigw 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 indivigitall pa
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.

f ¢2RI &QdatheR2NIdzi OKF NI LINRPBARSE | &dzYYFENRB 2F (G(KS ¢z
is restricted to those tasks that were due todhys also includes overdue manual tasks shown in
red.

1 Weekly Work Breakdowrg this chart shows the number of manual tasks for each payroll
LINEP OS&a&d42NJ ANRdzLISR o6& (GKS (laiQa RdzS RIé&d ¢KAa ad
Created Steps or Planned Steps, giving you the ability to see future workload (based orekhe we
commencing selector)Vhen Created Steps is selectér tsummary excludes manual tasks that
have been completedyou cardrill-throughto see a step breakdowly clicking on the number
value for a user/dayYou can use this chart tirill through and reallocate work as required to
balance work more evenly across the team or to support planned or unplanned staff absence.

1 Work Calendag 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 proce¥sescan use these charts to
ensure you have enough staff to cover the workload. You can drill through to see a breakdown of
the work due by each day.
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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:

9 Pat Ternity 'E]

Filters

User

Exclude Users With No Work: @

Group By:
Q Tasks Client

1 Teamc use this option tashow in the charts specifteam(s) counts
1 Userq use this option to select specific users to show in the charts

1 Exclude Users with No Workby default this is ticked. hitick 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

1 GroupBy - Tasksor 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 welect a different lefimenu item other tharthe vPA
Dashboard they will revert to the default settings.

Client Approvals

Due Prioe T Today (3 of 3] View A

Due in The Next 7 Days {10 of 10]

locahostBOB2 jspa/Dashboards o

This tab contains four charts:
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1 Approval Calendar shows uncompletelient Approvals by due dayou 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 $&léent Approvalper day. You can drill through to see a
breakdown of theClient Approvalglue by each day.

1 Rejected Approvalg this shows details of Client Approvals that have been rejected, for you to deal
with andre-run, as necessary.

1 ¢2RI &Qa .-shbws ashuAcompleted@lient Approvalsthese are groupeds follows:
o Dueprior to today.

o Todaywhich is split by the howluring working hours, prior to the start of the
working day and after the end of the working day

o Due in the next 7 days

f ¢2RI &Qa theklont chartiprovides a summary of tiséatus ofClient approvalsvhich is
restricted to the client approvalshat were due todayhis also includes overdue client approvals
shown in red rejected approvals in pale red, accepted approvals in green.

Left-Menu items
(3} 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

1 Groupsg this is where you create and maintarR AGroupsof clients with similar processing
requirements. From the Groups page you can assign clients to groups, define group processing
parameters, assign various pdefined process templates (plus steps), edit/add manual process
steps, (start and due date), amdake any initial assignment of manual tasks to payroll processors at
Group,Client,or Process/step level.

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

1 Clientsg displays a list of clients thare assigned to a Group in VPA, these are payrolls that have
been set ugn your Payroll Professionanvironment.

1 Month View ¢ displaysa calendar with the number of uncompleted tasks per calendar day, for all
payroll processors.
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f  Process Progressallowsyoutoseéd KS LINPIANK&aa 27F. [ttt OftASydiaqQ LINROS

1 Step Progresg shows the progress of individual steps which includes automatic and manual tasks for
all groupsprocessesand clients

1 Planned Processasdisplays the future schedule for all clients in a group and process, where the
process has a schedule st Active, Ready or Designd includes the status of the scheduildis is a
projection of work for the next six months.

1 Planned Stepsg 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.

1 Logsqthisis a vPA administration page that provides details of the VPA engine activity. The
AYF2NNXYEGA2Yy aK2gy Aada RSLISYRSyld 2yThemdsireeentda &St SOGS
activity is shown first.

1 Admin Settingsg this includes Bureau settings to customise the Calendar Colours shown based on the
number of tasksAnd Log settings tdetermine the audit details recorded by t®A engingwe
recommendall 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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Configuing vPA

To setup VPA for live operation th®llowingneed to be completed

I‘I‘I‘I‘I‘I

How to set up a Group based on pay day
This exampléelowis for a Weekly frequency.
Setting up a new group
VPAhasd-stepWy S6 3ANRAzZLIQ 6AT I NR (G2 &A0GNBIYEAYS ySg6 3INRdAzLI ONJ
1. Group name and Pay parameter settings
2. Add/edit Client members
3. Add/edit process templates
4. Group setup summary/confirmation

To set up a new groypelectGroupsin the leftmenu to display a list ofrgups that have previously been
created:
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The PayrollPro Bureau

Groups (Advanced Filters Applied)

Period Humber T Year

Ausigned Team

Group setup wizardg step 1

dick on m to open the new group wizard:

New Group Wizard - Details (1/4)

the group is set to be based on Pay Day then it is required to also be based on Frequency.
Name:

Based on Frequency: Li]

Frequency:

Period Number:

Tax Year:

Based on Pay Day: Li]

Pay Date: Select Pay Date

Region:

Do not adjust for bank O e
holidays:

Do not 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

Enter a name/description for the Group itamefield, e.g.Weekly¢ Pay Day Friday

Now mmplete the followindfields

1 Frequencyg select the frequency for all the Clients in this gromathis releasavionthly, Weeklyand
Four Weeklyrequenciesare available; so for this example choose weekly

§ Period NumbegSy G SNJ (G KS

This number will be validated against the frequency.

 TaxYeacSYy i SNJ GKS Gt E
run, if it is tax year 280/2021 enter 2@0.

LISNA2R ydzYoSNJ ol aSR 2y

8SIFNJolasSR

iKS FNBIC

iKS TNBIdSyoe Iy

1 Pay Day when the Frequency is selected as Weekly, select the day of the week that is the pay day
using the dropdown, 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 tHféa@itl the program will adjust for

Y2yikKa oKSNB

i K A @wherRtheF@quéney S Hefetréd aSHoUr Weekly click on the

drop down to select the date that falls within the Period number and Tax Year selected.

1 Regiong usethe drop-down selector to choos&ngland, Wales, Northettreland,or Scotland.
Processing schedules will be adjuséedomaticallyaccordinglyaroundthe Bank Holidayas

applicable per region

VPA Guide
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1 Do not adjust for bank holidaysg if you do not want the program to adjust the timetable for steps for
this group for bank holidays, then tick the box

1 Do not adjust for weekendg if you do not want the program to adjust the timetable for steps for
this group for weekends, then tick the hox

ClickNext, to move to the next step in the group sep. The wizard willalidae your entries and flag any
problems before allowing you to proceed.

New Group Wizard - Details (1/4) 1 Cancel
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: Weekly

Based on Frequency: L]

Frequency: Weekly *
Period Number. 5

Tax Year: 2020

Based on Pay Day: L]

Pay Day: Friday -
Region: England + 0
De not adjust for bank Oe

holidays:

Do not adjust for weekends: Oe

Team Assignment: m

You will see that there are information icons to provide helpful information.
Group setup wizardg step 2

On successful validation, the Clients selection padesplayed

New Group Wizard - Clients (2/4) 23 20 =

From the list of Available clients, highlight those which you wish ta include in the group and use the green arrow to move them to the Selected clients list. You can use the red arrow to remove clients in the
same manner.

ge | OG | DenzelsGarage:ma
Duke Solicitors | DS | DukeSolicitors.mcp
Fighting Fit Gym | FFG | PSDFightingFitGym
Helping Hands | HH | PSDHelpingHands
Hom nts | Hi | Hom
Menagerie Castle | MC | PSDMe:
Mike's Motorbike Shop | MMS
Nuggets Nursery | NN | Nuggetshur:
Shelly's Cycle Shop | SCS | ShellysCydeShop.mep.

The lefthand side shows thAvailableclientslist, alpha sorte€25 clients)for potential additionto this group.
Note: Clients can exist in multiple groups simultaneausly

The righthand side of this screen showaryclients thatalready belongd this group.You must add at least
one clientto a group.

To add tientsto the Selected clientdist from theAvailable clientlist, you can

1 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 clic < to add them to the selected
clients list
9 Or scroll the available clients list to find a client and clic- —+ to add to the selected client list
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1 You can select migpple clients by holding down the Ctrl button on your keyboard then (=

To remove clients from the Selected clients list, use similar methods to the above highlighting the clients under
the Selected clients list and click

You can add and remove clients after the group has been created, see the $etition thegroup to
complete the set up

You must have at least one Client under the Selected clients list, then clitkxto move to thenext wizard
step to add processing templates to the group

Group setup wizard¢ step 3

New Group Wizard - Process (3/4) 1 Cancel

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

Selected template: + | Preview

MName:

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

Process Preview (Process Payroll - Four Weekly) 1 Close
Step Name Job Type Start Due
Check open run details Initialise Process
Client info received - Ready to process Manual Task 0800 1Day Before Due 17:00 5 Days Before Pay Day
DPS Notifications Count Check DPS Check 0800 1 Day Before Due 17:00 5 Days Before Pay Day
Download DPS Notifications Manual Task 0200 1Day Before Due 17:00 5 Days Before Pay Day
Download AE opt outs Manual Task 0200 1Day Before Due 17:00 5 Days Before Pay Day
Enter data Manual Task 0800 2 Days Before Due 17:00 3 Days Before Pay Day
Calculate payroll Manual Task 0800 2 Days Before Due 17:00 3 Days Before Pay Day
Internal approval Intemnal Approval 0200 2 Days Before Due 17:00 3 Days Before Pay Day
Upload review reports to myePayWindow Manual Task 0200 2 Days Before Due 17:00 3 Days Before Pay Day
Client approval Client Approval 0800 2 Days Before Due 17:00 3 Days Before Pay Day
Pay employees - submit payment files Manual Task 0800 1 Day Before Due 17:00 2 Days Before Pay Day
Upload final reports to myePayWindow Manual Task 0200 3 Days Before Due 17:00  On Pay Day
Create Full Payment Submission Manual Task 0200 3 Days Before Due 17:00  On PayDay
Submit Full Payment Submission Send FPS 0800 3 Days Before Due 17:00  OnPayDay
Upload to myePaywindow Empty Outbox 0800 3 Days Before Due 17:00  OnPayDay
Empty myePayWindow Outbox Manual Task 0200 2 Days Before Due 17:00  On Pay Day
Auto Enrolment - Generate Notices and Feeds Manual Task 0800 5 Days Before Due 17:00 4 Days After Pay Day
Auto Enrolment - Upload Feed Manual Task 0800 5 Days Before Due 17:00 4 Days After Pay Day
Close Period Manual Task 0800 5 Days Before Due 17:00 5 Days After Pay Day
Open Period Open Run 0800 5 Days Before Due 17:00 5 Days After Pay Day
Create Next Process Create Next Process 0800 5 Days Before Due 17:00 5 Days After Pay Day

Click onCloseto close the Preview screen, if the selected template is corréck onNextto see a summary
of the group you are setting up.

Group setup wizard¢ step 4

New Group Wizard - Summary (4/4) 0 #Fnish % 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.

ClickFinishto save the new grouprou can click oRrevto make changes to any of the previous screens or
Canceto discard the set up.
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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 roebeed,a messagés 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 neecctestomse the various options, for example pay day changes, and
preferred payroll processor allocation by client and perhaps down to processing step (see below).

Customising thegroup Hase setting®

Once the groughas beercreated youmayneed to edit the group to:
1 Customise the steps (add or delete manual steps)
1 Change the steps timetahle

1 Customiseghe DPS check stép select the step to move to if there are no Difiifications to
download

1 Customise th&mpty Outbox stepo choosethe outboxitemsto upload enterthe publish datés)
and which step to move to ihe selected type(sire uploadel to myePayWindovsuccessfully

Assign users to manual steps

Assign users to internal approval steps

Override Client pay dayitfdiffersfrom the Groupdefault

Enter Clients approver if it differs from tldefault Employer contacsetup in myePayWindow
Choose what happens if the due date and time are passed for a Client approval step

Enter specifidescriptionto appear on myePayWindow for the Client approval step

=A =4 =4 =4 -4 -4 -4

Mark specific steps for a Clieasnot applicable

1 Override ClienPayslipand/or Documentgublish datés)if they differ from the Group default
However, yowvill need to edit the group to:

1 Define when thegrocesdor the groupis Readyor live usage

To do this, go to the Groups option in the lefenu:

) vPA Dashboard
virtual Payroll Assistant
Groups
Teams
Clients
Month View
Process Progress
Step Progress
Planned Processes

Planned Steps

virtual Payroll Admin

Admin Settings

& Logout
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Groups (Advanced Filters Applied) ==
Search m Clear Status: sored m EY u
Name 1| Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status

Monthly - Changes - End of Month Monthly 7 2021 3 England Office 1 [ nasieo | +
Monthly - Mo Changes Monthly 7 2021 28 Scotlznd Offica 1 [Enagien | +
Weekly - Changes Weekly 27 2021 Wednesday Northern Ireland Office 1 [ensico] +
Weekly - Directors Weekly 28 2021 Maonday england Directors [enneieo ) +
Weekly - Thursday Weekly 26 2021 Thursday England Office 1 [ Enasieo | +
Showing record 1to 5 of 5 item(s)
Next, click on théditaction:

Groups (Advanced Filters Applied) +NewGroup [l ©Refresh
[ I = - 8.
Name 1| Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status

Monthly - Changes - End of Month Monthly 7 2021 3 England Office 1 [cnasiio | +
Monthly - No Changes Monthly 7 2021 28 Scotlznd Office 1 [enneien ] +
Weekly - Changes Weekly 27 2021 Wednesday Northern Ireland Office 1 [ennaieo | +
Weekly - Directors Weekly 28 2021 Monday England Directors [nnLen ) +
Weekly - Thursday Weekly 2% 2021 Thursday England Office 1 [eninaien | -
@ x -
it Delete Disable
Showing record 1 to 5 of 5 item(s)

52 Edit Group - Weekly - Thursday

G§KS DNERdzLJa

Name: Weekly - Thursday

Based on Frequency: L]

Frequency: Weekly

period Number, 26

Tax Year. 2021

Based on Pay Day: o

Pay Day: Thursday

Region: England [}
Do not adjust for bank holidays: oe

Do not adjust for weekends: oe

Team Assignment: Office 1
Manual Assignment: Pat Temity o
Status: Enabled s

TheGroup detailstab shows the information entered during the New Group Wizard, you can change the
settings, if required.

By Default, tle Statuswill be Enable@Ifpyou want to discontinue using this group, change the Status to

@ A a | ,ahis %iR<op any further processing for steps that have not been completed and no further process

steps will be created

¢CKS t SNA2R bdzYoSNJ A& Fdzi2YlGAOFft& dzlRIFGSR ¢KSy 2yS
to the next period number, which is when the automatic step callegate next procesis completed. The

period number is also recorded against the clidat,their first process created for this groupe period

number is based on the group details. Thereafter the period number recorded against the client is used to

create their next process.

Customisng stepsin a Group Process

To customise the stepselect theProcessesab from the Edit Groupscreen
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13 Edit Group - Weekly - Thursday

Enabled

Weekly - Paid Thursdays Weekly - Paid Thursdays

o fravied

The first tabProcesallowsyouto amend/edit theNameof the process, if required.
Use theStepstab (ust above theNamelabel), to see thesteps shown in sequential completion order

SR Edit Group - Weekly - Thursday (Bt s Overide | v swe | 2cose

Group Details

Enabled s Process [N  Schodule
Process
Weekly - Paid Thursdays .
n Enabled s Details. Settings
Check open run... Name: Check open run details
Client info recei...
Status: Enabled

DPS Notificatio...

Download DPS...
Download AE O...
Enter data
Caleulate payroll
Internal approval

Upload reviewr.. | ~

+ ¥+ @

Add, disable, delete and rerder the steps

Please be aware that stepsiginatingfrom the providedprocess templatecannot be renamed or deleted,
they canonly be moved and disabled. iBhis because when steps aretomated in later releases these default
steps will be (optionally) automatically updated

Use the buttons under the list of steps 4dd, delete and r@rder the steps:

4 v + @

To move a Step, highlight the step aslatkthe up and down arrows.
To delete a Step, highlight the step and use the delete button.

To disable a Step, highlight the stepthe step list and use the Status drdpwn selector and choose
Disabled:

52 Edit Group - Weekly - Thursday [EcientprocessOveride | v sme | 2ciose

Group Details +

Enabled & process [WSpsl  schecuie
Process
Weekly - Paid Thursdays :
Enabled Decsie | Semimgs  Timerat
Check open run... Name: Internal approval
Client info recei..
Status: Enabled *
o it
Download DPS. prsabied

Download AE O...
Enter data

Calaulate payroll
Internal approval
Upload reviewr... | +

s v+ 0

To add ananualstep click on the plus sign, theld a stepform will open:

Add a step

Defals | Seitings

Name:
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Enter aNamefor the Step, as this is a manwsépenter a brief descriptiotfimaximum of 100 charactersf
the activity or work aiser needs t@ompletefor all clients in this group.

Select theSettingstab:

Add a step

Close Run
Send FPS

Create FPS

DPS Check

Empty Outbox
Create Next Process

TheJob Typewill default to Manual Task however the following automated tasks are also available:
1 Initialise Process checkopenrun details¢ must always be the first step
Internal Approval

Client Approval

1

1

9 Backup Payroll
1 DPS Check
1

Calculateg limited to simple director payrolls, gross to net with tax aradionalinsurance
calculations onlyThis step checks for unsupported elemgrgee Appendix Bndexcludes
calculated employees

1 Create FPSlimited to simple director payroliwith calculations fogross to net with taxnational
insurance student loan and postgraduate loaattachment of earnings orderson-banded
pension schemedanded pension schemes and auto enrolmenlly. 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 th&H#$Step checks
for unsupported elemets, see Appendix B.

1 Send FPSplease note that if the Employer is Opted in to EVC, when this step is performed via vVPA
the data is NOT send to EVC

1 Create Reporg createsindividualPDIs of the selected reporteind addghem to myePayWindow
outbox assigned to the Default contact set up in myePayWin&agAppendix C for a list of
available reports.

1 Empty Outboxq to uploadselectedoutboxitems, Employer already connected to myePayWindow
and all employees must have previously been uploaded to myePayWindow.

1 Close Rurg must be before Open Rutimited to simple director payrolls, gross to net with tax
national insurancestudentand postgraduatéoans attachment of earningsmion-banded pension
schemespension schemes, auto enrolmemtly, and auto enrolment dashboard completdtithis
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 yidas.step checks for unsupported
elements, see Appendix B.

1 Open Rurg must be after Close Rulivhere 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.

1 Create Next Processmustalways behe last step
Click onsave

Important notes:
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Do notforget to move your new step using the up and down arrows, so that the steps are in the order that
they are to be completedilso Edit the stefs)to enter theTimetable

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

The first step calle@heck open run detailis 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 rdeletdd,or disabled.
Editingthe step Timetable

The best practice process templates include default settings for the Due andi®tartd timesfor each of
the stepsprovided see Appendix A for further details. You climequired amendhe Due and Staiday and
time settings for each step in a process to meet the requirements of the gaadpyour business
requirements

For any new steps that you have created, you will need to completéithetable

From theEdit Group screen seleBtocessesthen highlight theProcessand select thestepstab:

SR Edit Group - Weekly - Thursday

Enabled B Process. Steps. ‘Schedule

Weekly - Paid Thursdays
Enabled

Check open run...
Client info recei...
DPS Notificatio.
Download DPS ...
Download AE O... Due Time:
Enter data Start
Calculate payroll oy sefore e
Internal approval

Run Time:
Upload review ... -

LR

The first step calle@€heck open run detailis an automated step, it does not have any timetable settings as it
is runafter the automated step calle@reate next procests run

Highlight a Step, then on théght-handside of the screen select thEmetabletab. You are then able to
change theDueand Startdetails for that step. Repeat the process to amend the timetable settings for other
steps.

TheDuesection 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.

1 Due Wheng there are three options:

o Before Pay Dag 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 Dayg choose this option if the step is to be completed on the pay. day

o0 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

1 Number of Days If the step is adjusted for bank holidays and weekends, therihaber 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 thieumber of Dayyou 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 Dayyou are entering are calendar days.

1 Due Timeg enter the time of the day that the step must be completed by

TheStartsection 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.
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1 Days Before Duelf the step is adjusted for bank holidays and weekends, therthesBefore Due
you are entering are working days (Monday to Friday excluding bank holidays). If the step is only to be
adjusted for weekends, then thieays Before Duyou 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 Dugou are entering are calendar days.

1 Run Time enter the time of the day that the step can be started

On clickingsave validation is performed, you will be warned if any information is missimglidor if the

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

Editthe DPS Check step

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

moves ofto which is theNo Action Required Step

From theEdit Groupscreen selecProcessethen Steps

52 Edit Group - Weekly - Thursday

S| < s

Enabled

Weekly - Paid Thursdays

Enabled + Detsils | Settings

Check open run.. Name: Check open run details

Client info recei.
Status: Enabled
DPS Notificatio.
Download DPS
Download AE O.
Enter data

Caleulate payroll

Internal approval

Upload review.
+ 4+ 8

Highlight theDPScheckstep, then selectSettings

52 Edit Group - Weekly - Thursday

S < 3o

Enabled

Weekly - Paid Thursdays

Enabled

Check open run.

Job Type: DPS Check

Client info recei...

No Action Required Step: Download AE Opt Quts s 0

DPS Notificatio.
Download DPS ..
Download AE O.
Enter data
Calculate payroll
Internal approval
Upload review .

~ v o+ 0

Using the drop down foklo Action Required Stgselect the step for the process maove orto when there

are no DPS notifications to download:
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52 Edit Group - Weekly - Thursday [ECient processoveride | v save | 200

Group Details +
enabled & Process | Stepe | scheaie

Process

Weekly - Paid Thursdays

Enabled s Detsit: | Setfings | 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 Notifications.

Download DPS Download AE Opt Outs
Enter datz
Download AE O. Calculate payroll
Internal approval
Enter data Upload review reparts to myePayWindow

Client approval

Pay employees - submit payment files
Upload final raports to portal

Create Full Payment Submission
Submit Full Payment Submission

Caleulate payroll
Internal approval

Upload review. -
Upload payslips and P45s to myePayWindow
+ v+ Empty myePayWindow Outbox
Auto Enrolment - generate notices and feeds
Auta Enrolment - upload feed
Close period

Click onSave

Editthe Empty Outbox step

Change theoutboxitemsto upload to myePayWindow, choofrem the following listand amend the Publish
Date for eacloutboxitem, if applicable:

1 Department Changes
Cost Centre Changes
Branch Changes
Anonymise Employee
Employee Changes
Payslips

Documents

= =4 =4 -4 A4 -4 -3

CIS Statements
1 P45s

You can select a different stépr the No Action Required Stgjif required, when theselectedoutboxitemsin
the outbox to be uploaded to myePayWindewccessfullythat the processnoves onto which is theNo
Action Required Step

From theEdit Groupscreen selecProcesseshen Steps

& Edit Group - Weekly - Thursday vSmve  FOosw

Group Details
Enabled

Process
Weekly - Paid Thursdays

Enabled ] Detais  cerirgs

Check open run. Check open run details

Client info rece.
Ensbled

DPS Notificatio.

Download DPS ...

Download AE O.

Enter data

Caleulate payroll

Intemal approval

Upload review .

+ + + 0

Highlight theEmpty Outboxstep, then selectSettings
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SR Edit Group - Weekly - Thursday vswe 30

Group Details
Enabled

Weekly - Paid Thursdays

o

Enabled

Upload review r

b Type Empty Outbox

Auto Enrolment - generate notices and feeds ¢ ©

Include Outbox Item Publish Date Select All

Submit Full Pay

Upload payslips...

Using the drop down foklo Action Required Steselect the step for the process maove orio when the
selected itenmtype(s)have beeruploaded to myePayWindosuccessfully

2 Edit Group - Weekly - Thursday | vSwe | $Caw
Group Details
Enabled 3

Process
Weekly - Paid Thursdays

Empty Outbox

Auto Enrolment - generate notices and feeds ¢ @

Auto Enralment - upload feed
Close period

Upload paysips..

Empty myePay

Now tick the box foeachoutboxitem you wantto upload to myePayWindoyat least oneoutboxitem must
be selected.

Thencomplete thePublishdate informationfor eachoutboxitem selected if applicable.flthe item type isto
be published to the employees on pay day leave it as zero, otherwise enter the number of days before pay
day.
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52 Edit Group - Weekly - Thursday Swe|  2Cme

Enabled s

Weekly - Paid Thursdays

Empty Outbox

Auto Enrolment - generate notices and feeds ¢ ©

Include Outbox Item Publish Date Unselect All

N/A

N/A

8 0 0O OO OO OO
Zz
>

Click onSave

Edit the Create Report step

From the Edit Group screen selétbcessesunder theStepstab highlight the stefCreate Report and Add to
Outbox, then selectSettings

52 Edit Group - Generate Report - Weekly [ @Gt process vertde | v swve | 3 iose

Group Details +
Enabled s

Process
Generate Report - Weekly

Clients. n

All % Details Settings. Timetable

Check open run... Job Type: Create Report
Calculate
Report Name: PARUNG/PSRUNG
Upload review r...
Export Type: PDF
Create Full Pay...
Submit Full Pay.. Export File Name Override: (i}
Create Report a... Add To Outbox:

Upload to mye.
Empty myePay...
Close period -

4+ ¥ + 0

Changing the reports

To change the reports produced by the Create Report step, from the Edit Group screer?saetecsesunder
the Stepstab highlight the stefCreate Report and Add to Outbothen selecSettings
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£ Edit Group - Generate Report - Monthly [ B CientprocesOvertide | v smve | 3Cioze

Group Details +
Enabled £ = Steps. Schedule

Process
Generate Report - Monthly

Clients n

Enabled s Dewils || Sewings | Timetable

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

MNumber of reports selected: 4
Upload to mye...

Empty myePay... Report Name Export Type File Name Add To
) Override Outhox
Close period
Open period PAPENT/PSPEN1 PDF o
Createnextpro.. | . PARUNS/PSRUNG . e
TR PARUNT3/PSRUNT3 PDF (@]
PARUNTS5/PSRUNTS PDF (@]

Click on theAdd/Removebutton:

Create Report and Add To Outbox - Report List

Available Reports: 8 Selected Reports: 4
search... Clear Search... m
PACSTPRD/PSCSTPRD PAPEN1/PSPENT
PACSTT4/PSCSTT4 PARUNG/PSRUNG
PAPEN1BD/PSPEN1BD PARUNT3/PSRUNT3
PAPENTC/PSPEN1C PARUNTS5/PSRUNTS
PARUNT/PSRUNT
PARUNT7/PSRUNTT
PARUNTS/PSRUNTS
PARUNTY/PSRUNTS

To add reports to thé&electedReportslist from theAvailableReportslist, you can:

1 Highlight the available report and then click =< to add it to the Selected Reports list

1 You can select multiple reports by holding down the Ctrl button on your keyboard thel" -,

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

Click onOK then selecSavein the Edit Group screen.
Entering custom report name(s)

From the Edit Group screen selétbcessesunder theStepstab highlight the stefCreate Report and Add to
Outbox, then selectSettings
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Group Details

Process

Clients

&% Edit Group - Generate Report - Monthly [ B CientprocesOvertide | v smve | 3Cioze

Enabled

Generate Report - Monthly
Enabled

Check open run... Job Type Creste Report
Create Report ...
Number of reports selected: 4
Upload to mye...
Empty myePay... Report Name Export Type File Name Add To
) Override Outhox
Close period
Open period PAPEN1/PSPEN1 PDF
Create nextpro.. | PARUNS/PSRUNG PDF
ol - - B PARUNT3/PSRUNT3 PDF
PARUNTS5/PSRUNTS PDF

The file name of the report generated by this step is made up of the following with underscore character

between:

f
f
f
f
f
f

1

Report Name; file name of the report

Client Reference shown in IPP under Fil@penBy Name

DatalDg unique ID for the client saved in the data file under Employer Details
Frequency this will be the number, so for Monthly 12

Period Number

Tax Yeag this will be the year beginning, so for 2022/23 will show 2022

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 1 Gncel

Repaort Name:

Export Type:

Export Fi

Add To Outbox:

e Name

PARUNG/PSRUNG

PDF

Override: LiJ

Enter the description undetxport File Name Overridehis replaces th&eport Namen the file name
generated.

The following validation is performed for the Export File Name Override when you click on OK:

f
f
f

Only alphanumeric and underscore characters are accepted
Length of the file path, file name and extension does not exceed 260 characters

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

Click onOKto save the Export File Name Override.

Repeat the process for each report that you want to override the file name.

Assign specific users to Manual steps

It is possible to assign users to Manual steps at various levels.

Step assignment grioritisedin the following order:
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Group
Group|Client
Group|Process

Group|Process|Step

a > 0 DR

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:

1 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

f LT AaLISOATAO dzaSNna RSIf gAGK SIOK OfASYyilzI GKSy
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 speicifusers 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 theEdit Groupscreen, click o®roup Details

S Edit Group - Weekly - Thursday [EClient rocessOvertide | | v smve | 2o

Against Assigned User click ®alect useto see the prompt to select the user:

Select User

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime
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Highlight the user and click aGselect

If you need to remove the assigned user, then click onGleearbutton.

If you need to assign the clients process to another user clicketct user
Click onSave

Assigning user at Group|Client level

From theEdit Groupscreen, click oClients highlight the Client and select tfettingstab:

52 Edit Group - Weekly - Thursday

Group Details

Enabled

Process

Helping Hands Client Manual Assignment: )
Clients :
Williams Farm Shop

(=)

Pay Day Setting: Default s 0

Pay Day: Thursday

Next Process info:

Period Number: 27 Tax Vear: 2021

AgainstClient Manual Assignmertlick onSelect useto see the prompt to select the user:

Search... Clear
Pat Ternity

Holly Daypay

Mat Ternity

Olive Vertime

Highlight the user and click aG3elect

If you need to remove the manual assignment, then click ortlserbutton.
If you need to assign the clients process to another user clic¢kettt user
Click onsave

Assigning user at Group|Process level

From theEdit Groupscreen, click orocessesthen highlight the Process:

52 Edit Group - Weekly - Thursday

Group Details
Enabled

Progess.

Weekly - Paid Thursdays < Name: Weekly - Paid Thursdays

n Status: Enabled

Based on Pay Day:

Click onselect useto see the prompt to select the user:
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Clear
Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

Highlight the user and click adelect

If you need to remove the manual assignment, then click ortlserbutton.
If you need to assign the clients process to another user clicketsct user
Click onsave

Assigning user at Group|Process|Step level

From theEdit Groupscreen, click oProcesseshighlight the Process, select théepstab:

S Edit Group - Weekly - Thursday [EClentProcessOvertde | | w smve | 2 Ciose

Group Details .
Enabled

Process
Weekly - Paid Thursdays

Enzbled = Dewis | Sewings | Timetable

Check open run.. Job Type: Manual Task
Client info racei.
Manual Assignment: E o
DPS Notificatio.
Download DPS
Download AE O...
Enter data
Calculate payroll
Intemal approval
Upload reviewr... | ¥

v o+

Highlight the step then sele@ettings
Note that the Manual Assignment only appears for steps that are manual tasks.

Click onSelect useto see the prompt to select the user:

Select User

Search... Clear
Pat Ternity

Holly Daypay

Mat Ternity

Olive Vertime

Highlight the user and click delect
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If you need to remove the manual assignment, then click ortleerrbutton.

If you need to assign the clients process to another user clicketsct user

Click onSave

Assigning user at Group|Client|Process level

From theEdit Groupscreen, click olZlients highlight the Client, seleé€tlient Process Override

Client Process Override

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

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 Enrolment - upload feed
Close period
‘Open period

Create next process

Client: Helping Hands
View: Overview / Process Preview
Step Name Job Type

Initialise Process
Manual Task
DPS Check
Manual Task
Manual Task
Manual Task
Manual Task

Internal Approval

Upload review reports to myePayWindew 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 Progess

Process:

Weekly - Paid Thursdays

User

Pat Ternity

Pat Ternity
Pat Ternity
Pat Ternity
Pat Ternity
Mat Ternity

Pat Ternity

Pat Ternity
Pat Ternity

Pat Ternity

Pat Ternity

Pat Ternity

Pat Ternity

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 08:00

04-Oct-2021 08:00

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 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

Group:

Weekly - Thursday

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
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

UnderView selectManual Task Assignmerthen click oredit
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Client Process Override

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 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 myaPayWindow
Empty myePayWindow Outbax

Auto Enrolment - generate 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

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 Ternity

Pat Ternity
Pat Ternity
Pat Ternity

Pat Ternity

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

AgainstClientProcess Manual Assignmeaglick onSelect useto see the prompt to select the user:

Search...

Holly Daypay
Mat Ternity
Olive Vertime
Pat Ternity

Select None

Highlight the user and click &elect

If you need to remove the manual assignment, then click ortlserbutton.

LT

g2dz ySSR

Click onSave

02

I a&A3y

0 KS OkldcQiyeil Q&

Assigning user at Group|Client|Process|Step level

LINR2 O0S3&a

From theEdit Groupscreen, click oClients highlight the Client, sele€tlient Process Overridthen the
Procesdrom the drop down:
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Client Process Override 1 Close

Client: Helping Hands ¢ 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 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 Motifications 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
Uplead payslips and P45s ta 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
Aute 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

UnderView selectManual Task Assignmerthen click onedit

Client Process Override e
Client: Helping Hands = Process: Weekdy - Paid Thursdays Group: Weekly - Thursday
View: Manual Task Assignment +
Client Pracess Manual Assignment: lect [}

Step Name Job Type Assigned User Assignment Level &

‘Check open run details Initialise Process

Client info received - Ready to pracess 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 Intemnal Approval

Upload review reports to 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 ta myePayWindow ~ Empty Outbox

Empty myePayWindow Outbax 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 Mext Process

Against the step click oBverrideto see the prompt to select the user:
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Search... m
Holly Daypay

Mat Ternity

Qlive Vertime

Pat Ternity

Highlight the user and click adelect

Repeat the process for each manual task that you want to assign a user.
If you need to remove the manual assignment, then click ortlserbutton.
If you need to assign the manual task to another user clickedact user
Click onsave

Assignment overview

Whilst assigning users to manual taska Client Process Overridgouhave a view of the Manual Assignment.
In the Edit Groupscreen click oflients highlight the Client then sele€ilient Process Override

SR Edit Group - Weekly - Thursday

Group Details

Enabled & Details Settings

Process

Helping Hands Client Ref HH

Clients
Williams Farm Shop

Client Name: Helping Hands
Datafile Name: PSDHelpingHands
Status: Enabled

Connected to myePayWindow: | Yes

UnderView selectManual Task Assignmerto see the following
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Client Process Override

Client: Helping Hands ¢ Process: Weekly - Paid Thursdays Group: ‘Weekly - Thursday

View: Manual Task Assignment s

Client Process Manual Assignment:
Step Name Job Type Assigned User Assignment Level ©
Check open run details Initialise Process
client info received - Ready to process. Manual Task Pat Temity 1. Group
DPs Notifications count check DPs Check
Download DPS Notifications Manual Task Pat Temity 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 Temity 1. Group
Internal approval Internal Appraval
Upload review reports to myePayWindow Manual Task Pat Temity 1. Group
client approval client Approval
Pay employees - submit payment files Manual Task Pat Temity 1. Group
Uplead final reports to portal Manual Task Pat Temity 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 Qutbox
Empty myePayWindow Outbox Manual Task Pat Temity 1. Group
Aute 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 procass Creats Next Process

You can view another clients step assignment for the current group by seldutingientfrom the drop down
available at the top of the screen:

Client Process Override

Client: Helping Hands 8 Process: Weekly - Paid Thursdays Group: Weekly - Thursday

) Helping Hands
Vigw: ‘Williams Farm shop

Client Process Manual Assignment:

Step Name Joh Type Assigned User Assignment Level @
Check open run details Initialise Pracess
Client info received - Ready to process Manual Task Pat Temity 1. Group

Assign user to Internal approval steps
You can assign users to Internal approval steps at two levels, whighi@riésedin the following order:
1. Group|Process|Step level

2. Group|Client|Process|Step level

Assign user at Group|Process|Step level

From theEdit Groupscreen selecProcessethen Steps
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S Edit Group - Weekly - Thursday [ECient rocessOvertide | | v sme | 2o

Group Details
Enabled s Process | Smpe | Seheduie
Process

Weekly - Paid Thursdays
n Enabled s Demmk | Sertings

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

Client info recei Status: Enabled
DPS Notificatio...

Download DPS

Download AE O...

Enter data

Calauate payroll

Internal approval

Upload reviewr.. | ~

+ v+ @

Highlight thelnternal approvalstep thenSettings

52 Edit Group - Weekly - Thursday [BGiert s Overide | v sve  2ciose

Group Details:
Enabled

Process
Weekly - Paid Thursdays

n Enabled . Deats | Semings | Timeable
st Job Type: Internal Approval
Client info recei.
Assigned Approver: Mat Ternity Clear

DPS Notificatio.
Download DPS
Download AE O...

Enter data

Calalate payroll
Internal approval
Upload reviewr.. | ~

4+ ¥ + 0

Next theAssigned Approveclick onSelect User

Select User
Search... m

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

Highlight theuserthen click onSelect
Click onsave

Assign user at Group|Client|Process|Step level

From theEdit Groupscreen selectlients highlight theclient:
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S Edit Group - Weekly - Thursday

Group Details
Enabled

Process
[ ETDREES Client Ref: HH
Clients .
Williams Farm Shop
Client Name: Helping Hands
Datafile Name: PSDHelpingHands
Status: Enabled
Connected to myePayWindow: | Ves

Click onClient Process OverridainderView using the drop down seleétpprovals Overridehen click on

Edit

Client Process Override

Client: Helping Hands = Process: Weekdy - Paid Thursdays
View: Approval Overrides +
Step Name Job Type Override Approver(s)

‘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

Pay employees - submit
payment files

Upload final reports ta portal

Create Full Payment
Submission

Submit Full Payment
Submission

Upload payslips and P45s ta
myePayWindow

Empty myePayWindow Outbox

Auto Enrolment - generate
notices and feeds

Auto Enrolment - upload feed
Close period
‘Open period

Create next process

Group:

Action When Overdue

Complete Step

Weekly - Thursday

Override Description &

Against theinternal Approvalstep click orDverride

Override Approval Step

Step Name: Internal approval

Approval step type: Internal S

Nextto Assigned Approveclick onSelect User
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Select User
Search... m

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

Highlight theuserthen click onSelect
Click onsave
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.

h@SNNARS /ftASydiQa LI & RI @

LT 2yS 2N Y2NB Ot ASyidQa LI& RIFe RATFSNE FTNRBY G(GKS RI @

FromEdit Groupscreen selecClients

SR Edit Group - Weekly - Thursday

Enabled

Helping Hands Client Ref: HH

Williams Farm Shop

Helping Hands.

atafile Name: PSDHelpingHands

Client Manual Assignment:

P2y Day Setting: Default s 0

Pay Day: Thursday

Next Process info:

Period Number: 27 Tax Year: 2021

These settings will default to those selected at Group level. Using the drop dowayfdpay Settingyou will
see three options:
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S Edit Group - Weekly - Thursday

Enabled

FETHIAETEE Client Manual Assignment: o
Williams Farm Shop
Pay Day Setting: Default : 0
===

Pay Day:

Use Run Date From Payroll
Specific Day

Next Process info:

Period Number: 27 Tax Year: 2021

1 Defaultgthis is the setting at group level

 UseRunDate FromPayrgii KA &4 2LJiA2y @Attt 3ISG GKS RIGS FTNRY (K
LINEOS&a Aa ONBLFGSR T2N GKS ySEG LI &NRff Nizyd ¢KS
file is in the tax year, period number and frequency set at group lditisitheir first process
otherwise under the client for future processes. If they eperect,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 tha
viewing schedules in advance via Planned Processes will use the Pay Day set under the Group with an
Fyy2GFridA2ys a GKS RFEFGS Aa y2d 1y26y dzyiiat GKS Of

1 Specific Dag when you select this option the Pay Day field is available to select the day of the week
gKSYy GKS DNRdzZLJQa FTNBIljdSyoe Aa asSid la 2S8S81tey

£ Edit Group - Weekly - Thursday

Enabled e Detsils | Settings

ETPETES Client Manual Assignment o
Williams Farm Shop
Pay Day Setting: Specific Day : 0

(=)

Pay Day:

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday’

iKS Y2yiK 6KSYy

FYR GKS RIFIGS 27 0KS DNRdAzLIQ& ¥FNBI dzS

5% Edit Group - Monthly - No Changes

Enabled

Brides And Grooms Client Manual Assignment: o
Country Homes
Pay Day Setting: Specific Day s 0
Menagerie Castle
Pay Day: 25
Shelly's Cycle Shop
Smiths Decorators Next Process info:
Tommy's Timber Yard Period Number: 3 Tox Year: 2021
FyR aSf80G 0KS RIGS 0FaSR 2y GKS tSNA2R ydzYoSNI |y

Four Weekly:

S8 Edit Group - 4Weekly

Click onSave
Customizethe Client Approval step

There are two levels where you can tailor the Client approval step, whigbriargisedin the following order:
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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:
1 Choose the Action when overdue
1 Enter a description to appear on myePayWindow to the Employer contact(s)

From theEdit Groupscreen selecProcesseshen Steps

52 Edit Group - Weekly - Thursday (et process veride | v sme | 2ciose

Group Details +
Enabled 5 — e

Process

Weekly - Paid Thursdays

Enzbled = Detaiks | Setings

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

Client info recei.
Status: Enabled
DPS Notificatio.
Download DPS
Download AE O...
Enter data
Calculate payroll
Internal approval
Upload reviewr., | ~

4 v +ow

Now highlight theClient approvalstep and selecBettings
52 Edit Group - Weekly - Thursday (et proces veride | v sme | 2ciose

Group Details

Enabled s process | Sms | Schecue

Process

Weekly - Paid Thursdays
Enzbled N Decas | Settings | Timetable

o s Notaton. | -

Job Type: client Approval
Download DPS s L
Download AE O.. Action When Overdue: Do Nothing
Enter datz Override Description: e

Calculate payroll
Internal approval
Upload reviewr.
Client approval

Pay employees

4 v+ o

Complete the following:

1 Action When Overdug; 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:

SR Edit Group - Weekly - Thursday [ECientProcess vede | v save | 2 cose

Group Details

Enabled s Process | \Stepe | Scheckule

Process

Weekly - Paid Thursdays
Enzbled N Decst: | Setings | Timeuble

4] C =

Download DPS JebType: Client Approval
Download AE O, Action When Overdue: Do Nothing
A Override Description: g
omplete Step
Calculate payrol Fal Step

Intemal approval
Upload review ...
Client approval

Pay employees ..

* v+
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o Do Nothingg 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 Steg this means the step will automatically be completed so the next
step is available to be performed

o Falil Stepg the step will appear as a Failed step under Client Approvals within the
VvPA Dashboard, this step or earlier steps will then need to ane

1 Override Descriptiorg enter a description foall Clien{s)to be uploaded for the Client Approval
step to the Employer contact(s) on myePayWindownlfOverride Description has not been
entered at Group|Client|Process|Step level thehis Override Description will based, if it is left
blank then Step name will be used instead.

Click onSave

Group|Client|Process|Step level
Atthislevel you carthange the following for a specific client(s)
1 Change the Client Approval to an Internal Approval
1 Choose the Action when overdue
1 Enter a description to appear on myePayWindow to the Employer contact(s)
1 Select the Employer contact(s) for the Client Approval to be sent to on myePayWindow

From theEdit Groupscreen selectlients highlight theclient:

52 Edit Group - Weekly - Thursday

HH
Helping Hands
PSDHelpingHands
Enabled

Window: | Ves

Click onClient Process OverridanderView using the drop down seleétpprovals Overridehen click on
Edit
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Client Process Override v Save | 1 Discard

Client Helping Hands ¢ Process: Weekly - Paid Thursdays Group: ‘Weekly - Thursday

View: A al Overrides =

Step Name Job Type Qverride 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 Quts

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

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 theClient Approvalstep click orDverride

Override Approval Step

Step Name: Client approval
Approval step type: Client =
Action When Overdue: Complete Step =
Override Description: o
Assigned Approvers: 1 Selected

Complete the following:

1 Approval step typeg this will beClientfor a Client approval step, however if required it can be
overridden for a specific client to an Internal Approval step by selecting Inté&aaiember if you
select Internal you will need to Assign to a user

1 Action When Overdug; this is to decide what happensth this stepwhen 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 =
Action When Overdue: Complete Step e
Do Nothing
Qverride Description: GmpEEeT
Fail Step
Assigned Approvers 7 Selected
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o Do Nothingg 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 Steg this means the step will automatically be completed so the next
step is available to be performed

o Falil Stepg the step will appear as a Failed stepder Client Approvals within the
VvPA Dashboard, this step or earlier steps will then need to ane

1 Override Descriptiorg enter a description for this Client to hploaded for the Client Approval
stepto 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.

1 Assigned Approverg 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

search m search m

Helping Hands

On the left side of the screen you will see the Avail&bhployerUsess, on the right the Selected
EmployerUsers you must select at least one Employgser. Highlight the Employarseron the

left side of the screethen click . To remove the Employer user from the Selected Employer
Users list, highlight the Employer user and clicl
Click onSave

Mark specific steps for a Client that are not applicable

LF GKSNB NB aLISOATAO adsSLia GKFG FNB y2i FLILIX AOFot S
mark these steps as Not applicable at Client level.

FromEdit Groupscreen selec€Clientsand highlight the clientclick onClient Process Override
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1 Close.

Client Process Overri

Client: Helping Hands ¢ Process: Weekly - Paid Thursdays Group: Weekly - Thursday
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 to myePayWindow Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
client approval nt 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

Using the drop down foview selectN/A Settingsthen Edit:

Client Process Override

Client: Helping Hands + Process: Weekly - Paid Thursdays Group: WeeKly - Thursday
View N/A Settings :
Step Name Job Type N/A ©
Check open run details Initialise Process
Client info received - Ready to process Manual Task
DPS Nofifications count check DPS Check
Download DPS Notifications Manual Task
Download AE Opt Outs Manual Task
Enter data Manual Task
Calculate payroll Manual Task
Internal approval Internal Approval
Upload review reports to myePayWindow Manual Task
Client approval Client Approval
Pay employees - submit payment files Manual Task
Upload final reports to portal Manual Task ]
Create Full Payment Submission Manual Task
Submit Full Payment Submission Send FPS
Upload payslips and P4Ss to myePayWindow Empty Outbox 0]
Empty myaPayWindow OQutbox Manual Task ®
Auto Enrolment - generate notices and feeds Manual Task ®
Auto Enrolment - upload feed Manual Task ®
Close period Close Run
Qpen period Open Run
Create next process Create Next Process

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

Client: Helping Hands
View: N/A Settings
Step Name

Check open run details
Client info received - Ready to process

DPS Nofifications 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 Enrolment - upload feed

Close period

Open period

Create next process

Process: Weekly - Paid Thursdays Group: Weekly - Thursday

Job Type N/A @
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

+ Save 1 Discard

Click onSave
h@dSNNARS
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FromEdit Groupscreen selec€Clientsand highlight the clientclick onClient Process Override
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Client Process Override

Client: 1 Frequency 4 Wkly Period 14 Default $ Wieekly - Paid Thursdays
View: Overvigw / Pracess Preview $
Step Name Job Type User
Check open run details Initialise Process.
Client info received - Ready to process  Manual Task Kate Bush
DPS Notifications count check DPS Check
Download DPS Notifications Manual Task Kate Bush
Download AE Opt Outs Manual Task Kate Bush
Enter data Manual Task Kate Bush
Calculate payroll Manual Task Kate Bush
Internal approval Internal Approval
Upload review reports to myePaywWindow Manual Task Kate Bush
Client approval Client Approval
pay employees - submit payment filss  Manual Task Kate Bush
Upload final reports to portal Manual Task Kate Bush
Create Full Payment Submission Manual Task Kate Bush
Submit Full Payment Submission Send FPS
Upload payslips and P4Ss to Empty Outbox
myePayWindow
Empty myePayWindow Outbox Manual Task Kate Bush
Auto Enrolment - generate notices and ~ Manual Task Kate Bush
feeds
Auto Enrolment - upload feed Manual Task Kate Bush
Close period Manual Task Kate Bush
Open perioc Open Run
Create next process Create Next Process

Scheduled

14-Apr-2022 08:00
14-Apr-2022 03:00
14-Apr-2022 08:00
14-Apr-2022 03:00
14-Apr-2022 08:00
14-Apr-2022 08:00
14-Apr-2022 08:00
14-Apr-2022 03:00
14-Apr-2022 08:00
19-Apr-2022 03:00
19-Apr-2022 03:00
19-Apr-2022 08:00
19-Apr-2022 08:00

19-Apr-2022 03:00

19-Apr-2022 08:00

19-Apr-2022 03:00

19-Apr-2022 08:00
19-Apr-2022 03:00
19-Apr-2022 08:00

19-Apr-2022 08:00

Weekly - Thursday

19-Apr-2022 17:00
19-Apr-2022 17:00
19-Apr-2022 17:00
19-Apr-2022 17:00
19-Apr-2022 17:00
19-Apr-2022 17:00
19-Apr-2022 17:00
19-Apr-2022 17:00
19-Apr-2022 17:00
19-Apr-2022 17:00
21-Apr-2022 17:00
21-Apr-2022 17:00
21-Apr-2022 17:00

21-Apr-2022 17:00

21-Apr-2022 17:00

22-Apr-2022 17:00

22-Apr-2022 17:00
22-Apr-2022 17:00
22-Apr-2022 17:00

22-Apr-2022 17:00

Using the drop down foview selectPublish Detailghen Edit

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 P4Ss to myePayWindow
Empty myePayWindow Outbaox

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

Close period

Open period

Create next process

14 Default :

‘Weekly - Paid Thursdays

Job Type Number Of tems
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 g
Manual Task
Manual Task
Manual Task
Manual Task
Open Run

Create Next Process

Overrides

‘Weekly - Thursday

[# Override

Against the Empty Outbox step click ©rnerride
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Override Publish Date Details ¥ Ok | £ Cancel

Step Name: Upload payslips and P45s to myePayWindow
Branch Changes: N/A

Cost Centre Changes: N/A

Department Changes: N/A

Employee Changes: N/A

Employee Anonymisation: N/A

Payslips: o Day(s) Before Pay Day
CIS Statements: 0 Day(s) Before Pay Day
paSs: o Day(s) Before Pay Day
Documents: o Day(s) Before Pay Day

Gomplete thePublish datgs)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 onOKthen 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.

Preview process schedule prior to initiating
LG Aa LRaaArotsS (G2 LINBOASSH
this group prior to committing this process to live operation.
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From theEdit Groupscreen, selectlients

2 Edit Group - Weekly - Thursday

Enabled

Helping Hands Client Ref HH

Williams Farm Shep

Helping Hands
PSDHelpingHands
Enabled

© s

Highlight a Client, sele€tlient Process Override
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Client Process Override 4 Close

Client: Helping Hands ¢ Process: Weekly - 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 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 ddtilsrequency, 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 needdbange the Schedule from Design to Reddhe 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.

Fromthe Edit Groupscreen selecProcessefrom the left menu, then highlight the process and select the
Scheduldab:

5% Edit Group - Weekly - Thursday

Enzbled

Weekly - Paid Thursdays.

Enabled

Weekly - Paid Thursdays.

dick onSave the processs nowlive.

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 menGroupsOf A O1 +2 ya &iKoS2 fW F2NJ 6 KS 3INRdzZL) GKI G @2dz 61 yi
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JIRIS = The PayrollPro Bureau O PatTemity + =

Groups (Advanced Filters Applied) =3 232

Name L Frequency Period Number Tax Year Pay Day/Date Region Assigaed Team Status
Cents n ottce [isscro] +
Marth view Scatia [irsscro] +
Proc

ey - Directors Week 2 Manaa Engiand Directors om =
step Fr

z x -
Planned Processes g
Planned Seps . n or om

Wieeky - Thursday eeic, o oz rce +

e—

Weekly - Directors
L]

Weekly .

Manday s
England : 0
ik holidays ]

]

—— -

Enabled ’

SelectClients

52 Edit Group - Weekly - Directors

Group Details

Enabled
Process

Amy's Mobile Hair

Client Ref: AMH
Clients.

Harry The Gardener
Client Name: Amy’s Mobile Hair

ron Works

5 Datafile Name: AMYSHOMEHAIR MCP

Robin Electrician

STy status: Enabled s
Connected to myePayWindow: | No

Click onAdd/Removeto see the following screen:

Amy's Mabili Hair | AMH | AmysHomeHair.mcp Special Presents | SP | SpecialPresents.mcp

Bits And Bobs | BE | PSDEitsandBobs Treasure Nursing Home | TNH | TreasureNursingHome.mcp.
Brides And Grooms | BG | BridesandGrooms.mep

Carpets Galore | CG | PSDCarpetsGalore

Cherry Cafe | CC | PSDCherryCafe

Country Homes | CH | CountryHomes mep

Crunchy Accountants | CA | PSDCrunchiccountants

Denzel's Garage | DG | DenzelsGarage.mep

Duke Salicitors | DS | DukeSalicitors.mep

it Gym | FFG | PSDFightingFitGym

ry The Gardener | HTG | HarrytheGardener.mcp

Helping Hands | HH | PSDHelpingHands

Home Improvements | Hi | Homelmprovements.mcp

Iron Works | IW | Ironi#

Menagerie Castle |

Highlight the client under Available clients to add to the Group, then clic.. <. it will then appear under
Selected clients, now click Gave
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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 messagedisplayed showing the file names of the clients that need to be opened in IPP.

The client is added ibesignmode:

£ Edit Group - Weekly - No Changes

Menagerie Castle

PSDMenagerieCastle

Design

Yes

In design mode you can then customise the client level settiigg€lient Process Override and under the
Settings talfor:

1 Manual Assignment
1 Override Pay Day
Once you have made the changes ensure you clickeor

You can selectrocess Previeuwo see the clients first process, to ensure it meets your clients and business
requirements. Also select thessignment Overviewto ensure the manual steps are assigned to the correct
users.

When you are happy with the clients set up, change the Status fresignto Enabledusing the drop down:

£ Edit Group - Weekly - No Changes

Menagerie Castle

PSDMenagerieCastle

Click onSave

The clients first process will be created based on the Grdetsls for Fequency,Period Numberand Tax
Year.

How to disable a Client in an existing group

From the left menuGroupsOf A O1 +2 ya &iKoS2 fW F2NJ 6 KS 3INRdzZL) GKI G @&2dz 61 yi

frequency  Period Number Tax Vear Pay Day/Date Region Assigned Team Statss

Click oredit
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2 Edit Group - Weekly - No Changes | ChentProcess Overide | v Swe 3 Close

Weekly - No Changes

Enabled ¢

SelectClients

SR Edit Group - Weekly - No Changes

Group Details
Enabled

Special Presents w

Treasure Nursing Home

Special Presents

Datafile Name: SpecialPresentsmep

Click onAdd/Removeto see the following screen:

under Available clients, now click Gave

If the client had grocess created for this group, they will Bésabledand show undeClientstab of Edit
Groupwhen you change from Enabled to All or Disabled:

S Edit Group - Weekly - No Changes

Group Details
Enabled ] =

Processes
Speciall Design Clid
- Enabled
s Treasul pigapled cid

If the client did not have a process created for this group, they will be deleted from the group.
Click onSaveto the Edit groupscreen 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.
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How to reactivate a Client in an existing group

From the left menuGroupsOf A O +@ ya &iWoS2 fW F2NJ 6 KS 3INRdzLI GKI G

JIRIS = The PayrollPro Bureau

@ A Dashboard Groups (Advanced Filters Applied)

vetual Payeol Acsitant

B Groups

Name Frequency Perioa Number Tax Vear Pay Day/Date

O Pat Temity ~

=z B
-~ 3 -0

fegion Assigned Team staus
ofrce o +

orrce o +

¥ Directors o +

Click oredit

52 Edit Group - Monthly - Changes - Middle of Month

MName: Monthly - Changes - Middle of Month
Based on Frequency: Li]
Frequency: Monthly
period Number: 7

Tax Vear: 2021

Based on Pay Day: L]

Pay Day: 15

Region: Wales

Do not adjust for bank holidays: oe

Do not adjust for weekends: oe

Team Assignment: Office 2
Manual Assignment: Olive Vertime
Status: Enabled

52 Edit Group - Monthly - Changes - Middle of Month

Group Details

Process
Siedle Client Ref; s
Clients
E=)
Client Name: Shiny Jewellers:

Datafile Name: SHINVJEWELLERS.MCP
Status: Disabled

Connected to myePayWindow: | Yes

Click onAdd/Removeto see the following screen:

Menagerie Castle | MC | PSDMenagerieCastle

Shiny Jewellers | S1 | ShinyJewellers.mcp
Mike's h hop | MMS | PSDMi cbikeShop

Nuggets Nursery | NN | NuggatsNursery.mcp

Robin Electrician | RE | RobinBlectricianmep

Shelly's Cycle Shop | 5CS | ShellysCycleShop.mcp

Smiths Decorators | SD | PSDSmithsDecorators

Special Presents | SP | SpecalPresents.mcp

Spick And Span Cleaners | $5C | SpickandSpanCleansrsmcp

Sweet Bites Factory | SEF | SweetBitesFactory.mep

Tim's Wood Work | TWW | TimsWoodWorkmcp

Tommy's Timber Yard | TTY | PSDTommysTimberYard

Treasure Nursing Home | TNH | TreasureNursingHome mcp
Wallanders Windows & Doors | WWD | PSDWallandersWindawsDoors
Williams Farm Shop | WFS | WillamsFarmShop.mep

Willows Surgery | WS | PSDWillowsSurgery

Highlight thedisabledclient(s) showrunder Available clients to add to the Group, then click. -

will then appear under Selected clients, now clickSave

82dz 61 yi
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The client igeactivatedin Designmode, with the same information as before for Manual Assignment,
Override Pay Day and Override Approval Steps

SR Edit Group - Monthly - Changes - Middle of Month

— .
Shiny Jewslers o Ret s
m et e Shiny Jewsllers

Shinylewellers mep
Design

Yes

In design mode you can theaview and customistheseclient level settings for:
1  Manual Assignment
1 Override Pay Day
1 Override Approval Steps

Once youware happy with the client set ugnsure you click oBave

You can selectlient Process Overridt® see the clientsiew process, to ensure it meets your clients and
business requirementsinderView selectManual Task Assignmerto ensure the manual steps are assigned
to the correct users.

When you are happy with the clients set up, change the Status fresignto Enabledusing the drop down:

52 Edit Group - Monthly - Changes - Middle of Month

s)
=
Client Name Shiny Jewellers
Datafile Name: SHINYJEWELLERS.MCP

Status: Design

Connected to myePayWindow: _{mmd

Click onSave

The clientsiew 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 gegapedin this document
under the headingcustomising steps in a Group Proce¥his will noaffect processes that have already been
created for clients attached to the grouihie changes will take effecof new processes that are created when
the automated stepCreate next procests run.

How to delete an unused Process from an existing group

If you have just created a negvoup 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 menGroupsOf A O1 2y GKS WbQ && Yo 2deletd tha\drode&sS INR dzZLJ (G K|
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J4IRIS = The PayrollPro Bureau O PatTemity v =
@ vPA Dashboard Groups (Advanced Filters Applied) [ +new o |
FeN——

N - P -~ -2 -0
& Groups
L Name 4| Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status
Clients - . 07
Four eekiy Four Weeky 1 202 25 201 2021 engians o -

Month View

Process Prog

step progress

Mantrly - Changes - End of Montn Merthly " 2021 El Engiand Ofice 1 [ennsie] +

[ p—

Mantnly - No Changes Monthiy 11 2021 28 Seatland office 1 o +

Planned Steps

Weekly - Changes Weekly 2 2021 Wednesazy Northern Ireland Office 1 [eniasieo ] +

Namme: Four Weekiy

Base (1]

Frequency: Four Weekiy °
Pericd Number: 1

Tax Vear 2021

Based on Pay Day o

Pay Date:

Apr 29, 2021

Region: England )
Oe
Oe
Team Assignment: Clear
Status: Enabled o

SelectProcess

L Edit Group - Four Weekly

Group Detalls
Enabled

Process

Four Weekly Name: Four Weekly

a Status: Enabled :

Based on Pay Day:

Assignment: E e

Clients.

SelectDelete.

52 Edit Group - Four Weekly

Group Details
Enabled

Process.

Clients

ThenSave

You are now able to add a new template, by clicking onttbign.

VvPA Guide Configuring vPA q 61



Add process

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

Selected template:

0

MName:

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

Add process

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

Selected template: Process Payroll - Monthly :  Preview

MName:

Click on thePreviewbutton to view the steps within the selected template:

Process Preview (Process Payroll - Monthly)

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 08:00 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
Download 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 Before 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
Internal approval Internal Approval 0800 2 Days Before 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 0800 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 myePayWindow 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  On Pay Day

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

Upload to myePayWindow Empty Qutbox 08:00 3 Days Before 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 8 Days Before Due 17:00 5 Days After Pay Day
Auto Enrolment - upload feed Manual Task 0800 & Days Before Due 17:00 5 Days After Pay Day
Close period Manual Task 0800 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 & Days After Pay Day

Click onCloseto close the preview screen.

If the selected template is the one you require, complete theenethen click onSave

How to set upTeams

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
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Based on the/PA Rle assignedo a userrestricts Teams as follows:

Action

Edit Group

View Group only
Add Group
Delete Group
Team page

Add Team

Edit Team
Delete Team
View Team Only
Clients page

Groups page

Process Progress page

Step Progress page

Planned Processes pag:

Planned Steps page

Payroll Department
Admin

Yes
No

Yes
Yes
Yes
Yes
Yes
Yes
No

Yes

Yes

Yes

Yes

Yes

Yes

VPA Supervisor

No

Yes

No

No

Yes

No

No

No

Yes

Yes

Yes

Yes

Yes

Yes

Yes

VPA Operator

No
Yes
No
No
No
No
No
No
No
No
a) Groups that have no

Team assignment

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

a) Processes that have
no Team assignment

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

a) Steps that have no
Team assignment

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

a) Planned Processes
that have no Team
assignment

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

a) Planned Steps that
have no Team
assignment
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Action Payroll Department VPA Supervisor vPA Operator

Admin

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

Schedule checking for | Yes No No

VvPA Updates

Schedule installing vPA | Yes No No

Updates

Schedule a vPA Engine| Yes No No

Shutdown

Restart vPA services Yes Yes Yes

Admin Settings Yes No No

User Settings Yes Yes Yes

Team page

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

Add a team

= The PayrollPro Bureau O FatTemity + =
Teams e Team m
e B - O -~ i -3

- R [p— JU—— .

irector /=

e 3 oo

Office o
[ et v | ot s

Under theTeamspage selecNew Team

Add Team

Name:

Assigned Users: 0 Selected

Assigned Groups: 0 Selected

Enter aNamefor the Team, then click odiew/SelectUsers
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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 Search...
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 the <. To remove the User

from the Selected User list, highlight the User and clic
Click onsaveto the Assigned Users screen.

In the Edit Teanscreen click oWiew/Select Groupgo 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... Clear 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 - Monthly

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 (- <. To remove the Group from the Selected

Group list, highlight the Group and click "=

Click onsaveto the Assigned Groups screen.

Now selectSaveon the Edit Team screen, to save the Team.
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.

UnderTeamspage:
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Teams S B

Team Name L Assigned Users Assigned Groups

AR

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

Teams o= 3
| seon 200 P .- Y ... IO |
Team Name 1| Aasigned Users Assigned Groupe stat
Team Advanced 3 1 [aceco | *
x -

eam B 4 (oo | +

[usio) +

Team Diractors [ *

a 1 [usieo) +

Click orDelete
Delete Team?

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

If you want to proceed selecielete, 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 thenatil/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.

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.

UnderTeamspage:
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Teams +ewTear [l et |

Team Name i Assigned Users Assigned Groups Status

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

Teams o Em
[ s [ : [ reom e S : |

m A [ rasuio]
cple [Gunro] I

x .

4 [ chasiio]

[ Ensien

am [ haseio]

indow [ Enasien |

Click orDisable

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 selectisable.

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 Approvaak 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 agsinent, completed by, rejected approvals as well as if the task
was reassigned to the user.

If manual or approval tasks have been completed by the user who has since been removed from the Team,
and the step is reun, 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 usersafgsigaing or editing
steps.
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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 canassign 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 afted.

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/th §eemsor those that you as a user
have been assigned tdy Teams

[ o
T P at [ 5o [0 o [ e . &=
o
Team Name L Assigned Staf Assigned Groups Status O AlTeams () My Teams
Team A 2 o
Team Ady d {tranuio )
Teas o o
Team , —
- e
Team 1 cm
SelectVly Teams thenApply:
Teams (Advanced Filters Applied) =
[ [ o - B - I . =
show
Team Name L Assigned Staff Assigned Groups Status AllTeams Q) My Teams
Team A [urceeo |
Team Adance 0 —
Team  EAsED
Team € 1 o

Or selectAll Teamghen Apply.
Groups page

Under the gridhere arecolumrsfor Assigned Team and Region:
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Groups (Advanced Filters Applied)
Search m Clear Status: sortect: m B u

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 [ennaieo | +
Monthly - No Changes. Monthly 7 2021 28 Scotland Office 1 [Enneien ] +
Weekly - Changes Weekly 27 2021 Wednesday Northern reland office 1 [enmaieo | +
Weekly - Directors Weekly 28 2021 Maonday England Directors [EnnLen ) +
Weekly - Thursday Weekly 26 2021 Thursday England office 1 [ennsieo | +

Showing record 1to 5 of 5 item(s)

The Advanced filterallow filtering on:
1 Team
Frequency
Period Number

1
1
1 Tax Year
1

- . ; .
Groups (Advanced Filters Applied) S
Filts
e
Name 1| Frequency ' Period Number = TaxYear | PayDay/Date ~ Region Assigned Team © | Status Unassigned | | Directors x| Office 1 x| Office 2 X v
Monthly - Changes - End of Month | Monthly 7 2021 31 England Office 1 crm |+ Frequencys
v
Wonthly - No Changes Monthly 7 2021 28 Scotland Office 1 I |+
e
Weekly - Changes Weekly 27 2021 Wednesday Northem Ireland | Office 1 o |+
v
Weekly - Directors Weekly 23 2021 Monday England Directors |+
-
Weekly - Thursday ieekly 26 2021 Thursday England Office 1 D |+ »
Showing record 1 to 5 of 5 item(s)
egon
v

AVPA Operatowill only see information foGroupswhere the assigned team is eithenassignedora team
which the user is a part of

New Group Wizard

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

1 Cancel

ils (1/4)

New Group Wizard

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: 0 e

Frequency: 2
Period Number:

Tax Year:

Based on Pay Day: 0 e

Pay Day:

Region: : O

Do not adjust for bank Oe
holidays:

Do not adjust for weekends: 0 e

Team Assignment: m
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Click onSelect Team

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 dfelect
Group Edit

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

52 Edit Group - Monthly - Changes - End of Month — vsae | 1Coe

Group Details
Name: Monthly - Changes - End of Month
Process Based on Frequency: Li]
Clients.
Frequency: Monthly
Period Numbar: 7
Tax Year: 2021
Based on Pay Day: L]
Pay Day: 3
Region: England : @
Da ot adjust for bank holidays: oe
Do not adjust for weekends: fe
Team Assignment: Office 1
Manual Assignment: Mat Ternity L]
Status: Enabled s

Next toTeam Assignmentlick onSelect Team

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

Search... m

Team aaai

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

Highlight the Team description then click 8alect
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Existing User Assignments to Manual tasks and Internal approvals in the Group(s) will be affected as follows:

1 New team assigneqif user(s) are members of the team assigned to the group they will be
retained

1 New team assignedif user(s) are NOT members of the team assigned to the group their user
assignment will be cleared

1 User removed from a Team which is assigned to Grogpf® user assignment is cleared from all
Groups assigned to that Team

1 Existing Team assignment changed to a different Teathuser assignments are cleared
1 Remove Team assignmenthe user assignment is retained
Process Progress page

A column called\ssigned Tearis shownthe grid:

The PayrollPro Bureau S
Process Progress (Advanced Filters Applied) m
= - K - ~ 8
o prces s N P P T "R s
sy - tors oD .
i . oD e—r—
Direct Vees rectars = +
Weecy L -] +
[r— " o - .
teecs - Drectors +
I
Vel . o [coumern g we ]
Process Progress (Advanced Filters S Refresh ©
Applied) Filters =
Search a sows: IR sortec £ - |
Unassigned % | Directors | (Office 10 v
' Period | Tax Assigned Percentage
Client Process | G i Started | Updated Statu: .
e rocess roup eI Number | Year = paated | team * Complete Clent:
v
Spick And Span Cl Weekly - | Weekly - oroc | orod
AR ST D S SV eekly 26 2021 | 2021 2021 Office 1 (s |
(SPICKANDSPANCLEANERSMCP) | Changes | Changes Process
11:26 11:57
v
Spick And Span Cl Week! Weekl 2rsepr | Orodt
pick And Span Cleaners jeekly - eekly -
Week: 25 2021 2021 201 Office 1
(SPICKANDSPANCLEANERSMCP) | Changes | Changes | oo " on | res e COED | S o
v
27-Sep- 01-Oct-
Nuggets Nursery Weekly - | Weekly -
e e e G Weekly 26 2021 | 2021 2021 Office 1 [ = | Frequency:
17:25 11:23
v
27-Sep- 01-Oct-
Wieekly - Weekly - Period Number:
Cherry Cafe (PSDCherryCafe) Changes Changes Weekly 26 2021 | 2021 2021 Office 1 [ = |
s | nzs o
Helping Hands ek~ | \eeuy - 2sep- | OT-Qet- T ve
png: e Paid TM;;’! Weekly 2 2021 | 2021 2021 Office 1 [ | = Yea
( pingHands) Thursdays o 1722 1122 o
Weekly - i 27-Sep- | 01-Oct- charteds
Willizms Farm shop Paid Weskly = ey 2 2021 | 2021 2021 Office 1 [ |
(WILLIAMSFARMSHOP.MCP) Thursday
Thursdays w2 | n22 from
Brides And Grooms monthly' M’\Tn‘h\y Monthl; 7 2021 g;j‘kt' gg';‘kt' Office 1 H ©
(BRIDESANDGROOMS.MCP) 2 ° S e
Changes | Changes 1114 114
Updated:
Monthly - | Monthly 01-Sep- | 01-Oct- o
Brides And Grooms . Fri, Sep 24, 2021 2:42 PM
(BRIDESANDGROOMSMCP) No No Monthly 6 2021 | 2021 2021 Office 1 [comrrer Ml 100 ]
Changes | Changes 1155 114 N
Home | 1 Weekly - | Weekly - Tsep | oroa
B TS S Y eekty 27 2001 | 2001 2021 Office 1 (|
(HOMEIMPROVEMENTS.MCP) Changes | Changes
17:28 1113
Monthly
Mike's Motorbike 5 ':‘:"wy - o1-oct- | 01-Oct-
p‘j;\j‘.k D;r “ :h.k “S'; : :';QE: Changes | Monthly 7 2021 | 2021 2021 Office 1
(PSDMikesMotorbikeshop) o | -Endot 1112 1113
Month
Showing record 1 to 10 of 70 item(s)
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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.

AVPA Operatomwill only see information foprocessesvhere the assigned team is eithenassignedor a
team which the user is a part.of

Planned Processes page

A column called\ssigned Tearis shown irthe grid:

The PayrollPro Bureau © PatTemity ~

Planned Processes (Advanced Filters Applied) « QEERT o [l oo |

First Step Start Last step Due Period Tax Assigned Schedule
ety Frequency

nt o "
o rocess Group | Date Number Year Team Status

B8 0 RBARA B

Teamis available undefAdvanced Filters

Planned Processes (Advanced Filters Last Updiated: | 26-5ep-2021 0000 = ® o
B & Refresh
Applied) Fiters =
search Clear Sortec: X
=] a .
Unassigned % | Directors x| [Office 1% v
First | Last
) Step | Step Period | Tax | Assigned | Schedule Clent:
Client Process Group Start | Due Freauency | pimber | Vear | Team Status o
Date | Date
Monthly - Monthly - 15- 04- Process:
Crunchy Accountants Changes- | Changes- | Sep~ | Oct- v
Monghly 6 2021 Office 1 +
{PSDCrunchAccountants) End of End of 2021 2021 ALY e m
Month Month 08:00 17:00
Group:
Monthly - | Monthly- | 15- o v
Mike's Motorbike Shop Changes - Changes - Sep- oat-
Monthi 6 2021 | office +
(PSDMikesMotorbikeshop) £nd of End of 2021 2021 onthly e =D —
Month Month 08:00 17:00
v
15- 06-
Smiths Decorators Monthly - Monthly - Sep- od- Ty . 2001 | offce = . Period Number:
(PSDSmithsDecorators) NocChanges | NoChanges | 2021 2021
0800 17:00 2
16- 05- Tax Year:
Shelly’s Cycle Shop Monthly - Monthly - Sep- od-
v
(SHELLYSCYCLESHOP.MCP) No Changes | No Changes | 2021 2021 Monthly s 2021 | Office 1 == *
0800 | 1700
Schedule Status:
17 06~ >
Menagerie Castle Monthly - Monthly - Sep- oct-
Monthly 6 2021 Office 1 *
(PSDMenagerieCastie) NoChanges | NoChanges | 2021 2021 onthly e =
0800 17:00 Scheduled:
17- 06- Fri, Oct 1, 2021 2:45 PM
Tommy's Timber Yard Monthly- | Monthly- | Sep | Oct- ©
Monthly 6 2021 Office 1 + -5
(PSDTemmysTimbervard) NoChangss | NoChanges | 2021 2021 onthly e o) Sun, Oct 3, 2021 11:59 PM
08:00 17:00

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.

AVPA Operatowill only see information foprocessesvhere the assigned team is eithenassignedora
team which the user is a part.of

Month View page

You can filter using thassigned Team:

VPA Guide Configuring vPA | 72



JIRIS = The PayrollPro Bureau O PatTemity ~ =
R Month View =3

virtual Payroll sistant

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.

AVPA Operatowill only see information foSteps from processeghere the assigned team is either
unassignedor a team which the user is a part.of

Step Progress page

Teamis available undefAdvanced Filters

JIRIS The PayrollPro Bureau © Pat Temity -C]
Step Progress (Advanced Filters Applied) =3

[ £5 o @ o~ D

cent bos e s e soeed | S D | compies | S g v

Exclude Reran 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.

AVPA Operatowill only see information foBteps from processeashere the assigned team is either
unassignedora team which the user is a part.of

Planned Steps page

Teamis available undeAdvanced Filters:
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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.

AVPA Operatowill only see information foSteps from processesghere the assigned team is either
unassignedor a team which the user is a part.of

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 Worktab:
1 My Tasks for Today doughnut widget
1 My Approvals for Today doughnut widget
1 My Work Calendar widget
1 My Work List widget
1 Rejected Internal Approvals widget
Automated tab:
1 Failed/Warning/Completed/Scheduled widgets
1 Action Required widget
Overview tab:
1 Today's Work breakdown widget
1 Today's work doughnut widget
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