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Introduction 

This guide ŀǎǎǳƳŜǎ ǘƘŀǘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŀǊŜ ŀƭǊŜŀŘȅ ƛƴ ǇƭŀŎŜ ƛƴ ŀ ŎƭƛŜƴǘΩǎ tŀȅǊƻƭƭ tǊƻŦŜǎǎƛƻƴŀƭ ƛƴǎǘŀƭƭŀǘƛƻƴ: 

¶ Payroll Professional 2026 EOY Update or later is installed. 

¶ All payroll data files opened in IPP 2026 EOY or later. 

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

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

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

¶ Bureau users intending to use vPA must already be registered and have activated user accounts on 
myePayWindow, with Privileges selected. Enable users to have access to vPA via myePayWindow.  

What is virtual Payroll Assistant (vPA)? 

Virtual Payroll Assistant (vPA) is a Payroll processing automation module designed for Payroll service providers 
and other organisations who process the pay for multiple employers or clients. vPA offers the potential, once 
set-up, to allow payroll tasks, normally executed from within the payroll desktop software, to be run 
automatically, sequentially, ŀƴŘ Ŧǳƭƭȅ ΨǳƴŀǘǘŜƴŘŜŘΩΣ ƛΦŜΦ ǿƛǘƘƻǳǘ ŀƴȅ ǳǎŜǊ ƛƴǘŜǊǾŜƴǘƛƻƴ and without the desktop 
software. 

vPA relies upon the use of pre-defined payroll processing templates. A vPA processing template contains 
ǇǊƻŎŜǎǎƛƴƎ ΨǎǘŜǇǎΩΦ ! ǇǊƻŎŜǎǎƛƴƎ ǎǘŜǇ ƻǊ ǘŀǎƪ Ŏŀƴ ōŜ either ΨŀǳǘƻƳŀǘŜŘΩ ƻǊ ΨƳŀƴǳŀƭΩΦ !ǳǘƻƳŀǘƛŎ ǇǊƻŎŜǎǎƛƴƎ ǎǘŜǇǎ 
will execute payroll functionality unattended whilst manual tasks need to be processed by a Payroll processor 
via the Payroll Professional desktop software application or based on other events that need to happen and be 
marked as complete before following steps can continue. 

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

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

Lƴ ƳƻǊŜ ŘŜǘŀƛƭΧΦ 

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

Separate Processes (and the tasks contained within) are made for each Client. Multiple clients requiring the 
same Processes are collected to form a Group. The first Process is created for each Client in a Group based on 
ǘƘŜ DǊƻǳǇΩǎ tŜǊƛƻŘ bǳƳōŜǊ ŀƴŘ ¢ŀȄ ȅŜŀǊ when the Schedule is changed to Ready.   

What software is involved? 

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

¶ vPA website ς This is where you set-up, manage and track the progress payroll processing. 

¶ vPA engine ς This is a server engine that processes payroll tasks on your network. 

The vPA website provides: 
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¶ The ability to create client processing Groups with process templates and steps and to tune these 
to the way you work. 

¶ A Dashboard with four views ς My Work, Automated, Overview and Client Approvals.  

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

o Automated ς is the progress of the automated steps. 

o Overview ς providing details of all users Manual and Internal Approval tasks. 

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

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

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

¶ The ability to rerun steps.  

¶ The ability 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. 

¶ The ability to cancel a process for a client. 

¶ The ability to start step(s) early. 

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

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

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

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

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

What automated steps are available? 

The following automated steps are available: 

Mandatory: 

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

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

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

All types of payrolls: 

¶ DPS Check ς checks whether there are any notices to download since the last notices where 
downloaded. If there are notices to be downloaded there needs to be a manual step after this 
automated step so that the user is aware that they need to manually download notices. This step 
allows the manual step to be skipped if there are no notices to be downloaded. 
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¶ Backup payroll ς use this step to backup the data file during processing, the file name is like the 
normal close run naming convention. Must have the Backup setup completed in Payroll 
Professional with Automatic selected, Compressed can be ticked or un-ticked and the back up path 
completed. Will use the Secure backup if set up. 

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

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

¶ Create Report ς creates individual PDFs of the selected reports and adds them to the 
myePayWindow outbox using the Default Contact set up in myePayWindow. The report name(s) 
can be overridden. See Appendix C for a list of available reports. 

¶ Empty Outbox ς allows you to choose the following outbox items to be uploaded to 
myePayWindow using publish dates (if applicable) defined under the group: 

¶ Payslips 

¶ Documents 

¶ Branch changes 

¶ Cost centre changes 

¶ Department changes 

¶ P45s 

¶ CIS statements 

¶ Anonymise employee 

¶ Employee changes 

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

Specific types of payrolls: 

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

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

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

What approval steps are available? 

There are two approval steps called Internal and Client. 

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

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

¶ vPA ς virtual Payroll Assistant. 

¶ Groups ς containers for multiple clients who have very similar day to day tasks and deadlines. 

¶ Process ς a collection of payroll processing steps/tasks based on a pre-defined Process Template. 

¶ Step ς an individual automated or manual processing step/task. 

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

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

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

¶ Widgets ς these refer to the charts displayed on the vPA Dashboard. 

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

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

¶ Internal approval ς for a payroll processer to approve or reject via IPP or vPA. 

¶ Client approval ς for Employer to approve or reject via myePayWindow. 

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

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

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

¶ Payroll Department Admin ς this is for the main vPA admin for the Bureau. 

¶ vPA Supervisor ς this is a Payroll Manager or Team Leader role. 

¶ vPA Operator ς this is a Payroll operative role. 

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

Action Payroll Department 
Admin 

vPA Supervisor vPA Operator 

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 
Approval) 

Yes Yes Yes 

Respond (Internal 
Approval) 

Yes Yes Yes (only if assigned to 
them) 

Bureau Override (Client 
Approval) 

Yes Yes No 

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

Check Submission (FPS 
Send) 

Yes Yes Yes 

Reassign (Manual Tasks, 
single and multi-action) 

Yes Yes No 

Team page Yes Yes No 

Add Team Yes No No 
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Action Payroll Department 
Admin 

vPA Supervisor vPA Operator 

Edit Team Yes No No 

Delete Team Yes No No 

View Team Only No Yes No 

Clients page Yes Yes No 

Groups page Yes Yes a) Groups that have no 
Team assignment 

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

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

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

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

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

Planned Processes page 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 
vPA Updates 

Yes No No 

Schedule installing vPA 
Updates 

Yes No No 

Schedule a vPA Engine 
Shutdown 

Yes No No 

Restart vPA services Yes Yes Yes 



vPA Guide  vPA Roles   ¶  13 

Action Payroll Department 
Admin 

vPA Supervisor vPA Operator 

Admin Settings Yes No No 

User Settings Yes Yes Yes 
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vPA website 

Login to vPA website 

Open Payroll Professional and select Home tab: 

 

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

 

Dashboard page 

After entering your credentials, you will arrive on the default vPA Dashboard page called My Work. 

There are three other pages under the vPA Dashboard: 

¶ Automated. 

¶ Overview. 

¶ Client Approvals. 
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My Work 

 

This tab contains four charts: 

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

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

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

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

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

Automated 

 

The top 4 charts, by default, show the progress of automated steps ŦƻǊ ΨǘƻŘŀȅΩΣ ǘƘey include any overdue steps. 

To change the date-time-range for these charts click the clock icon in the right-hand corner and choose the 
required date-time range from the drop-down list: 
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All top four charts show the step level results, for automated steps. 

The Action Required widget includes failed steps for all step types that need to be dealt with for the processes 
to continue, it excludes rejected internal and client approvals which have their own widgets. 

Overview 

 

This tab contains four charts: 

¶ ¢ƻŘŀȅΩǎ ²ƻǊƪ .ǊŜŀƪŘƻǿƴ ς this chart is an overview by payroll processor and the status of the 
manual tasks assigned to them and due today, this also includes overdue manual tasks shown in 
red. This chart is designed to allow you to see the manual task workload per individual payroll 
processor. You can use this chart to drill through and reallocate work as required to balance work 
more evenly across the team or to support planned or unplanned staff absence. 

¶ ¢ƻŘŀȅΩǎ ²ƻǊƪ ς the Řƻƴǳǘ ŎƘŀǊǘ ǇǊƻǾƛŘŜǎ ŀ ǎǳƳƳŀǊȅ ƻŦ ǘƘŜ ¢ƻŘŀȅΩǎ ²ƻǊƪ .ǊŜŀƪŘƻǿƴ ŎƘŀǊǘ ǿƘƛŎƘ 
is restricted to those tasks that were due today this also includes overdue manual tasks shown in 
red. 

¶ Weekly Work Breakdown ς this chart shows the number of manual tasks for each payroll 
ǇǊƻŎŜǎǎƻǊ ƎǊƻǳǇŜŘ ōȅ ǘƘŜ ǘŀǎƪΩǎ ŘǳŜ ŘŀȅΦ ¢Ƙƛǎ ǎǳƳƳŀǊȅ Ƙŀǎ ǎŜǘǘƛƴƎǎ ǘƻ ǎŜŜ ŜƛǘƘŜǊ Ƴŀƴǳŀƭ ǘŀǎƪǎ ŦƻǊ 
Created Steps or Planned Steps, giving you the ability to see future workload (based on the week 
commencing selector). When Created Steps is selected the summary excludes manual tasks that 
have been completed. You can drill-through to see a step breakdown by clicking on the number 
value for a user/day. You can use this chart to drill through and reallocate work as required to 
balance work more evenly across the team or to support planned or unplanned staff absence. 

¶ Work Calendar ς this chart is designed to allow you to see the uncompleted manual task workload 
for all payroll processors per day. You will see there are two numbers, the one on the left are 
planned processes and those on the right are created processes. You can use these charts to 
ensure you have 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: 

 

¶ Team ς use this option to show in the charts specific team(s) counts. 

¶ User ς use this option to select specific users to show in the charts. 

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

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

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

Client Approvals 

 

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

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

¶ ¢ƻŘŀȅΩǎ .ǊŜŀƪŘƻǿƴ - shows as uncompleted Client Approvals, these are grouped as follows: 

o Due prior to today. 

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

o Due in the next 7 days. 

¶ ¢ƻŘŀȅΩǎ !ǇǇǊƻǾŀƭǎ - the donut chart provides a summary of the status of Client approvals which is 
restricted to the client approvals that were due today this also includes overdue client approvals 
shown in red, rejected approvals in pale red, accepted approvals in green. 

Left-Menu items 

 

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

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

¶ Clients ς displays a list of clients that are assigned to a Group in vPA, these are payrolls that have 
been set up in your Payroll Professional environment. 

¶ Month View ς displays a calendar with the number of uncompleted tasks per calendar day, for all 
payroll processors. 
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¶ Process Progress ς allows you to see ǘƘŜ ǇǊƻƎǊŜǎǎ ƻŦ ŀƭƭ ŎƭƛŜƴǘǎΩ ǇǊƻŎŜǎǎŜǎ. 

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

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

¶ Planned Steps ς 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. 

¶ Logs ς this is a vPA administration page that provides details of the vPA engine activity. The 
ƛƴŦƻǊƳŀǘƛƻƴ ǎƘƻǿƴ ƛǎ ŘŜǇŜƴŘŜƴǘ ƻƴ ƻǇǘƛƻƴǎ ǎŜƭŜŎǘŜŘ ƻƴ ǘƘŜ Ψ[ƻƎ ǎŜǘǘƛƴƎǎΩ ǇŀƎŜΦ The most recent 
activity is shown first. 

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

Auto Logout 

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

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

 

How to set up a Group based on pay day 

This example below is for a Weekly frequency. 

Setting up a new group  

vPA has a 4 -step ΨƴŜǿ ƎǊƻǳǇΩ ǿƛȊŀǊŘ ǘƻ ǎǘǊŜŀƳƭƛƴŜ ƴŜǿ ƎǊƻǳǇ ŎǊŜŀǘƛƻƴΥ 

1. Group name and Pay parameter settings. 

2. Add/edit Client members. 

3. Add/edit process templates. 

4. Group set-up summary/confirmation. 

To set up a new group, select Groups in the left-menu to display a list of groups that have previously been 
created: 
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Group set-up wizard ς step 1 

Click on  to open the new group wizard: 

 

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

Now complete the following fields: 

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

¶ Period Number ς ŜƴǘŜǊ ǘƘŜ ǇŜǊƛƻŘ ƴǳƳōŜǊ ōŀǎŜŘ ƻƴ ǘƘŜ ŦǊŜǉǳŜƴŎȅ ŦƻǊ ǘƘŜ ƴŜȄǘ ǇŜǊƛƻŘΩǎ ǇŀȅǊƻƭƭ ǊǳƴΦ 
This number will be validated against the frequency. 

¶ Tax Year ς ŜƴǘŜǊ ǘƘŜ ǘŀȄ ȅŜŀǊ ōŀǎŜŘ ƻƴ ǘƘŜ ŦǊŜǉǳŜƴŎȅ ŀƴŘ ǇŜǊƛƻŘ ƴǳƳōŜǊ ŦƻǊ ǘƘŜ ƴŜȄǘ ǇŜǊƛƻŘΩǎ ǇŀȅǊƻƭƭ 
run, if it is tax year 2020/2021 enter 2020. 

¶ Pay Day ς when the Frequency is selected as Weekly, select the day of the week that is the pay day 
using the drop-down, and when the Frequency is selected as Monthly enter the date of the month 
they are paid (if it is last day of the month you can select the 31st and the program will adjust for 
ƳƻƴǘƘǎ ǿƘŜǊŜ ǘƘƛǎ ŘŀǘŜ ŘƻŜǎƴΩǘ ŜȄƛǎǘύ, when the Frequency is selected as Four Weekly click on the 
drop down to select the date that falls within the Period number and Tax Year selected. 

¶ Region ς use the drop-down selector to choose England, Wales, Northern Ireland, or Scotland. 
Processing schedules will be adjusted automatically accordingly around the Bank Holidays as 
applicable per region. 
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¶ Do not adjust for bank holidays ς if you do not want the program to adjust the timetable for steps for 
this group for bank holidays, then tick the box. 

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

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

 

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

Group set-up wizard ς step 2 

On successful validation, the Clients selection page is displayed: 

 

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

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

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

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

when the required client name is found, select it and then click on  to add them to the selected 
clients list. 

¶ Or scroll the available clients list to find a client and click on to add to the selected client list. 
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¶ You can select multiple clients by holding down the Ctrl button on your keyboard then click . 

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

the Selected clients list and click on  

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

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

Group set-up wizard ς step 3 

 

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

 

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

Group set-up wizard ς step 4 

 

Click Finish to save the new group. You can click on Prev to make changes to any of the previous screens or 
Cancel to discard the set up. 
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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 not be created, a message is displayed 
showing the file names of the clients that need to be opened in IPP.  

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

Customising the group Ψbase settingsΩ: 

Once the group has been created you may need to edit the group to: 

¶ Customise the steps (add or delete manual steps). 

¶ Change the steps timetable. 

¶ Customise the DPS check step to select the step to move to if there are no DPS notifications to 
download. 

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

¶ Assign users to manual steps. 

¶ Assign users to internal approval steps. 

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

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

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

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

¶ Mark specific steps for a Client as not applicable. 

¶ Override Client Payslip and/or Documents publish date(s) if they differ from the Group default. 

However, you will need to edit the group to: 

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

To do this, go to the Groups option in the left-menu: 
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CƛƴŘ ǘƘŜ DǊƻǳǇ ȅƻǳ ƘŀǾŜ Ƨǳǎǘ ŀŘŘŜŘ ƛƴ ǘƘŜ DǊƻǳǇǎ ƭƛǎǘƛƴƎ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ΨҌΩ ƛŎƻƴ: 

 

Next, click on the Edit action: 

 

The Edit Group form is displayed (see below) 

 

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

By Default, the Status will be ΨEnabledΩΦ If you want to discontinue using this group, change the Status to 
Ψ5ƛǎŀōƭŜŘΩ, this will stop any further processing for steps that have not been completed and no further process 
steps will be created. 

¢ƘŜ tŜǊƛƻŘ bǳƳōŜǊ ƛǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǳǇŘŀǘŜŘ ǿƘŜƴ ƻƴŜ ƻŦ ǘƘŜ ŎƭƛŜƴǘΩǎ ǇǊƻŎŜǎǎ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜ ƎǊƻǳǇ ƳƻǾŜǎ ƻƴ 
to the next period number, which is when the automatic step called Create next process is completed. The 
period number is also recorded against the client, for their first process created for this group the period 
number is based on the group details. Thereafter the period number recorded against the client is used to 
create their next process. 

Customising steps in a Group Process 

To customise the steps, select the Processes tab from the Edit Group screen: 
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The first tab Process allows you to amend/edit the Name of the process, if required. 

Use the Steps tab (just above the Name label), to see the steps shown in sequential completion order: 

  

Add, disable, delete and re-order the steps 

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

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

 

To move a Step, highlight the step and click the up and down arrows. 

To delete a Step, highlight the step and use the delete button. 

To disable a Step, highlight the step in the step list and use the Status drop-down selector and choose 
Disabled: 

 

To add a manual step click on the plus sign, the Add a step form will open: 
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Enter a Name for the Step, as this is a manual step enter a brief description (maximum of 100 characters) of 
the activity or work a user needs to complete for all clients in this group. 

Select the Settings tab: 

 

The Job Type will default to Manual Task, however the following automated tasks are also available: 

¶ Initialise Process - check open run details ς must always be the first step. 

¶ Internal Approval 

¶ Client Approval 

¶ Backup Payroll 

¶ DPS Check 

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

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

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

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

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

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

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

¶ Create Next Process ς must always be the last step. 

Click on Save. 

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

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

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

Editing the step Timetable 

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

For any new steps that you have created, you will need to complete the Timetable. 

From the Edit Group screen select Processes, then highlight the Process and select the Steps tab: 

 

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

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

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

¶ Due When ς there are three options: 

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

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

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

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

¶ Due Time ς enter the time of the day that the step must be completed by. 

The Start section settings are used to calculate when this step can be started based on the due date, this date 
is also adjusted for bank holidays and weekends based on the settings under the Group.  
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¶ Days Before Due - If the step is adjusted for bank holidays and weekends, then the Days Before Due 
you are entering are working days (Monday to Friday excluding bank holidays). If the step is only to be 
adjusted for weekends, then the Days Before Due you are entering are weekdays (Monday to Friday 
including bank holidays). If the step is not to be adjusted for either weekends or bank holidays, then 
the Days Before Due you are entering are calendar days. 

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

On clicking Save, validation is performed, you will be warned if any information is missing, invalid or if the 
timetable for each step is not sequential based on the Due by date and time. 

Edit the DPS Check step 

You can select a different step, if required, when there is no DPS information to download, that the process 
moves onto which is the No Action Required Step.  

From the Edit Group screen select Processes then Steps: 

 

Highlight the DPS check step, then select Settings: 

 

Using the drop down for No Action Required Step, select the step for the process to move onto when there 
are no DPS notifications to download: 
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Click on Save. 

Edit the Empty Outbox step 

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

¶ Department Changes 

¶ Cost Centre Changes 

¶ Branch Changes 

¶ Anonymise Employee 

¶ Employee Changes 

¶ Payslips 

¶ Documents 

¶ CIS Statements  

¶ P45s 

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

From the Edit Group screen select Processes then Steps: 

 

Highlight the Empty Outbox step, then select Settings: 
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Using the drop down for No Action Required Step, select the step for the process to move onto when the 
selected item type(s) have been uploaded to myePayWindow successfully: 

 

Now tick the box for each outbox item you want to upload to myePayWindow, at least one outbox item must 
be selected. 

Then complete the Publish date information for each outbox item selected, if applicable. If the item type is to 
be published to the employees on pay day leave it as zero, otherwise enter the number of days before pay 
day. 
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Click on Save. 

Edit the Create Report step 

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

 

 

Changing the reports 

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

 

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

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

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

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

under the Selected Reports list and click on  

Click on OK, then select Save in the Edit Group screen. 

Entering custom report name(s) 

From the Edit Group screen select Processes, under the Steps tab highlight the step Create Report and Add to 
Outbox, then select Settings: 
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The file name of the report generated by this step is made up of the following with underscore character 
between: 

¶ Report Name ς file name of the report  

¶ Client Reference ς shown in IPP under File\Open\By Name 

¶ DataID ς unique ID for the client saved in the data file under Employer Details 

¶ Frequency ς this will be the number, so for Monthly 12 

¶ Period Number 

¶ Tax Year ς this will be the year beginning, so for 2022/23 will show 2022 

¶ Extension .pdf 

Example file name PARUN6_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: 

 

Enter the description under Export File Name Override, this replaces the Report Name in the file name 
generated.  

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

¶ 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 on OK to 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 is prioritised in the following order: 
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1. Group  

2. Group|Client 

3. Group|Process 

4. Group|Process|Step 

5. Group|Client|Process 

6. Group|Client|Process|Step 

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

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

¶ 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. 

¶ LŦ ǎǇŜŎƛŦƛŎ ǳǎŜǊΩǎ ŘŜŀƭ ǿƛǘƘ ŜŀŎƘ ŎƭƛŜƴǘΣ ǘƘŜƴ ȅƻǳ Ŏŀƴ ŀǎǎƛƎƴ ǘƘŜ ǳǎŜǊ ŀǘ DǊƻǳǇμ/ƭƛŜƴǘ ƭŜǾŜƭ. 

Pooled manual steps 

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

Assigning user at Group level 

From the Edit Group screen, click on Group Details: 

 

Against Assigned User click on Select user to see the prompt to select the user: 
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Highlight the user and click on Select. 

If you need to remove the assigned user, then click on the Clear button. 

If you need to assign the clients process to another user click on Select user. 

Click on Save. 

Assigning user at Group|Client level 

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

 

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

 

Highlight the user and click on Select. 

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

If you need to assign the clients process to another user click on Select user. 

Click on Save. 

Assigning user at Group|Process level 

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

 

Click on Select user to see the prompt to select the user: 
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Highlight the user and click on Select. 

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

If you need to assign the clients process to another user click on Select user. 

Click on Save. 

Assigning user at Group|Process|Step level 

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

 

Highlight the step then select Settings. 

Note that the Manual Assignment only appears for steps that are manual tasks. 

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

 

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

If you need to assign the clients process to another user click on Select user. 

Click on Save. 

Assigning user at Group|Client|Process level 

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

 

Under View select Manual Task Assignment then click on Edit: 
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Against Client Process Manual Assignment click on Select user to see the prompt to select the user: 

 

Highlight the user and click on Select. 

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

LŦ ȅƻǳ ƴŜŜŘ ǘƻ ŀǎǎƛƎƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ǇǊƻŎŜǎǎ ǘƻ ŀƴƻǘƘŜǊ ǳǎŜǊ ŎƭƛŎƪ ƻƴ Select user. 

Click on Save. 

Assigning user at Group|Client|Process|Step level 

From the Edit Group screen, click on Clients, highlight the Client, select Client Process Override then the 
Process from the drop down: 
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Under View select Manual Task Assignment then click on Edit: 

 

Against the step click on Override to see the prompt to select the user: 
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Highlight the user and click on Select. 

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

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

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

Click on Save. 

Assignment overview 

Whilst assigning users to manual tasks via Client Process Override, you have a view of the Manual Assignment. 
In the Edit Group screen click on Clients, highlight the Client then select Client Process Override: 

 

Under View select Manual Task Assignment to see the following: 
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You can view another clients step assignment for the current group by selecting the client from the drop down 
available at the top of the screen: 

 

Assign user to Internal approval steps 

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

1. Group|Process|Step level 

2. Group|Client|Process|Step level 

Assign user at Group|Process|Step level 

From the Edit Group screen select Processes then Steps: 
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Highlight the Internal approval step then Settings: 

 

Next the Assigned Approver click on Select User: 

 

Highlight the user then click on Select. 

Click on Save. 

Assign user at Group|Client|Process|Step level 

From the Edit Group screen select Clients, highlight the client: 
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Click on Client Process Override, under View using the drop down select Approvals Override then click on 
Edit: 

 

Against the Internal Approval step click on Override: 

 

Next to Assigned Approver click on Select User: 
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Highlight the user then click on Select. 

Click on Save. 

Assign user to Close Year step created by Close Run step 

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

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

1. Group 

2. Group|Client 

3. Group|Process 

4. Group|Client|Process 

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

hǾŜǊǊƛŘŜ /ƭƛŜƴǘΩǎ Ǉŀȅ Řŀȅ 

LŦ ƻƴŜ ƻǊ ƳƻǊŜ ŎƭƛŜƴǘΩǎ Ǉŀȅ Řŀȅ ŘƛŦŦŜǊǎ ŦǊƻƳ ǘƘŜ Řŀȅ ǎŜǘ ŀǘ DǊƻǳǇ ƭŜǾŜƭΣ ȅƻǳ Ŏŀƴ ƻǾŜǊǊƛŘŜ ƛǘ ŦƻǊ ǘƘƻǎŜ ŎƭƛŜƴǘǎΦ 

From Edit Group screen select Clients:   

 

Highlight the Client and then select Settings tab: 

 

These settings will default to those selected at Group level. Using the drop down for Pay Day Setting, you will 
see three options: 
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¶ Default ς this is the setting at group level. 

¶ Use Run Date From Payroll ς ǘƘƛǎ ƻǇǘƛƻƴ ǿƛƭƭ ƎŜǘ ǘƘŜ ŘŀǘŜ ŦǊƻƳ ǘƘŜ ŎƭƛŜƴǘΩǎ Řŀǘŀ ŦƛƭŜ ǿƘŜƴ ǘƘŜ ŎƭƛŜƴǘΩǎ 
ǇǊƻŎŜǎǎ ƛǎ ŎǊŜŀǘŜŘ ŦƻǊ ǘƘŜ ƴŜȄǘ ǇŀȅǊƻƭƭ ǊǳƴΦ ¢ƘŜ ǎŀƳŜ ŎƘŜŎƪǎ ŀǊŜ ǇŜǊŦƻǊƳŜŘ ǘƻ ŜƴǎǳǊŜ ǘƘŜ ŎƭƛŜƴǘΩǎ Řŀǘŀ 
file is in the tax year, period number and frequency set at group level, if it is their first process 
otherwise under the client for future processes. If they are correct, then the pay day will be retrieved 
and used to calculate the due and start day for each step. Using this option does mean however that 
viewing schedules in advance via Planned Processes will use the Pay Day set under the Group with an 
ŀƴƴƻǘŀǘƛƻƴΣ ŀǎ ǘƘŜ ŘŀǘŜ ƛǎ ƴƻǘ ƪƴƻǿƴ ǳƴǘƛƭ ǘƘŜ ŎƭƛŜƴǘΩǎ ǇǊƻŎŜǎǎ ƛǎ ŎǊŜŀǘŜŘ ŦƻǊ ǘƘŜ ƴŜȄǘ ǇŀȅǊƻƭƭ ǊǳƴΦ 

¶ Specific Day ς when you select this option the Pay Day field is available to select the day of the week 
ǿƘŜƴ ǘƘŜ DǊƻǳǇΩǎ ŦǊŜǉǳŜƴŎȅ ƛǎ ǎŜǘ ŀǎ ²ŜŜƪƭȅΥ 

 
ŀƴŘ ǘƘŜ ŘŀǘŜ ƻŦ ǘƘŜ ƳƻƴǘƘ ǿƘŜƴ ǘƘŜ DǊƻǳǇΩǎ ŦǊŜǉǳŜƴŎȅ ƛǎ ǎŜǘ ŀǎ aƻƴǘƘƭȅΥ 

 
ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŘŀǘŜ ōŀǎŜŘ ƻƴ ǘƘŜ tŜǊƛƻŘ ƴǳƳōŜǊ ŀƴŘ ¢ŀȄ ¸ŜŀǊ ǿƘŜƴ ǘƘŜ DǊƻǳǇΩǎ ŦǊŜǉǳŜƴŎȅ ƛǎ ǎŜǘ ŀǎ 
Four Weekly: 

 

Click on Save. 

Customize the Client Approval step 

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

¶ Choose the Action when overdue. 

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

From the Edit Group screen select Processes then Steps: 

 

Now highlight the Client approval step and select Settings: 

 

Complete the following: 

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

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

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

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

Click on Save. 

Group|Client|Process|Step level 

At this level you can change the following for a specific client(s): 

¶ Change the Client Approval to an Internal Approval. 

¶ Choose the Action when overdue. 

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

¶ Select the Employer contact(s) for the Client Approval to be sent to on myePayWindow. 

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

 

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

 

Complete the following: 

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

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

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

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

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

¶ Assigned Approvers ς 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: 
 

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

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

Users list, highlight the Employer user and click on  

Click on Save. 

Mark specific steps for a Client that are not applicable. 

LŦ ǘƘŜǊŜ ŀǊŜ ǎǇŜŎƛŦƛŎ ǎǘŜǇǎ ǘƘŀǘ ŀǊŜ ƴƻǘ ŀǇǇƭƛŎŀōƭŜ ǘƻ ƻƴŜ ƻǊ ƳƻǊŜ ŎƭƛŜƴǘΩǎ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜ ƎǊƻǳǇΣ ǘƘŜƴ ȅƻǳ Ŏŀƴ 
mark these steps as Not applicable at Client level. 

From Edit Group screen select Clients and highlight the client, click on Client Process Override:   
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Using the drop down for View select N/A Settings then Edit: 

 

Tick the box next to each step that is not applicable for this client: 
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Click on Save. 

hǾŜǊǊƛŘŜ ǘƘŜ /ƭƛŜƴǘΩǎ ǇǳōƭƛǎƘ ŘŀǘŜ for Payslips and/or Documents 

LŦ ƻƴŜ ƻǊ ƳƻǊŜ ŎƭƛŜƴǘΩǎ ǇǳōƭƛǎƘ ŘŀǘŜ ŘƛŦŦŜǊǎ ŦǊƻƳ ǘƘŜ Řŀȅ ǎŜǘ ŀǘ tǊƻŎŜǎǎ {ǘŜǇ ƭŜǾŜƭΣ ȅƻǳ Ŏŀƴ ƻǾŜǊǊƛŘŜ ƛǘ ŦƻǊ ǘƘƻǎŜ 
clients. 

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



vPA Guide  Configuring vPA   ¶  53 

 

Using the drop down for View select Publish Details then Edit: 

 

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

Click on OK then Save. 

Please Note: if you upload both Payslips and CIS Statements in the same Empty outbox step, the CIS 
Statements publish date is applied to Payslips. 

Preview process schedule prior to initiating 

Lǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ ǇǊŜǾƛŜǿ ǘƘŜ tǊƻŎŜǎǎ ǎŎƘŜŘǳƭŜ όŀƴŘ ǎǘŜǇ ŘŀǘŜǎ ŀƴŘ ǘƛƳŜǎ ǿƛǘƘƛƴ ǘƘŜ ǇǊƻŎŜǎǎύ ŦƻǊ ŀƭƭ ŎƭƛŜƴǘΩǎ ƛƴ 
this group prior to committing this process to live operation.  

From the Edit Group screen, select Clients:  

 

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

Initiating the Process schedule for live usage 

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

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

 

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

 

Click on Save, the process is now live. 

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

Editing existing groups  

How to add a Client to an existing group 

From the left menu Groups ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ+Ω ǎȅƳōƻƭ ŦƻǊ ǘƘŜ ƎǊƻǳǇ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ŀŘŘ ŀ ŎƭƛŜƴǘ ǘƻΥ 
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Click on Edit: 

 

Select Clients: 

 

Click on Add/Remove to see the following screen: 

 

Highlight the client under Available clients to add to the Group, then click on  it will then appear under 
Selected clients, now click on Save. 
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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 message is displayed showing the file names of the clients that need to be opened in IPP.  

The client is added in Design mode: 

 

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

¶ Manual Assignment. 

¶ Override Pay Day. 

Once you have made the changes ensure you click on Save. 

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

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

 

Click on Save. 

The clients first process will be created based on the Groups details for Frequency, Period Number and Tax 
Year. 

How to disable a Client in an existing group 

From the left menu Groups ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ+Ω ǎȅƳōƻƭ ŦƻǊ ǘƘŜ ƎǊƻǳǇ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ŘƛǎŀōƭŜ ŀ ŎƭƛŜƴǘ ǘƻΥ 

 

Click on Edit: 
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Select Clients: 

 

Click on Add/Remove to see the following screen: 

 

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

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

 

If the client did not have a process created for this group, they will be deleted from the group. 

Click on Save to the Edit group screen to save your changes. 

Please note that when the client is disabled and they have a process in progress, the process will stop from the 
next step that has not started. 
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How to reactivate a Client in an existing group 

From the left menu Groups ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ+Ω ǎȅƳōƻƭ ŦƻǊ ǘƘŜ ƎǊƻǳǇ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ǊŜŀŎǘƛǾŀǘŜ ŀ ŎƭƛŜƴǘ ǘƻΥ 

 

Click on Edit: 

 

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

 

Click on Add/Remove to see the following screen: 

 

Highlight the disabled client(s) shown under Available clients to add to the Group, then click on  they 
will then appear under Selected clients, now click on Save. 
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The client is reactivated in Design mode, with the same information as before for Manual Assignment, 
Override Pay Day and Override Approval Steps: 

 

In design mode you can then review and customise these client level settings for: 

¶ Manual Assignment. 

¶ Override Pay Day. 

¶ Override Approval Steps. 

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

You can select Client Process Override to see the clients new process, to ensure it meets your clients and 
business requirements, under View select Manual Task Assignment to ensure the manual steps are assigned 
to the correct users. 

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

 

Click on Save. 

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

Modifying the steps 

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

How to delete an unused Process from an existing group 

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

From the left menu Groups ŎƭƛŎƪ ƻƴ ǘƘŜ ΨҌΩ ǎȅƳōƻƭ ŦƻǊ ǘƘŜ ƎǊƻǳǇ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ delete the process: 
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Click on Edit: 

 

Select Process: 

 

The click on the delete icon : 

 

Select Delete. 

 

Then Save. 

You are now able to add a new template, by clicking on the + sign. 
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Select the template using the drop down, the Preview button is now enabled: 

 

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

 

Click on Close to close the preview screen. 

If the selected template is the one you require, complete the Name then click on Save. 

How to set up Teams 

Use Teams to monitor progress of the payrolls for separate departments or offices.  

Create Teams and allocate users to each team, a user can be in one or more teams. 

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

Action Payroll Department 
Admin 

vPA Supervisor vPA Operator 

Edit Group Yes No No 

View Group only No Yes Yes 

Add Group Yes No No 

Delete Group Yes No No 

Team page Yes Yes No 

Add Team Yes No No 

Edit Team Yes No No 

Delete Team Yes No No 

View Team Only No Yes No 

Clients page Yes Yes No 

Groups page Yes Yes a) Groups that have no 
Team assignment 

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

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

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

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

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

Planned Processes page 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 
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Action Payroll Department 
Admin 

vPA Supervisor vPA Operator 

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

Schedule checking for 
vPA Updates 

Yes No No 

Schedule installing vPA 
Updates 

Yes No No 

Schedule a vPA Engine 
Shutdown 

Yes No No 

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 

 

Under the Teams page select New Team: 

 

Enter a Name for the Team, then click on View/Select Users: 
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On the left side of the screen, you will see the Available Users and, on the right, the Selected Users, you must 

select at least one user. Highlight the User on the left side of the screen then click . To remove the User 

from the Selected User list, highlight the User and click on . 

Click on Save to the Assigned Users screen. 

In the Edit Team screen click on View/Select Groups to allocate them to this Team: 

 

On the left side of the screen, you will see the Available Groups and, on the right, the Selected Groups. 

Highlight the Group on the left side of the screen then click . To remove the Group from the Selected 

Group list, highlight the Group and click on . 

Click on Save to the Assigned Groups screen. 

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

Deleting a Team 

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

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

 

Click on Delete: 

 

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

 

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.  

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

 

Click on Disable: 

 

If you want to proceed select Disable. 

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

Removing user from a Team 

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

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

When removing a user from a Team, the assignments will also be cleared from created processes where the 
manual or approval task has not been completed. If the user has already completed the manual or approval 
task the user will remain on the task, for assignment, completed by, rejected approvals as well as if the task 
was re-assigned to the user. 

If manual or approval tasks have been completed by the user who has since been removed from the Team, 
and the step is re-run, the user will be retained on the completed task(s), the new task generated will not be 
assigned to that user. 

Under the created process the removed user will no longer appear in the list of users for re-assigning or editing 
steps.  
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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 can re-assign steps to the new user, for manual and approval tasks. 

Adding a Group to a Team 

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

Changing a Team allocated to a Group 

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

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

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

Advanced Filters 

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

 

Select My Teams, then Apply: 

 

Or select All Teams then Apply. 

Groups page 

Under the grid there are columns for Assigned Team and Region: 
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The Advanced filters allow filtering on: 

¶ Team 

¶ Frequency 

¶ Period Number 

¶ Tax Year 

¶ Region 

 

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

New Group Wizard 

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

 

Highlight the team then click on Select. 

Group Edit 

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

 

Next to Team Assignment click on Select Team: 

 

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

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

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

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

¶ Existing Team assignment changed to a different Team ς all user assignments are cleared  

¶ Remove Team assignment ς the user assignment is retained 

Process Progress page 

A column called Assigned Team is shown the grid: 

 

Team is available under Advanced 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. 

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

Planned Processes page 

A column called Assigned Team is shown in the grid: 

 

Team is available under Advanced Filters: 

 

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

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

Month View page 

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

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

Step Progress page 

Team is available under Advanced Filters: 

 

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

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

Planned Steps page 

Team is available under Advanced 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. 

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

vPA Dashboard 

 

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

My Work tab: 

¶ My Tasks for Today doughnut widget 

¶ My Approvals for Today doughnut widget 

¶ My Work Calendar widget 

¶ My Work List widget 

¶ Rejected Internal Approvals widget 

Automated tab: 

¶ Failed/Warning/Completed/Scheduled widgets 

¶ Action Required widget 

Overview tab: 

¶ Today's Work breakdown widget 

¶ Today's work doughnut widget 


































































































































































































