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Introduction

This guide assumes that the following are already in place in a client’s Payroll Professional installation:
e Payroll Professional 2026 EQY Update or later is installed.
e All payroll data files opened in IPP 2026 EOY or later.

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

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

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

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

What is virtual Payroll Assistant (vPA)?

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

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

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

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

In more detail....

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

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

What software is involved?

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

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

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

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

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

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

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

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

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

e The ability to sign off manual tasks.

e The ability to approve or reject Internal approvals.

e The ability to approve or reject Client approvals.

e The ability to pause a process for a client.

e The ability to cancel a process for a client.

e 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:

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

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

e 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.

e 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:

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

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

e Create Next Process — must be the last step in a process, it creates the next periods process.
All types of payrolls:

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

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

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

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

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

o Payslips

e Documents

e Branch changes

e  Cost centre changes
e Department changes
e P45s

e (IS statements

e Anonymise employee
e  Employee changes

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

Specific types of payrolls:

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

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

Close Run —must be before open run. A back up will be performed during this process. Must have
the Backup setup completed in Payroll Professional with Automatic selected, Compressed can be

VPA Guide
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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

VvPA —virtual Payroll Assistant.

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

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

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

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

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

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

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

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

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

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

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

e  Payroll Department Admin — this is for the main vPA admin for the Bureau.

e  vPA Supervisor — this is a Payroll Manager or Team Leader role.

e vPA Operator — this is a Payroll operative role.

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

Edit Group

View Group only

Add Group

Delete Group
Disable/Enable Group
Pause/Resume
Cancel

Rerun

Sign Off (manual tasks)

Run Early

Check Status (Client
Approval)

Respond (Internal
Approval)

Bureau Override (Client
Approval)

Edit Step
Check Submission (FPS
Send)

Reassign (Manual Tasks,
single and multi-action)

Team page

Add Team

Payroll Department VPA Supervisor vPA Operator

Admin

Yes No No

No Yes Yes

Yes No No

Yes No No

Yes No No

Yes Yes Yes

Yes Yes No

Yes Yes No

Yes Yes Yes (only if assigned to
them)

Yes Yes Yes

Yes Yes Yes

Yes Yes Yes (only if assigned to
them)

Yes Yes No

Yes Yes No (unless a rejected

internal approval)

Yes Yes Yes
Yes Yes No
Yes Yes No
Yes No No

VPA Guide
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Action

Edit Team
Delete Team
View Team Only
Clients page

Groups page

Process Progress page

Step Progress page

Planned Processes page

Planned Steps page

Schedule checking for
vPA Updates

Schedule installing vPA
Updates

Schedule a vPA Engine
Shutdown

Restart vPA services

Payroll Department
Admin

Yes
Yes
No
Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

VPA Supervisor

No

No

Yes

Yes

Yes

Yes

Yes

Yes

Yes

No

No

No

Yes

vPA Operator

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 to
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

b) Planned Steps
assigned to the team
that the user belongs to
No

No

No

Yes

VPA Guide
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Action Payroll Department VPA Supervisor vPA Operator

Admin
Admin Settings Yes No No
User Settings Yes Yes Yes
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VvPA website

Login to vPA website

Open Payroll Professional and select Home tab:

Do @® 8@ X-I® &5 Payroll Professiona —~ O %
Home Admin Tables Data Run Utilities Reporting Help ® |
== VR e = > e - E? A\ O @

& R B2 %7 iy L @ @ Eis Q)
New Open Close = Tax National | Banks | Pen Pa Employer Employees | Pay | Run al  Pr Report BMS VPA  Task Exit
Insurance Components Run R Macros Management List
Payroll File Tables Banks Data Run Reporting BMS | virtual Payroll Assistant | Exit

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

JIRIS = The PayrolIPro Bureau PatTernity = =

[ L p———————— P a
E— ]
F—— | ven ]

© 2022 RIS Fayral

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

e Automated.

e Overview.

e Client Approvals.
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My Work

JIRIS = The PayrollPro Bureau O PatTemity ~ =

#N e ——

19

16-Ausg-2022 (1 of 1)

Heiping Haruds | PSDHelpingHands | Pay empioyees - submit payment fies | 1700

18-Aixg-2022 {4 of 4)

19-Aug 2022 (10 0F 17)

22 Mg 2022 (10 01 10}

23-g-2022 (Pt )

Mg 202 @ty

25.400-2022 (4 of 4)

264052022 (6 o1 )

This tab contains four charts:

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

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

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

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

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

Automated

WIRIS = The PayrollPro Bureau O PatTemiy = =

Action Recired (2 Steps)

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
Esror: DPS: Uinabie To Check One Or Mare Noification Types Ervor: The Client Has at Qeen Regatered On MysPaWindow

The top 4 charts, by default, show the progress of automated steps for ‘today’, they 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:

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

Next 7 days

(O

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

The Action

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

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

Overview

Filters

Team:

User

Group By:

Q Tasks

Exclude Users With No Work: @

O Ppat Ternity 'E]

Client

This tab contains four charts:

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

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

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

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

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

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

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

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

Client Approvals

JIRIS = The PayrollPro Bureau O PatTemity ~ =

Due Prioe T Today (3 of 3] View A

Due in The Next 7 Days (10 of 10)

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

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

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

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

o Duein the next 7 days.

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

Left-Menu items
(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

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

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

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

e  Month View — displays a calendar with the number of uncompleted tasks per calendar day, for all
payroll processors.
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e Process Progress — allows you to see the progress of all clients’ processes.

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

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

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

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

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

Auto Logout

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

VvPA Guide VPA website ¢ 19



Configuring vPA

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

I‘I‘I‘I‘I‘I

How to set up a Group based on pay day
This example below is for a Weekly frequency.
Setting up a new group
VPA has a 4 -step ‘new group’ wizard to streamline new group creation:
1. 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:

VvPA Guide Configuring vPA e 20



JIRIS The PayrollPro Bureau

Groups (Advanced Filters Applied) m m
| — B -~ -0
Hame .+ Freauency Period Number Ta Year Pay Day/Date Assianed Team Status
. o o
o o
Week Dieciors [l
o [ easis ]

Group set-up wizard —step 1

Click on m to open the new group wizard:

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:

Based on Frequency: Li]

Frequency: =
Period Number:

Tax Year:

Based on Pay Day: Li]

Pay Date: Select Pay Date

Region: + 0
Do not adjust for bank O e

holidays:

Do not adjust for weekends: (] @

Team Assignment: m

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

Now complete the following fields:

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

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

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

Pay Day — when the Frequency is selected as Weekly, select the day of the week that is the pay day
using the drop-down, and when the Frequency is selected as Monthly enter the date of the month
they are paid (if it is last day of the month you can select the 31% and the program will adjust for
months where this date doesn’t exist), when the Frequency is selected as Four Weekly click on the
drop down to select the date that falls within the Period number and Tax Year selected.

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

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

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

New Group Wizard - Details (1/4) 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 set-up wizard — step 2

On successful validation, the Clients selection page is displayed:

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.

Auailable clients: 25 Selected dients: 0

E3 E3

Bits And Bobs | B8 | PSDBitsandBobs

Brides And Grooms | BG | BridesandGrooms.mcp

G | PSDCarpetsGalore
PSDI f

stle | MC | PSDMenagerieCastie
Shop | MMS | PSDMikesMotorbikeShop

ary | NN | Nuggetshursery.mep

Shop | SCS | ShellysCycleShop.mep

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

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

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

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

when the required client name is found, select it and then click on to add them to the selected
clients list.
e  Or scroll the available clients list to find a client and click on to add to the selected client list.

VvPA Guide Configuring vPA e 22



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

Process Preview (Process Payroll - Four Weekly) 2 Close

Step Name Job Type Start Due

Check open run details Initialise Process

Client info received - Ready 1o process Manuzl 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 Manuzl Task 0800  1Day Befora Due 17:00 5 Days Before Pay Day
Download AE opt outs Manuzl Task 0800 1 Day 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 Internal Approval 0800 2 Days Before Due 17:00 3 Days Before Pay Day
Upload review reports to myePayWindow Manuzl Task 0800 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 Manuzl Task 0800 3 Days Before Due 17:00 O Pay Day

Create Full Payment Submission Manuzl Task 0800 3 Days Before Due 17:00  On Pay Day

Submit Full ayment Submission Send FPS. 0800 3 Days Before Due 17:00  OnPay Day

Upload to myePayWindow Empty Outbox 0800 3 Days Before Due 17:00  OnPayDay

Empty myePayWindow Outbox Manual Task 0800 3 Days Before Due 17:00  On Pay Day

Auto Enrolment - Generate Notices and Feeds Manuzl Task 0800 5 Days Before Due 17:00 4 Days After Pay Day
Auto Enrolment - Upload Feed Manuzl 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 on Close to close the Preview screen, if the selected template is correct, click on Next to see a summary
of the group you are setting up.

Group set-up wizard — step 4

New Group Wizard - Summary (4/4) 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.

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 ‘base settings’:

Once the group has been created you may need to edit the group to:
e  Customise the steps (add or delete manual steps).
e Change the steps timetable.

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

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

e Assign users to manual steps.

e  Assign users to internal approval steps.

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

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

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

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

e Mark specific steps for a Client as not applicable.

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

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

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

) vPA Dashboard

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

virtual Payroll Admin

Admin Settings

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

Groups (Advanced Filters Applied) ==
Search m Clear Status: sortec m X u
Name i Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status

Monthly - Changes - End of Month Manthly 7 2021 31 England Office 1 {enasien | +
WMonthly - No Changes Monthly 7 2021 28 Scotland Office 1 [ennsien | +
Weekly - Changes Vieskly 27 2021 Wednesday Northern Ireland Office 1 [enabieo +
Weekly - Directors Weekly 28 2021 Monday england Directors [Enanieo | +
Weekly - Thursday Weekly 26 2021 Thursday England Office 1 [ Enasieo | +
Showing record 1to 5 of 5 itemi(s)
Next, click on the Edit action:

Groups (Advanced Filters Applied) Sefresh
Search m Clear status: Sortec m E u
Name 1 Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status

Monthly - Changes - End of Month Manthly 7 2021 31 England Office 1 s +
Monthly - No Changes Monthly 7 2021 28 Scotland Office 1 [ennsien | +
Weekly - Changes Vieekly 27 2021 Wednesday Northern Ireland Office 1 fenacieo | +
Weekly - Directors Weekly 28 2021 Monday England Directors [csaiio ] +
Weekly - Thursday Vieekly 2% 2021 Thursday England Office 1 fenapieo | =
@ x -
it Delete Disabls
Showing record 1 to 5 of 5 item(s)
The Edit Group form is displayed (see below)
2 Edit Group - Weekly - Thursday — O § e

Name: Weekly - Thursday

Based on Frequency: L]

Frequency: Weekly

Period Number: 26

Tax Year. 2021

Based on Pay Day: o

Pay Day: Thursday

Region: Englend o

Do not adjust for bank holidays: oe

Do not adjust for weekends: oe

Team Assignment offce

Vianual Assignmen: Pat Tenity o

Status: Enabled s

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

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

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

Customising steps in a Group Process

To customise the steps, select the Processes tab from the Edit Group screen:
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13 Edit Group - Weekly - Thursday

Enabled

Weekly - Paid Thursdays

Weekly - Paid Thursdays

Enabled .

-

The first tab Process allows you to amend/edit the Name of the process, if required.

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

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

Group Details
Enabled & Process | Simps | Schedule

Process
Weekly - Paid Thursdays

Enabled z Detais | Setings

Check open .. 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 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:

+ ¥ + O

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

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

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

Disabled:

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

Group Details .
Enabled s pross [N s
Process
Weekly - Paid Thursdays :
Enabled Dem | semngs  Tamerat
Check open un... Name nternal approval
Client info recei..
Status: Enabled s
DS Netficatio..
Download DPS Disabled
Download AE O...
Enter data
Calculate payroll
Internal approval
Upload reviewr.. |~
s ¥+ O

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

Add a step

Defals | Seitings

Name:

VPA Guide
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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:

Add a step

Job Type Manual Task

[
Internal Approval
Client Approval
Backup Payroll
Open Run

Calculate

Close Run

Send FPS

Create FPS

DPS Check

Empty Outbox
Create Next Process

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

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

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

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

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

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

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

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

e Create Next Process — 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:

SR Edit Group - Weekly - Thursday

Group Details
Enabled
Process
Weekly - Paid Thursdays

n Enabled

Check open run...
Client info recei...
Due When: © BeforepayDay () OnPayDay () AfterPay Day
DPS Notificatio.

Number of Days: 2
Download DPS ..

Download AE O... Due Time:

Enter data Start

Calculate payroll Days Before Du:

Internal approval
Run Time:

Upload reviewr.. |~

LR

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

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

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

e Due When —there are three options:

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

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

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

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

e Due Time — enter the time of the day that the step must be completed by.

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

e Run Time - enter the time of the day that the step can be started.
On clicking Save, validation is performed, you will be warned if any information is missing, invalid or if the
timetable for each step is not sequential based on the Due by date and time.
Edit the DPS Check step

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

From the Edit Group screen select Processes then Steps:

52 Edit Group - Weekly - Thursday [Bamtpoesoende| v sme | tase

Group Details +
Enabled & Process | Smps | schedie

Process

Weekly - Paid Thursdays

Enabled
a

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... | +

4 v+

Highlight the DPS check step, then select Settings:

52 Edit Group - Weekly - Thursday (Bt Poceoveride | v Sme | 210z

Group Details +
Enabled s Process | Smps | Schede

Process
Weekly - Paid Thursdays

Enabled B Detsils | Sattings | Timetable

Check open run. Job Type: DPS Check

Client info recei...
No Action Required Step: Download AE Opt Outs L)
DPS Notificatio.
Download DPS ...
Download AE O.
Enter data
Calculate payroll
Internal approval
Upload reviewr. -

~ v o+ 0

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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52 Edit Group - Weekly - Thursday

Group Details +

Process.

Weekly - Paid Thursdays

Enabled s Process Seps | Schedule

Enabled

Check open run.
Client info recei.
DPS Notificatio.
Download DPS
Download AE O.
Enter data
Caleulate payroll
Internal approval

Upload review .

4+ ¢+ 0

Job Type:

No Action Required Step:

G < 1o

DPS Check

Download AE Opt Outs : 0

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 raports 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 Enralment - upload feed

Close period

Click on Save.

Edit the Empty Outbox step

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

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:

Group Details

Pracess

Highlight the Empty Outbox step, then select Settings:

& Edit Group - Weekly - Thursday

Enabled

Weekly - Paid Thursdays

Enabled

Check open run..
Client info rece.
DPS Notificatio.
Download DPS ..
Download AE 0.,
Enter data
Calculate payroll
Internal approval
Upload review .

+ + + 0

Check of

Ensbled

B Client Process Override. J 0Ll [=° )

pen run details

VPA Guide
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£ Edit Group - Weekly - Thursday vswe | 2Cose |

Group Details
Enabled

Weekly - Paid Thursdays
Enabled

Upload review r

ob Type Empty Outbox

Auto Enrolment - generate notices and feeds ¢ ©

Include Outbox Item Publish Date Select All

t Full Pay
Upload payslips...

ly myePiy,

Auto Enrolment.

+ ¢+

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:

£ Edit Group - Weekly - Thursday vSee | | 200 |

Enabled :

Weekly - Paid Thursdays
Enabled s

Empty Outbox

Auto Enrolment - generate notices and feeds ¢ @

Empty myePayWindow Outbox

Include Outbox Item
Auto Enrolment - upload feed
Close period

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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52 Edit Group - Weekly - Thursday Swe|  2Cme
Group Details
Enabled =

Process.
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 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:

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

Group Details +
Enabled s
Process
Generate Report - Weekly
Clients n all s Detsits | Settings |  Timetable
Check open run... Joh Type: F——
Calculate
Report Name: PARUNG/PSRUNG
Upload review r...
Export Type: PDF
Create Full Pay...
Submit Full Pay.. Export File Name Override: o
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 screen select Processes, under
the Steps tab highlight the step Create Report and Add to Outbox, then select Settings:
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£ Edit Group - Generate Report - Monthly [ B CientprocesOvertide | v smve | 3Cioze

Group Details +
Enabled £ = Steps. Schedule

Process
Generate Report - Monthly

Enabled s Dewils || Sewings | Timetable

Clients

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 the Add/Remove button:

Create Report and Add To Outbox - Report List

Available Reports: 8 Selected Reports: 4
Search... m 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 the Selected Reports list from the Available Reports list, you can:

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

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

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

Click on OK, then select Save in the Edit Group screen.
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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£ Edit Group - Generate Report - Monthly [ B CientprocesOvertide | v smve | 3Cioze

Group Details +
Enabled

Process
Generate Report - Monthly

Clients 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:

e  Report Name — file name of the report
e Client Reference —shown in IPP under File\Open\By Name
e DatalD —unique ID for the client saved in the data file under Employer Details
e  Frequency — this will be the number, so for Monthly 12
e Period Number
e Tax Year — this will be the year beginning, so for 2022/23 will show 2022
e  Extension .pdf
Example file name PARUNG6_ClientRef _100_12 1 2022.pdf

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

Edit Report Details ¥ Ok 1 Gancel
Report Name: PARUNG/PSRUNG

Export Type: PDF =
Export File Name Override: LiJ
Add To Outbox:

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

The following validation is performed for the Export File Name Override when you click on OK:
e  Only alphanumeric and underscore characters are accepted
e Length of the file path, file name and extension does not exceed 260 characters

o 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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Group
Group|Client
Group | Process

Group | Process|Step

A N A o

Group | Client|Process
6. Group|Client|Process | Step

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

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

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

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

Pooled manual steps

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

Assigning user at Group level

From the Edit Group screen, click on Group Details:

S Edit Group - Weekly - Thursday [EClient rocessOvertide | | v smve | 2o
Name: ‘Weekly - Thursday
Based on Frequency: o
Frequency: ‘Weekly
Period Number: 26
Tex Vear: 2021
Based on Pay Day: e
Pay Day: Thursday
Region: England L]
Do not adjust for bank holidays: oe
Do not adjust for weekends: fe
Team Assignment: Office 1
Manual Assignment Pat Temity o
Status: Enabled s

Against Assigned User click on Select user to 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 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:

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

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

Search... Clear
Pat Ternity

Holly Daypay

Mat Ternity

Olive Vertime

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

Click on Save.

Assigning user at Group | Process level

From the Edit Group screen, click on Processes, then 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 on Select user to see the prompt to select the user:
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Searct Clear
Pat Ternity

Holly Daypay

Mat Ternity

Olive Vertime

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

Click on Save.

Assigning user at Group | Process | Step level

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

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

Group Details .
Enabled

Process
Weekly - Paid Thursdays

Ensbled s Dewsits |\Setings | Timetable

o Job Type: Manual Task

Client info racei.
Manual Assignment: o

DPS Notificatio.
Download DPS
Download AE O...

Enter data

Calculate payroll
Internal approval
Upload reviewr... |

v o+

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:

Select User

Search... Clear
Pat Ternity

Holly Daypay

Mat Ternity

Olive Vertime

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:

Client Process Override dE=

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 Notifications Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Download AE Opt Outs Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Enter data Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
(Calculate payroll Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Internal approval Internal Approval Mat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00
Upload review reports ta myePayWindow Manual Task Pat Temity 04-Oct-2021 08:00 05-Oct-2021 17:00
client approval Client Approval 04-Oct-2021 08:00 05-Oct-2021 17:00
Pay employees - submit payment files  Manual Task Pat Ternity 05-Oct-2021 08:00 05-Oct-2021 17:00
Upload final reports to portal Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
Create Full Payment Submission Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
‘Submit Full Payment Submission Send FPS 05-Oct-2021 08:00 07-Oct-2021 17:00
Upload payslips and P45s to Empty Outbox 05-Oct-2021 08:00 07-Oct-2021 17:00
myePayWindow
Empty myePayWindow Outbox Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00
Auto Enrolment - generate notices and  Manual Task Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00
feeds
Aute Enrolment - upload feed Manual Task Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00
Close period Close Run 05-Oct-2021 08:00 08-Oct-2021 17:00
‘Open period Open Run 05-Oct-2021 08:00 08-Oct-2021 17:00
Create next process Create Next Process 05-Oct-2021 08:00 08-Oct-2021 17:00

Under View select Manual Task Assignment then click on Edit:
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Client Process Override v Save | 2Discard

Client: Helping Hands ¢ Process: Weekly - Paid Thursdays Group: ‘Weekly - Thursday
View: Manual Task Assignment +
Client Process Manual Assignment: t e
Step Name Job Type Assigned User Assignment Level &
Check open run details Initialise Pracess
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 Internal 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 Outbex
Empty myePayWindow Outbax Manual Task Pat Ternity 1. Group
Auto Enrolment - generate natices 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 Crezte Next Process

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

Holly Daypay
Mat Ternity
Olive Vertime
Pat Ternity

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

Click on Save.

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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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

Under View select Manual Task Assignment then click on Edit:

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 on Override to 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 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:

SR Edit Group - Weekly - Thursday

Group Details
Enabled

Process

Helping Hands Client Ref HH

Clients
Williams Farm Shop

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

Connected to myePayWindow: | Yes

Under View select Manual Task Assighnment to 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 selecting the client from 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, 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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S Edit Group - Weekly - Thursday [ECient rocessOvertide | | v sme | 2o

Group Details:

Enabled 3 Process | Swps | Scheduie
Process
Weekly - Paid Thursdays .
n Enabled * Detsie | 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 the Internal approval step then Settings:

52 Edit Group - Weekly - Thursday

Group Details
Enabled e Process | Steps | Scheduie
Process

Weekly - Paid Thursdays
n Enzbled . Deats | Semings | Timeable

Check open run... 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 the Assigned Approver click on Select User:

Select User
Search.. m

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

Highlight the user then click on Select.

Click on Save.

Assign user at Group | Client| Process|Step level

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

Edit:

Client Process Override

Client: Helping Hands 2 Process: Weekly - 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 &

+ Save

Against the Internal Approval step click on Override:

Override Approval Step

Step Name: Internal approval

Approval step type: Internal S

Assigned Approver: Pat Ternity

Next to Assigned Approver click on Select User:
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seareh m

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

Highlight the user then click on Select.
Click on Save.
Assign user to Close Year step created by Close Run step

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

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

1. Group

2. Group|Client

3. Group | Process

4, Group|Client|Process

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

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

From Edit Group screen select Clients:

SR Edit Group - Weekly - Thursday

Enabled

Helping Hands Client Ref: HH

Williams Farm Shop

Helping Hands.

Datsfile Name: PSDHelpingHands

Highlight the Client and then select Settings tab:

S Edit Group - Weekly - Thursday

Group Details:

Enabled

Process

FETHDIRITIE Client Manual Assignment: 0
Clients

Williams Farm Shop

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 down for Pay Day Setting, you will
see three options:
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S Edit Group - Weekly - Thursday

Group Details
Enabled

Process

FETHIAETEE Client Manual Assignment: o
Clients

Williams Farm Shop
Pay Day Setting: Default s 0

=3
Pay Day Use Run Date From Payroll "
specific Day.

Next Process info:

Period Number: 27 Tax Year: 2021

e  Default —this is the setting at group level.

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

e Specific Day — when you select this option the Pay Day field is available to select the day of the week
when the Group’s frequency is set as Weekly:

£ Edit Group - Weekly - Thursday

Group Details:

Enabled e Detsils | Settings

Process

ETPETES Client Manual Assignment o
Clients

Williams Farm Shop

(=)

Pay Day Setting: Specific Day s 0

Pay Day:

Monday
Tuesday
Wednesday
Thursday
Friday

Next Process info:
Period Number: 27

Saturday
sunday

and the date of the month when the Group’s frequency is set as Monthly:

5% Edit Group - Monthly - No Changes

Group Details
Enabled

Process

Brides And Grooms Client Manual Assignment: o
Clients
Country Homes
Pay Day Setting: Specific Day s 0
Menagerie Castle
Pay Day: 25

Shelly's Cydle Shop
Smiths Decorators. Next Process info:

Tommy's Timber Yard

Period Number. 8 Tax Year: 2021

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

S8 Edit Group - 4Weekly
Group Details
Enabled
Pr
4 Weekly Specific

Specific Day

Aprg, 2021

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:

e Choose the Action when overdue.

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

From the Edit Group screen select Processes then Steps:

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

Group Details + e - proces [N screcue

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 the Client approval step and select Settings:

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:

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

from:

Group Details +
Enabled s Process | \Stepe | Scheckule

Process

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

4] C =

Job Type: Client Approval
Download DPS " PP
Download AE O, Action When Overdue: Do Nothing
. Do Nothing
Enter data Override Deseription: Complete Step
Fail Step

Calculate payroll

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

Internal approval
Upload reviewr...
Client approval

Pay employees ..

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

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

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

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

Click on Save.

Group | Client|Process|Step level

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

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:

52 Edit Group - Weekly - Thursday

Group Details
Process

Clients

Enabled

Helping Hands

Williams Farm Shop

(=)

Detais |  Serings.

Client Ref: HH
Client Name: Helping Hands
Datafile Name: PSDHelpingHands

Status: Enabled

: | ves

Click on Client Process Override, under View using the drop down select Approvals Override then 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: Approval Overrides s

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 the Client Approval step click on Override:

Override Approval Step

Step Name: Client approval
Approval step type: Client =
Action When © Complete Step =

(]
Assigned Approvers: 1 Selected

Complete the following:

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

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

Override Approval Step

Step Name: Client approval
Approval step type: Client =
Action When Overdue: Complete Step e
Do Nothing
Qverride Description: GmpEEeT
Fail Step
Assigned Approvers 7 Selected
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o Do Nothing — selecting this option will mean that the step will appear as Overdue
under Client Approvals within the vPA Dashboard, no further steps can be processed
until it has been dealt with.

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

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

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

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

Assigned Approvers

Available Employer Users: 1 Selected Employer Users: 0

Helping Hands

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

left side of the screen then click . To remove the Employer user from the Selected Employer
Users list, highlight the Employer user and click on

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

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

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

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

Empty Outbox
Manual Task
Manual Task
Manual Task
Close Run

Open Run

Create Next Process

Group:

N/A @

Weekly - Thursday

+ Save 1 Discard

Click on Save.

Override the Client’s publish date for Payslips and/or Documents

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

clients.

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

Check open run details

Internal approval

Client approval

Upload payslips and P4Ss to

Create next process

Client: 1 Frequency 4 Wkly Period 14 Default +
View: Overview / Process Preview $
Step Name Job Type

Initialise Process.

Client info received - Ready to process  Manual Task
DPS Notifications 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

Upload review reperts to myePayWindow Manual Task

Client Approval

pay employees - submit payment filss  Manual Task
Upload final reports to portal Manual Task
Create Full Payment Submission Manual Task
Submit Full Payment Submission Send FPS

Empty Outbox

myePayWindow

Empty myePayWindow Outbox Manual Task
Auto Enrolment - generate notices and ~ Manual Task
feeds

Auto Enrolment - upload feed Manual Task
Close period Manual Task
Open perioc Open Run

Create Next Process

Weekly - Paid Thursdays

User

Kate Bush

Kate Bush
Kate Bush
Kate Bush

Kate Bush

Kate Bush

Kate Bush
Kate Bush

Kate Bush

Kate Bush

Kate Bush

Kate Bush

Kate Bush

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 for View select Publish Details then Edit:

Step Name

Check open run details

Internal approval

Client approval

Empty myePayWindow Outbaox

Create next process

Upload review reports to myePayWindow

14 Default :

Job Type

Initialise Process

Client info received - Ready to process Manual Task
DPs Notifications 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
Manual Task

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 P45s to myePayWindow ~ Empty Outbox

Manual Task

Auto Enrolment - generate notices and feeds  Manual Task

Auto Enrolment - upload feed Manual Task
Close period Manual Task
Open period Open Run

Create Next Process

‘Weekly - Paid Thursdays

Number Of tems

Overrides

‘Weekly - Thursday

[# Override

Against the Empty Outbox step click on Override:
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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

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

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

From the Edit Group screen, select Clients:

2 Edit Group - Weekly - Thursday

s : _

Helping Hands HH

Williams Farm Shep

Helping Hands

PSDHelpingHands

Highlight a Client, select Client 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 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:

5% Edit Group - Weekly - Thursday

Enzbled

Weekly - Paid Thursdays.

Dasign

Enabled

‘Weekly - Paid Thursdays Design

Ready
Disabled

Click on Save, the process is now live.

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

How to add a Client to an existing group

From the left menu Groups click on the ‘+’ symbol for the group that you want to add a client to:
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JIRIS = The PayrollPro Bureau O PatTemity + =

@ vPA Dashboars Groups (Advanced Filters Applied) =3 232

vetual Payeol Acsitant

& Groups
Name & Frequency Periad Number Tax Year Fay Day/Date Region Assigned Team Status
o 202 3 Oftce o -
Month View 20 oot oftce o +
proces
Heekly - Directers Week 2 Maonda, England Direciors omm -
7 x -
wieeky - Thursday Weeky Bl 2022 oftce oo +

Click on Edit:

£ Edit Group - Weekly - Directors _ « Save I Close

Weekly - Directors

L]

Frequancy Weekly .

13

2021

Manday s
Regior England : 0
]

]

—— -

Stat Enabled ’

Select Clients:

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 on Add/Remove to 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

Fighting Fit Gym | FFG | PSDFightingFitGym

Harry The Gardener | HTG | HarrytheGardener.mcp
Helping Hands | HH | PSDHelpingHands

Home Improvements | Hi | Homelmprovements.mcp
Iron Works | IW | IronWorks.mcp

Menagerie Castle | MC | PSDMenagerieCastie

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:

£ Edit Group - Weekly - No Changes

MC
Menagerie Castle

PSDMenagerieCastle

Design *

Yes

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

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

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

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

£ Edit Group - Weekly - No Changes

Menagerie Castle

PSDMenagerieCastle

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

JIRIS = The PayrollPro Bureau O PatTomity ~ =
© veADastboars Groups (Advanced Filters Applied) [ +new Grous [l e |
et e Asstant

= o =3 —~E3 -0
rame frequency  perios Number Taxvear Fay Oay/pste Region asignea Team status
a s [pwss | +

wieaky - Directors weeiry 2 2z Manam Engana Directars oo -

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

Weekly - No Changes

Pay Day Wednesday 5
England : e

L]

o

Enabled ¢

Enabled

Special Presents

P

Treasure Nursing Home

lient Name: Special Presents

Datafile Name: SpecialPresents.mep

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:

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

JIRIS = The PayrollPro Bureau O PatTemity + =
@ vPA Dashboars Groups (Advanced Filters Applied) [ nenen |
vt Payo Asstant [ P - O o [ -
& Groups

Name Frequency Feriaa Number Tax vear Fay Day/Dste feegion Assigaes Team Status
2022 n Offce — *
¥ = ot ofrce o +
jeeiy - Directors Wee 2 oy Dreciors m +
eeoy Thusay ey 2 0z o cm +
Click on Edit:
52 Edit Group - Monthly - Changes - Middle of Month _ ¥ Save | 2Ciose
Name: 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 s @
Do not adjust for bank holidays: oe
Do not adjust for weekends: oe
Team Assignment Office 2
Manual Assignment: Olive Vertime 0
Status: Enabled B

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 on Add/Remove to see the following screen:

Available clients: 29 Selected clients: 1

Menagerie Castle | MC | PSDMenagerieCastie

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 | SO | PSI Decorators

Special Presents | 5P | Specal nts.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

Shiny Jewelers | 51| Shinylewellersmcp

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:

SR Edit Group - Monthly - Changes - Middle of Month

Design

Shiny Jewellers - 5

Shiny Jewellers

Shinylewellers mep

Design .

Yes

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

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

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

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

52 Edit Group - Monthly - Changes - Middle of Month

Group Details

Al s Detais | Settings

Process

) Client Ref: s
Clients
==
Client Name Shiny Jewellers

Datafile Name: SHINVJEWELLERS MCP

Status: Design

Connected to myePayWindow: _{mmd

Click on Save.

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

Modifying the steps

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

How to delete an unused Process from an existing group

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

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

Select Process:

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.

Select Delete.

52 Edit Group - Four Weekly

Group Details
Enabled

Process.

Clients

Then Save.

You are now able to add a new template, by clicking on the + sign.
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Select the template to base your new process on and enter a name:

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

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

Process Payroll - Monthly :  Preview

MName:

Click on the Preview button 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 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

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 page

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 assighment

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

a) Processes that have
no Team assignment

b) Processes assigned to
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

vPA 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

JRIS = The PayrollPro Bureau O Pattemity ~ =
Teams m
- 2 o - B - i :

— | p— J—— -

frectar 1 /=

ce 3 oo

Office o
[ ot cov | ot sk

Under the Teams page select New Team:

Add Team

Name:

Assigned Users: 0 Selected

Assigned Groups: 0 Selected

Enter a Name for the Team, then click on View/Select Users:
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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, Clear Search... Clear

Holly Daypay
Mat Ternity
Olive Vertime
Pat Ternity

On the left side of the screen, you will see the Available Users and, on the right, the Selected Users, you must

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

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

Click on Save to the Assigned Users screen.

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

Assigned Groups

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

Available Groups: 60 Selected Groups: 0

Search... 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

. To remove the User

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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Teams = 23
=- o B —— Y - |
Team Name Assigned Users. Assigned Groups Status
[ wenen) +
Emm -
Team [ amin] +
[Bwsio] +
feam Direc | srnemen ) +
S — [Bwsio]
Click on the plus symbol on the row of the Team that you want to delete:
Teams m  Retresh
Team Advanced 1 [ uanco | +
Tearn Appl 1 0 - l
x L)
2am B 4 1 [ uasco | +
Tea o +
Team Directors 2 0 s +
Team myspaywindow 1 [ Buanen) +

Click on Delete:

Delete Team?

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

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

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

this team assigned to it has already been

created. If you want to stop this team from

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

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

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

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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Teams +NewTeam [l O etren

= =3 - o
Team Name i Assigned Users Assigned Groups Status

avances 3 1 [uweien] +

[ BuAsien )

1 =
m [owanio} +
am Directars [ uneiio | +

m m emm

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

Teams o 3
... B8 e [ - D
Team Name 1| Assigned Users Assigned Groups Stat

Team Advanced 3 1 £ +

Team Agple 0 (s ] I
x »

g 4 [co] +

[ Eusien] +

Team Directors [crnsaco +

indow [eeeeo ] +

Click on Disable:

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

+ Disable ® Cancel

If you want to proceed select Disable.

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

Removing user from a Team

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

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

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

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:

@ vPA Dashboard Teams £ Reresh
s —— B - o [ e o [ T o=
o
Team Mame + Assigned stat U—— Status © AllTeams () MyTaams
Team A 2 M )
Team Advance: 0 [iruasaen +
Tea 0 [ Eussuso o
Team € 1 [Enazaio +
Team D 1 [ +
Team Diect m .

3 vPA Dashboard Teams (Advanced Filters Applied) @ ¢
et et 23 =a o o=
Show
Team Name & Assigned Staft Assigned Groups Status AllTasms Q) My Teams
Team A = *
T Advance 0 —_— *
o [ovoco] .
Team € ! _

Or select All Teams then Apply.
Groups page

Under the grid there are columns for Assigned Team and Region:
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Groups (Advanced Filters Applied)
Search 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 filters allow filtering on:
e Team
e  Frequency
e  Period Number

e TaxYear

e Region
- . ; .
Groups (Advanced Filters Applied) S
Filts e
e
Name 1| Frequency | Period Number ~ | TaxYear - PayDay/Date * Region *| AssignedTeam | Status Unassigned | | Directors x| Office 1 x| Office 2 X v
Monthly - Changes - End of Month | Monthly 7 2021 3 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

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:

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 (]
holidays:

Do not adjust for weekends: 0 e

Team Assignment: m
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Click on Select 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 on Select.
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 to Team Assignment click on Select Team:

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

Search... m

Team aaai

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

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:

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

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

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

e  Existing Team assignment changed to a different Team — all user assignments are cleared
e Remove Team assignment — the user assignment is retained
Process Progress page

A column called Assigned Team is shown the grid:

The PayrollPro Bureau O PatTemity ~
Process Progress (Advanced Filters Applied) m
= - - E2E -0
Pertod - Assigned Percentage
ot Process Group Fequeney Tl m s vedstea M suw P
15400
Wasky - Dirctons Weecy - Disstors weey 2t o orectors oD . +
Weexy - Dirctors Weeiy . Directors Weery | 20 e et D aEra—
Melpng Hands gHanc Weeicy - Paid Thssdays Weecy - Tnrsd Wesky ot - +
Courtry Homes ICOUNTRYHOMES ACP soririy - No Cranges Mot - No Cranges woriny e - .
Neeky - e veeky - Din - Drect +
Weeiy . Dirctors Weeky . Directors Weey | 20 Dirctors D T

Team is available under Advanced Filters:

Process Progress (Advanced Filters S Refresh e o
Applied) Filters =
Search a sos [ o e >~ B
r B3 st - ortec: [l . .
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 COEm | R 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 [ | = Year:
( 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
updted:
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.

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:

The PayrollPro Bureau © PatTemity ~

Planned Processes (Advanced Filters Applied) wooore | uaganoneo [ [

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

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

o156 o o]
" «m +
w cm +
cm +
o «m +
cm +
[scrrw ]
Smitns Decorstons S eco . e02022 170 | Moot omce cm +
Planned Processes (Advanced Filters Last Updiated: | 26-5ep-2021 0000 = e 0
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.

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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JIRIS = The PayrollPro Bureau
Month View

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

filter the records.

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

unassigned, or a team which the user is a part of.
Step Progress page

Team is available under Advanced Filters:

JIRIS The PayrollPro Bureau

Step Progress (Advanced Filters Applied)

Client Process Group step Trpe Scheduled

Directors

Started

oue

Completed

Assigned
user

Status

[ [

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.

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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JIRIS = The PayrollPro Bureau O FatTemity = =
Planned Processes (Advanced Filters Applied) e [ wanannn [ :

FistStep  Last Step Pesiod Tax  Assigred  Schedule Unassigned X | Directors X | Ofice 1% v
StartDate + DueDste VT number | vew o Team status

o i + b
FFFFFF

ot =m + v
oo

om [} +

mee 1 = + [

Off [ scrre ]

o oo +

o ©m +

Schodule Stas

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

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

vPA Dashboard

JIRIS = The PayrollPro Bureau O PatTemity » =

My Work

Heing Hands | PSDHeingHands | Py empiyees - sl paymeei s | 700 = HE

18-Aug-2022  of 4)

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

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

e Today's work doughnut widget
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e  Weekly work breakdown widget
e  Work Calendar widget
Client Approvals tab:
e Approval Calendar widget
e Rejected Internal Approvals widget
e Today's Breakdown
e Today's Approvals doughnut widget

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

vPA website

System Alerts

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

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

When you see a System Alert:

JIRIS = The PayrollPro Bureau O Pat Temity

pev—

virtual Payroll Assistant

My Tasks For Today 2 My Approvais For Today (Task) o My Work Calendar (Task]

Click on the row to see details regarding the alert:

JIRIS = The PayrollPro Bureau O PatTemity ~ =

ppr——

virtual Payroll Assstant The Payroll Resource Server service is not running.

Gt

Client Approvals

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

6 B 0§

Service Status £ Refrech
Scheduling Engine Resource Server

Running Running

Fayroll Resource Server Auto Updater

Stoppad Start Stopped

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

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

e See the progress of Client Approvals due by today for all clients under the Client Approvals tab
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JIRIS = The PayrollPro Bureau O rat Temity {= |

Helping Hanct | PSOHECingHARcs | ay EmDIOYEES - 56 payment ies | 1790 ) T
18-Aug-2022 (4 of 4) Wiew All

=

=

aapamous [ e ]

24-aug200 G or3)

Under each of the tabs you can click on the charts to drill down to see details ‘list’ information.
How to customise the Low, Medium and High Calendar colours

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

(3 vPA Dashboard

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

virtual Payroll Admin

Admin Settings

& Log out

Select Bureau:
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6 Settings

= Calendar Colours @
Log From To
1
Lo 0 50 1
1
Viedium:
Medium: 51 150 51
1
High: 151 151

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

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

e  Work Calendar (under vPA Dashboard\Overview)

e Approval Calendar (under vPA Dashboard\Client Approvals)

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

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

O patT =
'
- o=
-
Patod s
-
-
JIRIS The PayrollPro Bureau O PacTemiy
Process Progress (Advanced Filters Applied) m
Fines
[ v O -G -8 =
- PR P e et | | P v
ek e == - it Ana Bovs PSOBIsanatoos) X
P
] = n
..... . e

Now select Process Info, you will see the first tab called General:
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Weekly - Fridays - Details 1 Ciose

General | Detalls  Properties  Motes

Process UID: 2503034f-7743-4265-027f-4eca34208ca0
Process Name: Weekly - Fridays

Created: 27-Sep-2021 17:21

Started: 27-Sep-2021 17:21

Last Updated: 01-0ct-2021 1127

Percentage Completed: 76%

Status: Running

Assigned Team: Office 2

Details tab

Weekly - Fridays - Details 4 Ciose

General Details Properties

Frequency: Weekly
Period Number: 26
Tax Year: 2021

Based On Pay Day:

Pay Day Setting: Default

Pay Day: Friday
Original Pay Date: 01-Oct-2021
Adjusted Pay Date: 01-Oct-2021
Ragion: Wales

Ignore Bank Holidays: [

Ignore Weekends:

Properties tab

Weekly - Fridays - Details 4 Close

General  Details | Properties | Motes

Group Name: Weekly - Friday
Client Ref: BB

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

Notes tab

Weekly - Fridays - Details 4 Close

General Details Properties Notes
o u Author: v Type: v

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

(internal approval Approved) - chacked

Process Info can also be accessed via View Steps then use the Actions drop down menu:
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Bits And Bobs - Weekly - Fridays (Weekly - Friday) ORefresh  Actions~ [ $Close

View Process Info

Frequency: ‘ Weekly Period Number: ‘ 2% Tax Vear: ‘ 2021

Show Reran Steps
Step Name Job Type Scheduled Started Completed Pause Process
Check open run details  Initialise Process 27-Sep-2021 1721 27-Sep-2021 17:23 Cancel Process

Client info received - Manual Task 28-5ep-2021 08:00 29-5ep-2021 17:00 01-0ct-2021 11:02 Gantt View
Ready to process

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

How to deal with automated step warnings

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

JIRIS = The PayrollPro Bureau O patTemity » =

© ven Dashbaard Automated

1 o~
Failures Taday

Action Required

There are cumrently no steps requiring action

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

Step Progress (Advanced Filters Applied)
Search |8 Saatus Sortes =
Client Process Group Stop Type ‘Scheduled Started Due Complated u.'.:' od Status
Spick And Span Cleaners Waeldy - Wnaldy - Upload payslips and P4Ssto | Empty 30-Sep-2021 04-Oct-2021 04-Oct- 04-Oct-2021 .
(SPICKANDSPANCLEANERS MCF) Changes Changes myeFayindow outbor | 0800 1725 21700 | 172s
Weedy-Paid | weekdy- | OPs Motfcatons count | DPs oo | orodaon | osoc | Dacae
Helping Hands (PSDHelpingHands) Thussdays Tharsday hedk Check 0800 1708 o0 | 1708 N

Actions on () selected: Showing record 1102 of 2 item(s)

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

Click on the ‘+’ symbol against the step you want to view then select Step Info:
Upload payslips and P4Ss to myePayWindow - Details

Upload payslips and PSs to myePayWindew
Empty Outbox

‘SaeSfocd-2170-472b-56d7-615050225575

A brief description is shown under Error.

Calculate
The following will complete with a Warning:
e Employee marked as suspended.

e Employee marked as absent.
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e Employee marked as on holiday.

e Employee already Calculated.

e Date of Birth checks and NI Letters.

e No Director start date.

e Tax Code check where contains letter Y.

e Non-Cumulative Director has a leave date.

e National Minimum and Living Wage reminders.

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

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

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

Click on Run. You can view the information on screen or export the results.
Create FPS
The following will complete as Warnings:
e  FPS already created.
e No employees to include.
Send FPS
The following will complete as Warnings:
e  FPS already submitted.
Empty Outbox
The following will complete as Warnings:
¢ Individual Item Validation
e  Out of Sync Data

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

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

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

Close Run
The following will complete as Warnings:

e  Period already closed.
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Open Run

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

How to deal with step failures

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

JIRIS = The PayrollPro Bureau O patTemity + =

Failures Today

Action Raquired (1 Steps)

Helping Hands (PSDHelpingHands) - DPS Notifications count check

Dues 05-0ct 2021 17:00 | Date Failed: 04-0ct-2021 17:02
Ervor: DPS: Unable To Check One Or Mare Nolification Types

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

Helping Hands - Weekly - Paid Thursdays (Weekly - Thursday) ORefresh  Actions = | 3 Close.
Frequency. | Wekly | period Number: | 27 | Tacvear | 2o |
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 14:50 04-Oct-2021 14551 +
Client info received - Manual Task Pat Ternity 04-Oct-2021 08:00 04-Oct-2021 14:51 05-Oct-2021 17:00 04-Oct-2021 14552 compieren B
Ready to process
DPS Notifications count  DPS Check 04-Oci-2021 08:00 04-Oci-2021 17:02 05-Oct-2021 17:00 04-Oct-2021 17:02 [ Fanen | +
check
Download DPS Manual Task Pat Ternity 04-0ct-2021 08:00 05-Oct-2021 17:00 +
Notifications
Download AE Opt Outs ~ Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00 +

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

If the data file is not in the correct run or it is marked as a Critical Failure or is less than the minimum version
or has Bonus Runs enabled, then the step will fail.

To resolve this issue in Payroll Professional:
e Ensure the data file is in the correct period number, frequency, and tax year.

o If the data file is flagged as a Critical Failure, you will see a message like the one below, you must
then restore the data file to a back up
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e [f the data file is less than the minimum version, open the data file in the latest version of IPP.
e  Ensure the data file does not have Bonus Runs enabled.

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

Automated steps

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

Initialise Process

This step will fail if the client data file has the wrong period number, frequency, or tax year, or flagged as a
Critical Failure, or is less than the minimum version. In Payroll Professional ensure the data file is in the correct
period number, frequency, and tax year. Then re-run the failed step, see the section How to rerun process
step(s) for a client.

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

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

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

Calculate
The following will appear as a Failure:

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

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

o Negative Net Pay.

e Invalid NI Letter.

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

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

Create FPS

The following will appear as a Failure:
e Uncalculated employees.
e Last period of tax year, multiple frequencies in data file.
e  RTI Applies is not set as Payroll is aligned and RTI applies.
e Unsupported elements found, see Appendix B.

You must review the data file in Payroll Professional and ensure all employees are calculated. Then rerun the
step (refer to the section How to rerun process step(s) for a client).
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Send FPS
The following will appear as a Failure:
e No submission found.
You must review the data file in Payroll Professional.

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

Create Report

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

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

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

S Edit Group - Weekly - Directors vsae | 2dose

Group Details:
Enabled s Detmis  Sectings

Process

Amy’s Mobile Hair Client Ref: AMH

Clients
Harry The Gardener
Client Name: Amy's Mobile Hair
ron Works.
N Datafile Name: AMYSHOMEHAIR.MCP
Robin Electrician

Tim's Wood Work Status: Enabled

Comectedto myepaindons | o

Ensure a Default contact has been set up in myePayWindow.

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

Empty Outbox
The following will appear as a Failure:
e Data file not connected to myePayWindow
e VvPA cannot see the file path where the Documents have been saved

You must review the data file in Payroll Professional.

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

52 Edit Group - Weekly - Directors vsae | 1doe

Group Details:

Enabled s Detsiis |  Secings

Process

Amsy's Mobile Hair Client Ref: AMH

Clients
Harry The Gardener
Client Name: Amy's Mobile Hair
ron Works
i » Datafile Name: AMYSHOMEHAIR MCP
Robin Electrician

Tim's Wood Work Status: Enabled

Comecteato myesaincos | Ko

If the payroll data file has not been opened in the minimum version of IPP required for vPA, when you click on
Refresh a message is displayed that it is not up to date. Open the payroll data file in the latest version of IPP,
then in vPA click on Refresh.
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Once you have resolved the cause you can either rerun the step (refer to the section How to rerun process
step(s) for a client) or you can manually override the step as complete due to manually correcting the issue via
IPP (refer to the section How to manually override a failed automated step).

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

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

How to use emergency override for a failed automated step

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

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

Whilst in the vPA Dashboard select Automated:

JIRIS = The PayrollPro Bureau O patTemity ~ =

Action Required (1 Steps)

ands - Weekly - Paid Thursdays (Weekly - Thursday) SRefresn  Actions - | $Giose

Frequency: ‘ Weekly ‘ Period Number: ‘ 27 | Texvear ‘ 2021 ‘

Step Name Job Type User Seheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 14:50 04-Oct-2021 1451 +

Client info raceived - Manual Task 04-Oct-2021 08:00 04-Oct-2021 14:51 05-Oct-2021 17:00 04-Oct-2021 1452 +

Ready to process

DPS Notifications count  DPS Check 04-Oct-2021 08:00 04-0ct-2021 17:02 05-Oct-2021 17:00 04-0ct-2021 17:02 m *
check

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

Download AE Opt Outs  Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00 +

Click on the ‘+’ symbol for the row marked as Failed, in this case the Type called DPS Check:
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Helping Hands - Weekly - Paid Thursdays (Weekly - Thursday)

Frequency: Weekly Period Number: | 27 Tax Vear: 2021
Step Name Job Type User Scheduled Started Due Completed Status
Check open rundetails  Initialise Process 04-Oct-2021 14:50 04-Oct-2021 1451 +*
Client info received - Manual Task it 04-Oct-2021 1451 05-Oct-2021 17:00 04-Oct-2021 14552 *
Ready to process
DPS Notifications count  DPS Check 04-0ct-2021 17:02 05-0ct-2021 17:00 04-Oct-2021 17:02 m -
check

==

Download DPS Manual Task Pat Ternity 04-Oct-2021 0800 05-0ct-2021 17:00 *
Notifications

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

DPS Notifications count check - Details +Close

General Details Properties

Step Mame: DPS Notifications count check

Job Type: DPS Check

Job1D: 51dc142b-3110-4a56-84cf-c2f3de3ae1d9

Status: Failed

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

Click on Close, and then under actions select Rerun:

Rerun DPS Notifications count check?

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

Show Advanced Options

Select Show Advanced Options:

Rerun DPS Notifications count check? v Rerun 4 Cancel

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

T Erewe s S
- ther steps in the
Emergency Override: e ' P "

Id only be used
as a last resort.

Emergency Override Reason...

Tick the Emergency Override and enter a reason:

Rerun DPS Notifications count check? v Rerun 1 Cancel

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

Emergency Override: (i ]

Downloaded the notifications via IPP

Then select Rerun:
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Helping Hands - Weekly - Paid Thursdays (Weekly - Thursday)

Frequency: Weekly

Step Name Job Type

Check open run details  Initialise Process

Client info received - Manual Task
Ready to process.

DPS Notifications count  DPS Check
check.

Download DPS Manual Task
Notifications

Period Number: | 27

User Scheduled

Pat Temity 04-Oct-2021 08:00

04-Oct-2021 0800

Pat Temity 04-Oct-2021 08:00

Tax Year: 2021
Started Due Completed Status
04-Oct-2021 14:50 04-Oct-2021 14:51 +
04-Oct-2021 14:51 05-0ct-2021 17:00 04-0ct-2021 1452 2
04-Oct-2021 17:08 05-Oct-2021 17:00 04-Oct-2021 17:08 +
05-0ct-2021 17:00 *

SRefresh  Actions - | $Ciose.

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

DPS Notifications count check - Details

Step Mame:
Job Type:
Job 1Dz
Status:

Error:

General Details Properties

DPS Notifications count check

DPS Check

37e76d13-7441-45b1-90cf-a90c6c40b73c

Wamning

Emergency Overnide

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

Weekly - Paid Thursdays - Details

b Author:

Step Emergency
Override

Pat Ternity
04-Oct-2021 17:08

General Details Properties Notes

v Type:

{DPS Netifications count check Emergency Override) - Downloaded via IPP

You will see reason for overriding the step has been recorded.

How to rerun process step(s) for a client

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

or perhaps a failure.

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

The example below is via Process Progress:

JIRIS = The PayrollPro Bureau

Process Progress (Advanced Filters Applied)
[ e O

Cauntry Homes (COUNTRYHOMES MCF Manthiy - No Changes Manghiy - o Chan

amy's Mobile e (AMYSHOMENAIRMC Veeeiy - Directers Weskly - Directors

O pattemity (=)
period ™ Asigned Pescestage
v started updsted sta
= o Number Year pd Team Complet:
e 1 ect om

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

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

Process Progress (Advanced Filters Applied)

. Period Tax Assigned Parcentage

Client Process Group Frequency | (o0 - Started Updated | o5 Status Comptene

_ Weekly - Paid ‘Weekly - 04-Oct-2021 04-Oct-2021

Hel Hands (PSDHelj Hand Weekl: 27 2021 Office 1 -

elping Hands (PSDHelpingHands) Thursdays Thursday ekly 14:50 15:41 ce (L)
= 2 1]

View Steps Process Info Pause Process

Willows Surgery (PSDWillowsSurgery) Weekly - Fridays Weekly - Friday Weekly 2 2021 ?:_’;E"EDZ' ?‘5";“'202‘ Office 2 +

Now click on View Steps:

ng Hands - Weekly - Paid Thursdays (Weekly - Thursday

Frequency: ‘ Weekly ‘ Period Number: ‘ 27 Tax Year: 2021

Step Name Job Type User Scheduled Started Due Completed Status

Check open run details +
Client info received - Manual Task Pat Ternity 04-Oct-2021 08:00 04-Oct-2021 14:51 05-Oct-2021 17:00 04-Oct-2021 14:52 +
Ready to process

DPS Notifications count  DPS Check 04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14:52 +
check

Download DPS Manual Task Pat Temity 04-Oct-2021 08:00 04-Oct-2021 14:52 05-Oct-2021 17:00 04-0ct-2021 14:52 +
Notifications
onmonon s ww cwmes  wowm  wowmwm
Enter data Manual Task. Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Calculate payroll Manual Task Pat Temity 04-0ct-2021 08:00 05-Oct-2021 17:00 +
Internal approval Intemnal Approvel Mat Temity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Upload review reports to - Manual Task. Pat Temity 04-Oct-2021 02:00 05-Oct-2021 17:00 +
myePayWindow

client approval client Approval 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Pay employees - submit  Manual Task. Pat Temity 05-Oct-2021 08:00 05-Oct-2021 17:00 +
payment files

Upload final reports to Manual Task. Pat Ternity 05-Oct-2021 02:00 07-Oct-2021 17:00 +
portal

Create Full Payment Manual Task Pat Temity 05-Oct-2021 08:00 07-Oct-2021 17:00 +
Submission

Submit Full Payment Send FPS 05-Oct-2021 02:00 07-Oct-2021 17:00 +
Submission

Upload payslips and P45s Empty Gutbox 05-Oct-2021 08:00 07-Oct-2021 17:00 +
to myaPayWindow

Empty myePayWindow  Manual Task. Pat Temity 05-Oct-2021 02:00 07-Oct-2021 17:00 +
Outbox

Auto Enrolment - generate Manual Task Pat Temity 05-Oct-2021 08:00 08-Oct-2021 17:00 +
notices and feeds

Auto Enrolment - upload  Manual Task. Pat Ternity 05-Oct-2021 02:00 08-Oct-2021 17:00 +
feed

Close period Close Run 05-Oct-2021 08:00 08-Oct-2021 17:00 +
Open period Open Run 05-Oct-2021 02:00 08-Oct-2021 17:00 +
Create next process. Create Next Process. 05-Oct-2021 02:00 08-Oct-2021 17:00 +

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

Frequency: Weekly ‘ period Number. ‘ 27 Tax Year: 2021
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process +
Client inforeceived - Manual Task Pat Temity 04-0ct-2021 08:00 04-0ct-2021 14:51 04-0ct-202114:52 +
Ready to process
DPS Notifications count  DPS Check 04-0ct-2021 08:00 04-0ct-2021 1452 05-0ct-2021 17:00 04-0ct-2021 1452 -
check
Download DPS Manual Task Pat Temity 04-0ct-2021 08:00 04-0ct-2021 1452 05-0ct-2021 17:00 04-0ct-2021 1452 +
Notifications

s -

Click Rerun, the following message is displayed:
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Rerun DPS Notifications count check?

Rerunning DPS Natifications count check will mean that all steps frem DPS Notifications count check up te and including
Download AE Opt Outs will be re run.

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

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

Rerun Download AE Opt Outs?

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

Edit Details: -]

ng Hands - Weekly - Paid Th lays (Weekly - Thursday)

Frequency: Weekly Period Number: | 27 Tax Vear: 2021

Step Name Job Type User Scheduled Started Due Completed Status

Check open run details  Initialise Process 04-Oct-2021 14:50 04-Oct-2021 14:51 +

Client info received - Manual Task 04-Oct-2021 08:00 04-Oct-2021 1451 05-Oct-2021 17:00 04-Oct-2021 14:52 +

Ready to process

DPS Notifications count  DPS Check 04-0ct-2021 08:00 £ 04-0ct-2021 1452 cowpLerep SIS
Manual Task Pat Temity 04-Oct-2021 14552 05-0ct-2021 17:00 04-Oct-2021 14:52 +

Download AE Opt Outs  Manual Task Pat Temity 04-Oct-2021 02:00 05-0ct-2021 17:00 +

Enter data Manual Task Pat Temity 04-Oct-2021 02:00 05-0ct-2021 17:00 +

Calculate payroll Manual Task Pat Temity 04-Oct-2021 08:00 05-0ct-2021 17:00 +

Intemal approval Internal Approval Mat Ternity 04-Oct-2021 08:00 05-0ct-2021 17:00 +

Upload review reports to  Manual Task Pat Ternity 04-0ct-2021 08:00 05-0ct-2021 17:00 +

myePayWindow

Client approval Client Approval 04-Oct-2021 08:00 05-0ct-2021 17:00 +

Pay employees - submit  Manual Task Pat Temity 05-Oct-2021 08:00 05-0ct-2021 17:00 +

payment files

Upload final reports o Manual Task Pat Temity 05-0ct-2021 08:00 07-0ct-2021 17:00 +

portal

Create Full Payment Manual Task Pat Temity 05-Oct-2021 08:00 07-0ct-2021 17:00 +

Submission

Submit Full Payment Send FpS, 05-0ct-2021 08:00 07-0ct-2021 17:00 +

Submission

Upload payslips and P45s Empty Outbox 05-0ct-2021 08:00 07-0ct-2021 17:00 +

to myePayWindow

Empty myePayWindow  Manual Task Pat Temity 05-Oct-2021 08:00 07-Oct-2021 17:00 +

Outbox

Auto Enrolment - generate Manual Task Pt Temity 05-0ct-2021 02:00 08-0ct-2021 17:00 +

notices and feeds

Auto Enrolment - upload  Manual Task Pat Temity 05-Oct-2021 08:00 08-0ct-2021 17:00 +

feed

Close period Close Run 05-Oct-2021 02:00 08-0ct-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 steps that were previously completed are re-created with the same timetable as the original steps.

To see the steps that have been rerun (perhaps to support client questions or quality audits), under Actions
select Show Reran Steps:

VvPA Guide Using Payroll Professional and vPA day-to-day e 89



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

DRefresh  Actions - | £ Close

Fraquency: Weekly

Step Name Job Type User
Check open run details  Initialise Process

Client info received - Manual Task
Ready to process

Period Number. | 27

Scheduled Started

04-0ct-2021 08:00

DPS Notifications count  DPS Check 04-0ct-2021 08:00 04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14:52
check
Download DPS Manual Task Pat Ternity 04-Oct-2021 08:00 04-0ct-2021 14552 05-O¢t-2021 17:00 04-Oct-2021 1452 +
Notifications
+
+
+
+
Download AE Opt Outs ~ Manual Task Pat Ternity 04-0ct-2021 08:00 05-Oct-2021 17:00 +
Enter data Manual Task Pat Ternity 04-0ct-2021 02:00 05-O¢t-2021 17:00 -
Calculate payroll Manual Task Pat Ternity 04-Oct-2021 08:00 05-O¢t-2021 17:00 +

Tax Year 2021

Due Completed Status

05-Oct-2021 17:00

If the current step has started and is a manual step when re-run is selected it will be treated as Failed.

If the current step has started and is an automated step, it will need to complete.

Rerun a cancelled process

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

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

The example below is via Process Progress:

JIRIS = The PayrollPro Bureau O rattemity (=)
Process Progress (Advanced Filters Applied) @ Rerean
[ B8 -8 =8 -0
period e assinea Percentage
Client Proces Group Frequency W0 - Storten Updated o — Status —
18.Aug 2022
Weekiy . Direcors Weekly . Dvectars ek 1 o Diectors frot T +
Wesky - iectors Wesk - Drecters e oracur D eEEr—
o CBNEECTROANMCD) | We Weskiy - Diectors — 1 022 Siecte o Em
Helping Hardi (S ; s sty st am o oo .
Country Homes (COUNTRYHOMES MCF) Montniy - b Changes Martnly - W Cranges oy s 022 ot oo . +
Amy's Mobile Hair [AMYSHOMEHAIRMCP) Vieekd cl We D L3 Vieekd i 2. - 18-Aug-20 tar +
Amys Mabie M AMYSHOMEARIRIC <y Weekly - Drec — o s e m=mm
e o sug-2028 savpam | P

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

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

Process Progress (Advanced Filters Ap

[ B

Client Process
Treasure Nussing Home Weekdy - No
(TREASURENUASINGHOME MCP) Changes

= m

Helping Hands (PSDHelpingHands)

plied)

Weekly - No
Changes

frec Period Tax
TGN Mumber Year
weekly | 27 20m
Veckly 021

Started

04-Get-2021
1453

04-Get-2021
1450

Aasigrad Parcantage
Updated | Status Complate
froa@l | ofiez e

oaet-2001

o office1 o | @

Click on View Steps:
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Treasure Nursing Home - Weekly - No C

Frequency: Weekly Period Number: | 27 Tax Year: 2021

Step Name Job Type User Seheduled Started Due Completed Status

Check open run details  Initialise Process

it info received Manual Task +
Ready to process
DPS Notifications count  DPS Check 01-Oct-2021 08:00 04-0ct-2021 17:00 CIEm +
check
Download DPS Manual Task Hlly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 Em +
Notifications
Download AE Opt Outs ~ Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 IRy +
Enter data Manual Task Helly Daypay 01-Oct-2021 02:00 04-Oct-2021 17:00 CEn +
Calculate payroll Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [cancerieo g
Internal approval Internal Approval Clive Vertime 01-Oct-2021 08:00 04-Oct-2021 17:00 [canceuen RS
Upload review reports o Manual Task Hally Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [ cancLen R
myePayWindow

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

Treasure Nursing Home - Weekly - No C

Frequency: Weekly Period Number: | 27 Tax Year: 2021

Step Name Job Type User Seheduled Started Due Completed Status

Check open run details  Initialise Process 04-Oct-2021 14:54 +

itinforeceived - Manual Task 01-Oct-2021 08:00 04-Oct-2021 14:54 04-0ct-2021 16557 -
Ready to-process

gt

DPS Notifications count  DPS Check 01-0ct-2021 08:00 04-0ct-2021 17:00 Eo=mE) +
check

Download DPS Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [ canceuen RS
Notifications

Download AE Opt Outs  Manual Task Holly Daypay 01-0ct-202102:00 04-0ct-2021 17:00 Em +
Enter data Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 EETE +
Calculate payroll Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [ canceren IR
Internal approval Internal Approval Clive Vertime 01-Oct-2021 08:00 04-Oct-2021 17:00 I +
Upload review reportsto  Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 CEED +

Click Rerun, the following message is displayed:

Rerun Client info received - Ready to process?

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

Edit Details: J

To proceed click Rerun.

g Home - Weekly - No Cl es (Weekly - No Changes)

Frequency: Weekly period Number: | 27 Tax Year: 2021

Step Name Job Type User Scheduled Started Due Completed Status

Check open run details  Initialise Process 04-Oct

Client info received - Manual Task Holly Daypay 01-Oct-2021 0800 04-Oct-2021 17:00 +
Ready to process

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

Download DPS Manual Task Holly Daypay 01-Oct-2021 0800 04-Oct-2021 17:00 +
Notifications

Download AE Opt Outs  Manual Task Holly Daypay 01-Oct-2021 0800 04-Oct-2021 17:00 +
Enter data Manuzl Task Holly Daypay 01-Oct-2021 0800 04-Oct-2021 17:00 +
Calculate payroll Manual Task Holly Daypay 01-Oct-2021 0800 04-Oct-2021 17:00 +
Internal approval Internal Approval Olive Vertime 01-Oct-2021 0800 04-Oct-2021 17:00 +

The steps that were previously completed are re-created with the same timetable as the original steps.

To see the steps that have been rerun (perhaps to support client questions or quality audits), under Actions
select Show Reran Steps:
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Treasure Nursing Home - Weekly - No Changes (Weekly - No Changes) DSRefresh  Actions ~ | $Close
Fraquency: Weekly Period Number: | 27 Tax Vear: 2021
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process. 04-Oct-2021 14:53 04-Oct-2021 14:54 +
+
Client info received - Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [overoue IR
Ready to process
DPS Notifications count  DPS Check 01-0ct-2021 08:00 04-Oct-2021 17:00 [overoue Y
check
Download DPS Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [ overou: IR
Notifications
Download AE Opt Outs  Manual Task Holly Daypay 01-0ct-2021 08:00 04-Oct-2021 17:00 [overoue Y
Enter data Manual Task Holly Daypay 01-Oct-2021 02:00 04-Oct-2021 17:00 [overoue IR
Calculate pavroll Manual Task Holly Davpa 01-00t:2021 000 04-0ct-2021 17:00 foveroue MR

Rerun a paused process

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

rerun previously completed steps.

How to pause a process for a client

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

use the Advanced Filters to find the client:

Process Progress (Advanced Filters

Applied)
= [sorn 8
Period | T:

Client Process | Growp | Frequency | (% | ™| Started
Countey Homes Monthly | Monthly 27-Sep-
(courzkwomss My | MO =D Monthly 7 2021 | 2021

Changes | Changes T
Country Homes Monthly Monthly 27-Aug-
COUA’;RVHOMES M Mo Mo Manthly s 2021 | 2021
! | changes | Changes 07

em

Filters
o ...
v
Assigned Percenta
Updated | 59" siapys entage Chents
T Tea Complete Benk:
Country Homes (COUNTRYHOMES.MCP) X v
27-Sep-
2021 Office 1 [ Runnine | E + erocess
1704
v
27-Sep-
2021 Office 1 T |+ Groug:
1702
v
Showing record 1to 2 of 2 itemis)
frequency:
v
Period Numbers
v
Tax Year:
v
Startec
from
to
Updsted:

Mon, Sep 27, 2021 4:32 PM

to

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

Process Progress (Advanced Filters Applied)
Clesr

Search

Client | Process Group Frequency

Country Homes Monthly - No Monthly - No o
(COUNTRYHOMES.MCP) Changes Changes ¥
=2 =] 1]
ViewSteps  Processinfo  Pause Process
Country Homes Monthly - No Monthly - No Menth
(COUNTRYHOMES.MCP) Changes Changes v

Period T sta Updated | Assigned Status Percentage

Number Year Team Complete
27-Sep-2021 27-5ep-2021

7 2021 Office 1 -
1702 1704 [ronnine B}
27-Aug-2021 27-Sep-2021

6 2021 Office 1 T |+
1017 1702 o =

Showing record 1 to 2 of 2 item(s)

Select Pause Process, the following screen will appear for you to enter a reason for pausing the process:
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You must enter a reason for pausing the process (maximum number of characters - 250).

Pause Reason...

conclusion, even if the process is paused.

Note: If there is an automated step which has already started running, that step will continue until it has reached its

Once you have entered the reason click on Confirm.

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

If an automated step is running when you try to Pause the process this needs to complete before it can be

paused.

Resume paused process to continue from where it was paused

Go to the left menu Process Progress, use the Advanced Filters to find the client, then click on the ‘+’ symbol

for the row you want to see the information:

Process Progress (Advanced Filters Applied)
m Clear

Search

Period

Tax

Client Process Group Frequency |\ vear
Country Homes Monthly - No Monthly - No e B 2021
(COUNTRYHOMES.MCP) Changes Changes
=] =] »
ViewSteps  Processinfo  Resume Process
Country Homes Monthly - No Monthly - No Monthy - 1
(COUNTRYHOMES.MCP) Changes Changes

Assigned Percentx
Started Updated | Design Status reentage

Team Complete
27-Sep-2021 27-Sep-2021 Office 1 ) -
17:02 17:04
27-Aug-2021 27-5ep-2021

Office 1 owne gl o
107 17:02 —

Showing record 1 to 2 of 2 item(s)

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

process was paused:

Resume Process

This process was paused on 04-Oct-2021 16:34 by Pat Ternity.
The reason for pausing was:
Awaiting further

from dlient, before «can be started

Are you sure you want to resume the process?

=23 =)

Click on Confirm to resume the process.

Resume paused process but rerun previously completed steps

Go to the left menu Process Progress, use the Advanced Filters to find the client, then click on the ‘+” symbol

for the row you want to see the information:

Process Progress (Advanced Filters Applied)
y Period Tax Assigned Parcentage
Client Process G Fr Started Updated Stat
e cess roup e Number Year P 1 Team us Complete
Weekly - Paid Weekly - 04-Oct-2021 04-0Oct-2021
Help Hands (PSDHel; Hand: Weekl 27 2021 Office 1 *
elping Hands (PSDHelpingHands) Thursdays Thursday feekly 14:50 15:41 e @
5 01-Oct-2021 04-0ct-2021
Willows Surgery (PSDWillowsSurgery) Weekly - Fridays Weekly - Friday Weekly 26 2021 113 1521 Office 2 -
= = >
View Steps. Process Info Resume Process
Spick And Span Cleaners. Weekdy - Changes Weekly - T = oo 01-Oct-2021 04-Oct-2021 office 1 o
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Click on View Steps:

Willows Surgery - Weekly - Fridays (Weekly - Friday) DSRefresh  Actions~ | 1 Close
Frequency: [ Weekly l Period Number: [ 2% I Tax Vear: [ 2021
Step Name Job Type User Scheduled Started Due Completed Status

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
Intemal 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
to myePayWindow

Empty myePayWindow
Outbox

Auto Enrolment - upload
feed

Close period
Open period

Create next process

Initialise Process

Manual Task

DPS Chec

Manual Task

Manual Task
Manual Task
Manual Task
Internal Approval

Manual Task

Client Approval

Manual Task

Manual Task

Manual Task

Send FPS

Upload payslips and P4ss Empty Gutbox

Manual Task

Manual Task

Close Run

Open Run

Create Next Process.

Holly Daypay

Holly Daypay

Holly Daypay
Holly Daypay
Holly Daypay
Olive Vertime

Holly Daypay

Holly Daypay

Holly Daypay

Holly Daypay

Holly Daypay

Holly Daypay

28-Sep-2021 08:00

28-Sep-2021 08:00

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

28-Sep-2021 08:00

28-Sep-2021 08:00

29-Sep-2021 08:00

29-Sep-2021 08:00

29-Sep-2021 08:00
29-Sep-2021 08:00

29-Sep-2021 08:00

01-Oct-2021

-Oct-2021 11:40

01-Oct-2021

01-Oct-2021 11:41

01-Oct-2021 11:41

01-Oct-2021 11:41

01-Oct-2021 11:41

04-Oct-2021 14:53

04-Oct-2021 14:53

04-Oct-2021 15:24

04-Oct-2021 15:24

01-Oct-2021 17:00

01-Oct-2021 17:00

01-0ct-2021 17:00

01-Oct-2021 17:00

01-0ct-2021 17:00

04-0ct-2021 17:00

04-0ct-2021 17:00

04-0ct-2021 17:00

04-0ct-2021 17:00

01-0ct-2021 1139

01-0ct-2021 11:40

01-0ct-2021 11:40

01-Oct-2021 11:40

01-0ct-2021 11:40

01-Oct-2021 11:41

01-0ct-2021 11:41

01-0ct-2021 11:41

01-0ct-2021 11:41

01-0ct-2021 11:42

01-0ct-2021 11:42

04-0ct-2021 14:52

04-Oct-2021 14:53

04-0ct-2021 1524

04-Oct-2021 15:24

04-0ct-2021 15:24

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

Frequency:

Step Name

Check open run details

Client info received -

Ready to proc

DPS Notifications count
chack

Download DPS
Notifications

Download AE Opt Outs

Enter data

Calculate payroll

Internal approval

Upload review reports to
myePayWindow

Ciient approval

Pay employees - submit
payment files

Click on Rerun, you will see the below screen showing the reason that was entered as to why the process was

paused:

Job Type

Manual Task

DPS Check

Manual Task

Manual Task

Manual Task

Manual Task
Internal Approval

Manual Task

Client Approval

Manual Task

Holly Daypay

Holly Daypay

Holly Daypay

Holly Daypay

Holly Daypay

Holly Daypay

Holly Daypay

Tax Year:

Scheduled

28-52p-2021 08:00

28-5ep-2021 08:00

28-5ep-2021 02:00

28-5ep-2021 08:00

28-5ep-2021 08:00

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

28-5ep-2021 08:00

01-Oct-2021 11:40

01-Oct-2021 11:40

01-Oct-2021 11:40

01-Oct-2021 11:41

01-Oct-2021 11:41

01-Oct-2021 11:41

01-Oct-2021 11:41

29-Sep-2021 1700

29-Sep-2021 1700

p-202117:00

p-2021 17:00

ep-2021 17:00
29-Sep-2021 1700

p-202117:00

p-2021 17:00

p-202117:00

2021

Completed

01-0ct-2021 11:39

01-0ct-2021 11:40

01-Oct-2021 11:40

01-0ct-2021 11:40

01-0ct-2021 11:41

01-Oct-2021 11:41
01-0ct-2021 11:41

01-0ct-2021 11:41

01-0ct-2021 11:42

01-0ct-2021 11:42

g

tus
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Rerun Enter data? v Reun 1 Cancel

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

The reason for pausing was:

Awaiting client to confirm employees start date

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

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

Edit Details: @]

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

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

Cancel this and future periods

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

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

Groups (Advanced Filters Applied) [ +nevorow [l reren
search Clear Status: sorce: [ =~ [
Name 1| Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status
Monthly - Changes - End of Month Monthly 7 2021 31 England Office 1 +
Monthly - Changes - Middle of Month Monthly 7 2021 15 Wales Office 2 +
Monthly - No Changes Monthly 7 2021 28 scotland Office 1 *
Weely - Changes Weekly 27 2021 Wednesday Northern Ireland Office 1 +
Weekly - Directors Weekly 28 2021 Monday England Directors +
Weekly - Friday Weekly 26 2021 Friday Wales Office 2 +
Weekly - No Changes Weekly 27 2021 Wednesday england Office 2 +
Weekly - Thursday Weekly 27 2021 Thursday England Office 1 -
4 x -
it Delete Disabls
Showing record 1 to 8 of & item(s)

Select Edit:
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SR Edit Group - Weekly - Thursday vswe | 1o

Name: Weekly - Thursday

Based on Fraquency: o

Frequency: Weskly

period Number: 27

Tax Vear: 2021

Based on Pay Day: 0

Pay Day: Thursday

Region: England s |0
Do not adjust for bank holidays: oe

Do not adjust for weekends: e

Team Assignment: Office 1 SelectTeam | (&~
Manual Assignment: Pat Temity SelectUser el ©
Status: Enabled

Highlight Clients on the left menu:

SR Edit Group - Weekly - Thursday
Group Details
Enabled

Process
Helping Hands

Client Ref: HH
Clients N
Wwilliams Farm Shop
Client Name: Helping Hands
(=)
Datafile Name: PSDHelpingHands
Status: Enabled *
Connected to myePayWindow. Yes.

Now select Add/Remove:

Available clients: 28 Selected clients: 2
Amy’s Mobile Hair | AMH | AMYSHOMEHAIR MCP Helping Hands | HH | PSDHelpingHands -
Bits And Bobs | BB | PSDBitsandBobs Williams Farm Shop | WFS | WILLIAMSFARMSHOP.MCP

Brides And Grooms | BG | BRIDESANDGROOMS.MCP
Carpets Galore | CG | PSDCarpetsGalore

Cherry Cafe | CC | PSDChemyCafe

Country Homes | CH | COUNTRYHOMES.MCP

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

Duke Solicitors | DS | DUKESOLICITORS.MCP.

Fighting Fit Gym | FFG | PSDFightingFitGym

Harry The Gardener | KTG | HARRYTHEGARDENER MCP.
Home Improvements | HI | HOMEIMPROVEMENTSMCP
ron Works | IW | IRONWORKS.MCP.

Menagerie Castle | MC | PSDMenagerieCastle

Mike's Motorbike Shop | MMS | PSDMikesMotorbikeshop B

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

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

Cancel this period only

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

search Cear

Client Process
Monthly

Mike's Motorbike Shop 'Cmgss

PSDMikesMotorbikeSh

q ikesViotorbikeshop) |~
Month
Monthly

Mike's Motorbike Shop ;Ihanges

PSDMikesMotorbikeShe

q ikesmiotorbikeshop) | "2 o
Meonth

Group

Monthly

Changes
- end of
Month

Monthly
Changes

- End of
Manth

Process Progress (Advanced Filters

frecueney | Period | Tax

e Number | Year
Monthly T 2021
Monthly 6 2021

Started

01-Oct-
2021
1112

Updated |

01-Oct-
2021
113

01-Oct-
2021
112

O -~ 28 -0

Assigned | g Percentage

Team Complete
ofice1 | CUIIm | ¢ +
office 1 +

Showing record 1 te 2 of 2 item(s)

Filters

Client:
Mike's Motorbike Shop (PSDMikesMotorbikeShap) X

Process:

Group:

Frequency:

Period Number:

Tax Vear:

Started

from

Updated:

Mon, Sep 27, 2021 4:23 PM

Showing record 1t 2 of 2 item(s)

to
. 7 .
Click on the ‘+’ symbol for process you want to cancel:
Process Progress (Advanced Filters ele 0
Applied) Fiters
y Period Tax Assigned Percentage
Client Process | Group Frequency |\ e | Started | Updated | = | Status Complete et
Mike's Motorbike Shop (PSDMikesMetorbikeShop) %
Monthly | Monthly
Mike's Motorbike Shop ) - oroc- | 010 B
(PSDMikeshotorbikeshop) Changes | Changes | Monthly 7 2021 | 2021 2021 office 1 [ runninG] £ -
- End of - End of 112 1113
Month Month
-
= = n
View Steps. Process Info Pause Process
-
Monthly | Monthly
. - - 27-Sep- | 01-Oct-
h:‘;;;&l?;::t;?;g‘;u Changes | Changes | Monthly 6 2021 | 2021 2021 Office 1 +
a Pl Cendof | -Endof 411 1112 Period Number:
Month Month

Tax Year:

Started:

from

Updated:

MMon, Sep 27, 2021 4:23 PM

to

Select View Steps:
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Motorbike Shop - Mo - Changes - End of Month (Monthly - Changes - End of Mon SRefresh  Actions - | $Close

Frequency: Manthly period Number: | 7 Tax Vear: 2021
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process. 01-0ct-2021 11:12 01-Oct-2021 11:13. +
clientinfo received - Manual Task Mat Ternity 14-Oct-2021 0800 15-0ct-2021 17:00 +

Ready to process

DPS Notifications count  DPS Check 14-Oct-2021 0200 15-0ct-2021 17:00 +
check

Download DPS Manual Task Mat Ternity 14-Oct-2021 0800 15-0ct-2021 17:00 +
Notifications

Download AE Opt Outs  Manual Task Mat Ternity 14-Oct-2021 0800 15-0ct-2021 17:00 +
Enter data Manual Task Mat Ternity 15-Oct-2021 0800 19-0ct-2021 17:00 +
Calculate payroll Manual Task Mat Ternity 15-Oct-2021 0800 19-0ct-2021 17:00 +
Intemal approval Internal Approval Pat Temity 15-Oct-2021 0800 19-Oct-2021 17:00 +
Upload review reports to  Manual Task Mat Ternity 18-Oct-2021 0200 19-0ct-2021 17:00 +
myePayWindow

Client approval Client Approval 18-Oct-2021 0800 20-Oct-2021 17:00 +
Pay employees - submit  Manual Task Mat Ternity 20-0ct-2021 08:00 21-0ct-2021 17:00 +
payment files

Upload final reports o Manual Task Mat Ternity 20-Oct-2021 08:00 25-0ct-2021 17:00 +
myePayWindow

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

Submit Full Payment Send FP5 20-Oct-2021 08:00 25-0ct-2021 17:00 +
Submission

Upload payslips and P4ss Empty Outbox 20-0ct-2021 02:00 25-0ct-2021 17:00 +
to myePayWindow

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

Auto Enrolment - generate Manual Task Mat Ternity 20-0ct-2021 02:00 01-Nov-2021 17:00 +

notices and feeds

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

Close period Close Run 25-0ct-2021 0800 01-Nov-2021 17:00 +
Open period Open Run 25-Oct-2021 0800 02-Nov-2021 17:00 +
Create next pracess Create Next Pracess 25-Oct-2021 0800 02-Nov-2021 17:00 +

Under Actions select Cancel Process:

Actions = 1 Close
View Process Info
Show Reran Steps
Pause Process

I Cancel Process

Gantt View

|00 [

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

Cancel Process

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

Cancellation Reason...

Once you have entered the reason, click on Confirm.

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

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

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

future.

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

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

Frequency: Monthly

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
myePayWindow

Create Full Payment
Submission

Submit Full Payment
Submission

Upload payslips and Pass
to myePayWindow

Empty myePayWindow
Outbox
notices and feeds

Auto Enrolment - upload
feed

Close period
©Open period

Create next progess

Job Type

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 utbox

Manual Task

Auto Enrolment - generate Manual Task

Manual Task

Close Run

Open Run

Create Next Process

User

Mat Temity

Mat Temity

Mat Temnity
Mat Ternity
Mat Ternity
Pat Temity

Mat Temnity

Mat Temity

Mat Temity

Mat Temity

Mat Temity

Mat Temity

Mat Temity

Period Number: | 7

Scheduled

14-0ct-2021 08:00

14-Oct-2021 08:00

14-Oct-2021 08:00

14-Oct-2021 08:00

15-Oct-2021 08:00

15-Oct-2021 08:00

15-Oct-2021 08:00

18-Oct-2021 08:00

18-0ct-2021 08:00

20-0ct-202108:00

20-0ct-202108:00

20-0ct-202108:00

20-0ct-202108:00

20-0ct-202108:00

20-0ct-202108:00

20-0ct-202108:00

20-0ct-202108:00

25-0ct-202108:00

25-0ct-202108:00

25-0ct-202108:00

Tax Vear: 2021
Started Due Completed Status
15-0ct-2021 17:00 +
15-0ct-2021 17:00 +
15-0ct-2021 17:00 +
15-0ct-2021 17:00 +
19-0ct-2021 17:00 +
19-0ct-2021 17:00 +
19-0ct-2021 17:00 +
19-0ct-2021 17:00 +
20-0ct-2021 17:00 +
21-0ct-2021 17:00 +
25-0ct-2021 17:00 +
25-0ct-2021 17:00 +
25-0ct-2021 17:00 +
25-0ct-2021 17:00 +
25-0ct-2021 17:00 +
01-Nov-2021 17:00 +
01-Nov-2021 17:00 +
01-Nov-2021 17:00 +
02-Nov-2021 17:00 +
02-Nov-2021 17:00 +

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

Crunchy Accountants - Monthly - Changes - End of Month (Monthly - Changes - End of Month) SReffesh  Actions > | f Close:
Frequency: Monthly Period Number: | 7 Tax Year: 2021
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 01-0ct-2021 11:12 01-Oct-2021 11:12 *
Client info received - Manual Task Mat Ternity 14-Oct-2021 02:00 15-Oct-2021 17:00 =

Readly to process

Click Run Early:

Run Client info received - Ready to process Early

Action:

Run When:

Run Early Reason

Run Step Early

Run Mutliple Steps Early
Run Al Steps Early

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

Complete the following:
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e Action

Use the drop down under Action to select from three options:
o Run Step Early — this just effects the current step

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

Run Client info received - Ready to process Early

Action: Run Mutliple Steps Early

Up to and including:

DPS Notifications count check

Download DPS Ntifications

Download AE Opt Cuts

Enter data

Calculate payroll

Internal approval

Run Early Reason.. Upload review reparts to myePayWindow
Client approval

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

Submit Full Payment Submission

Upload payslips and P45s to myePayWindaw
Empty myePayWindow Outbox

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

Close pericd

Open period

Create next process

Run When:

You must also enter a reason

o Run All Steps Early — all steps will be affected

e  Run When
Select either Now or Specify Date.

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

Run Client info received - Ready to process Early

Action: Run All Steps Early =
Run When: Now € Spedify Date
i-‘!cr‘ 7On 4 2021416 PM
You must also enter a reason for running this step early (maximum number of characters - 250).
Run Early Reason...
== a3
e Reason

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

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

Assigning, reassigning and unassigning manual steps

There are multiple ways to assign and re-assign manual steps on a one-off basis. This is only possible for steps
that not yet been completed.

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

From vPA Dashboard under Overview, Today’s Work Breakdown chart:
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Today's Work Breakdown (Task)

N Overdue Ready NotReady NN Completed Rejected

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

Step Progress (Advanced Filters Applied)
Search m Clear Status: m Sortec m B E
. Assigned

) client Process Group Step Type Scheduled Started Due | Completed Status

s
| Nuggets Nursery Weekly - Weakly - Internal 20-Sep-2021 01-0ct-2021

] Internal approval Mat Ternit +
— | (NUGGETSNURSERY.MCP) Changes Changes 3% Approval 0800 1700 Y o
. Weekly - Weskly - 30-5ep-2021 04-0ct-2021 01-0ct-2021
) | Cherry Cafe (PSDCherryCafe) Changes Chonges Enter data Manual Task | o i oo MatTernity | EEDD | +
. Weekly - Weekly - 30-Sep-2021 01-Oct-2021

() | Cherry Cafe (PsDChemyCafe) —— e Calculate payroll wanualTask | 20 e MatTenity | GEED | +
— Weekly - Weekly - Internal 30-Sep-2021 01-Cct-2021

(CJ | Cherry Cafe (PSDCherryCafe] Internal approval Mat Ternit, +
- Ty Cafe ¢ et Changes Changes PP Approval 0800 17:00 y |
_ Weekly - Weekly - Upload review reports to 30-Sep-2021 01-Oct-2021

(]| Che Cafe (PSDCherryCafe M: I Task Mat Ternit, +*
e ey Cafe (PSDCherry Cafe) Changes Changes myePayWindow enualTes 08:00 1700 atTertty | (QUELID
. Weekly - Weskly - pay employees - submit 01-0ct-2021 01-0ct-2021

() | Cherry Cafe (PSDCherryCafe] Manual Task Mat Ternity +
- Ty Cafe € rycafe) Changes Changes payment files 0800 1700 Y =D

Actions on (0) selected: Showing record 110 6 of 6 item(s)

Use the tick box to select the steps for reassignment and then click the Reassign button at the foot of the
screen to choose the reassign user:

Reassign User for selected tasks
Search...

Pat Ternity
Holly Daypay
Mat Ternity

Olive Vertime

Once a user has been chosen, click Select to confirm.

To un-assign manual steps, for them to have no assignment and become ‘Pool’ steps, click Select None on the
Reassign User for selected tasks screen.

Via Weekly Work Breakdown chart
From vPA Dashboard, Weekly Work Breakdown chart:
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Weekly Work Breakdown (Task) a
ek Starting Q Creatsd (7 Plennzd
< Sun, 3rd Oc 2021 » -

Oct 3rd 4th Sth 6th Tth Bth 9th
Users Sun Man Tue Wed Thu Fri Sat Total
Unassigned 0 0 0 0 0 ] ] (]
Pat Temnity 0 1 12 H H 4 ] Ell
Holly Daypay 0 14 2 E z [ [ 21
Mat Ternity 0 2 3 2 ] ] ] 2
Oliv Vertime 0 1 0 0 3 [ [ 4
Total 0 13 7 10 19 4 [ 72

Click on the number (representing the number of manual steps/tasks assigned) shown in the cell for
Monday/Holly Daypay, and the Step Progress page will display showing those tasks:

Step Progress (Advanced Filters Applied) B
B o < ~<Ea -3
Assigned
Client Process Group. Step Type Scheduled Started Due Completed | (o8 Status.
wesdy- | Weeky- | o wolly
its And Bob i e Auto Enrolment - upload feed | o2 2 +
Fidays sy Tk owpe
o sty warual wolly i |2
> Fridays Task e war ]
- e Weedy: | Weeky- o Evoiment - uolosdfeag | Mal | 29-sep 2021 Holly
Wilows Surgery (BSDMlowsSurgery L b AutoErvoment - uplosd feeg | M3l | 2058 oy .
x Weeld, ent - generate Manual Holly
psOWilowsSurgery - N
Fridays notices and feeds Task Daypay o=
Weekly - No Manual Holly
L Presnts SPECIALPRESENTS MCP o il toponts t porta
Specal Pesents (SPECIALPRESENTS MCP) bl Uplead ol toports taportl | 427 ol +
Special Presents (SPECIALPRESENTS.MCP) Manual | 30-5ep-2021 Holy +
sk oupey
Crete Full Paym Maval | 30-sep-ane - ol
Special Presents (SPECIALPRESENTSMCP) | | e e 8 Pt el | [ o 5 +
Changes Changes Submission Task 0800 oaypay
Weekdy -No Macal | 01O | a2 | okt ol
Changes Task 0800 1454 20211700 Daypay =2 *
Tressure Nursing Home Weedy <No | Weekly-No anal olly :
(TREASURENURSINGHOME CP) Changes Changes sk oy
Ve - No Marcal ol 4
changes sk oape

Use the tick box to select individual steps for reassignment or tick the box in the listing header to select all
steps shown on the page (note: completed steps cannot be reassigned). Click the Reassign button at the foot
of the screen (note: use the page selector to find the final page footer) to choose the reassign user:

Step Progress (Advanced Filters Applied) B
B o 0 Bl ~0@
Assigned
Client Process Group Step Type Scheduled Started Due Completed | (8 Status
Weedy- | Weely- ; | Mamal | 29sep20m ally
© | sits And Bobs (PSDaitsandBobs) = s Auto Enrolment - upload feed | o2 ALy £ +
Frdays Fiday sk Ooypey
wesky - ent-generate | Manual olly o
Q Fridays. feecks Task Daypay sy}
N Weety - st | s ally .
Willows Surgery (PSOWlowsSurgery ot o Evoiment - uplosdfeed | 127 o
Weeldy- ert-gunerste | Marusl
psOWilomsSurgery o .
Fridays eds Task ey
Weekdy-No | Weekly - No Manual Holly
o Presents (SPECIALPRESENTSMCP) Upload el reports o porta .
Special Presents (SPECIALPRESENTSMCP) Ghioges s jpload finalreports toportal | T o
ey - y myePaywindow Manual | 30-5ep-202 ol
‘Special Presents (SPECIALPRESENTSMCP) Petdy =No bt i i b Aot | 90 Sep-2031. o +
changes outbox s w00 Oapay
Weekly - No v by - Cre Full Payment Manual 0-Sep-202 -Oct- Holly
Special Presents (SPECIALPRESENTS.MCP) s P o Tl ey o T L o ol +
Changes Changes Submission sk ce00 Oupay
Weeldy - No c Marwal ooct2021 | 04 Holly
Changes to pr Task 1454 Daypay (seer) *
Nursing He Weekdy - No Weekly - N Manual 01-0ct-2021 04-Oct- Holly
e Mo | W0 | s pipairs | Ml | 010 s - :
RENURSINGHOMEMCP) changes Changes s o 201 1700 Daypay
Weeldy - No wanal olly
, .
changes sk Doy
== 5]
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Reassign User for selected tasks

Search...
Pat Ternity

Holly Daypay

Mat Ternity

Olive Vertime

Once a user has been chosen, click Select to confirm.

To un-assign manual steps, for them to have no assignment and become ‘Pool’ steps, click Select None on the
Reassign User for selected tasks screen.

Via Step Progress (left-menu)

As we have seen already steps can be reassigned from the Dashboard and drill-down to the Step you can see
that from the Dashboard you can reassign via Step Progress page.

You can also go directly from the left-menu to Step Progress page but when you are not coming via a
dashboard chart/widget you need to set the filters to find the steps you want to reassign.

From Step Progress, click the burger icon in the top right-hand corner for the advanced filter options. A default
filter is applied for the logged in user for Manual tasks that are due today.

Use the advanced filters to find tasks for a specific client, user, group, process etc.

Team:

User:

Olive Vertime x v

Exclude Reran Steps: O
Exclude N/A Steps:
Exclude Cancelled Processes: ()

Scheduled:
from
to

Started:

@nly show records Started:

Only show records not Started:

from
to
Due:

Mon, Oct 4, 2021 12:00 AM

Mon Gt d 2021 11:59 901
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Via Process Progress (left-menu)

Select Process Progress from the left-menu:

The PayrollPro Bureau O Pat Temity -EI
Process Progress (Advanced Filters Applied)

Helping Hands (PSDHelpngands) m"“ ey |z - ||EET | oz — .
TS Vst - Cranges wesy | 26 ECI et i [~ .
mﬂvmmﬁ"m'm Weekdy - Changes esidy z 2021 f’;‘;‘:"'m' ?::‘mz‘ ] -
Wiliaens. Farm Shop (WILLIAMSTARMESH 0P MC) m”" - - _— ?:-j:;um ?g;u—mz\ — .
Chery Cafe (PSDCherryCale) Wesidy - Changes Wesidy a7 021 ?::':"M‘ mﬂ‘m‘ P .
Huggets Nusery (NUGGETSNURSERY MCP) ey - Changes oy . an [ otozen | oonam - )
elpeng Hands PSDHelpmgmands) m‘“ eew; % un | DA | eoaxm -
Wil arm shop LsMSTRS O | e P sty = o | TS| ovoan _——
Cherry Cafe (PSDChemyCatel Weskdy - Changes "‘:; Weskdy * 2021 s;;wm! ?:;2«—20?1 .
Muggets Nurssry (NUGGETSNURSERYMCP) \wesiy - Changss 'Q":;E — » 2001 "?':m‘ ‘::‘ = - .

Showing record 110 10 of 50 items

Click on the ‘+’ symbol for the Client process/steps where you want to reassign:

The PayrollPro Bureau O patTemity v =
Process Progress (Advanced Filters Applied)

= [~ - -2 -0

Heseng Hands (PSCeipingrancs, o Sl s B weetty | 27 am | oEE | LOAIR | oticet o | @ +
pmo'::]u"‘fmmmfs MCP) N m L Z L f;z?am ?;‘.Dfm Office 1 [ aneo ) [« | +
Wikams Farm Shop (WILLAVSFARSHOPMCP) | ot T —— weety | 27 wn | qeoaEEl | GO | omeer oo e -
Cherry Cafe (PSOCherryCate) Weeldy - Changes m Weekly z am | OrOSERY | VR | oma o &3 +
Nuggets Nursery (NUGGETSNURSERY.MCP) Weeldy - Changes m Weekly 7 200 ?:z“'m' :'f;':w Ofce 1 cm e +
s mm—— e || ek mn | TEREEGS ome | cum | e——
Wilklams Farm 5hop (WLLIAMSFARMSHOPMCD) | Ty +° iz weetty | 2 | TowEn e | o, D | e——
Chenry Cafe (PsOCherryCate) \Wesldy - Changes :‘:“'9; weekly = am TR | GO | omen [ourcno Il o JIRS
Nuggets Nursery (NUGGETSNURSERY MCP) Weeky-Changes | 0 weety | 26 an | TwEn | ocamn | o, [our =
Showing record 110 10 of 50 temvis)

Click the View Steps action to display all the steps for this client’s process:
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Williams Farm Shop - Weekly - Paid Thursdays (Weekly - Thursday)

Frequency: ‘ Weekly ‘ period Number: | 27 ‘ Tax Vear: | 2021 ‘

Step Name Job Type User Scheduled Started Due Completed Status

Check open run details  Initialise Pro 04-Oct-2021 14:49 04-0ct-2021 14:49

dlient info received - Manual Task Pat Temity 04-0ct-2021 0800 04-Oct-2021 14:49 05-0ct-202117:00 04-0ct-2021 14:52

Ready to procass

DPS Notifications count  DPS Check 04-0ct-2021 0200 04-0ct-2021 14:52 05-0et-202117:00 04-0ct-2021 14:52

check

Download DPS Manual Task Pat Temity 04-0ct-2021 0800 04-Oct-2021 1452 05-Oct-2021 17:00 04-Oct-2021 14:52 +
Notifications

Download AE Opt Outs ~ Manual Task. Pat Temnity 04-Oct-2021 08:00 05-Oct-2021 17:00 04-Oct-2021 14:53 +
T
Calculate payroll Manual Task Pat Temity 04-0ct-2021 0800 05-0ct-202117:00 +
Intemal approval Internal Approval Mat Ternity 04-0ct-2021 0200 05-0ct-202117:00 +
Upload review reports to - Manual Task Pat Temity 04-0ct-2021 0200 05-0ct-2021 17:00 +
myePayWindow

Client approval Client Approval 04-0ct-2021 0800 05-0ct-202117:00 +
Pay employees - submit  Manual Task Pat Temity 05-0ct-2021 0200 05-0ct-2021 17:00 +
payment files

Upload final reports o Manual Task. Pat Temity 05-0ct-2021 0800 07-Oct-202117:00 +
portal

Create Full Payment Manual Task Pat Temity 05-0ct-2021 0200 07-0ct-202117:00 +
Submission

submit Full Payment  Send FPS 05-0ct-2021 0800 07-Oct-202117:00 +
Submission

Upload payslips and P4ss Empty Outbox 05-0ct-2021 0200 07-0ct-2021 17:00 +
to myePayWindow

Empty myePayWindow  Manual Task Pat Temity 05-0ct-2021 0800 07-0ct-202117:00 +
Outbox

Auto Enrolment - generate Manual Task Pat Temity 05-0ct-2021 0200 08-0ct-202117:00 +
notices and feeds

Auto Enrolment - upload  Manual Task Pat Temity 05-Oct-2021 0200 08-0ct-202117:00 +
feed

Close period Close Run 05-0ct-2021 0800 08-Oct-202117:00 +
Open period Open Run 05-0ct-2021 0800 08-Oct-202117:00 +
Create next process Create Next Process 05-Oct-2021 0200 08-0ct-202117:00 +

Click ‘+’ symbol for the step that you want to reassign:

touts  Manual Task Oct-2021 14552 +

Calculate payroll Manual Task Pat Ternity 04-0ct-2021 08:00 05-0ct-2021 17:00 *
Internal approval Internal Approval Mat Ternity 04-Oct-2021 08:00 05-0ct-2021 17:00 +
Upload review reportsto - Manual Task Pat Ternity 04-Oct-2021 08:00 05-0ct-2021 17:00 +
myePayWindow

Click Edit Step action:

Edit Enter data?

Are you sure you want to edit Enter data?

Click Select User:

Select User
Search...
Pat Ternity ¥
Holly Daypay
Olive Vertime

Once a user has been chosen, click Select to confirm.
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To un-assign manual steps and for them to have no assighment and become ‘Pool’ steps, click Clear on the Edit

step form.

How to search for a specific client

The following left-menu options offer an advanced filter that enables you to search for specific information,

including clients:
e  Process Progress
e  Step Progress
e Planned Processes

e  Planned Steps

The advanced filters are accessed via the burger icon in the top right-hand corner of the page.

See example below using Process Progress:

The PayrollPro Bureau

Process Progress (Advanced Filters
Applied)

.- B
Client

Helping Hands
(PSDHelpingHands)

Williams Farm Shop
(WILLIAMSFARMSHOP. MCF)

o4-0ct

Wl esidy eeid
ekl
s fidays | Fricay
Spick And Span Clsaners weedy- | weskdy- |
(SPICKANDSPANCLEANERS.MCF) | Changes | Changes | "ot
sy vty |
Changes | Changes !

S Weeky- | Weekly oroc | oot
Sped Na No Weskly 021 | 200 2
SPECIA PRESENTS MC) J
feerheen Changes | Changes 11 1501

ooa
et 2
Changes ase
iesky - | Weekdy- o1oc- | oa-oct-
No No Weekly % o | 2 | 2m
Changes | Changes noe | us

t Team

Cffice 1

Office |

office 2

© Holly Daypay ~ =
o o=
Status w’”’“‘ —
 umrmec 5} R
v
o ] -
v
o | . [a—
cn |(EN —
[aco BN = | T
v
s
[couruirio UL o
wpestes
— Mon Sep 27 2021 353 °M

Client:
| A
Bits And Bobs (PSDBitsandBaobs)
Brides And Grooms (BRIDESANDGROOMS.MCP)
Carpets Galore (PSDCarpetsGalore)
Cherry Cafe (PsDCherryCafe)
Country Homes (COUNTRYHOMES.MCF)
Crunchy Accountants (PSDCrunchAccountants)
Denzel's Garage (DENZELSGARAGE.MCP)
Duke Solicitors (DUKESOLICITORS.MCF)
Fighting Fit Gym (PSDFightingFitGym)
More options available

Client:
will X A

Williams Farm Shop (WILLIAMSFARMSHOP.MCF)

Willows surgery (PSDWillowsSurgery)
A4

After clicking on the burger icon, in the advanced filter, click the drop-down selector for Client:

Only the first ten clients (alphabetically) are displayed in the list, if the client you are looking for is not shown:
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Start typing the client name in the box and matches will appear for you to select the client:

Client:

Williams Farm Shop (WILLIAMSFARMSHOP.MCP) X v

Click Apply at the top of the Filters screen, to filter Process Progress for this client.
How to edit steps in a current process
All Steps — Mark as Not Applicable
You are only able to mark a step as Not applicable if the step has not started.
The following automated steps cannot be marked as Not applicable:
e Initialise Process
e  Create Next Process

To edit the step, go to the left-menu Process Progress, use the Advanced Filters to find the client:

Process Progress (Advanced Filters Srefresh v
Applied) Filters: =
e=3-- o O - ~0 ..
Unassigned x| Office 1 v
Period Tax Assigned Percentage
Client Process Grou, Frequen: Started Uy e Stat
i Y Number  Year pdated e - Complats coane:
Felping Hands (PSDHslpingands) X v
Helping Hands e Weekd Lt L
Paid W | ety 7 2021 | 2001 2021 office 1 +
(PSDHelpingHands) | 1 | Thursday 5 S cm | v
v
— weady- | os-cat-
Iping Han Paid = Weekly 2 2021 Office 1 [cowre N 0 RIS .
(FSDeiepingrands) | o0 | Thunday i o woup
\Weeldy - -Sep- 27-5ep-
Hlping Hands weedy- | or | 2 ; .
PomicpngHands) | o0 | Tusaay | M2 2ot | 2w e | ofet | (TN | SRR | 4| o

Click the ‘+’ symbol on the row for the client process that you want to change a step to Not applicable:

Process Progress (Advanced Filters [ oeresn |
Applied) paters =
e ) ~E2E -0 .
Unassgnes ) (Ofice 1 v
Client Process | Geowp _| Frequency :::" ;:r Started | Updated | :::““’ Status x;:;’ .
Hlping Hands (PSDrepingiands] X v
Helping Hands VeS| ey - ot | oo
i e R e R R E R N E R E S ] -
= = n .
o -
ety | nsep | proat
Paid ey Weekdy E 2 021 2001 Office 1 [ R [r—
Thursday .
Thursdans a2 | em
Click on View Steps:
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ng Hands - Weekly - Paid Thursdays (Weekly - Thursday) Refresn  Actions~ | $Close.

Frequency: ‘ Weekly ‘ Period Number: ‘ 27 ‘ Tax Vear: ‘ 2021 ‘
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 14:50 04-Oct-2021 14:51 +
Client info received - Manual Task 04-Oct-2021 08:00 04-0ct-2021 14:51 05-0ct-2021 17:00 04-0ct-2021 14:52 *
Ready to process
DPS Notifications count  DPS Check 04-0ct-2021 08:00 04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14:52 +
check
Download DPS Manual Task Pat Termnity 04-Oct-2021 08:00 04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14:52 +
Notifications
eskoon s wwn  wormiaw  wewsisa  wewmve -
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 reportsto - Manual Task Pat Temity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
myePayWindow
Client approval Client Approval 04-Oct-2021 02:00 05-Oct-2021 17:00 +
Pay employees - submit  Manual Task Pat Temity 05-Oct-2021 08:00 05-Oct-2021 17:00 +
‘payment files
Upload final reports to  Manual Task. Pat Temity 05-Oct-2021 08:00 07-0ct-2021 17:00 +
portal
Create Full Payment Manual Task. Pat Ternity 03-Oct-2021 08:00 07-Oct-2021 17:00 +
Submission
Submit Full Payment  Send FPS 05-Oct-2021 08:00 07-0ct-2021 17:00 +
‘Submission
Upload payslips and P45s  Empty Outbox 05-Oct-2021 08:00 07-Oct-2021 17:00 +
to myePayWindow
Empty myePayWindow  Manual Task Pat Temity 05-Oct-2021 08:00 07-0ct-2021 17:00 +
‘Outbox
Auto Enrolment - generate Manual Task Pat Ternity 03-Oct-2021 08:00 08-Oct-2021 17:00 +
notices and feeds
Auto Enrolment - upload - Manual Task. Pat Temity 05-Oct-2021 08:00 08-0ct-2021 17:00 %
feed
Close period Close Run 03-Oct-2021 08:00 08-Oct-2021 17:00 -
‘Open period Open Run 05-Oct-2021 08:00 08-Oct-2021 17:00 +
Create next process Create Next Process 05-Oct-2021 08:00 08-0ct-2021 17:00 +

Click the ‘+’ symbol on the row for the step you want to mark as Not applicable:

Helping Hands - Weekly - Paid Thursdays (Weekly - Thursday) DRefresh  Actions~ | $Close
Frequency: ‘ Weekly | Period Number: ‘ 27 | Tax Year: ‘ 2021 ‘
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details Initialise Process 04-Oct-2021 14:50 04-Oct-2021 14:51
Clientinforeceived - Manual Task 04-Oct-2021 08:00 04-Oct-2021 1451 05-Oct-2021 17:00 04-Oct-2021 1452
Ready to process
DPS Notifications count  DPS Check 04-Oct-2021 08:00 04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14:52
check
Download DPS Manual Task Pat Ternity 04-Oct-2021 08:00 04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14552 +
Notifications.
T T —
Enter data Manual Task Pat Ternity 04-Oct-2021 08:00 05-0ct-2021 17:00 =

Calculate payroll Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00 +

Click on Edit Step:

Edit Enter data?

Are you sure you want to edit Enter data?

Scheduled Date: ‘ 04-Oct-2021 08:00 ‘
Not Applicable: Oe

Tick the Not Applicable box, then click on Save.
Internal approvals

If the step has not started you can change the Schedule Date, Assigned Approver and set as Not applicable, if
the step has started then you can only change the Assigned Approver.

To edit the step, go to the left-menu Process Progress, use the Advanced Filters to find the client:
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Process Progress (Advanced Filters 8 0
Applied) s
- - I .
Unassigned x| Office 1 % v
Period Tax Assigned Percentage
Client Process Group Frequency | 1m0 | Sunted | Upduted | (8 Status. oty P
Heping Hands (PSD-elpingrands) X v
Weekly D2-Oct: D4-Oxt:
:‘p's';“:'“:"‘:im Paid :‘;'”f Weeldy z 2021 | 2021 2021 officel | (I | @ + .
iingt Tharsdzys ey 150 53 e
v
Wieekdy - 7-Sep- | B4-OQt-
Helping Hands Weekdy -
Paid weelty | 26 2 |2 | 2m ofcel | I | e |+ _
BsoHepnghands) | T | Thundsy vz | um coup
v
ey - 27-5ep- 27-5ep-
Helping Hands Waedy -
Baid | weey 2 2021 | 202 2021 office 1 T+ Frequancy:
(FOrepingriands) | gy e | Thumday 1622 2
v

Click the ‘+' symbol on the row for the client process that you want to edit the Internal Approval step:

Process Progress (Advanced Filters ® o
Applied) . —
- o [ e «@
Unassigned x| Office 1 % v
Period | Tax Assigned Percentage
Client Process. Group Frequency Number - | Year Started Updated t| Toam Sutus Chemts
Heping Hands (PSDHelpingetands) X v
st | oroc
Helping Hands o Weekly -
! ’ ey | 7 22 | W | e ot | 3 | @ -
psHelpngbands) | 1| Thursdey . e Process
v
=
Vs P e
v
Wieekly - 7sep | 04Ot
Halping Hanc ekl -
d y 2 2021 0 ‘office requency:
(PsDrielpingriands) “‘"w Thuscsy | = oz ‘23_1;3 ?:Zsl: e | CIGEE | EEEEE |+ Frea

Click on View Steps:

elping H: Weekly - Paid Thursdays (Weekly - Thursday) &Refresh  Actions = | 2 Close
reency | weoky | perod umber. [ 22 | e [ \
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 14:50 04-Oct-2021 14:51 +*
Client info received - Manual Task 04-Oct-2021 08:00 04-Oct-2021 14:51 05-Oct-2021 17:00 04-Oct-2021 14:52 +
Ready to process
DPS Notifications count  DPS Check 04-0ct-2021 08:00 04-Oct-2021 14:52 05-0ct-2021 17:00 04-0ct-2021 14:52 +
check
Download DPS Manual Task Pat Ternity 04-Oct-2021 08:00 04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14:52 +
Notifications
= T —
Enter data Manual Task Pat Temity 04-Oct-2021 08:00 05-0ct-2021 17:00 *
Caleulate payroll Manuzl Task Pat Temnity 04-Oct-2021 02:00 05-Oct-2021 17:00 +
Internal approval Internal Approval Mat Ternity 04-Oct-2021 02:00 05-Oct-2021 17:00 +
Upload review reportsto  Manual Task Pat Temity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
jindow
Client approval Client Approval 04-Oct-2021 02:00 05-Oct-2021 17:00 +
Pay employees - submit  Manual Task. Pat Temity 05-Oct-2021 02:00 05-Oct-2021 17:00 +
payment files
Upload final reports o Manual Task. Pat Temity 05-Oct-2021 08:00 07-0ct-2021 17:00 +
portal
Create Full Payment Manual Task. Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00 +
Submission
‘Submit Full Payment Send FPS. 05-Oct-2021 08:00 07-Oct-2021 17:00 +
Submission
Upload payslips and P45s  Empty Outbox 05-Oct-2021 02:00 07-Oct-2021 17:00 +
o myePayWindow
Empty myePayWindow  Manual Task: Pat Temity 05-Oct-2021 08:00 07-Oct-2021 17:00 +
Qutbox
Auto Enrolment - generate Manual Task Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00 +
notices and feeds
Auto Enrolment - upload  Manual Task. Pat Temnity 05-Oct-2021 08:00 08-Oct-2021 17:00 5
fead
Close period Close Run 05-Oct-2021 08:00 08-Oct-2021 17:00 L
‘Open period Open Run 05-Oct-2021 02:00 08-Oct-2021 17:00 +
‘Create next process (Create Next Process 05-Oct-2021 08:00 08-Oct-2021 17:00 +

Click the ‘+’ symbol on the row for the Internal Approval step:

Calculate payroll Manual Task Pat Ternity 04-0ct-2021 08:00 05-Oct-2021 17:00 *

Internal approval Internal Approval Mat Temity 04-0ct-2021 08:00 05-Oct-2021 17:00 =

Upload review reports to Manual Task Pat Ternity 04-0ct-2021 03:00 05-Oct-2021 17:00 i

Click on Edit Step:
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Edit Internal approval?

Are you sure you want to edit Internal approval?

Scheduled Date: 04-Oct-2021 08:00
Assigned Approver: Mat Temity Select User
Not Applicable: Oe

Make the changes you require, then click on Save.
Client approvals

If the step has not started you can change the Schedule Date, Action When Overdue, Assigned Approvers and
set as Not applicable, if the step has started then you cannot edit the step.

To edit the step, go to the left-menu Process Progress, use the Advanced Filters to find the client:

Process Progress (Advanced Filters [ e | @
Applied) filters =
= .
Unassigned x| [Offce 1 % =
Period | Tax Assigned Pescentage
Chient Pocess | Goup | Frequency | few % suned | Updwed | 3 Status it o
Heling Hands (PSDHelpingHands) X v
Helping Hands e Waekl Conae? ] |2
Paid Waekly — | ety 2021 | 2021 2021 Offiee 1
sDrepingrandsy | 00| Thrsaay e e m | & A -
v
Helping Hands Weekdy - | ekl - ELugilliiioc
Fad Wty | 2 an (2 | am ofice 1 -—m
FsrelpngHands) | o | Thisdsy ¥ e o (S roupr
Weekdy - W | 25
Halping Hanch weety- | L ) .
it o f:fls:a's Tty | st = NED) e oficel | CIIGED | SEETEEE | + | feoseor

Click the ‘+' symbol on the row for the client process that you want to edit the Client Approval step:

Process Progress (Advanced Filters
Applied)

filters m
-8 e O - -0
Unassigned x [ Offce 1% v
Pedod | Tax Rssigned Percentage
Client Process  Grou Frequene Started  Updated Suatus
# ¥ | Number © | Year T Team Complata GO
Helping Hanes (PSDelpingands) X v
e vty | WOct- | it
ing Hands Paid Y ey z 2021 | 2021 2021 ofcel | (mIm | @ -
FSDrEipingHands) ursday ocen:
(PSDHelpingHand it Thursda, 50 1453 "
= = n
- . Sroap
Helping Hands ety | o ff;f\* e —
Fsomeingands Thusday | = m | ofie | EITND y—

Click on View Steps:
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ng Hands - Weekly d Thursdays (Weekly - Thursday) Refresn  Actions~ | $Close.

Frequency: ‘ Weekly ‘ Period Number: ‘ 27 | Taxven ‘ 2021 ‘
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 14:50 04-Oct-2021 14:51 +
i 04-0ct-2021 14:51 05-0ct-2021 17:00 04-0ct-2021 14:52 ®
04-0ct-2021 08:00 04-0ct-2021 14:52 05-0ct-2021 17:00 04-0ct-2021 14:52 *
Download DPS Manual Task Pat Temity 04-Oct-2021 08:00 04-0ct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14:52 +
Notifications
oo s wwn wevmien s weemive -
Enter data Manual Task Pat Temity 04-ct-2021 02:00 05-0ct-2021 17:00 +
Calculate payroll Manual Task Pat Temity 04-Oct-2021 08:00 05-0ct-2021 17:00 +
intemal approval internal Approval Mat Ternity 04-Oct-2021 08:00 05-0ct-2021 17:00 +
Upload review reportsto - Manual Task. Pat Temity 04-Oct-2021 08:00 05-0ct-2021 17:00 +
myaDayWindow
Client approval Client Approval 04-Oct-2021 02:00 05-0ct-2021 17:00 +
Pay employees - submit  Manual Task Pat Temity 05-Oct-2021 08:00 05-0ct-2021 17:00 +
‘payment files
Upload final reports to  Manual Task. Pat Temity 05-Oct-2021 08:00 07-0ct-2021 17:00 +
portal
Create Full Payment Manual Task Pat Temity 05-Oct-2021 08:00 07-0ct-2021 17:00 +
Submission
Submit Full Payment  Send FPS 05-Oct-2021 08:00 07-0ct-2021 17:00 +
‘Submission
Upload payslips and Pass Empty Outbox 05-Oct-2021 08:00 07-0ct-2021 17:00 +
o myePayWindow
Empty myePayWindow  Manual Task Pat Temity 05-Oct-2021 08:00 07-0ct-2021 17:00 +
Qutbox
Auto Enrolment - generate Manual Task. Pat Temity 05-Oct-2021 08:00 08-0ct-2021 17:00 +
notices and feeds
Auto Enrolment - upload - Manual Task. Pat Temity 05-Oct-2021 08:00 08-0ct-2021 17:00 %
feed
Close period Close Run 05-Oct-2021 08:00 08-0ct-2021 17:00 62
‘Open period Open Run 05-Oct-2021 08:00 08-0ct-2021 17:00 *
Create next process Create Next Process 05-Oct-2021 08:00 08-0ct-2021 17:00 +

Click the ‘+’ symbol on the row for the Client Approval step:

“TyePayWindow

Client approval Client Approval 04-Oct-2021 02:00 05-Oct-2021 17:00 -
Pay employees - submit  Manual Task Pat Terity 05-Oct-2021 08:00 05-Oct-2021 17:00 +
payment files

Click on Edit Step:

Edit Client approval? v Save  Cancel

Are you sure you want to edit Client approval?

Scheduled Date:

, 2021 8:00 AM
Action When Overdue: Complete Step +
Assigned Approvers: 1 Selected _
Not Applicable: e

Make the changes you require, then click on Save.
Manual steps

If the step has not started you can change the Schedule Date, Manual Assignment and set as Not applicable, if
the step has started then you can only change the Manual Assignment.

To edit the step, go to the left-menu Process Progress, use the Advanced Filters to find the client:
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Process Progress (Advanced Filters 8 0
Applied) s
- - I .
Unassigned x| Office 1 % v
Peried | Tax Assigned Percentage
Client Process Group Frequency e Suned | Updied | 1 s O P
Heping Hands (PSD-elpingrands) X v
Weekly D2-Oct: D4-Oxt:
:‘;;“:'*‘:“:’;m Paid :‘;'“f Weeldy z 2021 | 2021 2021 officel | (I | @ + .
iingt Tharsdzys ey 150 53 e
v
Weedy - -Sep o4-0ct-
Helping Hands Weekdy -
Paid Weely | 25 2 |20 |22 ofiel | EIED + )
(PSOHOpINHINGS) | 1 oy | TR w22 1430 creue
v
ey - 27-5ep- 27-5ep-
Halping Hands Weekdy -
Baid weskly 2 2021 | 202 2021 office 1 T+ Frequancy:
sowepnghands) | T | Thusday = =
v

Click the ‘+’ symbol on the row for the client process that you want to edit the Manual step:

Process Progress (Advanced Filters ® o
Applied) s [ ]
Unassigned x| Office 1 % v
Period | Tax Assigned Percentage
Client Process | Growp | Frequency | |00 | % Strted | Updsed | 1S9 Status P
Helping Hands (PSDrHelping-and) X v
st | oroc
Helping Hands o Weskly -
! i ety | 7 22 |2 | e ot | 3 | @ -
DB T || ey || T 450 153 Frocess,
v
= =
ViewSlegs  Process nfo .
v
Vineidy - 7sep | 04Ot
Halping Hanc ekl -
Paid weekly 2 20m | 201 2021 office’ | CIEGED | EEECEE | + f—
tesonepnghands) | T Thurscay st e

Click on View Steps:

elping H: Weekly - Paid Thursdays (Weekly - Thursday) &Refresh  Actions = | 2 Close
Frequency: ‘ Weekly ‘ Period Number: ‘ 21 ‘ Tax Vear: ‘ 2021 ‘
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 14:50 04-Oct-2021 14:51 +*
Client info received - Manual Task 04-Oct-2021 08:00 04-Oct-2021 14:51 05-Oct-2021 17:00 04-Oct-2021 14:52 +
Ready to process
DPS Notifications count  DPS Check 04-0ct-2021 08:00 04-Oct-2021 14:52 05-0ct-2021 17:00 04-0ct-2021 14:52 +
check
Download DPS Manual Task Pat Ternity 04-Oct-2021 08:00 04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14:52 +
Notifications
= T —
Enter data Manual Task Pat Temity 04-Oct-2021 08:00 05-0ct-2021 17:00 *
Caleulate payroll Manuzl Task Pat Temnity 04-Oct-2021 02:00 05-Oct-2021 17:00 +
Internal approval Internal Approval Mat Ternity 04-Oct-2021 02:00 05-Oct-2021 17:00 +
Upload review reportsto  Manual Task Pat Temity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
jindow
Client approval Client Approval 04-Oct-2021 02:00 05-Oct-2021 17:00 +
Pay employees - submit  Manual Task. Pat Temity 05-Oct-2021 02:00 05-Oct-2021 17:00 +
payment files
Upload final reports o Manual Task. Pat Temity 05-Oct-2021 08:00 07-0ct-2021 17:00 +
portal
Create Full Payment Manual Task. Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00 +
Submission
‘Submit Full Payment Send FPS. 05-Oct-2021 08:00 07-Oct-2021 17:00 +
Submission
Upload payslips and P45s  Empty Outbox 05-Oct-2021 02:00 07-Oct-2021 17:00 +
o myePayWindow
Empty myePayWindow  Manual Task: Pat Temity 05-Oct-2021 08:00 07-Oct-2021 17:00 +
Qutbox
Auto Enrolment - generate Manual Task Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00 +
notices and feeds
Auto Enrolment - upload  Manual Task. Pat Temnity 05-Oct-2021 08:00 08-Oct-2021 17:00 5
fead
Close period Close Run 05-Oct-2021 08:00 08-Oct-2021 17:00 L
‘Open period Open Run 05-Oct-2021 02:00 08-Oct-2021 17:00 +
‘Create next process (Create Next Process 05-Oct-2021 08:00 08-Oct-2021 17:00 +

Click the ‘+' symbol on the row for the Manual step:
. 0 .

Enter data Manual Task Pat Ternity 04-Oct-2021 08:00 05-0ct-2021 17:00 -

Calculate payroll Manual Task Pat Temity 04-Oct-2021 08:00 05-Oct-2021 17:00 *

Click on Edit Step:
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Edit Enter data?

Are you sure you want to edit Enter data?

Scheduled Date:
Manual Assignment:

Not Applicable:

04-Oct-2021 08:00

Pat Ternity

Oe

Make the changes you require, then click on Save.

Empty Outbox — Publish Date(s)

If the step has not started you can change the Schedule Date, Publish Date and set as Not applicable, if the
step has started then you cannot edit the step.

To edit the step, go to the left-menu Process Progress, use the Advanced Filters to find the client:

Applied)

Client

Helping Hands
{PSDHelpingHands)

Helping Hands
(PSOHelpingHands)

Helping Hands
{PSDHelpingHands)

Helping Hands
(PSOHelpingHisnds)

Helping Hands
{PSOHelpingHands)

Helping Hands
(PSOHelpingHands)

Helping Hands
(PSOHelpingtiands)

plping Hands
(PSDHelpingHands)

Helping Hands
(PSOHelpingHands)

Halping Hands
{PSOHelpingriands)

- . B

Pracess

wieskly
P
Thursdays

Weekly -
paid
Thursdays

Weskly -
Paid
Thursdays

Weekly
Paid
Thursdays

Weskly -
Paid
Thursdays

Weekdy -
Paid
Thursdays

Weekly -
Faid
Thursdays

weskly
Pad
Thursdays

Weekly -
pad
Thursdays

Weekly -
Paid
Thursdays

Graup

Weekly -
Thursday

Weskly
Thursday

Weekly -
Thursday

Weskly
Thursday

weekly
Thursday

Weskly -
Thursday

Weekly
Thursday

weskly -
Thursday

Weskly
Thursday

Wieekly -
Thursday

Process Progress (Advanced Filters

Wieekly

Wieekly

Visekly

wisekly

Vieekly

Vieidy

Vineldy

2021

27-5ep-
2021
1822

27-sep
2021
1508
27-5ep-
2021
w2
2r-hug-

1041

Updated

4-0at
2021
53

Bs-Cat-
2021
1450

27-5ep-
2021
"2
27-5ep
2021
1622
27-5ep-
2021
1508
27-5ep
2021
w2
27-Aug-
104
21-hug-
2021
10:02
24-Aug-

2021
1641

12-Aug-

013

Assigned

T Team

Office 1

office 1

Offie 1

Office 1

Office 1

Office 1

Office 1

Office 1

Office 1

Office 1

Unassgned % Office 1% v
Status.
Complats e
Helping Hands (PSDrelpngHands) X v
+
m | & .
v
[owro Moo I
v
{comrireo Lo IR L
v
D | S | 4 | Pt
CIED | .+ T
N
D | . | e
st
[comririo Lo R
EIED | T+
D | .

Showing record 1 to 10 of 113 itemis]

Filters [ e |
=3 -0 .

Click the ‘+’ symbol on the row for the client process that you want to edit the Empty Outbox step:

Applied)
Client

Helping Hands

=

View Steps

Helping Hands

{PSDHelpingHands)

Pai
Thi

Process

Weekly -

ic

=2

Process Info

{PSDHelpingHands)

Weekly -
Paid
Thursdays

ursdays

Group

Weekly

Frequency

Weekly

Thursday

Weekly

Thursday

Pause Process

Weekly

Process Progress (Advanced Filters

Period

27

26

Number *

Tax
Year ©

2021

2021

Started

04-Oct-
2021
14:50

27-Sep-
2021
1722

Status: m [ Updated - By: n

Updated Asslgned- Status ) Percentage

1 Team Complete
04-Oct-
2021 Office 1 I | a -
14:53
04-Oct-
2021 Office 1 e |+
14:50

Click on View Steps:
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ng Hands - Weekly - Paid Thursdays (Weekly - Thursday) fresh | At 1Close
[0 |

Frequency: ‘ Weekly ‘ Period Number: | 27 | Taxven
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 14:50 04-Oct-2021 14:51
Client inforeceived - Manual Task Pat Temity 04-0ct-2021 1451 05-0ct-202117:00 04-0ct-2021 14:52
Ready to process
DPS Notifications count  DPS Check 04-0ct-202114:52 05-0ct-202117:00 04-0ct-2021 1452
chedk
Download DPS Manual Task Pat Temity 04-0ct-2021 0800 04-Oct-2021 14552 05-Oct-2021 17:00 04-Oct-2021 14:52 +
Notifications
Download AE Opt Outs ~ Manual Task Pat Temity 04-Oct-2021 08:00 04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14:53
Calculate payroll Manual Task Pat Temity 04-Oct-2021 0800 05-0ct-2021 17:00 +
Internal approval Internal Approval Mat Ternity 04-Oct-2021 0800 05-0ct-202117:00 +
Upload review raports o Manual Task Pat Temity 04-0ct-2021 0200 05-0ct-2021 17:00 +
myePayWindow
Client approval Client Approval 04-0ct-2021 0800 05-0ct-2021 17:00 +
Pay employees - submit  Manual Task Pat Temity 05-Oct-2021 0800 05-0ct-202117:00 +
payment files
Upload final reports to  Manual Task Pat Temity 05-0ct-2021 0800 07-0ct-2021 17:00 +
portal
Create Full Payment Manual Task Pat Temity 05-Oct-2021 0800 07-0ct-202117:00 +
Submission
Submit Full Payment Send F2S 05-0ct-2021 0800 07-0ct-2021 17:00 +
Submission
Upload payslips and P45s Empty Outbox 05-Oct-2021 0800 07-0ct-2021 17:00 +
to myePayWindow
Empty myePayWindow  Manual Task Pat Temity 05-Oct-2021 0800 07-Oct-2021 17:00 +
Outbox
Auto Enrolment - generate Manual Task Pat Temity 05-0ct-2021 0200 08-0ct-2021 17:00 +
notices and feeds
Auto Enrolment - upload ~ Manual Task Pat Temity 05-0ct-2021 0800 08-0ct-2021 17:00 s
feed
Close period Close Run 05-0ct-2021 0200 08-0ct-2021 17:00 +
Open period Open Run 05-Oct-2021 0800 08-Oct-2021 17:00 *
Create next process Create Next Process 05-0ct-2021 0800 08-0ct-2021 17:00 +

Click the ‘+’ symbol on the row for the Empty Outbox step:

to myePayWindow

Empty myePayWindow  Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00 -
Outbox

B stepnfo (| @ Edit Step

Auto Enrolment - generate Manual Task Pat Ternity 05-Oct-2021 08:00 08-Oct-2021 17:00 +

Click on Edit Step:

Edit Upload payslips and P45s to myePayWindow? 1 Cancel

Are you sure you want to edit Upload payslips and P45s to myePayWindow?

Scheduled Date: ‘ 23-Nov-2021 08:00

Payslips Thu, Nov 25, 2021

Not Applicable: e

Make the changes you require, then click on Save.

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

Create report

If the Create report step has not started you can change the Schedule Date, Export File Name Override and
set as Not applicable, if the step has started then you cannot edit the step.

To edit the step, go to the left-menu Process Progress, find the client then click the ‘+' symbol on the row for
the client process that you want to edit the Create report step:
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JIRIS = The PayrollPro Bureau O PatTemity ~ =
@ vPADashooard Process Progress (Advanced Filters Applied) 2 Refeesn
e

[ I
Groups
Teams
Client Process Group Frequency Period Tax Started Updated Assigned Status Percentage
Number Year + Team Complete
Clents
Hary The Gardener 19-Aug-2022 19-Aug-2022
. -  Direct y 2022
L AR e P! Weekly - Directors Weekly - Directors Weekly 21 p! st o Directors oD - +
Process Progress - )
a1y The Gardener 12-Aug-2022 19-Aug-2022
eekiy - Directors feekly - Directors e 202 frectors aEr—
(HARRYTHEGARDENER MCP) Weekly - Direct Weekly - D Weekly ® 0830 08:31 Direct = *
Step Progress
o § . 15-Aug 2022 19-Aug 2022
e Pa—— Robin Elecirican (ROBINELECTRICIANMCP, | Weeky - Directors Weekly - Directors Weekly 2 2022 s Js Directors =n +
Planned Steps . g
Helping Hands (PSDHelpingHands) Weekly - Peid Thursdays Weekly - Thursday Weekly » 2002 :15“;9 2022 12{:9 2022 office 1 [ +
T Country Homes (COUNTRYHOMES.MCP) Menthly - Ne Changes Monthly - No Changes Morthy | 5 2022 e (ot Offce 1 +

Admin Settings 18-Aug-2022 16-Aug-2022 _

Amy's Mobile Hair (\MYSHOMEHAIRMCP] | Weekly - Directors Weeky - Drectors Weey | 21 w2 | Directors o) -
& Logout
Amy's Mobile Hair (AMYSHOMEHAIRMCP) | Weekdy - Directors Weskly - Directors Weskly ) ;;:‘9'2“22 ‘ngj‘g'mz Directors D ST | -

Click on View Steps:

Amy's Mobile Hair - Weekly - Directors (Weekly - Directors) SRefrsh  Actions
Frequency: Weekly 21 2022
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 18-Aug-2022 0830 18-Aug-2022 08:31 [ comeren JEY
Calculate Caleculate 23-Aug-2022 08:00 24-Aug-2022 17:00 +
Create Full Payment Create FPS 24-Aug-2022 08:00 26-Aug-2022 17:00 +
Submission
Submit Full Payment Send FPS 24-Aug-2022 08:00 26-Aug-2022 17:00 +
Submission
Create Report and Add To Create Report 24-Aug-2022 08:00 26-Aug-2022 17:00 +
QOutbox
Close period Close Run 30-Aug-2022 08:00 02-5ep-2022 17:00 +
Open period Open Run 30-Aug-2022 08:00 02-5ep-2022 17:00 +
Create next process Create Next Process 30-Aug-2022 08:00 02-5ep-2022 17:00 +
. 7 .
Click the ‘+’ symbol on the row for the Create report step:
Create Report and Add To Create Report 24-Aug-2022 08:00 26-Aug-2022 17:00 -
Outbox
Llose necind Ll Dun 0.20:0,2022 02:00 02.520,2022 17:00 +

Click on Edit Step:

Edit Create Report and Add To Outbox?

Are you sure you want to edit Create Report and Add To Outbox?

Scheduled Date: 17-Aug-2022 08:00

Report Name Export Type File Name Override Add To Qutbox
PAPEN1/PSPEN1 PDF

PARUNG/PSRUNG PDF

PARUNT3/PSRUNT3 PDF

PARUNTS/PSRUNTS PDF

Not Applicable: e

Click on the Edit button against a report to change the Export File Name Override, once you have made all the
changes required click on Save.

How to view future work

There are two types of processes:
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e Created —these are process that have been created, where they are either completed, running,
paused, cancelled, or failed.

e Planned - these are processes that have not been created yet, which are normally due in the
future, for processes where the schedule is Design, Ready and Active.

Planned processes are automatically generated every Sunday at midnight, to provide a preview of the next six
months future work.

If you have made several changes to the Group set up, it is possible to force an update of the planned
processes to reflect these changes, go to the left menu either Planned Processes or Planned Steps:

Planned Processes (Advanced Filters Applied) Last Upcistec: | 03-0ct-2021 0000
. First Step Start Last Step Due Period Tax Assigned Schedule
Client Process Group Date L Date Frequeney | mumber Year Team Status

You will see Last Updated, which will show the last time the planned processes and steps where updated. Click
on the Update button:

Planned Processes (Advanced Filters Applied)

S .0
) First Step Start Last Step Due Period Tax Assigned Schedule
Client Process Group Date L Date Frequeney . | pumber Year Team Status

You will see the description has changed to Currently Updating, when it has completed it will show the date
and time.

Please note that updating the Planned processes and steps may take a while but does not impact on any
processing.

You can see the planned details via the left menus Planned Processes and Planned Steps.

The planned processes are also included in the vPA Dashboard views, all these charts you can drill down to see
a list view to see future weeks and months:

My Work — My Work Calendar

My Work Calendar (Task)

Octobe

1 2 3

2021

14 1 17 -} [
18 f 20 1 2 3 24
14 2 17 9 6
E L z E] 2 0 3
14 2 17 -} [
medium h Wl o= ]

Overview — Weekly Work Breakdown

Select Created Steps:
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Weekly Work Breakdown (Task)
Vieek Starting O cms
« Suny 3rd Ot 2021 »

oa 2 ath sth &th Th Bih sth
Users Sun Mon Toe Wed Thu Fi sat Total

] 0 0 0 o ] o

o 1 1 H H 4 o
Holly Daypay 0 " 2 3 z ] 0 2
Mt Terity o 2 1 2 5 0 0 E
Olve Vertime a 1 0 0 3 ] o 4
Towl [ it 25 © ® 4 ] i

Select Planned Steps:

Weekly Work Breakdown (Task)

Week Starting
« Sun 3rd Ot 2021 »
oa 3rd am sth 6th i Bt ot
Mon Tue Thu Fi Sa Total
o 0 0 0 [ ] 0
] 0 " 2 5 1 ] E
] 10 2 i ] 5 ] u
] 0 H 2 H H ] u
Qlive Vertime o 9 0 2 1 ] 0 4
ol a n EN a 2 % ] 108

Overview — Work Calendar

Work Calendar (Task)

October 2021

16 10
5 6 7 8 ]

24 26 23 10 24 19 26 4
1 12 12 1 15 5

26 4 26 3 26 4 26 4 26 16
1a 19 20 2 22 2

29 129 13 36 33 6 35 2
2 % 27 2 20 E]

39 293 32 2 32 2 35

I S N N N N N
1 2 3

Client Approvals — Approval Calendar

Approval Calendar (Task)

October 2021 2

2 2
5 6 i 8 ]
2 22 2 2
1 iz 12 14 15 16
2 2 12 2 2 1
18 10 20 7 2 73
2 12 2 33 3
E] 26 a7 ] 29 30
4 5 2 2 2

ow | medium [ high [l planned [ created

I N I I I I
1 2

z

Alternative view of a client’s process (Gantt chart)

In the left menu select Process Progress:
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The PayrollPro Bureau © Holly Daypay ~ =
Process Progress (Advanced Filters Applied)
sexen | seoen [T
Client Brocess Group Frequency m"‘:__ :F Updated t"""' Status ::"I:'
st And Bobs (PSDEItsandBobs) Weekly - ridays Weekdy - Friday weely | 25 may | TPEE | TORIE | ofices Cn e |+
skt NURDREE FURPRE I w | TR gomE o —
:’:::Emmwm Marttly - Na Changes | Morthly - NoChanges | Morthly | 7 may | [recEmL | TOREE | o ozma |1 +
:B':';;:DGG’?&SMW“) Morthiy - No Chinges | Morthly - Nochanges. | Morthly | & | SN oroan | g, TN | ST+
S e | o [ [ [ [ [ o o | .
Crunchy Accountants (PSDCrunchAccountants) z:";fm@;ws ) x’:’::ﬁ;:"n"q" T ety | 7 2021 f:_f:"m' ?:?m‘ Office 1 =3 |1 *
Pt 3 et | itvin | Moy [ € | SR o | o | ——
Crunchy Accountants (PSDCrunchaccountants) | Moy, o9 | Moy CRonges s o, | | TEREE | OOGEE | ofice y CIED | T+
:F?E;E:E‘;TJEE:EMEMG’) Weekly - No Changes | Weekly - No Changes. | Weekly e} 2021 f;’;;ﬂﬂz‘ ?:3“'2“2' Office 2 oD | T |
:::;f:?i:‘;;:zsmc,z Weskly - Directors Weskiy - Diectors Weekly = E I e B o @ +

Showing record 21 1030 of 66 temis)

Click on the ‘+’ symbol for the Client process/steps where you want to view the Gantt chart:

The PayrollPro Bureau © Holly Daypay v =
Process Progress (Advanced Filters Applied)

[ B s R o

Client Process Group. Frequency m K’ Started Updated ::'“"“ Status m

8its And Bobs (PSDBitsandBobs) Weekly - Fridays Weekly - Friday Weekly % 2001 f;’:""'m' f:;“'m T ofce2 Com | e— +
S| wome | weroms v |5 w50 o | o | e
T SR, [P P T L L .
fs":;‘e:::;‘ﬁ‘:o"(‘:m - Monthy - No Changes | Monthly - No Changes | Monthly 5 2001 f::hm :}:f:cvzﬂl‘ Office 1 oD | ST |+
e el ol P B P - [Py pey p :
Crunchy Accountants (PSOCnchAccountants) | Moo | ot | Moy | 7 x| ORER | HOIIE | oficer cm (¢ +
ik el -l P P e e T 1L
Crunchy Accourtants (PSOCunchACcourtants) | Moo | b | Moty | 6 ae | | OO | oma [cowrco N
m’;;ﬂ’;mws e Weekly -NoChanges | Weekly - No Changes | Weekly 2 2021 f;';’m' ‘:::"'2"2’ Office 2 Poowrao Bl 0 RS
ey i Camdenes Weekly - Directors Weekly - Diractors Weekly 2 201 | VO | 0102021 | o s | @ +

(HARRYTHEGARDENERMCP) 0830 0831

Showing record 21 to 30 of 66 emis)

Click on the action View Steps:
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Mike's Motorbike Shop - Mo

Frequency: Monthly Period Number: | 7 Tax Year: 2021

Step Name Job Type User Scheduled Started Due Completed Status

Check open run detail 01-Oct-2021 1

Client info received - Manual Task Mat Ternity 14-Oct-2021 08:00 15-Oct-2021 17:00 L
Ready to process

DPS Notifications count  DPS Check 14-Oct-2021 02:00 15-Oct-2021 17:00 +
check

Download DPS Manual Task Mat Ternity 14-Oct-2021 08:00 15-Oct-2021 17:00 +
Notifications

Download AE Opt Outs ~ Manual Task Mat Ternity 14-Oct-2021 02:00 15-Oct-2021 17:00 +
Enter data Manual Task Mat Ternity 15-Oct-2021 02:00 19-Oct-2021 17:00 +
Calculate payroll Manual Task Mat Ternity 15-Oct-2021 08:00 19-Oct-2021 17:00 +
Internal approval Internal Approval Pat Temity 15-Oct-2021 0800 19-0ct-2021 17:00 +
Upload review reportsto  Manual Task Mat Ternity 18-Oct-2021 02:00 19-Oct-2021 17:00 *
myePayWindow

Client approval Client Approval 18-Oct-2021 08:00 20-Oct-2021 17:00 +
Pay employees - submit  Manual Task Mat Ternity 20-0ct-2021 0800 21-0ct-2021 17:00 +
payment files

Upload final reports to Manual Task Mat Ternity 20-Oct-2021 02:00 25-Oct-2021 17:00 +
myePayWindow

Create Full Payment Manual Task Mat Ternity 20-0ct-2021 0800 25-0ct-2021 17:00 +
Submission

Submit Full Payment Send FPS. 20-Oct-2021 02:00 25-Oct-2021 17:00 +
Submission

Upload payslips and P45s Empty Qutbox 20-0ct-2021 0200 25-Oct-2021 17:00 +
to myePayWindow

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

Auto Enrolment - generate Manual Task Mat Ternity 20-Oct-2021 02:00 01-Nov-2021 17:00 *

notices and feeds

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

Close period Close Run 25-0ct-2021 08:00 01-Nov-2021 17:00 +
Open period Open Run 25-0ct-2021 08:00 02-Nov-2021 17:00 +
Create next pracess Create Next Process 25-0ct-2021 08:00 02-Nov-2021 17:00 +

Under the Actions drop down menu select Gantt View:

sh Actions = 1 Clase

View Process Info

Show Reran Steps

Pause Procass

Cancel Process

Gantt View

The following Gantt chart will appear showing how the steps have been scheduled for the Clients process:
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Process Gantt View

1. Client info received - Ready to proc
2. DPS Notffications count check
2. Download DPS Notifications
4. Dowmload AE Opt Cuts
5. Enter dats
©. Caiculate payrol
7. Imemal approval

8. Upload review reports 1o mysPayWi
0. Client approva

10. Pay employees - submit payment f.
11. Upload final reparts to myePayWWin...
12. Greate Full Payment Submission
13. Submit Full Payment Submission

14. Upioad paysiips and P45s to mys
15. Empty mysPay\Window Outbax

16. Auto Enrolment - generaie notioss.
17. Auto Enrolment - upload feed
18. Close perind
19. Open period

20. Create next process

16110 1810 2010 2210 24,10 2610 2810 3010 o1

Refresh vPA website
You can use F5 on your keyboard to refresh the vPA website, you will remain in the page currently selected.
To refresh the information displayed on one of the pages, use the Refresh button.

The vPA Dashboard page will automatically refresh every 30 seconds, or sooner if a task is signed off or the
filters are changed.

How to change the Action Required by user for a rejected Internal approval

To edit the step, go to the left-menu Step Progress, under Status select Failed and use the Advanced Filters to
find the Internal Approval step:
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Step Progress (Advanced Filters Applied) =3 @ o0
iters -
Y | J— o
e
Client. Process  Group | Step Type Scheduled  Started  Due | Completed ‘L:(""‘ Status. v
-
[ 2ag | 2
Mensgerie Castle woretly - | et ema | memal | 20-505 M"“ fug | 2y et am v
(PSChenageneCastie) No Changes approval | Approval | 2020 0800 1608 2000 2020 0549 Ternity
Changes o 1700 Chents
1550 o ad
Wiliams Farm Shop Weekly Weekly - | Intemal | Internal | O7-Sep oo P | sep Pat p—
MSFARMSHOP MCP) Paid Thursday | approval | Approval | 2020 0&00 1040 2000 Tarnity Fromen
Thurscys 1700 .
= onk | Z
Spick And Span Cleaners i weekly - | intemal | imemal | 21k m‘“ k| 302021 | Mat = e
(SPICKANDSPANCLEANERS.MCP) Y Changes | approval | Approval | 20210800 2021 | 1406 Ternity "
changes ne |2
Weekl, D4-Oct: o -
Special Presents. Weekly - Y7 | intemal | Intemal o Sep- | 04-Oct Olive — ~
(SPECIALPRESENTS MCP) Mo | g | o | e | oo | 5w || s
rgas T
. ] intemal Approval X v
- 0) eisced Shosing record 110 4.0f 4
Exclude Resan Steps:
Exclude N/A Steps:
Exclude Cancelled Processes
—
.
S
Oty show records Started
o records not Strteck
w
e
2021 15 Payro Protessiona .

Click the ‘+’ symbol on the row for the client process that you want to edit the Internal Approval step:

Step Progress (Advanced Filters Applied)
= - ~ER -0

earen Search

Cliant Process Group Stap. Type ‘Scheduled Started Dus . Completed “m:f"“ Status
—— e e | g | e |0 | 20y | -
B | e e e e || 2 | g+

Acticns on ( Showing record 110 4 of 4 tenis)

Click on View Process:
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Special Presents - Weekly - No ges (Weekly - No Changes) SRefresh | Actions~ | 4 Close

Frequency: ‘ Weekly Period Number: ‘ 2 | Tax Vear: ‘ 2021 |

Step Name Job Type User Scheduled Started Due Completed Status
Check open run detai

Client info received - Manual Task Holly Daypay 04-Oct-2021 14:53 30-Sep-2021 17:00 04-Oct-2021 1453
Ready to process

DPS Notifications count  DPS Check 29-Sep-2021 0800 04-0ct-2021 14:54 30-Sep-2021 17:00 04-0ct-202114:54
check
Download DPS Manual Task Hally Daypay 20-Sep-2021 0800 04-0ct-2021 1454 30-Sep-2021 17:00 04-Oct-2021 14554 +
Notifications
Download AE Opt Outs ~ Manual Task Holly Daypay : 04-0ct-2021 14:54 30-5ep-2021 17:00 04-Oct-202115:00

Manual Task Holly Daypay : 04-0ct-2021 15:00 30-Sep-2021 17:00 04-0ct-2021 15:00
Calculate payroll Manual Task Holly Daypay : 04-Oct-2021 15:00 30-Sep-2021 17:00 04-Oct-2021 15:01
Internal approval Internal Approval Olive Vertime 29-Sep-2021 08:00 04-Oct-202115:01 30-Sep-2021 17:00 04-Oct-2021 1501 [Faneo
Upload review reports to  Manual Task Holly Daypay 29-Sep-2021 08:00 30-Sep-2021 17:00 [ overoue IR
myePayWindow
Client approval Client Approval 20-Sep-2021 0800 30-5ep-2021 17:00 [overou: JEY
Pay employees - submit  Manual Task Holly Daypay 30-Sep-2021 08:00 30-5ep-2021 17:00 [ overoue IR
payment files
Upload final reportsto Manual Task Holly Daypay 30-Sep-2021 08:00 04-Oct-2021 17:00 +
portal
Create Full Payment Manual Task Holly Daypay 30-Sep-2021 0200 04-0ct-2021 17:00 +
Submission
Submit Full Payment  Send FPS 30-Sep-2021 08:00 04-Oct-2021 17:00 +
Submission
Upload payslips and P45s Empty Outbox 30-Sep-2021 0200 04-0ct-2021 17:00 +
to myePayWindow
Empty myePayWindow  Manual Task Holly Daypay 30-Sep-2021 08:00 04-Oct-2021 17:00 +
Outbox
Auto Enrolment - generateManual Task Hally Daypay 30-Sep-2021 0200 05-0ct-2021 17:00 +
notices and feeds
Auto Enrolment - upload  Manual Task Holly Daypay 30-Sep-2021 05:00 05-0ct-2021 17:00 +
feed
Close period Close Run 30-Sep-2021 0200 05-0ct-2021 17:00 +
Open period Open Run 30-Sep-2021 08:00 05-0ct-2021 17:00 +
Create next process Create Next Process 30-Sep-2021 08:00 05-0ct-2021 17:00 +

C

ick the ‘+” symbol on the row for the Internal Approval step:

04-0ct-2021 15:01

Calculate payroll Manual Task Holly Daypay 30-Sep-2021 17;

Intemal approval Intemnal Approval Olive Vertime 29-Sep-2021 02:00 04-0ct-2021 15:01 30-Sep-2021 17:00 04-0ct-2021 1501 -

(e [ =500 0 2 20500

Upload review reports to - Manual Task Holly Daypay 29-Sep-2021 08:00 30-Sep-2021 17:00  overoue IR

Click on Edit Step:

Edit Internal approval?

Are you sure you want to edit Internal approval?

action Reqired By | Holly Daypay

Click on Select User:

Select User
Search...
Pat Ternity =
Mat Ternity
Olive Vertime

Highlight the user and click on Select.
Click Save.
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How to deal with rejected approvals

Under the vPA Dashboard select Client Approvals:

JIRIS = The PayrollPro Bureau

O ratTemity ~ =

Client Approvals

Approval Calendar (Task) Action Required (Rejected Cliemt Approvals: 1)

s Otolber 2021 J Home Improvements (HOMEIMPROVEMENTS MCP) - Client approval
Due Dte: 04-0ct-2021 17:00 | Rejected Dute: 04-0ct 2021 15:14
E e o s e Te s ]
' 2 s

™ 2 2
s ] 7 o s o

2 22 2 2
W 2 n u 5 1 w

H 2 12 2 2 1

" » ] E a a u

2 12 2 33 3
& Y 2 » F] » »

4 5 2 2 2

In the widget Action Required (Rejected Client Approvals), click on the details of the rejection which opens
the View Steps screen:

Home Improvements - Weekly - Changes (Weekly - Changes)

Frequency: ‘ Weekly ‘ Period Number: | 27 | Tax Year: ‘ 2021 ‘

Step Name Job Type User Scheduled Started Due Completed

Check open run details  Initialise Process 27-Sep-2021 17:28 27-Sep-2021 17:29

dient info received -
Ready to process

Manual Task 01-Oct-2021 08:00 01-Oct-2021 08:00 04-Oct-2021 17:00 01-Oct-2021 11:06

DPS Notifications count  DPS Check
check

01-Oct-2021 08:00 01-Oct-2021 11:06 04-Oct-2021 17:00 01-Oct-2021 11:06

Download DPS
Notifications

Download AE Opt Outs ~ Manual Task Pat Ternity 01-Oct-2021 08:00 01-Oct-2021 11:06 04-Oct-2021 17:00 01-Oct-2021 11:08

01-Oct-2021 11:08

Manual Task Pat Ternity 01-Oct-2021 08:00 01-Oct-2021 11:06 04-Oct-2021 17:00 01-Oct-2021 11:06 +

04-Oct-2021 17:00

Enter data Manual Task Pat Temity 01-Oct-2021 08:00 01-Oct-2021 11:08
Calculate payroll Manual Task Pat Ternity 01-Oct-2021 08:00 01-Oct-2021 11:08 04-Oct-2021 17:00 01-Oct-2021 11:08
Internal approval Internal Approval Mat Temity 01-Oct-2021 08:00 01-Oct-2021 11:09 04-Oct-2021 17:00 01-Oct-2021 11:13
Upload review reports to  Manual Task 01-Oct-2021 08:00 01-Oct-2021 11:13 04-Oct-2021 17:00 01-Oct-2021 11:13
myePayWindow

Client approval Client Approval 01-Oct-2021 08:00 01-0ct-2021 11:14 04-Oct-2021 17:00 04-Oct-2021 15:14 [ Fanep |

Pay employees - submit  Manual Task Pat Ternity 04-Oct-2021 08:00 04-Oct-2021 17:00 +
payment files

Upload final reportsto  Manual Task Pat Ternity 04-Oct-2021 08:00 06-Oct-2021 17:00 +
portal

Create Full Payment Manual Task Pat Ternity 04-Oct-2021 08:00 06-Oct-2021 17:00 +
Submission

Submit Full Payment Send FPS 04-Oct-2021 08:00 06-Oct-2021 17:00 +
Submission

Upload payslips and P45s Empty Outbox 04-Oct-2021 08:00 06-Oct-2021 17:00 +
to myePayWindow

Empty myePayWindow  Manual Task Pat Ternity 04-Oct-2021 08:00 06-Oct-2021 17:00 +
Qutbox

Auto Enrolment - generateManual Task Pat Ternity 04-Oct-2021 08:00 07-Oct-2021 17:00 +
notices and feeds

Auto Enrolment - upload  Manual Task Pat Ternity 04-Oct-2021 08:00 07-Oct-2021 17:00 *
feed

Close period Close Run 04-Oct-2021 08:00 07-Oct-2021 17:00 +
Open period Open Run 04-Oct-2021 08:00 07-Oct-2021 17:00 +
Craate next process Crazte Next Process 04-Oct-2021 08:00 07-Oct-2021 17:00 +

You will need to decide based on the rejection reason, which step the process needs to be re-run from.

A similar process can be done for rejected internal approvals via vPA Dashboard\My Work and the widget
Action Required (Rejected Internal Approvals).

How to manually check for response to Client Approval
vPA automatically checks for a response from myePayWindow once every hour.
However, you can also check for a response.

Under vPA Dashboard select Client Approvals:
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JRIS = The PayrollPro Bureau O PatTemity » =

Clent Approvals

Approval Calerd P Aetien Requires -

There are curmentiy o rejected approvals

August 2022 .

1 z 5 i B o 7

2 2 2 2 z

0 v " w "
Progre 2 2 3 2

15 " " a 2

2 4 2 2
a 3 u 2 u

5 36 a8 23
5 n 2

2 2
= ——
Tedday's Sresknonn p Tociey's Approve's (Task P

& Logout

Due Prioe Ta Today (3 0f 3] View &

3

[ = KA

Due in Tne Next 7 Days [10 of 10)

Under Today’s Breakdown click on the View Process icon for the client that you need to check:

Home Improvements - Weekly - Changes (Weekly - Changes) DRefresh  Actions = | 1 Close
Frequency: ‘ Weekly ‘ Period Numbes | 27 ‘ Tax Year: ‘ 2021 ‘
Step Name Job Type User Scheduled Started Due Completed Status

Check open run details  nitialise Process

Client info received - Manual Task 01-Oct-2021 08:00 01-Oct-2021 08:00 04-Oct-2021 17:00 01-0ct-2021 11:06
Ready to process

DPS Notifications count  DPS Check 01-Oct-2021 08:00 01-0Oct-2021 11:06 04-Oct-2021 17:00 01-Oct-2021 11:06
check

Download DPS Manual Task Pat Ternity 01-Oct-2021 08:00 01-Oct-2021 11:06 04-Oct-2021 17:00 01-Oct-2021 11:06 +
Notifications

Download AE Opt Outs ~ Manual Task Pat Ternity 01-Oct-2021 08:00 01-Oct-2021 11:06 04-Oct-2021 17:00 01-Oct-2021 11:08
Enter data Manual Task Pat Ternity 01-Oct-2021 08:00 01-0ct-2021 11:08 04-Oct-2021 17:00 01-Oct-2021 11:08
Calculate payroll Manual Task Pat Ternity 01-Oct-2021 08:00 01-0ct-2021 11:08 04-Oct-2021 17:00 01-Oct-2021 11:08

Internal approval Intemnal Approval Mat Temity 01-Oct-2021 08:00 01-0Oct-2021 11:09 04-Oct-2021 17:00 01-Oct-2021 11:13

Upload review reports to Manual Task 01-Oct-2021 08:00 01-0ct-2021 11:13 04-Oct-2021 17:00 01-Oct-2021 11:13
myePayWindow

Pay employees - submit  Manual Task Pat Terity 04-Oct-2021 08:00 04-Oct-2021 17:00 +
payment files

Upload final reports to Manual Task Pat Ternity 04-Oct-2021 08:00 06-Oct-2021 17:00 +
portal

Create Full Payment Manual Task Pat Ternity 04-Oct-2021 08:00 06-Oct-2021 17:00 +
Submission

Submit Full Payment send FPS 04-Oct-2021 08:00 06-Oct-2021 17:00 +
Submission

Upload payslips and P45s Empty Outbox 04-Oct-2021 08:00 06-Oct-2021 17:00 +
to myePayWindow

Empty myePaywindow  Manual Task Pat Temnity 04-Oct-2021 08:00 06-0ct-2021 17:00 +
Outbox

Auto Enrolment - generateManual Task Pat Ternity 04-Oct-2021 08:00 07-Oct-2021 17:00 +
notices and feeds

Auto Enrolment - upload  Manual Task Pat Ternity 04-Oct-2021 08:00 07-0ct-2021 17:00 *
feed

Close period Close Run 04-Oct-2021 08:00 07-Oct-2021 17:00 +
Open periad Open Run 04-Oct-2021 08:00 07-Oct-2021 17:00 +
Create next process Create Next Process 04-Oct-2021 08:00 07-0ct-2021 17:00 +

Click on the ‘+’ symbol for the Client approval row:

Bistep Info || Q Check Status ||  Bureau Override

Pay employees - submit _Manual Task Pat Ternity 04-Oct-2021 08:00 04-Cct-2021 17:00 +

Now select Check Status.
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status check from myePaywindow of the approval step Client approval

The step is currently awaiting action on myePayWindow

The step due date is 04-Oct-2021 17:00

This one is still Pending, but if the client had responded it would show whether it has been approved or
rejected and the notes entered.

Does the Payroll Professional audit trail show what automated steps have done

The following automated steps that make changes to the payroll data file are recorded under the audit trail
within the payroll data file in Payroll Professional, the user is shown as vPA:

e DPS Check
e Calculate
e C(Create FPS
e Send FPS
e Empty Outbox
e Close Run
e OpenRun
e  Backup
How to update the Clients details after converting payroll from Access to SQL

If you have converted payroll data files from Access to SQL, which are attached to Groups set up in vPA you
will need to select the Check For Changes button under the Clients tab.

JIRIS The PayrollPro Bureau O PatTemity ~
Clnss
= -z o

Client Ref

This will then check for any changes and update the Client details for the affected payrolls in all locations
where the clients payroll data file information is displayed within vPA.

How to see what Group a Client is attached

Under the Clients tab the grid includes a column for Group so that you can see the group a client is attached
to. Select Clients from the left menu:
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The PayrollPro Bureau O PatTemity +

Clients

il
{
a

Client Ret

If a client is attached to one group, the group name is displayed in the Group column, if the client is attached

to multiple groups the description will show the number of groups.

The PayrollPro Bureau O Pat Temit y .:]

Clients © Check For Cranges ’

= e - [ -0

CoentRet | Client Name Group il Location

ATAAMYSHOMEHAIRMC?

You can filter the clients by a Group or multiple Groups, click on the burger icon in the top right-hand corner of

the screen and select the Filter icon, use the drop down to select a Group(s) then click on Apply:

Clients (Advanced Filters Applied) 0 Check For Changes. v

[ E ~ X3 - o=

ChentRar & Client Name Group File Location

i

How can | export the information shown in the grids

You can export information shown in the grids using the buttons Export as CSV and Export as XLSX:

Groups (Advanced Filters Applied) =
e -« I - [EE -8
Hame + Frequency eriod Numbser Tax vear ay Day/Date fegion Ausigned feam status
o - " L
- mm +
- s e Dieciors mm +
[ enanes ] +
[ —

These export buttons are available on the following pages:

e Groups
e Teams
e C(lients

e  Process Progress

e Step Progress
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e Planned Processes
e  Planned Steps

e logs

When you select either of the export buttons the information displayed in the grid on the selected page is

exported.

After an export button is selected it is then disabled until the page is refreshed or the grid is reloaded by

changing the filter.

The name of the export file is based on the page selected and the export button selected, for example

Groups.xlsx, Groups.csv

When you select the export button if there is already a file with the export name, then the new file will be

suffixed numerically, for example Groups (1).xlsx
How to change the number of rows showing in the grids

In the vPA website click on the username in the top right-hand corner:

(8 ) Pat Temnity = =

Account

User Settings :
= l Logout E

Click on User Settings, the following screen appear:

&% Settings

= Grid Settings

-

Rows Per Page: 50

Using the drop down select the number of rows to appear in each grid:

{& Settings

== Grid Settings

Rows Per Page:!

Once you have made your selection, click on Save.

This setting is saved for the user logged into vPA website.

Signing off manual tasks as complete and responding to internal approvals

For you to have accurate visibility of processing progress across your clients it is important that users have the
required discipline and ensure that any internal approval and manual steps assigned to them (or pool tasks
they work on) are signed-off as soon as they are completed. This has an impact on when any subsequent tasks
are shown as ready ‘to be worked on’ so it is very important that this discipline is adhered to by all users.

There are two ways that manual steps and internal approvals can be signed off:

e Via Payroll Professional
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e Via vPA website

Payroll Professional should be the default option as this is where majority of processing steps take place and
from where it is most logical to ‘sign-off’.

Sign-off via the vPA website, is a secondary option and may be useful for payroll managers or team leaders as a
backup option.

Via Payroll Professional

In Payroll Professional, Home tab\Virtual Payroll Assistant section:

BB s i @ @ B 8| R -1® & |- Payroll Professional - o X
Home = Admin  Tables Data Run Reporting Help o | @
— o
s i ot “ & » B B ® ) <
Rl N & & B 3! C
New Open Close = Tax National = Banks | Pensions Employer Employees | Pay | RunGeneral Print Report BMS WPA Work Exit
Insurance Run Reports  Macros Management List
Payroll File | Tables | Banks | Data | Run | Reporting | BMS | virtual Payroll Assistant | Exit |
Click Work List:
a X
L

DaGolM rBe y
I o e T
% i o7 * @

New Open Oose  Tax  Nationsl et
s o
Payroll Filn Tables faporting BMS | vinual Payrol Asistant | Bt
Home || pSBiureau Home Pogs amn | O B @
Home Pages
SgnOff_HideNotReady Refresh Done
G s omeage
5 Due Date
a \
@ sctve Fie Home Page N \4 Your Work For Al Certs
E‘+ El SIS
Datafile Sedect
N e
soect
7 Clicnt Name: ¥ ClietRd 7 1aSQL ¥ DataFile 7 Last Accessed 7 File Locosion 7 nPayrl 7 I
Bts fod Bobs. ® PSOBisandBobs | 22 Moy 2020 151342 SCLieb-Dev3SaLExpress v
b Brides And Groome 86 - v
Corpets Galore 6 PSOCHpetsGsire | 26 May 2020 133532 SCL-Web-Dev3SaLExpress v
Chemy Cole c« PSOChemCale | 26May 2020 115716 SCL-WebDev3SaLExpress v
County Homss cH CountryHomes mcp | 26 May 2020 132258 C/SiaciPayrol Profssicnal ServeShared Data Dot v
Crunchy hocowtarts | CA PSOCnachicoount | 26 Mey 2020 138530 SCLiteb Dev3SaLExsress v
Denzels Garage o6 DenzelsGaragemcp | 22 May 2020 155440 C'StanPayroll Professicral Server Shared Dara D3t v
Duke Seictors 05 DukeSchctors mcp | 26 May 2020 135711 C/Star\PayrollProfessional Seever!Shared Dats Dot v
Fighting Fit Gym G PSDFightngFtGym | 26 May 2020 134948 SCL-WebDev3SaLExpreas v
Helpng Harcts HH PSDHepingHands | 26 May 2020 031016 SCL.Web-DevZSaLExpress v
Home Imgrovemerts H Homelmprovements .| 26 Mey 2020 11,4314 C/SariPayrol Proessicrel ServeiShared Dets Det v
Weragerie Caste w e | 26 May 2020 131822 SCL-Web Dev2SQLExpress v
Mike's otoebibe Shop | MMS PSDMikesbictorbike | 26 May 2020 135421 SCL-Vieb-Dev3SaLExpress v
Nuggess Hursery n Nuggetshurserymcp | 26 May 2020 115622 C/SiaPayrallProfessicral Server Shared Data Dat v
Shally's Cycle Shop s ShellaCycleStoom..| 26 May 2020131720, C1StaPayrol Prolessional ServerShared Oata Dot v
Shiry Jewelers s Shylewslers mcp | 26 Moy 2020032338 C\Sar Payroll Professicnal Server'Shered Dats Det v ‘
Smiths Decorstors © PSOSmithsDecorst | 26 May 2020 131815 SCLiveb Dev2SQLExpress v
Somcial Proserts E3 SpecialPresents mcp | 26 May 2020110829 C/StarlPayroll Prolessicnsl ServeriShared DatalDats, v ‘
Seick e Span Clesners | SSC SpickaosSpanClean. | 26 May 2020 115101 C/StarPayroll Prolessicral Server Shared Data Dats v
‘Swoet Bites Factory s SweetBdesFacory_ | 22 May 2020 165425 C\SanPayroll Prolessional ServerShared D Daa v ‘
Tommys Tember Yord | TTY PSOTammysTimber | 26 Moy 2020 132000 SCLeb-Dev3SaLExpress v
Treasore Nursing Home | The4 TressurehussingHo | 26 May 2020 110726  CStarPayrol Prfessicnal ServeriShared DataDaa v
Wallznders Windows & Do WD PSOallandersiiin | 26 May 2020 134616 SCLWeb-Dev3SaLExpress v ‘
Wiliams Farm Shep WFs ViiamaFamShos | 26 May 2020031117 C:SiarPayrollProfessicnsl Server!Shared Dats Dat v
Willows Surgary ws PSOvillonsSurgery | 22 May 2020 151201 | SCLeb-Dev3SQLExpress v ‘
Home
s
[ B
= i
|7 i

| Loginw P

Without a data file open, the right-hand side of the screen displays a list of due dates with the number of tasks
across all clients. This includes manual steps and internal approvals assigned to the logged in Payroll
Professional user. Click ‘+" symbol to expand to see the tasks.
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ma' Go 8 M x-I® &I Payroll Professional - o
P Home | Admn  Tabes  Dats  Run  Utiltes  Reponing  Help - °l@
BRARG RN &« @ 6 8 B * 2B B O 00 A

New Open Cose | Ta Natonsl | Beoks | Pewions  fay  Employs Empioyees | Pay  RunGenenl Pint  Repon  BMS WA Viork it
Insurance Companents < Feports  Mscos Mamsgement - Lat
poyolfie | Tobes | banka | Duta | Reportng o5 | vinwmpayron Assant | it |
Home, | £2Bureau Home Page. o N |
Home Pages — — — i
Q3 s ome ose
ﬂ-(mmmsm - y \4 D |
+ l 2
How Payel Oven Pyl P
Datafile Select
i me
¥ Clieat Mo | VClietRed  VisSQL VDatafle 7 LastAccessed ¥ FileLocsion 7 aPayl 7 I =|
Bits fnd Bobs 8 v PSD8nsandBobe. 22 May 2020 151342 SCL-\Web-Dev3SQLExpress. v o
»
e — AT 7| oe————
Chery Cafe: cc v PSDCheeryCale 26 May 2020 1157:16  SCL-Web-Dev3SOLExpress. v (__ —l
Country Homas CH [« CountryHomes mcp 26 May 2020 132254 C'\Star\Payroll Prolessional Server'Shared Data Data\ v ./__=_l
Crunchy 2ccourtants. ca v PSOCranchiccount . 26 Moy 2020 135530 SCL-\Web-Dev3SQLExpress v |
Denzels Garage. 6 © DerzelsGaagemcp 22 May 2020 155440 C'SacPayroll Professiceal Server'Shared Data Datal [ H PSDBasadEa. o
Duke Sclicitors os e DukeSckcitors mep 26 May 2020 1357.11 C/\Star\Payroll Professicnal Seever'Shared DateData\ v /————'
Fighting Fit Gym FFG ¥ PSOFighimgFitym 26 May 2020 134944 SCLWeb-Dev3SaLExpress v i o |
e | ————
Home rgrovenees I - 26 Moy 220 114314 C v Wilions Fam.. WillomsForeS..| o Ennst. 1700
Mesagerie Castie L3 7 26 May 2020 131822 v B |
e T e C emmmimman T
Muggets Nursery N © MuggetsMursery.mcp | 26 May 2020 11:5622 C/StariPayroll Professicnal ServeriShared DataDatal v | s edBobs  PSDBtaco_ Ao Encoimest i
Shally's Cycle Shop. S r SheltysCycleShopm. 26 May 2020 13.17.20, C''StarPayrol Prolessional ServerShared Data Data! v
Iy L £ L T Siny Jowallos ShinyJewelers._.loweral agproval 1700
Smiths Decorators. © v 26 May 2020 131315 v
Special Presents « r ¢ 26 May 2020 110829 v
Spick fod Span Clesrers | S5C © SpickaedSpanClemn. | 26 May 2020 115101 | C/StPoyrolProfessicns Sever Shared Das Doss. v
Sweet Bes Faciory seF T SwesStesfacory_ | 22May 220 165425 C1SaPayroh Frolessional Swver'Shared Daa v
Tommy's Tember Yard hud v PSDTommysTumber . 26 Moy 2020 1320:00 SCL-Web-Dev3'SQLExpress v
Treasure Nursing Home TN o 26 May 2020 110725 C v
‘Wallanders \Windows & Do WD v 26 May 20120 134616 v
\Williams Farm Shep WS - v
Willows Surgery ws v PSOvAllonsSurgery 22 May 2020 151201 SCL-WWeb-Dev3SQLExgress v

_loginms T

With an open data file, the tasks list displays only those tasks for the open client file assigned to the logged in
Payroll Professional user:

/g s

i Sign Off Hide Not Ready Refresh Done

Due Date

Manual tasks show with the icon |*¥| and the internal approvals are shown with the icon Ef’
Use the Refresh button to update the work list.
Signing off manual tasks

For a manual task when the required processing activity is completed highlight the corresponding step/task in
the list and then click on Sign Off button in the form header to mark it as completed.
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If you have the payroll file open and the next step is automated, then you will see the following message:

Payroll Professicnal

As the next step is automated, the payroll file will need to be closed
after this action is completed.

Are you sure you wish to continue?

If you want to proceed, select Yes and the data file will automatically close for the next step to start. If you
need to make further changes to the payroll before the automated step runs, then select No the step you were

marking as complete will remain uncompleted until you are ready to sign it off as complete for the next step to
run.

Responding to internal approvals

For an internal approval step when you have checked the payroll then highlight the corresponding step in the
list and then click on Respond button in the form header:

E o

Respond  Hide Mot Ready Refresh  Done

Due Date

Your Work For All Clients
Client ' Datahle W Step W DueTime W
- Due Date : 24 Aug 2020 (5 items)
|—)|H-enag=neCa_ PSDMenagene.. Intemnal approv.. 17-00 !
|—_) Tommy's Timb.. PSOTommysTi-. Internal approval  17:00
|__) \wallanders Wi P5DWallanders_. Internal approval  17:00

» Treasure Mursi.. TreasureNursin.. Internal approval 17:00

> Home Improve.. Homelmprove..  Internal approval  17:00
+ Due Date : 25 Aug 2020 (9 items)

+ Due Date : 26 Aug 2020 (7 items)

+ Due Date : 27 Aug 2020 (3 items)

+ Due Date : 28 Aug 2020 (5 items)

+ Due Date : 01 Sep 2020 (2 items)

+ Due Date : 07 Sep 2020 (1 item)

+ Due Date : 14 Sep 2020 (1 item)

The following form is displayed for you to choose whether to Approve the payroll so further processing can
proceed or Reject as changes are required:

m Approval Step Respanse x

.\'/ ﬁ

Confirm Cancel
Set Status

@i fpproved! (O Rejected

You can enter a reason for the outcome of this approval step

When you select Rejected, you must also select a user next to Action Required By:
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m Approval Step Response x

v -

Confirm Cancel

Set Status
OApproved (@) Rejected Action Required By: -
Pat Ternity
You can enter a reason for the outcome of this approval step | Holly Daypay

Mat Ternity

Olive Vertime

When set as Rejected you must enter a reason, which will then be recorded against the step for future
reference, click on Confirm. If you reject the internal approval step then the payroll will need to be re-run, see
the section How to rerun process step(s) for a client.

Via vPA website

To sign off manual tasks and respond to internal approvals via the vPA Dashboard page My Work:

JIRIS = The PayrollPro Bureau O pareny {=]

16-Aug-2022 (1 of 1)

Helping Mancs | PSOHelpinghancs | Pay emaityees - submit payment fles | 1700 = —

18-Aug-2022 (4 of 4)

19-Aug-2022 (10 o1 17}

22-Rug-2022 (10 of 10}
TN

26.Aug-2022 (6 of 6)

Use the ‘My Work List’ chart to sign-off a manual task or respond to an internal approval. A task can only be
marked as completed or responded to if the appropriate button is enabled and will be blue for Ready, red for
Overdue. The tasks shown in grey are Not Ready, they cannot be completed or signed off yet as they are
pending (not due to be started based on the schedule and step timing set).

Manual tasks

On the row that you want to sign the task off click on 0 in the chart to mark the task/step as complete.

Confirm task sign off?

Are you sure you want to sign off Auto Enrolment - generate notices and
feeds for the client Home Improvements for the data file
Homelmprovements.mcp?

Click Sign Off to confirm completion.
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Internal approvals

On the row that you want to respond to the internal approval click on in the chart to Approve the
payroll so further processing can proceed or Reject as changes are required.

Internal Approval Step Response

Set status: Approved () Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

If you are approving the step, the reason field is not mandatory, if you enter a reason it will then be recorded
against the step for future reference, click on Confirm.

If you are rejecting the step, you must enter a reason and select a user for the step to be returned to next to
Action Required By:

Internal Approval Step Response

Set status: Approved @ Rejected

You must enter a reason for the outcome of this appraval step (maximum number of characters - 250).

Response explanation...

Once you have entered the reason and selected the user, click on Confirm:

Internal Approval Step Response

Set status: Approved @ Rejected

You must enter a reason for the outcome of this approval step {maximum number of characters - 250).

Response explanation...

Action Required By: Olive Vertime

If you reject the internal approval step then the payroll will need to be re-run, see the section How to rerun
process step(s) for a client.

Via Step Progress

Alternatively, you can sign manual tasks off and respond to internal approvals via the Step Progress left-menu
option:

JIRIS = The PayrollPro Bureau
@ A Dssbosn Step Progress (Advanced Filters Applied)
virtual Payrol Assistant m = ; m
Glient Process Group Step Type Scheduled Started Due || Completed Assigned Status

User

Weekdy
Thursday

Process Progress

1= Step Progress

lment - generate Manual
nd feadis Task

5 Surgery (PSOWillowsSurgen Weekdy - Fridays Upload finsl reports to portal

Find the step in the listing (use filters as required) and expand the row by clicking ‘+’ symbol, click on
action to display following screen:
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Williams Farm Shop - Weekly - Paid Thursdays (Weekly - Thursday)

Frequency: Weekly Period Number: | 26 Tax Vear: 2021
Step Name Joh Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 4 27-Sep-2021 17:28 EED +
Client info received - Manual Task Pat Temity 27-Sep-2021 08:00 " 28-Sep-2021 17:00 01-Oct-2021 11:02. EEm +
Ready to process
DPS Notifications count  DPS Check 2021 08:00 01-0ct-2021 11:02 28-Sep-2021 17:00 01-Oct-2021 11:03 +
check
Download DPS Manual Task Pat Temity 27-5ep-2021 08:00 01-Oct-2021 11:03 28-5ep-2021 17:00 01-Oct-2021 11:03 +

Notifications

Download AE Opt Quts ~ Manual Task Pat Ternity 2021 08:00 01-Oct-2021 11:03 28-Sep-2021 17: 01-Oct-2021 11:05
Enter data Manual Task Pat Ternity 2021 08:00 01-Oct-2021 11:05 28-Sep-2021 17:00 01-Oct-2021 11:05 EEED
Calculate payroll Manual Task Pat Ternity 2021 08:00 01-Oct-2021 11:05 28-Sep-2021 17:00 01-Oct-2021 11:06

Internal approval Internal Approval Mat Temity 2021 08:00 01-Oct-2021 11:06 28-Sep-2021 17:00 01-0ct-2021 11:11

Upload review reports to Manual Task Pat Ternity 2021 08:00 01-0ct-2021 11:11 28-Sep-2021 17:00 01-0ct-2021 11:13
myePayWindow

Client approval client Approval 2021 08:00 01-Oct-2021 11:14 28-Sep-2021 17:00 01-0ct-2021 11:14

Pay employees - submit  Manual Task Pat Temity 2021 08:00 01-Oct-2021 11:14 28-Sep-2021 17:00 01-Oct-2021 11:18. EED
payment files

Upload final reports to Manual Task Pat Ternity 2021 08:00 01-Oct-2021 11:18 30-Sep-2021 17:00 01-Oct-2021 11:18
portal

Create Full Payment Manual Task Pat Ternity 2021 08:00 01-Oct-2021 11:18 30-Sep-2021 17:00 01-Oct-2021 11:18
Submission

Submit Full Payment Send FPS 2021 08:00 01-Oct-2021 11:18 30-Sep-2021 17:00 01-Oct-2021 11:22
Submission

Upload payslips and P45s Empty Cutbox 28-Sep-2021 08:00 01-Oct-2021 11:22 30-Sep-2021 17:00 01-Oct-2021 11:22
to myePaywindow

Empty myePayWindow  Manual Task Pat Ternity 28-5ep-2021 08:00 01-0ct-2021 11:22 30-Sep-2021 17:00 01-Oct-2021 11:22 +
Outbox

_ ’
Auto Enrolment - upload  Manual Task Pat Ternity 28-5ep-2021 08:00 01-Oct-2021 17:00 +
feed

Close period Close Run 28-5ep-2021 08:00 01-0ct-2021 17:00 +
Open period Open Run 28-5ep-2021 08:00 01-Oct-2021 17:00 +
Create next process Create Next Process 28-5ep-2021 08:00 01-Oct-2021 17:00 +

Manual task

Click on ‘+’ symbol to expand the row of the step that you want to sign-off a manual task:

stepinfo || @ Edit Step

Auto Enrolment - upload  Manual Task Pat Temnity 28-5ep-2021 08:00 01-Oct-2021 17:00 +

Click on to mark the manual task as complete.

Internal approval
Click on ‘+' symbol to expand the row of the step that you want to Approve or Reject an internal approval:

Calculate payroll Manual Tax

Step Info

Click on the following screen is displayed for you to Approve the payroll so further processing can
proceed or Reject as changes are required.
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Internal Approval Step Response

Setstatus: () Approved () Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250)

Response explanation.

If you are approving the step, you must enter a reason, which will then be recorded against the step for future
reference, click on Confirm.

If you are rejecting the step, you must enter a reason and select a user for the step to be returned to next to
Action Required By:

Internal Approval Step Response

Set status: Approved @ Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250)

Response explanation...

Once you have entered the reason and selected the user, click on Confirm:

Intemnal Approval Step Response

Set status: Approved © Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

If you reject the internal approval step then the payroll will need to be re-run, see the section How to rerun
process step(s) for a client.

Via Process Progress

From Process Progress left-menu option, find the Client/process in the listing (use filters as required) click ‘+’
symbol to expand the Clients process:

JIRIS The PayrollPro Bureau O Pat Temity ~

Process Progress (Advanced Filters Applied) m

Period Tax Assigned
et Py o Fi .
Client rocess Group equency | 0 o Started Updated o| Comptete

Click View Steps action to display the individual Clients/process/steps:
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Robin Electrician - Weekly - Directors (Weekly - Directors) SRefesh | Actions= | $€lase

Frequency: | Weekly ‘ Period Number: ‘ 21 Tax Year: 2022

Step Name Job Type User Scheduled Started Due Completed Status

Check open run detalls  Initialise Process 022 08:3 15-Aug-2022 08:31 [ comeLereo IEH

Calculate Calculate 19-Aug-2022 08:00 19-Aug-2022 08:00 22-Aug-2022 17:00 19-Aug-2022 08:00

Creste Full Fayment Creste FRS 22-Aug-2022 0800 24-Aug-2022 17:00 +
Submission

Submit Full Payment Send 75 22-Aug-2022 08:00 24-Aug-2022 17:00 +
Submission

Close period Close Run 22-Aug-2022 0800 25-Aug-2022 17:00 +
Open period Open Run 22-Aug-2022 0800 25-Aug-2022 17:00 +
Creste next process Create Next Process 22-Aug-2022 0800 25-Aug-2022 17:00 +

Manual task

Click the ‘+’ symbol to expand the row for the manual task:

notices and feeds

B Step Info

& Edit Step

Close period Close Run 22-May-2020 08:00 28-May-2020 17:00 +
Open peried Open Run 22-May-2020 08:00 28-May-2020 17:00 +

Then click the Sign off action.

Internal approval

Click the ‘+’ symbol to expand the row for the internal approval:

Calculate payroll

5 Step Info || (2 Respond || # Edit Step

Upload review reports to  Manual Task Pat Ternity 26-May-2020 08:00 27-May-2020 17:00 +

Click on the following screen is displayed for you to Approve the payroll so further processing can
proceed or Reject as changes are required.

Internal Approval Step Response

Setstatus: () Approved () Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation.

If you are approving the step, you must enter a reason, which will then be recorded against the step for future
reference, click on Confirm.

If you are rejecting the step, you must enter a reason and select a user for the step to be returned to next to
Action Required By:

Internal Approval Step Response

Setstatus: () Approved @ Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

ITF*.—‘

Once you have entered the reason and selected the user, click on Confirm:

VvPA Guide Using Payroll Professional and vPA day-to-day e 135



Intemnal Approval Step Response

Set status: Approved @ Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

Action Required By: Olive Vertime

If you reject the internal approval step then the payroll will need to be re-run, see the section How to rerun
process step(s) for a client.
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Responding to client approvals on the client’s behalf

If the client hasn’t responded to the Client approval step via myePayWindow, and you have received a call
from them, or called them to chase for a response, you are able to approve or reject the payroll on the clients
behalf.

Via vPA website

To respond to a Client approval via the vPA Dashboard page Client Approvals:

The PayrollPro Bureau 6 Olive Vertime + =

2 2 2 2
2 2 2 12 2
2 4 12 2 2
5 13 2 5 2
2 2
L ! L ]
Due Prior To Today (4 of 4 View A
e e N =
= 4
=
=
i Tt 7 gt o T

Use the ‘Today’s Breakdown’ chart to respond to the Clients approval. The clients approval can only be
responded to if the appropriate button is enabled and will be either blue for Ready, red for Overdue. The tasks
shown in grey are Not Ready, they cannot be responded to yet as they are pending (not due to be started
based on the schedule and step timing set).

On the row that you want to respond to the Client approval click on in the chart to Approve the
payroll so further processing can proceed or Reject as changes are required.

Client Approval Step - Bureau Override

WARNING: Responding to this approval step will complete the corresponding approval step sent to the employer's

assigned app on myePayWi (if they have not already).

Setstatus: () Approved (O Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

Please be aware that any comments entered here will be visible to employer users on myePayWindow.

You must enter a reason, which will then be recorded against the step for future reference and is also
displayed against the Clients Approval within myePayWindow, click on Confirm.

If you reject the client approval then the payroll will need to be re-run, see the section How to rerun process
step(s) for a client.

Via myePayWindow

You can approve or reject the clients approval, login to myePayWindow:
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PayrollPro Bureau s o Ofatiemiy-
< Bureau Dashboard
2 — JIRIS

@ Approvals @ Home > Bureau Dashboard

B Clents .

— my@PayWindow

o Administration Latest News

W Privileges IRIS Payroll Professional Support 8
@PayrollProSup

© Logout Our latest Practical Guide to Covid in IRIS

Payroll Professional is available now

O & May 28, 2020

IRIS Payroll Professional Support

@PayralProsup

IRIS Payroll Professional Update 1 Is now
available to download from your updater.
Includes New Scottish Tax Rates & P11D

2020 Galaxy Payroll Al rights reserved.

In the left-menu select Clients:

PayrollPro Bureau s o Oratemity-

< Bureau Dashboard

A Notifications 2 I I RIS

& Approvals S Home » Clients Listing

B Clients Clients

= Statstis Y= —— ===

o Administration Soach B

# Privileges Phossthunber
() Narme No Enployees Contact

© Logout 0 ] Bt And Bobs 7 BabBas +
[a] ] Brides And Grooms s D
(s} .. Carpets Galors e *:
o | Chesry Cale u +
(m) . Country Homes “ 2
(w] . Crunchy Accountants ® *
o .| Denzefs Garage 3 =
O £ Duke Sobictors ¥ =
[w] ! Fighting Fit Gym " ¥
0 | Helping Hands L] *

‘Showing record 110 10 from 2 Rem(s) .
2020 Gataxy Payroll Al ights reserved.

Click on “+’ symbol to expand the row for the client:

JIRIS

& Home » Clients Listing

Clients

B Clients - vour

o B
(u] Naimo No Employoes. Contact PhioaeNumber
(m] [.] Eits And Babs 7 Bob Bits. =

® o«
Emlovess  sPavilins  Administration

o [ Brides And Grooms 5 +
o [ Carpats Galora FL] o
(u] [ chemy Cafe 14 +

Under actions select Administration:
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JIRIS

@ Home ; Clients Listing . Administration for Bits And Bobs

Administration

WUsers  [Detas  RBrandng W Employee Dashboard yskp & CIS Settings
BB Users
Search HH
Firsthame LastName A suws
0 B o]

Showing record. 110 1 from 1 ltem(s)

Last Login

Frl 22/052020

Nobicatons
o rew mezzages documents

Employees

Last invite

Fri 22/05/2020 12:53 +

Click on “+’ symbol to expand the row for the user:

JIRIS

& Home » Clients Listing » Administration for Bits And Bobs

Administration

WUsers  [Detals  @Branding  MEmployes Dashboard £ Payslip & CIS Settings
@ Users
Search:
0 FirstName LastName A Siatus
= Bob Bis [ e |
e e =

Showing record: 110 1 from 1 kem(s)

©2020 Galaxy Payrol. Al rights reserved.

Last Login

Fri 221052020

Employess

Last nvite

Fri 221052020 1253 -

Under actions click on Approvals:

JIRIS

& Home » Clients Listing » Users Listing for Bits And Bobs » Approvals Listing for Bob Bits

Approvals

A& Approvals

Search
Title Type
7/ Client approval vPA Approval
¥ Client approval vPA Approval
¥ Client approval VPA Approval

Showing recard: 1 to 3 from 3 Rem(s)

©2020 Galaxy Payroll All rights reserved

Due (days)

Wed 03/06/2020 17:00

Wed 20/05/2020 17.00

Wed 27/05/2020 17:00

Status.

Noti sbos Clents
e 0 pew documents Stow cherts

Signed on  Signed by
+
Fri22/05/2020 1434 Pat Temity +
Tue 09/06/2020 1049~ System Account +

Click on ‘+’ symbol to expand the row for the Client approval that you need to sign off on the clients behalf:
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JIRIS

& Home » Clients Listing » Users Listing for Bits And Bobs » Approvals Listing for Bob Bits

Approvals

Showing record: 110 3 from 3 item(s)

£2020 Galaxy Payroll All rights reserved

A Approvals
Tite Type Due (days) Status S Signed on ~ Signed by
¥ Cient approval VPAApproval Wed 030672020 17.00  |[urs— -
v x
¥ Chent approval vPAApproval Wed 200512020 17.00 | iy Fri 22/052020 1434 Pat Ternity +
v Client approval VPA Approval Wed 2710512020 1700 |t Tue 09/06/2020 10.49  System Account +

Notcatons. Documents Cvents
o new messages 0 e documents ‘Show clents

Click on Approve or Reject, based on the client’s response:

Approve task?

Are you sure you want to approve "Client approval'?
This action cannot be undone

Comment:

@ Approve 9 No

Enter a comment, note this will be visible to the employer user, then click on Approve:

Approve task?

Are you sure you want to approve "Client approval'?
This action cannot be undone.

Comment:

Mr Bobs called and is happy with the payroll. we can proceed to finalise the payroll|

The status, signed on and signed by information will be updated, this information will then be updated

automatically in the vPA Website (every 30 mins).

JIRIS

@ Home » Clients Listing » Users Listing for Bits And Bobs » Approvals Listing for Bob Bits

Approvals

& Approvals

B
Title Type Due (days)  Status.
™ Client approval vPA Approval Wed 20/0572020 17:00 m
¥ Client approval vPAApproval Wed 270512020 17:00 [
¥ Client approval vPA Approval Wed 03/0672020 17:00

=

Showing record: 1 1o 3 fram 3 item(s)

©2020 Galaxy Payroll All rights reserved

Nosficatons Documents. Clents
o e messages 70w documents Show clents

Signed on  Signed by

Fri 22/05/2020 1434 Pat Ternity
Tue 0962020 1049 System Account

Tue 09/D6/2020 1336 Pat Temity
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You can click on Show comment to see the details entered for each Client approval:

Comment added by Pat Ternity

Mr Bobs called and is happy with the payroll, we can proceed to finalise the payroll.
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vPA Version and Updates

Whilst in the vPA website select the burger icon on the right and click on the Information icon, you will then
see the following screen that includes the version numbers of the components of vPA:

(& ] Pat Ternity + =

Component Version Numbers -

SPA vPA Resource Server
Current: 2.3.16.0 Current: 23.17.0
vPA Scheduling Engine Payroll Resource Server
Current: 23.9.0 Current: 23.11.0
vPA Auto Updater

Current: 23.5.0

Check For Updates @

Last Check:

Wed, Jan 19, 2022 11:18 AM

Next Check:

Tue, Jan 25, 2022 10:00 AM

View Last Update Log

vPA is scheduled to automatically check for updates available on our FTP site ftp://downloads.star-
payroll.com/vPA every Tuesday at 10am

If there is an update, a backup will automatically be taken of the central data base T2DATA and then the
update is installed.

Part of the update process, vVPA will ensure that any automated steps currently in progress are completed
before the back up of the T2DATA and update is performed.

If any part of the update fails, then vPA will automatically roll back to the previous version, so that you can
continue using VPA, this includes the T2DATA.

The View Last Update Log button shows the details of the last update, whether it was successful or where the
update failed:

Update Log + Close

UPDATE

START 26-Nov-2020: 12:19:33

Database

VPA_Engine

VPA_API

Payroll_API

VPA_SPA

UPDATE FINISHED 26-Nov-2020: 15:21:56

Click on a row to expand the details.

Schedule checking for an update

A user with the role Payroll Department Admin can schedule to check for an update now or at a specific date
and time.

Whilst in vPA website click on the burger icon in the top right-hand corner of the page:
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JIRIS = The PayrollPro Bureau

@ vPA Dashboard Automated Overview

© Pat Temity v@

Client Approvals

virtual Payroll Assistant
My Tasks For Today o My Approvals For Today (Task) s My Work Calendar (Task)

Groups

Teams

Januar

e e e = s s =]
i 2

Then select the information icon, which will then show the page with the versions:

9 Pat Ternity ~ —

EH

W

o ®

Ei

Component Version Numbers

SFPA vPA Resource Server
Current: 2.3.16.0 Current: 2.3.17.0
wPA Scheduling Engine Payroll Resource Server
Current: 2.3.9.0 Current: 2.3.11.0
vPA Auta Updater

Current: 2.3.5.0

Check For Updates €

Last Chech:

Tue, Jan 25, 2022 10:00 AM

Mext Check:

Tue, Feb 1, 2022 10:00 AM

Click on the date and time shown within the Next Check box:

VPA Guide
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Next Check:

‘ Tug, Feb 1, 2022 10:00 AM | |

2022
Tue 1 Feb 10:00
05
« February 2022 =
- os
Sun Mom Tue Wed Thu Fri Sat o

11 o1
13 14 15 16 17 18 19

12 0z
20 21 22 23 24 I5 13 0z

14 04

15 05

MNow \/

Click on Now or select a specific date and time, once selected click Save:

Next Check:

Thu, Jan 27, 2022 1:31 P

vPA will check for any available updates at the date and time specified.

Update available and scheduling installation

When users with the roles Supervisor or Operator, login to vPA website and an update is available they will be
shown the following message informing them an update is available.

vPA Update Available

There is an update available. Please inform an admin that they need to schedule it to be installed.

When users with the role Payroll Department Admin logs into the vPA website, and an update is available, the
user will be shown the following message informing them an update is available. This message includes the
ability to schedule the update:
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vPA Update Available

There is an update available. Please schedule it to be installed.

The update installation will stop the vPA services, so it is advised that you schedule it to happen outside of normal working
hours. The services will automatically restart when the update is complete.

Install Not Scheduled

@ Remind Me Later

Click in the box Install Not Scheduled, you will then be shown a calendar to select Now or a specified date and
time:

vPA Update Available

There is an update available. Please schedule it to be installed.

The update installation will stop the vPA services, so it is advised that you schedule it to happen outside of nermal working
hours. The services will automatically restart when the update is complete,

‘ Install Not Scheduled

2022
@ Remind Me Later

«— January 2022 -

Sun Mon Tue Wed Thu Fri Sat

00 00

01 01

02 02

03 03

27 28 29 04 04

30 N o o
05 06
Now v

Once you have selected the date and time, click Save:

vPA Update Available

There is an update available. Please schedule it to be installed.

The update installation will stop the vPA services, so it is advised that you schedule it to happen outside of normal working
hours. The services will automatically restart when the update is complete.

Thu, Jan 27, 2022 2:04 PM

« Save @ Remind Me Later

Alternatively, you can select Remind Me Later without scheduling the installation of the update.

The user with the role Payroll Department Admin can schedule the installation of the update via the burger
icon and selecting the information icon:

VvPA Guide VvPA Version and Updates e 145



] & @ c]

Component Version Numbers 22 Refresh
5PA vPA Resource Server

Current: 2.3.16.0 Current: 2.3.17.0

Update Available: 2.4.1.0 Update Available: 2.4.0.0

vPA Scheduling Engine Payroll Resource Server

Current: 2.3.9.0 Current: 2.4.3.0

Update Available: 2.4.0.0 Update Available: 2.4.7.0

vPA Auto Updater
Current: 2.3.5.0
Update Available: 2.4.0.0

Check For Updates @

Last Check:

Thu, Jan 27, 2022 2:02 PM
Next Check:

Tue, Feb 1, 2022 10:00 AM
Install Updates @

Mext Update:

nstall Not Scheduled

View Last Update Log

Click on the date and time shown within the Next Update box:
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— January 2022 —

Sun Mon Tue Wed Thu Fa  Sat
00 00
] 01
02 0z
03 03
27 28 29 04 04
30 31 o o
06 06
Now v

‘ nstall Not Scheduled ‘

View Last Update Log

Click on Now or select a specific date and time, once selected click Save:

Install Updates @

Next Update:

Maon, Jan 31, 2022 2:13 PM

View Last Update Log

Once a Payroll Department Admin has scheduled the installation of the update, vPA will then install the update
automatically at the specified date and time.

After the update is installed, when users log into the vPA website, if required, the user will be prompted to
refresh the page by selecting F5.

Update Process

After installing an update, when there are step changes to templates, for example, the automated step called
Empty outbox for the four best practice templates, you must review and choose whether to accept the
changes for the Process attached to each Group.

Only users with the role vPA Admin can perform the Process Update.
Update Process Required

Groups on the left menu will show an Update flag, to inform the user when an update to the process is
required, for active processes attached to groups:

€} vPA Dashboard

virtual Payroll Assistant

Groups |uPDATE|
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The Groups grid will highlight any Groups with an active Process that requires an Update Process, by showing
them in bold with a black round dot to the left of the Group name:

Groups (Advanced Filters Applied) [ +nevorow |
Name 4| Frequency Period Number Tax vear Pay DayiDate Region Assgnea Team status
@ Monthly - Changes - End of Month Monthly 3 2022 3 England office 1 cm +
@ Monthly - Changes - Middle of Month Monthly 3 2022 15 Wales Offica 2 fenasies | +
® Monthly - No Changes Monthly 3 2022 28 Scotland Office 1 fensniro | +
® Weekly - Changes Weekly 7 2022 Wednesday Northern Ireland office 2 fenssieo | -
@ Weekly - Directors Weekly 14 2022 Monday England Directors [ enasieo | +
® Weeldy - Friday Weekly 7 2022 Friday Wales Office 2 am +
@ Weekly - No Changes Weekly 7 2022 Wednesday England Office 2 [enasieo | +
@ Weekly - Thursday Weeldy 8 2022 Thursday England Office 1 [enasien ] +
Shouing record 110 6 o o tems
Eporascsy | Brportasxis

Expand the group by clicking on the + sign:

Groups (Advanced Filters Applied) m

Name 1| Frequency Period Number Tax Vear Pay Day/Date Region Assigned Team Status
® Monthly - Changes - End of Month Monthy E 2022 31 England office 1 fisaieo] -

74 x -

- =

Click on the action Update Process.

Update Process Screen

£ Update Process - Monthly - Changes - End of Month (Monthly - Changes - End of Month)

The tempiat sted. Please review th ges below and confirm o 2pply the updates ta your process

ally copied from has bee her you wa

Template Name: Process Payroll - Manthly Template Modified Date: 26-Feb-202113:57

New & Updated Number of reviewed changes: 0/3

P TS S ———— Property Name Current Value New Value Apply Change  Change Details

Name Upload payslips and P45s to myePayWindow Upload to myePayWindow [}
Branch Changes ] [}
Cost Centre Changes ] [}
Department Changes ® [}

Employee Changes

Employee Anonymisation ®

Baan

pass ]
Documents [0] o

The top of the screen will show the Template name which is one of the four best practice process templates
used when creating the Group or adding a Process to a Group, and the template’s last modified date.

Number of reviewed changes shows the number of changes that have been reviewed and that need to be
reviewed.

The left side of the screen shows the step changed, for the highlighted step the right side shows changes to the
current value and the new value. There is a Yes/No button for you to choose whether to apply the step change
or not, this defaults to Yes. To accept the change(s) click on Confirm, this updates the Number of reviewed
changes.
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For each change to the highlighted step, you can view more details by placing your cursor over the information
icon under the column Change Details:

& Update Process - Monthly - Changes - End of Month (Monthly - Changes - End of Month)
The template that this process was originally copied fram has been updated. Please review the changes below and confirm whether you want to apply the updates to your process.

Template Name: Process Payroll - Monthly Template Modified Date: 26-Feb-2021 13:57

New & Updated : Number of reviewed changes: 0/8

® Upload paysiips and P45s to myePayWind Property Name Current Value New Value Apply Change  Change Details
Name Upiozd pays/ips and P45s to myePayWindow Upload to myePayWindow

Setting Branches to be u
automatically to m;

Branch Changes. ] [ -]
Cost Centre Changes @
Department Changes @
Empioyes Changes
Empioyee Anonymisation @

pass (9]

Documents @

BEABABRABA

If you change any of the step settings after confirming, you will need to reselect Confirm.

You can change from New & Updated to All above the step description, to see all the steps in the Process
attached to the Group:

i Update Process - Monthly - Changes - End of Month (Monthly - Changes - End of Month)

The template that this process

s originally copied from has been updated. Please review inges below and confirm er you wa pply the updates to your process.

Template Name: Process Payroll - Manthly Template Modified Date: 26-Feb-2021 13:57

Al s Number of reviewed changes: 0/8

Upload review reports to myePayWindow Property Name Current Value New Value Apply Change Change Details

Client approval

L]

Name Upload paysiips and P45s to myePayWindow Upload to myePayl
Pay employees - submit payment files

Upload final reports to myePayWindow Branch Changes @

Create Full Payment Submission

Cost Centre Changes ()]
Submit Full Payment Submission

@ Upioad payslips and P45s to myePayW| Department Changes @

Empty myePayWindow Outbox
- Employee Changes @
Auto Enrolment - oenerate notices and feet

Employee Anonymisation ()]

pass (0]

peeaaBAA

Documents (]

The steps shown in pale green are existing steps without any changes, the step with changes show with a dot
to the left of the step description.

Once you have confirmed all changes, click on Save. Save will only be available when all changes have been
reviewed, see the Number of reviewed changes.
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Help

£ Update Process - Monthly - Changes - End of Month (Monthly - Changes - End of Month)

The template that this process was originally copied from has been updated. Please review the changes below and confirm whether you

to apply the updates to your process

Template Name: Process Payroll - Manthly Template Modified Date: 26-Feb-202113:57

New & Updated N Number of reviewed changes: 0/8

P TS S ———— Property Name Current Value New Value Apply Change  Change Details

Name Upload payslips and P45s to myePayWindow Upload to myePayWindow [}

Branch Changes ] [}
Cost Centre Changes ] [}
Department Changes ® )

Employee Changes

Employee Anonymisation

Baan

pass

e

Documents

On the Update Process form in the top right-hand corner there is a Help button that opens the following form,
to guide you through the step display:

@ Update Process - Help 4 Back

Ne Changes Please select a step to find out more about it.
® Updated

Update Reviewed & Confirmed

® New

New - Reviewed & Confirmed

No Changes (Disabled)

Highlight a step on the left, information about the step will be shown on the right:

© Update Process - Help 4 Back

No Changes B .
This step has been added to the template and is not

@ Updated currently part of your process.

Update Reviewed & Confirmed The step details have been reviewed and you have
confirmed whether you want to add the step to your

. New process.

New - Reviewed & Confirmed
Please note that until you click Save aon the Update Pracess

form you are still able to edit your choice, but doing so will
mean you need to confirm the step again.

Ne Changes (Disabled)

Update Process
Only users with the role Payroll Department Admin can perform the Update Process.

After clicking on Update Process, the following screen will appear:
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& Update Process - Monthly - Changes - End of Month (Monthly - Changes - End of Month)

55 was originally copied from has been updsted. Please review th t10 apply the updates to your process.

Template Name: Process Payroll - Menthly Template Modified Date: 26-Feb-2021 13:57

New & Updated Number of reviewed changes: 0/8

P T YA ——— Property Name Current Value New Value Apply Change  Change Details

]

Name Upload payslips and P45s to myePayWindow Upload to myePayWindow
Branch Changes ()] o
Cost Centre Changes @
Department Changes ()]

Employee Changes

Employee Anonymisation

pass

peaAABAA

Documents

Under the Apply change column click on the Yes/No button for each change to choose which of them you
want to apply.

Once you have made you selections click on Confirm, then Save.
Update Process — Process Payroll — Director only

After you click on Update Process, if you have already enabled the additional outbox items for the step Empty
outbox, you will see the following screen when you click on Update Process:

& Update Process - Weekly - Directors (Weekly - Directors)

All template changes have already been applied. Click Save to continue

Click on Save.
Edit a Group - Update Process Required

If you Edit a Group that requires an Update Process the following message will appear:

Process Update Available

The process in this group has an update available. You must review the changes before you can proceed to editing the

£ Update Process m

group.

You will need to click on Update Process and complete the steps before you are able to Edit the group.

Enabling Disabled Group — Update Process Required

Group grid

If a disabled group has an enabled process with an update process that has not been reviewed, if you enable
the Group using the Action when you expand the row on the Groups grid, a prompt appears advising that the
Group can't be enabled until the available Process Update has been reviewed. If you want to continue to
enable the group, click on Update Process, otherwise click on Cancel and the group will stay disabled.

After you have performed Update Process, a prompt will appear asking whether you still want to enable the
Group, select Enable group if you want to enable the group, otherwise select Cancel then the group will
remain disabled.
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Group Edit form

If a disabled group has an enabled process with an Update Process that has not been reviewed, if you try to
enable the Group using the Status field on the Group Details of the Edit Group form, the Group Status field will
be read-only, place your cursor over the Status and a tooltip will be displayed explaining why you are unable to
enable the group.

Under the Process tab select Update to open the Update Process form, once you have completed the Update
Process you will be able to enable the Group.

Update Process Status

Once a Process is up to date where you have applied all the changes for a Group, none of the flags, tabs or
actions relating to Update Process are displayed.

If you only accept some or none of the Update Process changes for a Group:

e Group grid — the row for the Group will not be shown in bold with an icon, highlighting there is a
process update.

e Group grid — the actions under the expanded row for the Group will include Process Update to
allow you to apply the changes later.

e Under Edit Group\Process the Update tab will be available to apply additional changes later.
e You can Enable a Disabled Process.
e You can Enabled a Disabled Group.

If you Cancel the Update Process:

e  Group grid — the row for the Group will continue to be shown in bold with an icon, highlighting
there is a process update (Group enabled with Process enabled).

e  Group grid — the actions under the expanded row for the Group will include Process Update to
allow you to apply the changes later.

e Under Edit Group\Process the Update tab will be available to apply additional changes later.

e [fthe Process is Disabled, you cannot Enable the Process until the Process Update has been
applied.

e If the Group is Disabled, you cannot Enable the Group until the Process Update has been applied.

e [f the Process for a Disabled Group is Enabled, to enable to Group you must Update the Process
first.

e If the Process for a Disabled Group is Enabled, you can Edit the Group without Updating the
Process.

Enable Disabled Process — Process Update Required

If a disabled process has an available update that has not been reviewed, the Process Status field is read-only
and displays a tooltip explaining why it is disabled.

If a disabled process has had an update reviewed where at least one change was not taken, the Update
Process button will still be available, you are able to enable the Process.

Automated step - Create next process

An additional check has been added to this step, if there is an Update Process available that has not been
reviewed for the Group that the Client is attached to, this step will Fail:
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Create next process - Details

General Details Properties

Step Name: Create next process

Job Type: Create Next Process

Job ID: 1bb24d0b-370e-4742-2615-ecefflec2Ba0

Failed

Please Review The Available Process Update

You will need to perform the Update Process and then once complete, re-run the Create Next Process step.
Process Update and User Roles

Only a Payroll Department Admin can perform the Process Update to implement the changes.

When a Payroll Department Admin is logged into vPA and an Update Process is available:

e Within the Group Edit form under the Process tab the Update tab is available:

52 Edit Group - Monthly - Changes - End of Month

Group Details
Enables

Process

Monthly - Changes - End of ..

The template tha was originally copied from has been updated. You can review the changes and confirm whether you

want to apply the updates to this process using the butten belew.

e  Groups menu indicates Update is available if there are Groups requiring an update.
When a Supervisor is logged into vPA and an Update Process is available:

e  Within the Group Edit form under the Process tab the Update tab is hidden.

e  Groups menu indicates Update is available if Groups requiring an update.
When an Operator is logged into vPA and an Update Process is available:

e Groups menu indicates Update is available if Groups requiring an update are assigned to a Team
that the operator is part of, or the Group does not have a Team assigned.

e  Within the Group Edit form under the Process tab the Update tab is hidden.
Website

When a user tries to login to the vPA website when an update is being installed the following screen will be
displayed.
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virtual Payroll Assistant
Update in progress

ly being applied to virtual Payroll Assistant. You will be able to log back in once the

Once the update is complete, click on Take Me Home and login as normal.

VvPA Guide VvPA Version and Updates ¢ 154



Server restart — Schedule Engine Shutdown

You can schedule when you need to shutdown vPA to perform maintenance on the server that vPA resides,
such as the server needing to be restarted or program updates to be installed etc. Using This will cleanly
shutdown vPA and ensure any process steps currently running are completed before vPA is shutdown, to
ensure payrolls are left in the correct state. If any process steps are running when you shut down using an
alternative method, this can leave the payroll data files in an incorrect state. An example is the automated step
Calculations, shutting vPA down midway through this process will leave incorrect data and likely corruptions.

Only users with the role Payroll Department Admin can set up the Schedule Engine Shutdown.

Whilst in the vPA website click on the burger icon top right-hand corner:

JIRIS = The PayrollPro Bureau O PatTemity <[ = )

© vPADashboard Automated Overview Client Approvals

virtual Payroll Assistant

My Tasks For Today s My Approvals For Today (Task) i My Work Calen

Groups

Teams - January 2022 >

J4IRIS = The PayrollPro Bureau O Pat Temity 'E]
® A Dashboara My Work A = Client Approvas 6 &
vituslPayroll Assistant Service Status
My Tasks For Today s My Approvals For Today (Task] My Work Calendar (Task]
Groups , .
Scheduting Engine Resource Serer
Running Aumwing
Teams N = 22 N
: < sn
cers EEREIENEEENEE p—
b 2 Running Soppes
Month View 1 1 1 .
0 data to displi s . ; s 5 . s
Process Progress 19 5 8 n Schedule Engine Shutdown @
® " 2 B (5 1
Step Progress s
7 517 5 58, 2n Next Shutdown:
w O 0 ) ] z B
Planned Processes
7 17 65 8 61 4
Planned steps u = » = = = =
7 7|5 8 1

Under Next Shutdown click into the box Shutdown Not Scheduled:

Next Shutdown:

= anuary 2022 -
Sun Mon Tue Wed Thu Fri Sat
2 3 4 5 ] T 3
0o o0
g 10 1 12 13 14 15 01 o1
02 oz
16 17 12 19 20 2 22
02 03
23 24 25 26 27 228 29 04 oL
05 o5
ELU |
oe o6
Non v

Select the date and time to schedule the shutdown:

Schedule Engine Shutdown @

Next Shutdown:

Mon, Jan 31, 2022 3:27 PM

Click Save.
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When the scheduled date and time is reached, vPA will shut down as soon as the current process step is
complete, so this may be after the server restart time scheduled depending on how long it takes to complete
the step.
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Appendix A — Best practice process templates

Process Payroll — Director only

Step Description Manual/ Job Type Due By Start Start
Day Time
Automatic (x days
before, (x days
on or before
after pay
day) Due
By)
Check open run Automatic  Initialise Ensuring the data file is in the correct NA NA NA NA
details Process period and tax year for the frequency
DPS Notifications Automatic | DPS Will check whether any notices are available = -2 17.00 1 8.00
count check Check since the last successful download. If there
are notices available will move to the
Download notifications — DPS step,
otherwise will move to the Download AE
opt out step
Download DPS Manual Manual -2 17.00 1 8.00
Notifications Task
Calculate Automatic | Calculate -2 17.00 1 8.00
Upload review Manual Manual -2 17.00 1 8.00
reports to Task
myePayWindow
Create Full Automatic | Create If it is determined it is the last period of the 0 17.00 2 8.00
Payment FPS tax year and the data file only has one
Submission frequency (checks employees and payroll
runs for the current tax year), then the Final
Submission flag is included in the FPS.
Submit Full Automatic =~ Send FPS 0 17.00 2 8.00
Payment
Submission
Create Report and = Automatic = Create Creates a PDF of the reports: 0 17.00 2 8.00
Add To Outbox Report PARUNG\PSRUN6
PARUNT3\PSRUNT3
PAPEN1\PSPEN1
PARUNT5\PSRUNT5
Adds them to myePayWindow outbox
assigned to the Default contact set up in
myePayWindow
Upload to Automatic =~ Empty Set to upload Payslips, Documents, 0 17.00 2 8.00
myePayWindow Outbox Branches, Cost Centres, Departments,
Anonymise Employee, Employee Changes
and P45s. If there are other items in the
outbox other than those selected to be
uploaded, then they will not be uploaded
and will move to the step Empty
myePayWindow Outbox step otherwise will
move to the Close Period step.
Empty Manual Manual
myePayWindow Task
Outbox
Close Period Automatic =~ Close Run = Will also determine whether it is the last +1 17.00 3 8.00
period of the tax year based on frequency
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and pay day selected in vPA for each client,
if it is then will automatically add a manual
step for Close year.

Open Period Automatic | Open Run = Where the clients process setting called Pay = +1 17.00 3 8.00
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 Automatic  Create +1 17.00 3 8.00
Process next
process
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Process Payroll — Monthly

Step Description Manual/ Job Type Additional Information Due By Start
: Day
Automatic (x days
before, on (x days
or after before
ay da
pay day) Due By)
Check open run Automatic Initialise Process = Ensuring the data file is in NA NA NA NA
details the correct period and tax
year for the frequency
Client info received Manual Manual Task -6 17.00 1 8.00
- Ready to process
DPS Notifications Automatic DPS Check Will check whether any -6 17.00 1 8.00
Count Check notices are available since
the last successful
download. If there are
notices available will move
to the Download DPS
Notifications step,
otherwise will move to the
Download AE opt out step
Download DPS Manual Manual Task -6 17.00 1 8.00
Notifications
Download AE opt Manual Manual Task -6 17.00 1 8.00
outs
Enter data Manual Manual Task -4 17.00 2 8.00
Calculate payroll Manual Manual Task -4 17.00 2 8.00
Internal approval Internal Internal -4 17.00 2 8.00
Approval Approval
Upload review Manual Manual Task -4 17.00 1 8.00
reports to
myePayWindow
Client approval Client Client Approval Uploaded to -3 17.00 2 8.00
Approval myePayWindow
Pay employees — Manual Manual Task -2 17.00 1 8.00
submit payment
files
Upload final reports = Manual Manual Task 0 17.00 3 8.00
to myePayWindow
Create Full Payment = Manual Manual Task 0 17.00 3 8.00
Submission
Submit Full Automatic Send FPS 0 17.00 3 8.00
Payment
Submission
Upload to Automatic Empty Outbox Set to upload Payslips, 0 17.00 3 8.00
myePayWindow Documents, Branches, Cost
Centres, Departments,
Anonymise Employee,
Employee Changes and
P45s. If there are other
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items in the outbox other
than those selected to be
uploaded, then they will
not be uploaded and will
move to the step Empty
myePayWindow Outbox
step otherwise will move
to the Auto Enrolment —
Generate Notices and

Feeds step.
Empty Manual Manual Task 0 17.00 3 8.00
myePayWindow
Outbox
Auto Enrolment — Manual Manual Task +5 17.00 8 8.00
Generate Notices
and Feeds
Auto Enrolment - Manual Manual Task +5 17.00 8 8.00
Upload Feed
Close Period Manual Manual Task +5 17.00 5 8.00
Open Period Automatic Open Run Where the clients process +6 17.00 6 8.00
setting called Pay Day
Setting is selected as
Default or Specific Day, this
step will set the pay date
for the period in the payroll
data file as the date set in
VvPA .
Create Next Process = Automatic Create next +6 17.00 6 8.00

process
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Process Payroll — Weekly

Step Description Manual/ Job Type Additional Information Due By Start
Day
Automatic (x days
before, (x days
on or before
after pay
day) Due
By)
Check open run Automatic Initialise Ensuring the data file is in the correct NA NA NA NA
details Process period and tax year for the frequency
Client info Manual Manual -2 17.00 1 8.00
received - Ready Task
to process
DPS Notifications Automatic DPS Will check whether any notices are -2 17.00 1 8.00
Count Check Check available since the last successful

download. If there are notices available will
move to the Download DPS Notifications
step, otherwise will move to the Download

AE opt out step
Download DPS Manual Manual -2 17.00 1 8.00
Notifications Task
Download AE opt Manual Manual -2 17.00 1 8.00
outs Task
Enter data Manual Manual -2 17.00 1 8.00
Task
Calculate payroll Manual Manual -2 17.00 1 8.00
Task
Internal approval Internal Internal -2 17.00 1 8.00
Approval Approval
Upload review Manual Manual -2 17.00 1 8.00
reports to Task
myePayWindow
Client approval Client Client Uploaded to myePayWindow -2 17.00 1 8.00
Approval Approval
Pay employees — Manual Manual -2 1700 O 8.00
submit payment Task
files
Upload final Manual Manual 0 17.00 2 8.00
reports to Task
myePayWindow
Create Full Manual Manual 0 17.00 2 8.00
Payment Task
Submission
Submit Full Automatic Send FPS 0 17.00 2 8.00
Payment
Submission
Upload to Automatic Empty Set to upload Payslips, Documents, 0 17.00 2 8.00
myePayWindow Outbox Branches, Cost Centres, Departments,

Anonymise Employee, Employee Changes
and P45s. If there are other items in the
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outbox other than those selected to be
uploaded, then they will not be uploaded
and will move to the step Empty
myePayWindow Outbox step otherwise will
move to the Auto Enrolment — Generate
Notices and Feeds step.

Empty Manual Manual 0 17.00 2 8.00

myePayWindow Task

Outbox

Auto Enrolment - Manual Manual +1 17.00 3 8.00

Generate Notices Task

and Feeds

Auto Enrolment - Manual Manual +1 17.00 3 8.00

Upload Feed Task

Close Period Manual Manual +1 17.00 3 8.00
Task

Open Period Automatic Open Where the clients process setting called +1 17.00 3 8.00
Run Pay Day Setting is selected as Default or

Specific Day, this step will set the pay date
for the period in the payroll data file as the
date set in vPA .

Create Next Automatic Create +1 17.00 3 8.00
Process next
process
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Process Payroll — Four Weekly

Step Description Manual/ Job Type Additional Information Due By Start
: Day
Automatic (x days
before, on (x days
or after before
ay da
pay day) Due By)
Check open run Automatic Initialise Process = Ensuring the data file is in NA NA NA NA
details the correct period and tax

year for the frequency

Client info received Manual Manual Task -5 17.00 1 8.00
- Ready to process

DPS Notifications Automatic DPS Check Will check whether any -5 17.00 1 8.00
Count Check notices are available since

the last successful

download. If there are

notices available will move

to the Download DPS

Notifications step,

otherwise will move to the

Download AE opt out step

Download DPS Manual Manual Task -5 17.00 1 8.00
Notifications

Download AE opt Manual Manual Task -5 17.00 1 8.00

outs

Enter data Manual Manual Task -3 17.00 2 8.00

Calculate payroll Manual Manual Task -3 17.00 2 8.00

Internal approval Internal Internal -3 17.00 2 8.00
Approval Approval

Upload review Manual Manual Task -3 17.00 2 8.00

reports to

myePayWindow

Client approval Client Client Approval Uploaded to -3 17.00 2 8.00
Approval myePayWindow

Pay employees — Manual Manual Task -2 17.00 1 8.00

submit payment

files

Upload final reports = Manual Manual Task 0 17.00 3 8.00

to myePayWindow

Create Full Payment = Manual Manual Task 0 17.00 3 8.00
Submission

Submit Full Automatic Send FPS 0 17.00 3 8.00
Payment
Submission

Upload to Automatic Empty Outbox Set to upload Payslips, 0 17.00 3 8.00
myePayWindow Documents, Branches, Cost

Centres, Departments,

Anonymise Employee,

Employee Changes and

P45s. If there are other
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items in the outbox other
than those selected to be
uploaded, then they will
not be uploaded and will
move to the step Empty
myePayWindow Outbox
step otherwise will move
to the Auto Enrolment —
Generate Notices and

Feeds step.
Empty Manual Manual Task 0 17.00 3 8.00
myePayWindow
Outbox
Auto Enrolment — Manual Manual Task +4 17.00 5 8.00
Generate Notices
and Feeds
Auto Enrolment - Manual Manual Task +4 17.00 5 8.00
Upload Feed
Close Period Manual Manual Task +5 17.00 5 8.00
Open Period Automatic Open Run Where the clients process +5 17.00 5 8.00
setting called Pay Day
Setting is selected as
Default or Specific Day, this
step will set the pay date
for the period in the payroll
data file as the date set in
VvPA .
Create Next Process = Automatic Create next +5 17.00 5 8.00

process
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Appendix B — Unsupported Elements

Automated Step — Calculate
For the Calculate step we only support basic calculations for:
e Gross to Net
e Tax
e National Insurance
Employees who are already calculated are excluded from these checks.
The following checks are performed to ensure it is not used for more than it is designed for:
e Additional NI Periods
e Attachment of Earnings
e Auto enrolment
e Backdate NIC
e Benefit in Kind — Cars
e Expat settings — EPM6 Override, Er NI Exempt, Tax Exempt %age
e  Foreign Tax Credits
e Gross to net calculations - Employer pays employees NICs
e Holiday Schemes
e Negative Net Pay

e  Pay component types — Termination and Sporting, Flexible drawdown, Pension Death benefit,
Serious ill health, Pension Stand Alone Lump Sum and Pension Commencement Excess Lump Sum,
Pension (General) and Pension (Disability), Trivial Commutation

e Pay components marked as - Benefits in Kind, Gross up, Reducing balance
e Payspines

e Payment After Leaving/Death

e Pensions — Banded, Non banded
e  Prior Period Adjustment

e Round Net Pay

e Split Net Pay

e  Standard Holiday pay

e  Statutory Absence

e Student and Postgraduate Loans
e Sub contractors

e Taxadvance
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Automated Step — Create FPS
For the Create FPS step we only support basic calculations for:
e  Gross to Net
e Tax
e National Insurance
e Student and Postgraduate Loans
e Attachment of Earnings orders
e Non-Banded Pension Schemes
e Banded Pension Schemes
e Auto enrolment
The following checks are performed to ensure it is not used for more than it is designed for:
e Additional NI Periods
e Backdate NIC
e Benefitin Kind — Cars

e Employee Level settings - Aggregated Earnings, Employee Reference change, Foreign country,
Irregular Employment, Off Payroll Worker, Payment to a non individual

e  Excluded from FPS — Absent, Suspended, On Holiday, Omit from RTI, Sub Contractors

e  Expat settings — EPM6 Override, Er NI Exempt, Tax Exempt %age

e  Foreign Tax Credits

e Gross to net calculations - Employer pays employees NICs

e Holiday Schemes

e Individual Calculation settings - Late Reason, On Strike, Payment Date, Unpaid Absence
e  Leavers from previous run

e Leaversincurrent run

e Negative Net Pay

e  Override

e  Pay component types — Termination and Sporting, Flexible drawdown, Pension Death benefit,
Serious ill health, Pension Stand Alone Lump Sum and Pension Commencement Excess Lump Sum,
Pension (General) and Pension (Disability), Trivial Commutation

e Pay components marked as - Benefits in Kind, Gross up, Reducing balance
e  Payspines

e Payment After Leaving/Death

e  Prior Period Adjustment

e  Round Net Pay

e  Split Net Pay

e  Standard Holiday pay

e  Starters in the current run

e  Statutory Absence
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e Taxadvance
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Automated Step — Close Run
For the Close Run step we only support basic calculations for:
e  Gross to Net
e Tax
e National Insurance
e Student and Postgraduate Loans
e Attachment of Earnings orders
e Non-Banded Pension Schemes
e Banded Pension Schemes
e Auto enrolment
e Auto enrolment dashboard
The following checks are performed to ensure it is not used for more than it is designed for:
e Additional NI Periods
e Apprenticeship levy
e Backdate NIC
e Benefit in Kind — Cars
e  C(Calculation Status — Absent, Suspended and On Holiday
e  Cost splits - Enabled
o Expat settings — EPM6 Override, Er NI Exempt, Tax exempt %age
e  Foreign Tax Credits
e  Gross to net calculations — Employer pays employees NICs
e Holiday Schemes
e Leaversincurrentrun
e Negative Net
e Override
e Pay Component — Groups

e  Pay Component types — Termination and Sporting, Flexible drawdown, Pension Death benefit,
Serious ill health, Pension Stand Alone Lump Sum and Pension Commencement Excess Lump Sum,
Pension (General) and Pension (Disability), Trivial Commutation

e  Pay Components — Foreign Currencies, Global Rates, Pay Grades, Pro Rata Starters and Leavers
e Pay Components marked as - Benefit in Kind, Gross Up, Reducing Balance

e  PaySpines

e Payment after leaving/death

e Prior Period Adjustment

e Round net pay

e  Split net pay

e Standard holiday pay

e  Startersin current run

VvPA Guide Appendix B — Unsupported Elements ¢ 169



e  Statutory Absence
e  Sub contractors

e Tax Advance

Appendix C — List of available reports

Report Type Description

PARUN7\PSRUN7 Payroll Run Cross cast employee payroll run details for this period. Grouped
by Department within Branch.

PARUNG6\PSRUNG6 Payroll Run Cross cast employee payroll run details for this period.

PARUNT3\PSRUNT3 Payroll Run Payroll run totals only for this period, one page.

PARUNT7\PSRUNT7 Payroll Run Department within branch payroll totals for this period, one
page per department with branch, one page per branch and an
overall total. Grouped by Department within Branch.

PAPEN1\PSPEN1 Payroll Run Employee pension contributions this period broken down by
scheme. Grouped by Pension Scheme Name.

PAPEN1BD\PSPEN1BD Payroll Run Employee pension contributions this period broken down by
scheme. Grouped by Pension Scheme Name within Department
within Branch.

PACSTPRD\PSCSTPRD Payroll Run Basic payroll run details for this period. Grouped by Cost
Centre.

PACST4\PSCST4 Payroll Run Cost centre totals for this period, one page per cost centre and
an overall total. Grouped by Cost Centre.

PAPEN1C\PSPEN1C Payroll Run Employee pension contributions this period broken down by
scheme. Grouped by Pension Scheme Name within Cost Centre.

PARUNT9\PSRUNT9 Payroll Run Cost centre employee pay component values for this period
and year to date. Excludes previous period leavers. Grouped by
Cost Centre within Pay Component ID.

PARUNT5\PSRUNT5 Payroll Run Departmental employee payroll run pay component values this
period and year to date. Excludes previous period leavers.
Grouped by Department within Pay Component ID.

PARUNT8\PSRUNTS8 Payroll Run Department within branch employee pay component values for
this period and year to date. Excludes previous period leavers.
Grouped by Department within Branch within Pay Component
ID.
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Useful numbers

HMRC online service helpdesk HMRC employer helpline

Tel: 0300 200 3600 Tel: 0300 200 3200
Fax: 0844 366 7828
Email: helpdesk@ir-efile.gov.uk

Tel: 0300 200 3211 (new business)

Contact Sales (including stationery sales)

For IRIS Payrolls For Earnie Payrolls For IRIS Payroll Professional
Tel: 0344 815 5656 Tel: 0344 815 5676 Tel: 0345 057 3708
Email: sales@iris.co.uk Email: earniesales@iris.co.uk Email: payrollsales@iris.co.uk

Contact Support

Your Product Phone E-mail

IRIS PAYE-Master 0344 815 5661 payroll@iris.co.uk

IRIS Payroll Business 0344 815 5661 ipsupport@iris.co.uk

IRIS Bureau Payroll 0344 815 5661 ipsupport@iris.co.uk

IRIS GP Payroll 0344 815 5681 gpsupport@iris.co.uk

IRIS GP Accounts 0344 815 5681 gpaccsupport@iris.co.uk
Earnie or Earnie IQ 0344 815 5671 earniesupport@iris.co.uk
IRIS Payroll Professional (formerly Star) | 0344 815 5555 payroll-support@iris.co.uk

IRIS is a trademark.
© IRIS Software Group Ltd.

All rights reserved. IRIS. Look forward


mailto:earniesupport@iris.co.uk



