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Introduction

This guide assumes that the following are already in place in a client’s Payroll Professional installation:
o[] Payroll Professional 2024 EOY Update or later is installed.
o[] All payroll data files opened in IPP 2024 EQY or later.

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

o[ ] 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.

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

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

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

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

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

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

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

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

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

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

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

o[] A Dashboard with four views — My Work, Automated, Overview and Client Approvals.

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

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

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

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

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

o[] The ability to sign off manual tasks.
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o[]
e[|
e[|
e[|

o]

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

The ability to cancel a process for a client.

The ability to start step(s) early.

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

o]

o]

o]

o]

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

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

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

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

The following automated steps are available:

Mandatory:

o]

o]

I

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

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

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

All types of payrolls:

I

o]

o]

o]

o]

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

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

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

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

Create Report — creates individual PDFs of the selected reports and adds them to the myePayWindow
outbox using the Default Contact set up in myePayWindow. The report name(s) can be overridden. See
Appendix C for a list of available reports.
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e[1 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

o[] Branch changes

o[] Cost centre changes
e[| Department changes
e[| P45s

e[| CIS statements

o[] Anonymise employee
o[] 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:

o[] 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.

o[] 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.

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

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

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

o[
o]
o]
o]
o]

o]

o]

o]

o]

o]

o]
o]

o]

o]

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:

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

o[] VvPA Operator — this is a Payroll operative role.

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

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

(Client Approval)

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

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

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

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

no Team assignment

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

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

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

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

b) Steps assigned to
the team that the user

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

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

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

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

Schedule checking for = Yes No No

vPA Updates

Schedule installing Yes No No

vPA Updates

Schedule a vPA Yes No No

Engine Shutdown

Restart vPA services Yes Yes Yes

Admin Settings Yes No No

User Settings Yes Yes Yes

VvPA Guide - 2024 - EQOY
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vPA website

Login to vPA website

Open Payroll Professional and select Home tab:

B Go 8 W X8 & Payroll Prof - o x

Home | Admin  Tables  Dsta  Run  Utilities

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

Reporting Help o |l@

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

oloyer  Employee:

Pay

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

JIRIS = The PayrollPro Bureau O PatTemity =

© vPaDastos

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

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

virtust Payroi Aarmin

Adenin Settngs
My Work List

@ Logaut

16-Aug-2022 (1 o 1)

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

18-AUD-2022 (4 Ot 4)

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

25Aug-2022 4 o &)

2-Aug-2022 [ o 6)

© 2022 RIS Peyrell Professiana

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

e[| Automated.

e[] Overview.

e[ Client Approvals.

10 e vPA website VvPA Guide - 2024 - EOY



My Work

JIRIS = The PayrollPro Bureau

16-Aug-2022 {1 of 1)

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

18-Aug-2022 4 ot 4)

18 Aug 2022 (10 of 17)

22-Aug-2022 (10 o 10)
TR

26-Aug-2022 (6 ot &)

This tab contains four charts:

o]

o]

o]

o]

o]

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

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

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

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

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

Automated

Action Reuired (2 Steps)

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

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

To change the date-time-range for these charts click the clock icon in the right-hand corner and choose the
required date-time range from the drop-down list:
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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 Pat Temity 'E]

a8

=l

Client

This tab co
o]

I

I

o]

ntains four charts:

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

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

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

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

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

o[] 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.

o[] 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 Prior To Today (3 of 31 View All
=
= 3
=
et o e 70w 10011

2022 15 Payrod Professiona

ocalhost:B082/spa/Dashboard®

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.

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

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

ol] 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.

ol[] Duein the next 7 days.

o[] 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
() VvPA Dashboard
virtual Fayroll Assistant

Groups

Teams

Clients

Month View
Process Progress
Step Progress
Planned Processes

Planned Steps

virtual Payroll Admin

Admin Settings

& Log out

o[] 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.

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

o[] 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.

o[] Month View — displays a calendar with the number of uncompleted tasks per calendar day, for all payroll
processors.
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o]

o]

o]

o]

o]

o]

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

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

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.

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.

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.

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

Auto Logout

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

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

How to set up a Group based on pay day
This example below is for a Weekly frequency.
Setting up a new group
VPA has a 4 -step ‘new group’ wizard to streamline new group creation:
1.] Group name and Pay parameter settings.
2.[1 Add/edit Client members.
3.0J Add/edit process templates.
4.[] Group set-up summary/confirmation.

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

@ vPA Dasnbaard

virtual Payeoll Asistant

The PayrollPro Bureau

Groups (Advanced Filters Applied) [ +new oo, [l Greresn |
En- - - 0
Hom [— Friod Number Ton e r—— Region rE— Stotr
. e 202 1 o +
---- 0z ] o -
2 12 rect cm +
o a0 o engane fonasies | +

Group set-up wizard —step 1

Click on m to open the new group wizard:

New Group Wizard - Details (1/4)

Name:

Frequency:

Tax Year:

Pay Date:

Region:

helidays:

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.

Based on Frequency: [i]

Period Number:

Based on Pay Day: [i]

Do not adjust for bank

Do net adjust for weekends:

Team Assignment:

Select Pay Date

(-]

-]

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

Now complete the following fields:

o]

o]

o]

o]

o]

o]

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 315 and the program will adjust for months where this
date doesn’t exist), when the Frequency is selected as Four Weekly click on the drop down to select the
date that falls within the Period number and Tax Year selected.

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.

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.
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e[1 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: [i]

Frequency: Weekly =
Period Number: 5

Tax Year: 2020

Based on Pay Day: [i]

Pay Day: Friday N
Region: England + O
Do not adjust for bank e

holidays:

De not adjust for weekends: O e

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) Cl ]

From the list of Available clients, highlight those which you wish to 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.

Available clients: 25 Selected clients: 0

8its And Bobs | BB | PSDBitsandBobs
8rides And Grooms | BG | BridesandGroems.mep
Carpets Galore | CG | PSDCarpetsGalore
Cherry Cafe | CC | PSDCherryCafe
Country Homes | CH | CountryHomes.mcp
Crunchy Accountants | CA | PSDCrunehAccountants
Denzel's Garage | DG | DenzelsGarage.mcp
Duke Solicitors | DS | DukeSolicitors.mep
Fighting Fit Gym | FFG | PSDFightingFitGym
Helping Hands | HH | PSDHelpingHands

its | HI | Homelmprovements.mep
| MC | PSDMenagerieCastle

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

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:

o[] 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.

e[ You can select multiple clients by holding down the Ctrl button on your keyboard then click
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To remove clients from the Selec*~-' ~"ents list, use similar methods to the above highlighting the clients under the

Selected clients list and click on

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

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

Group set-up wizard — step 3

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

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

Selected template: s Preview

Name:

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

Process Preview (Process Payroll - Four Weekly) 2Ciose

Step Name Job Type Start Due

Check open run details Initialise Process

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

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

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

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

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

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

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

Group set-up wizard — step 4

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

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

Weekly

Click Finish to save the new group. You can click on Prev to make changes to any of the previous screens or Cancel
to discard the set up.
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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:
o[] Customise the steps (add or delete manual steps).
o[] Change the steps timetable.
o[] 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.

o[] Assign users to manual steps.

o[] Assign users to internal approval steps.

o[] Override Client pay day if it differs from the Group default.

o[] Enter Clients approver if it differs from the default Employer contact setup in myePayWindow.

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

o[] Enter specific description to appear on myePayWindow for the Client approval step.

o[ ] 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

virtual Payroll Admin

Admin Settings

& Logout

Find the Group you have just added in the Groups listing and click the ‘+ icon:
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Groups (Advanced Filters Applied) ==

Search m Clear Status: Sorted m By u
Name L Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status
Monthly - Changes - End of Month Monthly 7 2021 31 England Office 1 [enasieo +
Monthly - No Changes Monthly 7 2021 28 Scotland Office 1 [Enasien ] +
Weekly - Changes Weekly 21 2021 ‘Wednesday Northern Ireland Office 1 [ enasien ) +
Weekly - Diractors Wieekly 2 2021 Monday England Directors [enanieo] +
Weekly - Thursday weekly 2 2021 Thursday England Office 1 [ennsien] +

Showing record 110 5 of 5 item(s)

Next, click on the Edit action:

Groups (Advanced Filters Applied) ==

Search | seoren 2 status: sonce: [ o [
Name .| Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status
Monthly - Changes - End of Month Monthly 7 2021 31 England Office 1 [ enasien | +
Monthly - No Changes Monthly 7 2021 23 scotland Office 1 [enissieo] +
Weekly - Changes weekly 27 2021 ‘Wednesday Northern Ireland Office 1 [ennsien] +
Weekly - Directors Wieekly 28 2021 Monday England Directors o +
Weekly - Thursay Weekly 2% 2001 Thursday England Office 1 [enasien ] -
@ x -
i Delete  Disabk

Showing record 110 5 of 5 item(s)

2 Edit Group - Weekly - Thursday _ wSme | TCose

Group Details
Name ‘Weakdy - Thursday

Process
8ased on Frequenc, (]

Clients

Weskly .
2%
2001
Based on Pay Da ]
Pay Day: Thursday :
Region: England : 0
Do not adjust for bank holidays: o
Do not adjust for weekend: L]

Enabled

-

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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£ Edit Group - Weekly - Thursday

Enzbled &

Weekdy - Paid Thursdays Weekly - Paid Thursdays

@ e

=-

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

2 Edit Group - Weekly - Thursday [ B Gt Overide | v soe  10ee

Group Details
* Enabled
Process.
Weekly - Paid Thursdays -
n Enabled Lo Swnin
T Check open run details
Client info recei... ;
Enabled
DPS Noftificao...
Download DPS .
Download AE O
Enter data
Calculate payroll
Internal approval
Upload review...
4+ % + 0

Add, disable, delete and re-order the steps

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

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

4+ ¥ + O

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

2 Edit Group - Weekly - Thursday BCentPoesOmride v Sne 0o

Group Details
Enabled

Process.
Weekly - Paid Thursdays

i Enabled
2]

Check open run.

Internal approval

Client info recei...
Enabled

Status .
DPS Notificatio. ==
Download DPS ... Disabled q

Downlcad AE O.

Enter data
Calculate payroll
Internal approval

Upload reviewr...

4 ¥ + 0

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

Add a step

Defails |  Settings
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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

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:
o] Initialise Process - check open run details — must always be the first step.
o[] Internal Approval
o[] Client Approval
o[ ] Backup Payroll
o[] DPS Check

o[] 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.

o[] 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

o[] 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.

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

o[] 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:

5B Edit Group - Weekly - Thursday

Group Details
Enabled s process sumps

Process.

Weekly - Paid Thursdays

Enabled

Check open run...
Client info recei...
DPS Notificatio...
Number of Days
Download DPS .
Download AE O.. Due Time:
Enter data
Calculate payroll
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.

o[] Due When —there are three options:

ol1 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.

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

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

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

o[] 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.

o[] 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
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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.

o[] Run Time - enter the time of the day that the step can be started.

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

Edit the DPS Check step

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

onto which is the No Action Required Step.

From the Edit Group screen select Processes then Steps:

£2 Edit Group - Weekly - Thursday
Group Details + I .

Process.
Weekly - Paid Thursdays

Clients

Check cpen run...

Client info recei...

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

Enter data

Calculate payroll
Intemal approval
Upload reviewr.. | ¥

T v+

Highlight the DPS check step, then select Settings:

2 Edit Group - Weekly - Thursday

Group Details "
Enabled s

Process

Weekly - Paid Thursdays

Enabled 5

Detais

Serings

Clients Timetable

Check open run. b Type:

Client info recei...
‘o Action Required Step:

DPS Notificatio...

Downlozd DPS

Download AE O

Enter data

Calculate payroll

intemal approval

Upload reviewr... | =

EEE

e i 10

DPS Check

Download AE Opt Outs =

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:

S Edit Group - Weekly - Thursday

Group Details
Enabled s

Process  (WStepm | Schedule
Process
Weekly - Paid Thursdays -
o Enbled s Dews | Sewngs | Timewble
Check open run.. Job Type:

Client info recei.,
No Action Required Step:

DPS Check

Download AE Opt Outs

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

Enter data

Calculate payroll
Internal approval
Upload reviewr.. | +

* v+

Download DPS Notifications

Download AE Opt Outs
Enter data

Calculate payroll

intemal approval

Upload review reports to myePayWindow
Client approval

P2y 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

Click on Save.
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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:

o[] Department Changes
o[] Cost Centre Changes
o[] Branch Changes

o[] Anonymise Employee
o[] Employee Changes
o[] Payslips

e[| Documents

o[] CIS Statements

e[| P45s

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

From the Edit Group screen select Processes then Steps:

B Edit Group - Weekly - Thursday i o

Enabled

‘Weekly - Paid Thursdays

Enabled s Detals | Settings

Check open run. Name Check open run details

Client info recei...
Status: Enabled

DPS Notificatio.

Download DPS ...

Download AE O

Enter data

Calculate payroll

Intemal approvat

Upload review

+ ¢ + @

Highlight the Empty Outbox step, then select Settings:

52 Edit Group - Weekly - Thursday o [$Gem |

Enabled

Weekly - Paid Thursdays
Enabled : Details Settings Timetable

ob Type: Empty Outbox

No Action Required Step: Auto Enrolment - generate notices and feeds  + @

Include Outbox Item Publish Date Select All

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

4 v + 0

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:
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S8 Edit Group - Weekly - Thursday v Swe | 3Ciose |

Group Details
* Enabled s

L
Weekly - Paid Thursdays

Enadled 3 Octais (NSeings §  Timctabic

Upload review ...

Empty Outbox

Ciient approva
No Action Required Step: | Auto Enrolment - generate notices and feeds & @

Pay employees ..

[ Empty myePayWindow Outbox_
Include Outbox Item
Auto Enrolment - upload feed
Close period

Upload final rep.
Create Full Pay.
Submit Full Pay.
Upload paysiips...

Empty myePay.

Auto Enrolment, - Empl

EE Employee Anonymisatio

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.

52 Edit Group - Weekly - Thursday vSwe | 3Close

Group Details
* Enabled
Weekly - Paid Thursdays
Enabled 4 Octais |Sellings |  Timctable
Upload review . .,
Ty Empty Outbox
Client approval
ed Step Auto Envolment - generate notices and feeds ¢ ©
Pay employees ..
Upload firal rep. Include Outbox Item Publish Date Unselect At
Create Full Pay. e 7
Submit Full Pay.
t Cent -] N/A
Upload paysiips...
3 N/A
Empty myePay. . a %
Auto Enrolment, -] N/A
% 40 2 NA
Q 0 f
tem a 0
pass -] 0
nts -] 0 f

Click on Save.

Edit the Create Report step

From the Edit Group screen select Processes, under the Steps tab highlight the step Create Report and Add to
Outbox, then select Settings:
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2 Edit Group - Generate Report - Weekly
Gi Detail
SroupBEas * Enabled s

Process
Generate Report - Weekly

Clients.

Changing the reports

To change the reports produced by the Create Report step, from the Edit Group screen select Processes, under the

All s

Check apen run...
Calculate

Upload reviewr...
Create Full Pay...

Submit Full Pay.

Create Report a...
Upload to mye...

Empty myePay...

Close period v

+ ¥ + O

e

Details | Seffings | Timstable

Job Type: Create Report

Report Name: PARUNG/PSRUNG ¢
Export Type: POF B

Export File Name Qverride: L]

Add To Outbox:

Steps tab highlight the step Create Report and Add to Outbox, then select Settings:

£ Edit Group - Generate Report - Monthly
ol Is
Group Detai + Enabled .

Process
Generate Report - Monthly

Clients

Steps | Schedule

Enabled *

Check open run...
Create Report a...
Upload ta mye...
Empty myePay...
Close period
Open period
Create next pro...

+ ¥+ + 0

(oo o 1con

Detaits | Semtings | Tmetavie
Job Type

Create Report

Number of reports selacted: 4

Report Name ExportType FileName  AddTo
Override Outhox

PAPENT/PSPENT PDF @

PARUNG/PSRUNG PDF C\

PARUNT3/PSRUNT3 PDF @

PARUNTS/PSRUNTS PDF @

Click on the Add/Remove button:

Available Reports: 8

Search... m
PACSTPRD/PSCSTPRD

PACSTT4/PSCSTT4

PAPEN1BD/PSPEN1BD

PAPENTC/PSPENTC

PARUNT/PSRUNT

PARUNT7 /PSRUNT7

PARUNTS/PSRUNTS

PARUNTS/PSRUNTS

Selected Reports: 4

Search...

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

Create Report and Add To Outbox - Report List

Clear

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

o[ 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
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To remove reports from the Selected P~=~-*s 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:

£% Edit Group - Generate Report - Monthly [ ECientprocess Overide | v swve 3 Cloze

Group Details +
Enabled

Process
Generate Report - Monthly

Clients Enabled

Check open run... Job Type Create Report
Create Report a..,
Number of reports selected: 4
Upload to mye...
Empty myePay... Report Name ExportType FileName  AddTo
~ Override Outhox
Close period
Open period PAPEN1/PSPENT PDF
Create next pro... | PARUNG/PSRUNG PDF
+ . PARUNT3/PSRUNT3 PDF
PARUNT5/PSRUNTS PDF

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

o[ Only alphanumeric and underscore characters are accepted

o[] 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.
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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:

1.0 Group

2.1 Group|Client

3.0J Group | Process

4.0] Group | Process |Step

5.0 Group|Client|Process

6.0] 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:

o[] 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.

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

Pooled manual steps

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

Assigning user at Group level

From the Edit Group screen, click on Group Details:

2 Edit Group - Weekly - Thursday _ wSme  1Oose

Weekly - Thursday

Based on Frequeng) o

Pay Day Thursclay

england ]

= =

Enabled

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

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

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

Click on Save.

Assigning user at Group | Client level

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

SR Edit Group - Weekly - Thursday

Enabled

Helping Hands

Williams Farm Shop

Next Process info:

>l Nurmbes 27 Tax Year 2021

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

Select User

Gz Clear

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

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

Click on Save.
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Assigning user at Group | Process level

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

2 Edit Group - Weekly - Thursday

Group Details
Enabled
Process

LLEEL TIATEEDS - Name: Weekly - Paid Thursdays

Clients
=] st

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

Search Clear

Pat Ternity
Holly Daypay
Mat Ternity
Olive Vertime

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

Click on Save.

Assigning user at Group | Process|Step level

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

SR Edit Group - Weekly - Thursday _ wsae  foose

Enabled . rocess (WS  schectie

Weekly - Paid Thursdays

Clients n

Enabled : Deists [NESRN  Tunciatic

Check open run ob Type P

Client info recei...
e e E o

DPS Notificatio..

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

Upload review r -

+ ¥ 4+ 8

Highlight the step then select Settings.
Note that the Manual Assignment only appears for steps that are manual tasks.

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

Pat Ternity

Mat Ternity

Holly Daypay

Olive Vertime

Clear

Highlight the user and click on Select.

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

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

Click on Save.

Assigning user at Group | Client | Process level

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

Client Process Overri

Calculate payroll

Internal approval

Client approval

Create next process

Client: Helping Hands
View: Overview / Process Preview
Step Name Job Type
Check open run details 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

Manual Task

Internal Approval

Upload review reports to myePayWindow 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
Uplead payslips and P45s to Empty Outbox
myePayWindow

Empty myePayWindow Outbox Manual Task

Auto Enrolment - generate notices and  Manual Task

feeds

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

Create Next Process

Process:

Weekly - Paid Thursdays

User

Pat Ternity

Pat Ternity
Pat Temnity
Pat Temity
Pat Temity
Mat Ternity

Pat Ternity

Pat Temity
Pat Ternity

Pat Ternity

Pat Ternity

Pat Ternity

Pat Ternity

Scheduled

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

Group:

Weekly - Thursday

05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
07-Oct-2021
07-Oct-2021
07-Oct-2021

07-Oct-2021

07-Oct-2021

08-Oct-2021

08-Oct-2021
08-Oct-2021
08-Oct-2021

08-Oct-2021

17:00

17:00

17:00

17.00

17:00

17:00

17:00

17:00

17.00

17:00

17:00

17.00

17.00

17:00

17:00

17.00

17:00

17:00

17.00

17.00

1 Close.

Under View select Manual Task Assignment then click on Edit:
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Client Process Override

Client: Helping Hands
View: Manual Task Assignment

Client Process Manual Assignment:

Step Name
Check open run details

Client info received - Ready to process
DPS Notifications count check

Download DPS Notifications

Download AE Opt Outs

Enter data

Calculate payroll

Internal approval

Upload review reports to myePayWindow
Client approval

Pay employees - submit payment files
Upload final reports to partal

Create Full Payment Submission

Submit Full Payment Submission

Empty myePayWindow Outbox

Auto Enrolment - upload feed
Close period
Open period

Create next process

Upload payslips and P45s to myePayWindow

Auto Enrolment - generate notices and feeds

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

Create Next Process

Process:

Weekly - Paid Thursdays

Assigned User

Pat Terity

Pat Ternity
Pat Ternity
Pat Ternity

Pat Ternity

Pat Ternity

Pat Ternity
Pat Ternity

Pat Ternity

Pat Ternity
Pat Ternity

Pat Terity

Group:

Assignment Level ©

1. Group

1. Group
1. Group
1. Group

1. Group

1. Group

1. Group
1. Group

1. Group

1. Group
1. Group

1. Group

+ Save

1 Discard

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

Select User

Search...

Holly Daypay
Mat Ternity
Olive Vertime
Pat Ternity

Select None

Highlight the user and click on Select.

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

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

Click on Save.

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 Overri

Check open run details
Client info received - Ready to process
DPS Notifications count check

Download DPS Notifications

Download AE Opt Outs

Enter data

Calculate payroll

Internal approval

Upload review reports to myePayWindow
Client approval

Pay employees - submit payment files
Upload final reports to portal

Create Full Payment Submission

Submit Full Payment Submission

Upload payslips and P4Ss to
myePayWindow

Empty myePayWindow Outbox

Auto Enrolment - generate notices and
feeds

Auto Enrolment - upload feed
Close period
Open period

Create next process

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

Initialise Process
Manual Task
DPS Check
Manual Task
Manual Task
Manual Task
Manual Task
Internal Approval
Manual Task
Client Appraval
Manual Task
Manual Task
Manual Task
Send FPS

Empty Outbox

Manual Task

Manual Task

Manual Task
Close Run
Open Run

Create Next Process

Process:

Weekly - Paid Thursdays

User

Pat Ternity

Pat Ternity
Pat Temnity
Pat Temity
Pat Temity
Mat Ternity

Pat Ternity

Pat Temity
Pat Ternity

Pat Ternity

Pat Ternity

Pat Ternity

Pat Ternity

Group:

Scheduled

04-Oct-2021 08:00
04-Oct-2021 08:00
04-Oct-2021 08:00
04-Oct-2021 08:00
04-Oct-2021 08:00
04-Oct-2021 08:00
04-Oct-2021 08:00
04-Oct-2021 08:00
04-Oct-2021 08:00
05-Oct-2021 08:00
05-Oct-2021 08:00
05-Oct-2021 08:00
05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

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

05-Oct-2021 08:00

Weekly - Thursday

05-Oct-2021

05-Oct-2021

05-Oct-2021

05-Oct-2021

05-Oct-2021

05-Oct-2021

05-Oct-2021

05-Oct-2021

05-Oct-2021

05-Oct-2021

07-Oct-2021

07-Oct-2021

07-Oct-2021

07-Oct-2021

07-Oct-2021

08-Oct-2021

08-Oct-2021

08-Oct-2021

08-Oct-2021

08-Oct-2021

17:00

17:00

17:00

17.00

17:00

17:00

17:00

17:00

17.00

17:00

17:00

17.00

17.00

17:00

17:00

17.00

17:00

17:00

17.00

17.00

1 Close.

Under View select Manual Task Assignment then click on Edit:

Client Process Overrid:

Client: Helping Hands
View: Manual Task Assignment

Client Process Manual Assignment:

Step Name
Check open run details

Client info received - Ready to process
DPS Notifications count check

Download DPS Notifications

Download AE Opt Outs

Enter data

Calculate payroll

Internal approval

Upload review reports ta myePayWindow
Client approval

Pay employees - submit payment files
Upload final reports to partal

Create Full Payment Submission

Submit Full Payment Submission

Empty myePayWindow Outbox

Auto Enrolment - upload feed
Close period
Open period

Create next process

Upload payslips and P45s to myePayWindow

Auto Enrolment - generate notices and feeds

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

Empty Outbox
Manual Task
Manual Task
Manual Task
Close Run

Open Run

Create Next Process

Process:

Weekly - Paid Thursdays

Assigned User

Pat Ternity

Pat Ternity
Pat Ternity
Pat Ternity

Pat Terity

Pat Ternity

Pat Terity
Pat Terity

Pat Ternity

Pat Terity
Pat Ternity

Pat Ternity

Group:

Assignment Level @

1. Group

1. Group
1. Group
1. Group

1. Group

1. Group

1. Group
1. Group

1. Group

1. Group
1. Group

1. Group

Weekly - Thursday

 Save.

4 Discard

Against the step click on Override to see the prompt to select the user:
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Search...

Holly Daypay
Mat Ternity
Olive Vertime
Pat Ternity

Select None

Highlight the user and click on Select.

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

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

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

Click on Save.

Assignment overview

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

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

2 Edit Group - Weekly - Thursday

Enabled

Helping Hands

Williams Farm Shop

HH
Helping Hands
PSDHelpingHands
Enabled

Yes

Under View select Manual Task Assignment to see the following:
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Client Process Override

Client: Helping Hands
View: Manual Task Assignment

Client Process Manual Assignment:

Step Name

Check open run details

Client info received - Ready to process
DPS Notifications count check
Download DPS Noftifications
Download AE Opt Outs

Enter data

Calculate payroll

Internal approval

Upload review reports ta myePayWindow
Client approval

Pay employees - submit payment files
Upload final reports to partal

Create Full Payment Submission

‘Submit Full Payment Submission

Empty myePayWindow Outbox

Auto Enrolment - upload feed
Close period
Open period

Create next process

Upload payslips and P45s to myePayWindow

Auto Enrolment - generate ntices and feeds

: Process:

Job Type
Initiglise 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

Weekly - Paid Thursdays

Assigned User

Pat Ternity

Pat Ternity
Pat Temity
Pat Temity

Pat Ternity

Pat Ternity

Pat Ternity
Pat Temity

Pat Ternity

Pat Temity
Pat Ternity

Pat Temity

Group:

Weekly - Thursday

Assighment Level ©

1. Group

1. Group
1. Group
1. Group

1. Group

1. Group

1. Group
1. Group

1. Group

1. Group
1. Group

1. Group

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

Client Process Override

Client: Helping Hands

& Process:

R Helping Hands
View williams Farm Shop

Client Process Manual Assignment:

Step Name

‘Check open run details

Client info received - Ready to process

Job Type
Initialise Process

Manual Task

Weekly - Paid Thursdays

Assigned User

Pat Temnity

Group:

Weekly - Thursday

Assignment Level ©

1. Group

] s

Assign user to Internal approval steps

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

1.0 Group |Process|Step level

2.1] 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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SR Edit Group - Weekly - Thursday _ wswe  fooe

Group Details. +

Enabled = Proces: | Sempm | Scheduie
Process
Weekly - Paid Thursdays

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

Client info rece... e —
DPS Notificatio..

Download DPS

Download AE Q..

Enter data

Calculate payroll

Intemal approval

Upload review r.. | =

+ v + 0

Highlight the Internal approval step then Settings:

SR Edit Group - Weekly - Thursday _ vSwe | $Cose

Group Details -
nabled s Proces: | Stepm | Schedle
Process

Weekly - Paid Thursdays
Clients n Enabled N Deals | Semngs | Timerasie

Check epen run. ob Type: Intemal Approval

Client info recei...

DPS Notificatic...

Downlosd DPS
Download AE O,

Enter data

Calculate payroll
Intemal approval
Upload reviewr. -

+ ¥+

Next the Assigned Approver click on Select User:

Select User

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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SR Edit Group - Weekly - Thursday

Group Details
Enabled

Process

Helping Hands T
Clients.
Willa .
Client Name Helping Hands
m Datafile Name PSDHelpingHands

Status: B

Yes

Client Process Overri

Client: Helping Hands e 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 to
myePayWindow

Empty myePayWindow Outbox

Auto Enrolment - generate
notices and feeds

Auto Enrolment - upload feed
Close period
‘Open period

Create next process

Group:

Action When Overdue

Complete Step

Weekly - Thursday

Override Description &

Against the Internal Approval step click on Override:

Override Approval Step

Step Name: Internal approval

Approval step type: Internal 5

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:

S8 Edit Group - Weekly - Thursday

Enabled

Helping Hands HH

Williams Farm Shop

Helping Hands

PSDHelpingHands

5L Edit Group - Weekly - Thursday

Group Details

Enabled

Process

re—— e [
Clients.

williams Farm Shop

Pay Day Setting Defauit s o

-

Thursday

Next Process info:

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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1L Edit Group - Weekly - Thursday

Group Details
Enabled

Helping Hands E o
Williams Famm Shop
7 Default 0
Pay Day: Use Run Date From Payroll F
Specific Day

o[] Default - this is the setting at group level.

o[] 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.

o[] 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:

SL Edit Group - Weekly - Thursday

Enabled

Helping Hands

Williams Farm Shop

Pay Day Setting: Spedific Day Ol

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
sunday

L Edit Group - Monthly - No Changes

Group Details

Enabled s Dewsit:  Sewtings

Client Manual Assignment - cer

Process
Brides And Grooms.
Clients

Country Homes §
Specific Day 2 0

Menzgerie Castle
Pay Day; 25

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

Tommy's Timber Yard

period Number s ax vear: 2021

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

SR Edit Group - 4Weekly

Enabled

4 Weekly Specific

Four Weeldy Default

Specific Day
Four Weekly Run Date

Lo \

& Ap
Next Process info:

Period Number: 1 [ ue Wed Thu at E 2021

e o

nouzon

U 15 16 17

B 18 2 2

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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1.0 Group |Process|Step level

2.0] 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.
o[] Enter a description to appear on myePayWindow to the Employer contact(s).

From the Edit Group screen select Processes then Steps:

2 Edit Group - Weekly - Thursday W Ciert Process Overide. v Sme 100z

Group Details +

Enabled 5 rocess [ Scmciie
Process
Weekly - Paid Thursdays o
[ o Enabled s Dot | secungs
Check open run.. -

Check open run detals
Client nfo recei...
Status: Enabled
DPS Notificatio..
Download DPS
Download AE O.
Enter data
Calculate payroll
Intermal approval
Upload reviewr.. | v

4 v + 8

Now highlight the Client approval step and select Settings:
2 Edit Group - Weekly - Thursday _ wsme | $Go

Group Details +

Enzbled s proces: | Stape | Schecue
Process.
Weekly - Paid Thursdays o
Clients Enabled s Detas | Semegs | Teveunie
n DPS Notificatio..  +
b Type: Client Approval

Download DPS . Aop
Download AE O. Act Do Nothing

Enter data
Calculate payroll
Internal approval
Upload reviewr.
Client approval

Pay employees ...

4 ¥ % 0

Complete the following:

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

2 Edit Group - Weekly - Thursday WGt PocsOverde v Sme 1 Cose

Group Details *
Enabled +
Process
Weekly - Paid Thursdays :
Clients Enabled N Detals | Segs | Tevetabie
2] DPS Notificatio.
b Type Client Approval
Donnload DPS .. B
Download AE O... Do Nothing
Do Nothing
frerees Complete Step
Fail Step

Calculate payroll

Intemnal approval
Upload review .
Client approval

Pay employess ...

4 ¥ + 0
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o[l 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[l Complete Step — this means the step will automatically be completed so the next step is
available to be performed.

ol] 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.

o[] 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):
o[] Change the Client Approval to an Internal Approval.
e[| Choose the Action when overdue.
o[] Enter a description to appear on myePayWindow to the Employer contact(s).
o[] 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:

SR Edit Group - Weekly - Thursday

Enabled

Helping Hands Client Ref -

Williams Farm Shop

Client Name: Helping Hands

Datafile Name PSDHelpingHands

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 | 2 Discard

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

proval Overrides 5

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

Check open run details

Client info received - Ready to
process

DPS Notifications count check

Download DPS Notifications

Download AE Opt Outs

Enter data

Calculate payroll

Internal approval Internal Approval Mat Ternity

Upload review reports to
myePayWindow

Client approval Client Approval YES 1 selected Complate 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 S
Action When Ovel Complete Step =
{: ]
1 Selected

Complete the following:

o[] 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.

o[ 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 e
Action When Overdue: Complete Step s
Do Nothing
Override Description: e
Fail Step
Assigned Approvers 7 Selected

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

ol 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.

o[] 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.

o[] 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
Search... m Search... m
Helping Hands

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

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

Click on Save.
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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Client Process Override

Client Helping Hands

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

Client approval

Pay employees - submit payment files
Upload final reports to partal

(Create Full Payment Submission
Submit Full Payment Submission

Upload payslips and P45s to
myePayWindow

Empty myePayWindow Outbox

Aute Enrolment - generate notices and
feeds

Auto Enrolment - upload feed

Close period

Open period

Create next process

Overview / Process Preview

Job Type
Initialise Process
Manual Task
DPS Check
Manual Task
Manual Task
Manual Task
Manual Task

Internal Approval

Upload review reports to myePayWindow 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

Weekly - Paid Thursdays

User

Pat Ternity

Pat Ternity
Pat Ternity
Pat Ternity
Pat Ternity
Mat Ternity

Pat Ternity

Pat Ternity
Pat Ternity

Pat Ternity

Pat Ternity

Pat Ternity

Pat Ternity

Group:

Scheduled

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 03:00

04-Oct-2021 03:00

04-Oct-2021 08:00

05-Oct-2021 03:00

05-Oct-2021 03:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 03:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 03:00

‘Weekly - Thursday

05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
05-Oct-2021
07-Oct-2021
07-Oct-2021
07-Oct-2021

07-Oct-2021

07-Oct-2021

08-Oct-2021

08-Oct-2021
08-Oct-2021
08-Oct-2021

08-Oct-2021

17:00

17:00

17.00

17:00

17:00

17.00

17:00

17:00

17:00

17:00

17:00

17:00

17.00

17.00

17:00

17:00

17:00

17.00

17.00

17:00

1 Close

Using the drop down for View select N/A Settings then Edit:

Client Process Override

Client Helping Hands
View: N/A Settings
Step Name

Check open run details
Client info received - Ready to process
DPS Notifications count check
Download DPS Notifications
Download AE Opt Outs

Enter data

Calculate payroll

Internal approval

Client approval
Pay employees - submit payment files
Upload final reports to portal

Create Full Payment Submission

Submit Full Payment Submission

Empty myePayWindow Outbox

Auto Enrolment - upload feed
Close period
Open period

Create next process

Upload review reports to myePayWindow

Upload payslips and P45s to myePayWindow

Auto Enrolment - generate notices and feeds

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/AO®

Weekly - Thursday

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 Notifications count check

Download DPS Nofifications

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

Empty myePayWindow Qutbox

Auto Enrelment - upload feed
Close period
Open period

Create next process

Upload payslips and P4Ss to myePayWindow

Auto Enrolment - generate notices and feeds

Process;

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

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

Create Next Process

Weekly - Paid Thursdays

Group:

N/A©

Weekly - Thursday

v 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

Client: 1 Frequency 4 Wkly Period 14 Default $ Weekly - Paid Thursdays
View: Overvigw / Pracess Preview $
Step Name Job Type User
Check open run details Initialise Process
Client info received - Ready to process  Manual Task Kate Bush
DPS Netifications count check DPS Check
Download DPS Notifications Manual Task Kate Bush
Download AE Opt Outs Manual Task Kate Bush
Enter data Manual Task Kate Bush
Calculate payroll Manual Task Kate Bush
Internal approval Internal Approval
Upload review reperts to myaPayWindow Manual Task Kate Bush
Client approval Client Approval
Pay employees - submit payment files  Manual Task Kate Bush
Upload final reperts to portal Manual Task Kate Bush
Create Full Payment Submission Manual Task Kate Bush
Submit Full Payment Submission Send FPS
Upload payslips and P4ss to Empty Outbox
myePaywindow
Empty myePayWindow Outbox Manual Task Kate Bush
Auto Enrolment - generate notices and ~ Manual Task Kate Bush
feeds
Auto Enrolment - upload feed Manual Task Kate Bush
Close period Manual Task Kate Bush
Qpen period Open Run
Create next process Create Next Process

Scheduled

14-Apr-2022 08:00
14-Apr-2022 08:00
14-Apr-2022 08:00
14-Apr-2022 08:00
14-Apr-2022 08:00
14-Apr-2022 08:00
14-Apr-2022 08:00
14-Apr-2022 08:00
14-Apr-2022 08:00
158-Apr-2022 08:00
158-Apr-2022 08:00
18-Apr-2022 08:00
19-Apr-2022 08:00

158-Apr-2022 08:00

19-Apr-2022 08:00

158-Apr-2022 08:00

19-Apr-2022 08:00
158-Apr-2022 08:00
18-Apr-2022 08:00

18-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:

Client Process Over

Client: 1 Frequency

View: Publish Details

Step Name
Check apen run details

Client info received - Ready to process

DPS Notifications count check

Download DPS Notifications

Download AE Opt Outs

Enter data

Calculate payroll

Internal approval

Upload review reports to myePayWindow
Client approval

Pay employees - submit payment files
Upload final reports to portal

Create Full Payment submission

submit Full Payment Submissicn

Upload payslips and P45s to myePayWindow
Empty myePayWindow Qutbox

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

Close period

Open period

Create nest process

y Period 14 Default 3

Weekly - Paid Thursdays

Job Type Number Of ltems
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 9
Manual Task
Manual Task
Manual Task
Manual Task
Open Run

Create Next Process

Qverrides

Weekly - Thursday

[# Override

Against the Empty Outbox step click on Override:
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Override Publish Date Details v o [1Gncel

Step Name: Upload payslips and P45s to myePayWindow

N/A

N/A

N/A

N/A

N/A
Payslips: 0
IS Statements: 0
pass: 0

Documents: ]

Dayl

Day(s) Bef

Day(s) Bef

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:

SR Edit Group - Weekly - Thursday

Enabled

Helping Hands

Williams Farm Shop

HH

Helping Hands

PSDHelpingHands

Highlight a Client, select Client Process Override:
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Client Process Override dose

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 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
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

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:

2 Edit Group - Weekly - Thursday

Group Details
Enabled

Weekly - Paid Thursdays

Enabled

Weeldy - 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
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How to add a Client to an existing group

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

JIRIS The PayrollPro Bureau

@ ¥PA Dashboard

Groups (Advanced Filters Applied)
-

& Groups

O Pattemity ~

= (=]

Mame s Froency Perod Number — Fay DayDate Region Assioned Team satis
Mortiy f— .
M o Mort 2 Sectar o +
Weeky . Drecters weeky 2 22 vens rgian arecsrs rm -
. x R -
2 Edit Group - Weekly - Directors B Chentrocess Overde. w Save 3 Cose
Name Weekly - Directors
Based on Frequency L]
- Weaidy N
Py Numbe: 19
Tax Year: 2021
Based on Day L]
ay Oay: Monday N
Regior England P
Do not adjust for bank holidays: L]
Do net adjust for weekends: L}
Divectors m
Pat Ternity = o
Enabled ]

Select Clients:

2 Edit Group - Weekly - Directors

Group Details
Enabled

Process
Amy's Mobile Hair Clen
Clients

Harry The Gardener

iron Works

Robin Electrician

Tim's Wood Work et

ayWindow: | Mo

AMH
amy's Mobille Hair
AMYSHOMEHAIR.MCP

Enabled

Amy's Mobile Hair | AMH | AmysHomeHair mep
Bits And Bobs | BE | PSDBitsandBobs

Brides And Grooms | 86 | BridesandGrooms.mep
Carpets Galore | CG | PSDCarpetsGalore.

Cherry Cafe | CC | PSDChermyCafe

Country Homes | CH | CountryHomes.mep

Crunchy Accountants | CA | PSDCrunchAceountants
Denzel's Garage | DG | DenzelsGarage.mcp

Duke Solicitors | OS | DukeSolicitors.mep

Fighting Fit Gym | FFG | PSDFightingFitGym

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

Home Improvements | Hi | Homelmprovements.mcp
Iron Works | W | IronWerkemep

Menagerie Castle | MC | PSDManagerisCastie

Special Presents | SP | SpecialPresents.mep
Treasure Nursing Home | TNH | TreasureNursingHome.mcp

Highlight the client under Available clients to add to the Group, then click on

Selected clients, now click on Save.

it will then appear under
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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:

2 Edit Group - Weekly - No Changes

MC

Menagerie Castle

PSDMenagerieCastle

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

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

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

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

£2 Edit Group - Weekly - No Changes

MC
Menagerie Castle

PSDMenagerieCastle

Design 3
Windew: | Enabled

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:

The PayrollPro Bureau © FatTemity ~
Groups (Advanced Filters Applied) [ +newcom [l oremen |
Name + brequency Period Number o Year Pay DayDate Region Asigned Team status
m @ (n ] +
g e ] +
wean 2 rec fovnieo] -
x -
[suane )

Click on Edit:
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L Edit Group - Weekly - No Changes | 9 Chent Process Overde | v Save 2 Close

Group Details
Name: Weskly - No Changes
Processes
o
Clients
Weekdy s
34
Tax Year: 2020
Based on Pay Day: o
Pay Day: Wednesday ¢
England e
Do not adjust for bank holidays o
Do ot adjust for weekends o
Status: Enabled ¥

Select Clients:

5L Edit Group - Weekly - No Changes

Group Details
Enabled

Spacial Prasants

Treasure Nursing Home

Special Presents

Datafile Name SpecialPresentsmep
Enabled *
Connected to myePayWindow: Yes

Click on Add/Remove to see the following screen:

Auallable clients: 28 Selected chents: 2

Amy's Mabiz Hair | AMH | AmysHomeHairmep Spacial Presnts | 5P | SpecialPrsents.mcp
Traasure Nursing Mome | TNH | TressureNursingHeme.mep

5
Menagarie Castle | MC | PSDMenagerieCasts

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

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

All
Special Design

Clients Enabled

Treasul pigapled

Processes

Cli

Da
Staj
Cof

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 *

@ ¥PADashiboard Groups (Advanced Filters Applied) m m

& Groups
Name & Frequency Period Number Tax Vear Pay Day/Date Region Assigned Team status
Wantrly Moty B n Ergiond e 1 [nanro] +
Mo @ Mt otice [uinize ] +
Weety - Dir ek 21 Drectors [oniseo ] +
Weskcy - Thursday Weekly n 2022 Otfce 1 [oninzo] +

Click on Edit:

2 Edit Group - Monthly - Changes - Middle of Month _ wSme 1o

Group Details.
Name Monthly - Changes - Middle of Month
Process
Based on Frequency: o
Clients
Frequency Monthly :
Period Number 7
2021
Based on Pay Da o
15
Wales ¢ 0
L]
(]

s =

Status Enabled =

Group Details.

Process

Shiny Jewellers

SHINVIEWELLERS MCP

Status: Disabled

Click on Add/Remove to see the following screen:

Client List

Available clients: 29

Menagerie Castie | MC | PSDMenagenieCastie

Mike's Motorbike Shop | MMS | PSDMikesMotorbikeShap
Nuggets Nursery | NN | NuggetsNursery.mep

Robin Electrician | RE | RobinElectrician.mcp

Shelly's Cycle Shop | SCS | ShellysCycleshop.mep

Smiths Decorators | SD | PSDSmithsDecorators

Special Presents | SP | SpacialPresentsmep

Spick And Span Cleaners | SSC | SpickandSpanCleanersmcp
Sweat Bites Factory | SBF | SweetBitesFactory.mep

Tim's Wood Work | TWW | TimsWoodWorkmcp

Tommy's Timber Yard | TTY | PSDTammysTimberard
Treasure Nursing Home | TNH | TreasureNursingHome.mcp
Wallanders Windows & Doors | WWD | PSDWallandersiVindawsDeors
Williams Farm Shep | WFS | WilliamsFarmShop.mep
Willows Surgery | WS | PSDWillowsSurgery

Shiny Jewellers | S) | Shinylewsliers.mcp

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:

2 Edit Group - Monthly - Changes - Middle of Month v Swe | 1w

Shiny Jewellers P 5
. =3

ShinyJewellers:mcp

Design B

Connected to myePayWindow: | Yes

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

2 Edit Group - Monthly - Changes - Middle of Month

Group Details

Process
s

:
ient Name: Shiny Jewellers
Datafile Name SHINYJEWELLERS.MCP

Status: Design

Connected to myePayWindow: | gochicd

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

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

How to delete an unused Process from an existing group

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

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

JIRIS = The PayrollPro Bureau O PatTemity ~ =
@ vPA Dashboard Groups (Advanced Filters Applied) m
vitus Payroll Assistant — B st

& Groups

Teams Name

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

Ciients
e Four Weekly Four Weskly 1 2021 29-Apr-2021 England

i

Month View

Process Progress

Step Progress
Menthly - Changes - End of Month Monthly il 2021 31 Engiang Office 1

Planned Processes

Menthly - No Changes Monthly 1 2021 2 Seotiang Office 1

Planned St

‘Weekly - Changes Weekly 22 2081 Wednesoay Nortnern Ireland Office 1

Logs

| 088
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Click on Edit:

£ Edit Group - Four Weekly | Bhent o Oeride | v sove | #Clese

Group Detalls
Namme: Four Weekly
Process
Based on Frequency o
Clients
Frequency: Four Weekly °
Pericd Number. 1
Tax Vear 2021
Based on Pay Day: o
Pay Date: Selsc: Pay Date
Apr 29,2021
Region: England : e
Do not adjust for bank holidays: e
Do not adjust for weekends: e
Team Assignment: Clear
E o
Status: Enabled °

Select Process:

L Edit Group - Four Weekly
Group Details

Process
Four Weekly

Name: Four Weeldy

n Status: Enabled ¢

Based on Pay Day:

Mianusl Assignment e [

Clients

The click on the delete icon D:

Delete process?

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

Select Delete.

52 Edit Group - Four Weekly
Group Details

Process

Clients.

Then Save.

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

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

Selected template: ¢+ Preview

MName:

Select the template using the drop down, the Preview button is now enabled:
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Select the template to base your new process on and enter a name:
Selected template: Process Payroll - Monthly + | Praview

MName:

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

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 08:00 2 Days Befare Due 17:00 4 Days Before Pay Day
Upload review reports to myePayWindow Manual Task 08:00 1 Day Before Due 17:00 4 Days Before Pay Day
Client approval Client Approval 08:00 2 Days Befare Due 17:00 3 Days Before Pay Day
Pay employees - submit payment files Manual Task 08:00 1 Day Before Due 17:00 2 Days Before Pay Day
Upload final reparts to myePayWindow Manual Task 08:00 3 Days Befare Due 17:00  On Pay Day

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

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

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

Empty myePaywindow Outbox Manual Task 08:00 3 Days Befare Due 17:00  On Pay Day

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

Click on Close to close the preview screen.

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

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

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

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

Action Payroll Department VvPA Supervisor vPA Operator

Admin

Edit Group Yes No No

View Group only No Yes Yes
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Action Payroll Department VvPA Supervisor vPA Operator

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

no Team assignment

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

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

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

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

b) Steps assigned to
the team that the user

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

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

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

b) Planned Steps
assigned to the team
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Action Payroll Department VvPA Supervisor vPA Operator

Admin

that the user belongs

to

Schedule checking for = Yes No No
vPA Updates

Schedule installing Yes No No
vPA Updates

Schedule a vPA Yes No No
Engine Shutdown

Restart vPA services Yes Yes Yes
Admin Settings Yes No No
User Settings Yes Yes Yes

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
JIRIS = The PayrollPro Bureau O PatTemity ~ =
Teams ==
Team Name .+ Assignia usars Assgned Groups stotus
 Dirscton 1 [Faneo .
ot 1 3 cm +
¥ omaz 4 o +

Under the Teams page select New Team:

Add Team v Save ¥ Cancel

Name:

Assigned Users: ‘ 0 Selected

Assigned Groups: ‘ 0 Selected View/Select Groups

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 search

Holly Daypay
Mat Ternity
Olive Vertime
Pat Ternity

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

Click on Save to the Assigned Users screen.

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

Assigned Groups

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

Available Groups: 60 Selected Groups: 0

Search... m Search... m
_A

1 Validation

2020 Director NI Create FPS

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

auto updater

Backup monthly

Calc - NI - Menthly

Calc - NI - Weekly 2

Calc - NI- Weekly 3

Calculation messages - monthly
Calculation messages - weekly

Cancel and Rerun

Check Planned Processes

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

Click on Save to the Assigned Groups screen.
Now select Save on the Edit Team screen, to save the Team.
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 G o]

Team Name L Assigned Users Assigned Groups Status
Team Advanced 3 1 o B
Team Apple 1 ] [Ehvasiio] +
Team B 4 1 o +
Team € 3 1 [ Eniasien] +
Team Directors 2 ] [ Enanieo] +
Team myepaywindow 1 | enasien | +

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

Teams em
s [0 - B - BE
Team Name L Rssigned Users Assigned Groups Status
Team Advanced 3 1 G +
Team Apple 1 0 cm - |
rd x .
Delete
Team B 2 1 [ enacten] *
Team C [ensien] +
Teamn Directors 2 0 +
Team myepaywindow 1 m +

Click on Delete:

Delete Team?

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

+ Delete % Cancel

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 2 Retresh

Team Name L Assigned Users Assigned Groups

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

Teams em
E= - s [N =N -0
Team Name L Rssigned Users Assigned Groups Status

Team Advanced 3  Enasico ) +

Team Appls 1 0 com |
£ t 2
Del

eam B 2 [ enacten] +

Team C [ensien] -

Teamn Directors 2 0 [esien +

Team myepaywindow 1 m +

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 X 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:

Teams
o
Team Name I Assigned Staff Assigned Groups Status O AllTeams My Teams
s 3 e R
Team Advanced H [ [erneien ] +
Teams s 0 o o
Team C 3 1 [Erasien | *
Team O 1 0 [ eneien | *
Team Directors 2 0 [enasico ] +

Select My Teams, then Apply:

© wPA Dsshbosrd Teams (Advanced Filters Applied) m @ @
virtual Payroll Assistant m - . m . . E Filters
show
Team Name I Assigned Staff Assigned Groups Status AllTeams © My Teams
Team A 3 2 [eranien | +
Tezm Advancad H o = +
Team 8 s 0 Em +
Team C 3 1 [tuasieo] +

Or select All Teams then Apply.
Groups page

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

Groups (Advanced Filters Applied) ==
= o o EEE o[ ~@
Name L Frequency Period Number Tax Year Pay Day/Date Regicn Assigned Team Status
Monthly - Changes - End of Month Monthly 7 2021 31 England Office 1 [ enasien | +
Monthly - No Changes Monthly 7 2021 28 Scotland Offica 1 [enasten | +
Weekly - Changes Weekly 27 2021 ‘Wednesday Northern Ireland Office 1 [ Enasien ) +
Weekly - Directors Weekly 28 2021 Monday England Directors o +
Weekly - Thursay Weekly 2 2001 Thursday England Office 1 [enasieo +
showing record 110 5 of 5 item(s)
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The Advanced filters allow filtering on:
e[| Team
e[| Frequency
o] Period Number
e[| TaxYear

e[] Region

Groups (Advanced Filters Applied) [ +nevso | o & 0
p— B o R - @ ™ =3 a3

Team:

Name .| Frequency = PeriodNumber ' TaxYear = PayDay/Date = Region Assigned Team © | Status Unassigned x| | Directors x| [Office 1 x| [Office 2 v
Monthly - Changes - End of Month | Monthly 7 2021 3 England office 1 o |+ Frequency:
v
Monthly - No Changes Monthly 7 2021 28 Scotland office 1 o |+
Period Number:
Weekly - Changes Weekly 27 2021 Wednesday Northern Ireland | Office 1 s |+
v
Weekly - Directors Weekly 28 2021 Monday England Directors s |+
Tac Vear:
Weekly - Thursday Weekly 2 2021 Thursday England office 1 s |+ o

Showing record 1to 5 of 5 item(s)
Region:

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

New Group Wizard

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

New Group Wizard - Details (1/4)

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

Name:

Based on Frequency: [i]

Frequency: -
Period Number:

Tax Year:

Based on Pay Day: (i)

Pay Day:

Region: : 0

(-]

Do net adjust for bank
holidays:

Do not adjust for weekends: 0 e

Team Assignment: m

Click on Select Team:
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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:

SR Edit Group - Monthly - Changes - End of Month

Group Details
Manthly - Changes - End of Manth

Process

o

Clients

Monthly

2021
o

31

England ]
]

o

e o]
ety -

Enabled

Next to Team Assignment 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

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

Highlight the Team description then click on Select.

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

o]
assignment will be cleared

o]
Groups assigned to that Team

o]
o]

Process Progress page

A column called Assigned Team is shown the grid:

Remove Team assignment — the user assignment is retained

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

New team assigned - if user(s) are NOT members of the team assigned to the group their user

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

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

The PayrollPro Bureau O PatTemity =
Process Progress (Advanced Filters Applied) m
) serioa i Jo— pescemage
Chient. Process. Group Frequency Number Near Started Updated Teom Status Complete
Weeks - Dre Weekly . Drectors Weeky | 21 Drector oo e *
o Drscions o o eE——
Roain Eechican (ROBNELECTRCIAN ecy - Dirctors ety - Drectos weery | 21 Dirctors =n .
Helping Hancs [PSDHepingHands; - . o e otee - .
Courry Homes [COUNTRTHOMESMCP Vet -No Cranges Monty - No Cranges o omee - .
iy’ Mcoile e (AMYSHOMERAIRMCF] | Weeky - Dirctors Weekly - Brecors e ! ectors a +
Aemy's Mieksile Hair (AMYSHOMEHAIR MCP) Wesky - Directers Weekly . Directors ieekly Disectors oD EEEETEE. ¢
Team is available under Advanced Filters:
Process Progress (Advanced Filters  Refresh ©
Applied) Filers =
Search Cl Staty :m Sorted: VELEICSRg By:
, o I o[ 3 .
Unassigned x| | Directors x| Office 1 X v
) Period | Tax Rssigned Percentage
Client Process | Group | Frequency | MO0 | 7| Started | Updated | "7 Status Complee _—
v
Spick And Span cl Weekly - | Weekly - o | oroc
LT STIOSETED —— €Y | Weekly 26 2021 | 2021 2021 Office 1 (s |
(SPICKANDSPANCLEANERS.MCP) Changes. Changes Process:
e | Ts7
v
Spick And Span Weeki Weski 27 Sep- | Oroct:
pick And Span Cleaners feekly - eskly -
‘Weekl) 25 2021 2021 2021 Office 1
(SPICKANDSPANCLEANERS.MCP) | Changes | Changes ey i CIED | ST o
1723 | mze
v
27-Sep- | 01-0ct-
Nuggets Nursery Weekly - | Weekly -
e e Changes Changes Weekly 26 2021 | 2021 2021 Office 1 [ 7 | Frequency:
172s | 23
v
27-sep- | 01-0ct-
Weekly - | Weekly - Feriod Number:
Cherry Cafe (PSDCherryCafe) Changes Changes Weekly 26 2021 | 2021 2021 Office 1
172s | 23 o
Helping Hands Weekly - | \yeeky - Zrsep | OToct- Tax e
pSEHZ o nde paid Thumfg Weekly 2 2021 | 2021 2021 Office 1 ax Year:
( pingHands) Thursdays o 1722 1122 o
ieekly - . 27-Sep- | 01-0ct- chorted:
Willizms Farm shop Paid Weekly - |\ eekty 2 2021 | 2021 2021 Office 1
(WILLIAMSFARMSHOP.MCP) Thursday
Thursdays 1726 | 22 from
Erdes And Grooms mnnthly— —Mrzmmy Monthi 7 2021 gt‘arz?(tr g;:\}[tr office 1 ¢
(BRIDESANDGROOMS.MCP) © © onthly e
Changes | Changes 1114 1114
Updated:
Monthly - | Monthly 01-Sep- | 01-Oct- -
Brides And Grooms " Fri, Sep 24, 2021 2:42 PM
(BRIDESANDGROOMSICE) No Mo Monthly 5 2021 | 2021 2021 Office 1 [ compreven ]
Changes | Changes 11:55 1114 “
Home Improvements Weekly - | Weekly - 27 Sep- | O1-Oct-
P’ J Y| Weeky 27 2021 | 2021 2021 Office 1 [ |
(HOMEIMPROVEMENTS.MCP) Changes | Changes
17:28 11:13
Monthly
Mike's Motarsike Sh CM:MNV - 01-Oct- 01-Oct-
P‘S[;\S’”( D'j?’ |‘ :] " 0571 N EEI;QEFS Changes Monthly 7 2021 2021 2021 Office 1
(PsDMikeshiotorbikeShop) M”ﬂ:’ - End of 1112 13
e Month
Showing record 1 to 10 of 70 item(s)

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

where no team is assigned.
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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:

JIRIS The PayrollPro Bureau

Planned Processes (Advanced Filters Applied)

S oo = First Step Start Last Step Due Frequeney | o100 Tax
" . Oate I Date SRS Number Year

O pav
crsane [ (D
. -0
o>
P
e
P
=
=G
m +
G
=G

Team is available under Advanced Filters:

Planned Processes (Advanced Filters Last Updated: | 26-5ep-2021 0000 o | 2 o
. 2 Refresh
Applied) Fitters
S - .0
Team:
Unassigned x|  Directors X
First | Last
) Step | Step Period | Tax | Assigned | Schedule Cient;
Client Process Group st | Due Freauency | \umber | Year | Team Status
Date | Date
Monthly - Monthly - 15- 0a- process:
Crunchy Accountants Changes - Changes - Sep- oct-
(PSDCrunchAccountants) £nd of end of 2021 201 | Mently ¢ 2021 | Office 1 =D *
Month Month 0300 | 1700
Group:
Monthly - Monthly - 13- 0a-
Mike's Motarbike Shop Changes - Changes - Sep- oct-
Monthl B 2021 | office 1 +
(PSDMikesMotorbikeShop) End of End of 2021 2021 y =2 Frequency:
Month Month 08:00 17:00
15- 06-
Smiths Decorators Monthly - Monthly - Sep- oa- ey B = | aomn = . Period Number:
{(PSDSmithsDecorators) No Changes No Changes 2021 2021
0800 | 1700
16- 05 Tax Year:
Shelly's Cycle Shop Monthly - Monthly - | Sep- oct-
Monthh 6 2021 Office 1 +
(SHELLYSCYCLESHOPMCP) NoChanges | NoChanges | 2021 2021 onthly e ==
0800 | 1700
Sehectte Status
17- 06-
Menagerie Castle Monthly- | Morthly- | Sep- | oct-
Monthiy & 2021 Office 1 +
(PSDMenagerieCastle) NoChanges | No Changes | 2021 2021 =iy < =
03:00 17:00 Scheduled:
17- 06- Fri, Oct 1, 2021 2:45 PM
Tommy's Timber Vard Monthly- | Mortily- | Sep- | Oct- -
Monthly [ 2021 Office 1 + S| 3 202 5
(PSDTommysTimbervard) NoChanges | NocChanges | 2021 | 2021 enthly '« = Sun, Oct 3, 2021 11:59 PM
08:00 17:00

Office 1%

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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The PayrollPro Bureau

Month View

virtuat Payrail Admin
Adwin Sttt

& logout

Pat Ternity =

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

filter the records.

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

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

Team is available under Advanced Filters:

The PayrollPro Bureau

Step Progress (Advanced Filters Applied)
=

Client Process Group Step Tpe

Exciude 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

Planned Processes (Advanced Filters Applied) e | tauhug-2022 0000 m m
T Asignes  Schedule
Year  Team Status
w2 | omet | gEE
=n
o | omeet | D
=
Otfice =0

B

T oae

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

My Work Automated Overview

16-Aug-2022 1 0f 1}
Helping Hands | PSDHelpingHands | Pay empoyees - submit payment fles | 17:00

18-Aup-2022 (4 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:

o[] My Tasks for Today doughnut widget
e[] My Approvals for Today doughnut widget
e[] My Work Calendar widget
o[] My Work List widget
o[] Rejected Internal Approvals widget
Automated tab:

e[| Failed/Warning/Completed/Scheduled widgets

o[] Action Required widget
Overview tab:

o[] Today's Work breakdown widget

o[] Today's work doughnut widget

o[] Weekly work breakdown widget
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e[1 Work Calendar widget
Client Approvals tab:
o[] Approval Calendar widget
o[] Rejected Internal Approvals widget
o[] Today's Breakdown
o[] 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:

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

When you see a System Alert:

JIRIS = The PayrollPro Bureau O ratTemity +[ =}

T

wirtual Payroll Assistant

My Tasis For Today 5 My Approvais For Today (Ta

JIRIS The PayrollPro Bureau O PatTemity ~

The Payroll Resource Server service is not running.

Teams

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

6 B ©|§

Service Status £ Refresh
Scheduling Engine Resource Server

Running Runining

Fayroll Resource Server Auto Updater

Stoppad Start Stopped

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

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

o[] See the progress of Client Approvals due by today for all clients under the Client Approvals tab
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JRIS = The PayrollPro Bureau O PatTemity

16-Aug-2022 (1 01} o A
Helping Hands | PSDHelpingHonds | Pay employees - submit payment files | 17:00 ) —
18-Aug-2022 (4 0 4) View &
/=
2 g 22 @er9) View
24-80g-2022 (073} “

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:

72 e Using Payroll Professional and vPA day-to-day VvPA Guide - 2024 - EOY



¢ Settings

=D Calendar Colours &

Log From To

Low: (1] 50 1
1
Medium: 51 150 51
1
High: 151

151

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

e[] My Work Calendar (under vPA Dashboard\My Work)
e[| Work Calendar (under vPA Dashboard\Overview)
o[] Approval Calendar (under vPA Dashboard\Client Approvals)
o[] Tasks by Day (under Month View)
Once you have defined the Low, Medium, and High values, click on Save.
How to see when a client’s payroll was started and completed

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

JIRIS = The PayrollPro Bureau O PatTemity + =
Process Progress (Advanced Filters Applied) m v

- C 8 -0

«IRIS The PayrollPro Bureau O patTemity ~
Process Progress (Advanced Filters Applied) 7| O .
Fiters
[ E¥ - -~ =3 -0 &=
-
at pean wow e 00 e upew | S s e v
Giene
ek weee o - ~
oy e ey o2z omeez -_— =

s (PSD3 tsandBobs) X v

Vel - Weeky y - - A0 17-Aug-2022 Grow:

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

Genesal | Detalls  Properfies  MNotes

Process UID: 259a934f-7743-4365-927f-4eca34208¢a0
Process Name: Weekly - Fridays

Created: 27-Sep-2021 17:21

Started: 27-Sep-2021 17:21

Last Updated: 01-Oct-2021 1127

Percentage Completed: 76%
Status: Running
Assigned Team: Office 2

Details tab

Weekly - Fridays - Details 1 Close

eneral | Defails | Properties
Freguency: ‘Weekly
period Number: 2%
Tax Vear: 2021
Based On Pay Day: [#]
Pay Day Setting: Default
Pay Day: Friday
Original Pay Date: 01-0ct-2021
Adjusted Pay Date: 01-Oct-2021
Region: wales
Ignore Bank Holidays: @
Ignore Weekends: @

Properties tab

Weekly - Fridays - Details 1 Close

General  Details | Properies | Notes
Group Name: Weekly - Friday
Client Ref: 88

Client Name: Bits And Bobs
Datafile Name: PSDBitsandgobs
Data ID: 16

Notes tab

Weekly - Fridays - Details 1Close

eneral  Details  Properties | INotes
o Author: v Type: hd

Step Approval (Internal approval Approved) - checked

Olive Vertime

01-Oct-2021 11:10

Process Info can also be accessed via View Steps then use the Actions drop down menu:

Bits And Bobs - Weekly - Fridays (Weekly - Friday)

Frequency: Weekly Period Number: | 26

Step Name Job Type Scheduled Started

Check open run detils Initialise Process 27-Sep-2021 17:21

dlient info received - Manual Task 28-Sep-2021 08:00

Ready to process

Tax Vear:

29-Sep-2021 17:00

DRefresh | Actions~ | $Close

Completed
27-Sep-2021 1723

01-0ct-2021 11:02

View Process Info
Show Reran Steps
Pause Process
Cancel Process

Gantt View

74 e Using Payroll Professional and vPA day-to-day

VvPA Guide - 2024 - EOY



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

How to deal with automated step warnings

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

JIRIS = The PayrollPro Bureau O PatTemity » =

Action Required

There are currently n steps requiring acticn.

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

Step Progress (Advanced Filters Applied) =3
s 9 o - B o B - |
. Assigned

Cliant Procass Group Stap Typa Scheduled Started Dus Complatsd e Status

Spick And Span Cleaners Weakdy - Weedy- | UploadpasiptandPascto | Brpty | B0Sepan | G0 | 04O | DOA2021 .

(SPICKANDSPANCLEAMERS.MCP) Changes Changes myePayWindow Outbox 0800 1725 20211700 | 1725

\Waekdy - Paid Weeldy - DPS Notifications count oPs 04-Oct-2021 04-Oct-2021 05-Oct- 04-Oct-2021

Helping Hands (PSDHelpingHands) Thursdays Tharsday check Check 0800 1708 21700 | 17ee *

Actions on (0) selected Shaowing rscard 1102 o 2 e

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

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

Upload payslips and P45s to myePayWindow - Details

step Name: Upload payslips and P4Ss to myePayWindow

JobType Empty Outbare

Job ID: 5ae5fbcd-2110-4720-9807- 8505025575
Waming

No Employees To Upload

A brief description is shown under Error.

Calculate

The following will complete with a Warning:
o[] Employee marked as suspended.
e[1 Employee marked as absent.
e[ Employee marked as on holiday.
e[1 Employee already Calculated.
e[| Date of Birth checks and NI Letters.
o[] No Director start date.

e[| Tax Code check where contains letter Y.
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o[ Non-Cumulative Director has a leave date.
o[] National Minimum and Living Wage reminders.

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

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

SELECT [ProcessMessages|D], [EeDetails].[EeRef], [EeDetails].[Forename], [EeDetails].[Surname], [Date] as
[Message Date], Choose(lif(IsNull([Type]),0,[Type])+1,'UNKNOWN','Calculation','Submissions') AS [Program 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
[tbIProcessMessages].[EelD] = [EeDetails].[EeID]) INNER JOIN [PayrollRuns] ON
CLng([tblProcessMessages].[LinkedID]) = [PayrollRuns].[RuniID]

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

o[] 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.

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

o[] 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:
o[] Period already closed.

Open Run

The following will complete as Warnings:
o[ 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:
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JIRIS = The PayrollPro Bureau O pPatTemity ~ =

@ vPA Dashboard

Wirtual Payroll Assistant

40
Complated Today ‘Scheduled Today

Action Required (1 Steps)

Helping Hands (PSDHelpingHands) Notifications count check
Due: 05-0ct-2021 17:00 | Date Failed: 04-Oct-2021 1702

Ermor: DPS: Unable To-Check One Or More Notification Types

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

Helping Hands - Weekly - Paid Thursdays (Weekly - Thursday) CRefresh  Actions~ | 2 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 compLeren RS
Client info received - Manual Task 04-Oct-2021 08:00 04-Oct-2021 14:51 05-Oct-2021 17:00 04-Oct-2021 1452 compLeTeD RS
Ready to process
DPS Notifications count  DPS Chedk 04-Oct-2021 17:02 05-Oct-2021 17:00 04-Oct-2021 17:02 [ Faneo | *
check
Download DPS Manual Task Pat Temity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Notifications
Download AE Opt Quts ~ 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[ In the correct run:
e[| Period number
e[| Taxyear
e[| Frequency
o[] Data file is not flagged as a Critical Failure.
o[] Data file is the minimum version required.
o[ ] 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:
o[] 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

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

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

o[] 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.

o[] 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:

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

o[] Negative Tax (combination of Bfwd Tax This Emp, Prev Emp and This Period).
e[] Negative Net Pay.

o] Invalid NI Letter.

o[] 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:
o[] Uncalculated employees.
o[ Last period of tax year, multiple frequencies in data file.
o[] RTI Applies is not set as Payroll is aligned and RTI applies.
o[] Unsupported elements found, see Appendix B.

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

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

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

The following will appear as a Failure:
o[] Data file not connected to myePayWindow
o[] 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:

2 Edit Group - Weekly - Directors

B Ciient Process Override Jl -l 1T

Enabled : Demin  Semng:

Amy's Mobile Hair

Harry The Gardener
o Works

Robin Electrician

Tim's Wood Work

AMH

Amy's Mobile Hair
AMYSHOMEHAIRMCP
Enabled

No

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:
o[] Data file not connected to myePayWindow
o[] vPA 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:

SR Edit Group - Weekly - Directors

B cient Process overrce i

Enabled s Do | Setting:

Amy's Mobile Hair Client Ref e
Harry The Gardener
Client Name: Amy's Mobile Hair
on Works

AMYSHOMEHAIRICP
Robin Electrician

Tim's Wood Work Status i

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

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

Close Run

The following will appear as a Failure:
o[] Empty Outbox still has items to upload.
o[] AEM has not been completed.

o[] FPS has not been completed — parked, paused or none.
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o[] Employees have not been included in an FPS.

o[] Employees uncalculated.

e[| Previous year is open.

o[] No payslips recorded for the current run.

o[] 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 + =

Automated

Failures Today Completed Today

Action Required (1 Steps)

Helping Hands (PSDHelpingHands)
Due: 05-Oct-2021 17,00 | Date Failed:

Under the section Action Required, click on the tile:

Helping Hands - Weekly - Paid Thursdays (Weekly - Thursday) CRefresh  Actions > 2 Close
Frequency: Weekly | period Number: | 27 Tax Year 2021
Stop Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 04-0ct-2021 14:50 04-0ct-2021 1451 cowicreo I
Clientinfo received - Manual Task Pat Ternity 04-Oct-2021 08:00 04-Oct-2021 14:51 05-0ct-2021 17:00 04-Oct-2021 1452 [ comrureo R
Ready 10 process
DPS Notifications count  DPS Check 04-0ct-2021 08:00 04-0ct:2021 1702 05-0ct:2021 17:00 04-0ct-2021 1702 ocm ¢+
check
Download DPS Manual Task Pat Temity 04-0ct-2021 0800 05-0ct-2021 1700 +
Notifications
Download AEOpt Outs ~ Manual Task: et Ternity 04-Oct-2021 0500 05-0ct-2021 17:00 +

Click on the ‘+’ symbol for the row marked as Failed, in this case the Type called DPS Check:

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

Frequency: Weekly Period Number: | 27 | Taxvear 2001

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

04-Oct-2021 14551 05-0ct-2021 17:00 04-Oct-2021 1452 +

DPS Notifications count  DPS Check 04-Oct-2021 1702 05-Oct-2021 1700 -
check

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

Under actions select Step Info, the screen that appears provides a basic description of the Error that caused the
step to fail:
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DPS Notifications count check - Details 1 Close
General Details Properties
Step Mame: DPS Notifications count check
Job Type: DPS Check
JobiD: 51dc142b-3110-4356-84cf-c2f3de3ae1d%
Status: Failed
Error: DPS: Unable To Check One Or More Notification Types

Click on Close, and then under actions select Rerun:

Rerun DPS Notifications count check?

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

Select Show Advanced Options:

Rerun DPS Notifications count check? o Reun 1 Cancel

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

Using Emergency Override may

) - adversely affect other steps in the
Emergency Override: e

process. This should only be used
as a last resort.

Emergency Override Reason...

Hide Advanced Options

Tick the Emergency Override and enter a reason:

Rerun DPS Notifications count check? v Reun % Cancel
Are you sure you want to rerun DPS Notifications count check?

Qe

Emergency Override:

Downloaded the notifications via IPP

Hide Advanced Options

Then select Rerun:

Helping Hands - Weekly - Paid Thursdays (Weekly - Thursday) SrRemesn | Adions~ | 4 Gose

Frequency: Weekly Period Number: | 27 Tax Year: 2021
Step Name Job Type User Scheduled Started Due Completed Status
Check openrundetails  Initialise Process 04-Oct-2021 1450 04-0ct-2021 1451 Ccomeiereo IR
Client info received - Manual Task Pat Temity 04-Oct-2021 08:00 04-Oct-2021 14:51 05-Oct-2021 17:00 04-Oct-2021 14:52 | compLeTED IR
Ready to process
DPS Notifications count  DPS Check 04-Oct-2021 08:00 04-Oct-2021 17:08 05-Oct-2021 17:00 04-Oct-2021 17:08 +
check
Download DPS Manual Task Pat Temnity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Notifications

The step will be completed as a Warning, if you view the Step info for this step you will see the Error informs the
user of the reason:
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DPS Notifications count check - Details 3 Close

General Details Properties

Step Name: DPS Natifications count check

Job Type: DPS Check

Job 1D: 37e76d13-7441-45b1-90¢cf-390c6¢40b7 3¢
Status: Warning

Error: Emergency Override

Using the Actions drop down on the toolbar select Process Info, then the Notes tab:
Weekly - Paid Thursdays - Details 1 Close

General Details Properties Notes

B n Author: v Type: R

Step Emergency
Override

Pat Ternity
04-Oct-2021 17:08

(DPS Natifications 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 O Pattormity [ =]
Process Progress (Advanced Filters Applied)
[ I o) o

Period Tax Assigned
Client Brocess Giow Frequens Started Updated
" EEY - Number vear ” ¢ eam

Dinectors

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:
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Process Progress (Advanced Filters Applied)
0= o [ ]
. Period Tax Assigned Percentage
Client | Process | Grow | Freauency | (R0 ey | St T R s
. Weekly - Paid Weekly - 04-Oct-2021 04-Oct-2021
Helj Hands (PSDHelj Hands Weekl 27 2021 Office 1 -
elping Hands (PSDHelpingHands) Thursdays Thursday ey 14:50 15.41 e s
= = 1]
View Steps Process Info Pause Process
Willows Surgery (PSDwillowsSurgeryy Weekly - Fridays Waekly - Friday Weekly 26 2021 ?::;;d—EDZI ?:ZC;CHOZ‘ Offica 2 *

Now click on View Steps:

Iping 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 run details

Client info received - Manual Task Pat Ternity 04-0ct-2021 08:00 04-Oct-2021 1451 05-Oct-202117:00 04-0ct-2021 14:

Ready to process

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

Download DPS Manual Task Pat Ternity 04-0ct-202108:00 04-0ct-2021 1452 05-Oct-2021 17:00 04-Oct-2021 14:52 +
Notifications.
I
Enter data Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Calculate payroll Manual Task Pat Ternity 04-0ct-2021 08:00 05-Oct-202117:00 +
Internal approval Internal Approval Mat Temnity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Upload review reports to  Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
myePayWindow

Client approval Client Approval 04-0ct-2021 08:00 05-Oct-202117:00 +
Pay employees - submit  Manual Task Pat Ternity 05-Oct-2021 08:00 05-Oct-2021 17:00 +
payment files

Upload final reports to Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-2021 17:00 +
portal

Create Full Payment Manual Task Pat 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 P4Ss Empty Outbox 05-Oct-2021 08:00 07-Oct-2021 17:00 +
to myePayWindow

Empty myePayWindow  Manual Task Pat Ternity 05-Oct-2021 08:00 07-Oct-202117:00 +
Outbox

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

Auto Enrolment - upload  Manual Task Pat Ternity 05-0ct-202108:00 08-0ct-202117:00 +
feed

Close period Close Run 05-Oct-2021 08:00 08-Oct-2021 17:00 +
Open period Open Run 05-Oct-2021 08:00 08-Oct-202117:00 +
Create next process Create Next Process 05-0ct-202108:00 08-0ct-202117:00 +

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):

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

S

period Number: | 27 | v | 20m |

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 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 08:00 04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14:52

=
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 +
Natifications.

Pomiwopon Meuamk ey oowamimn  woamim wosmamm -

Click Rerun, the following message is displayed:

Rerun DPS Notifications count check?

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

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

Edit Details:

Manual Assignment: Pat Ternity _ e

Helping Hands - Weekly - Paid Thursdays (Weekly - Thursday) Reffesh  Actions > | f Close
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 14:51 +
Client info received - Manual Task 04-Oct-2021 08:00 04-Oct-2021 14:51 05-0ct-2021 17:00 04-0ct-2021 14:52 +
Ready to process
DPS Notifications count 04-Oct-2021 08:00 04-Oct-2021 14552 05-Oct-2021 17:00 04-O¢t-2021 14552 +
check
Download DPS Manual Task Pat Temity 04-Oct-2021 08:00 04-Oct-2021 14552 05-Oct-2021 17:00 04-Oct-2021 1452 +
Notifications
Download AE Opt Outs  Manual Task Pat Temity 04-Oct-2021 08:00 05-0ct-202117:00 +
Enter data Manual Task Pat Temity 04-Oct-2021 08:00 05-0ct-202117:00 +
Calculate payroll Manual Task Pat Temity 04-Oct-2021 08:00 05-0ct-202117:00 *
Intemal approval internal Approval Mat Ternity 04-0ct-2021 08:00 05-0ct-202117:00 +
Upload review reports to  Manual Task Pat Temity 04-Oct-2021 08:00 05-0ct-202117:00 +
myePayWindow
Client approval Cliant Approval 04-0ct-2021 02:00 05-0ct-202117:00 +
pay employees - submit  Manual Task Pat Temity 05-0ct-2021 08:00 05-0ct-202117:00 +
payment files
Upload final reports to Manual Task Pat Temity 05-Oct-2021 08:00 07-0ct-202117:00 +
portal
Create Full Payment Manual Task Pat Temity 05-Oct-2021 08:00 07-0ct-202117:00 +
Submission
Submit Full Payment Send £05, 05-0ct-2021 02:00 07-0ct-202117:00 +
Submission
Upload payslips and P4ss Empty Outbox 05-Oct-2021 08:00 07-0ct-202117:00 +

to myePayWindow

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

Auto Enrolment - generate Manual Task Pat Ternity 05-0ct-2021 08:00 08-Oct-2021 17:00 +
notices and feeds

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

Close period Close Run 05-0ct-2021 08:00 08-Oct-2021 17:00 +
Open period Open Run 05-Oct-2021 08:00 08-Oct-2021 17:00 +
Create next pracess Create Next Pracess 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:

Helping Hands - Weekly - Paid Thursdays (Weekly - Thursday) Adtions~ | £ 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 +
Client info recei Manual Task +
+
Download DPS Manual Task Pat Ternity 04-Oct-2021 08:00 04-0ct-2021 1452 05-0ct-2021 17:00 04-Oct-2021 14552 +
Notifications.
+
+
+
+
Download AE Opt Outs  Manual Task Pat Ternity 04-Oct-2021 08:00 05-0ct-2021 17:00 +
Enter data Manual Task Pat Ternity 04-Oct-2021 0:00 05-0ct-2021 17:00 +
Calculate payroll Manual Task Pat Ternity 04-0ct-2021 0:00 05-0ct-2021 17:.00 +

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

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

= The PayrollPro Bureau

Process Progress (Advanced Filters Applied)

3
oo

" = o Number
oty o, | vy | oy g | s | 5 a

0 patenity (=]
-0 =3 -0
Started Updated Jsaned s oo
ectors o] —— *
tors CIND  eE—
Directo o | EN
o D | .
Office 1 oo | <
— com @ *

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

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

Process Progress (Advanced Filters Applied)
B3 o

Tax
Client Process Group Frequengy | ML Vo | Started Updated
Teasure Nissing Hore Weekly - No Weedy - o oy - o | o+oaa | orocae
(TREASURENURSINGHOMEMCP) Changes Changes 1453 1657
= =

ooct2021 | 0400202
Helping Hands (PSDHelpingtHands) wesky z7 2021
elping Hands (PSDHelpingsiands) vekly 0 . .

Assigned Percentage
Team Status Complete

offca 2 oo E -
ofica1 m | @

Click on View Steps:

Treasure Nursing Home - Weekly - No Changes (Weekly - No Changes)

Actions~ | 2 Clase.

Frequency:

Step Name
Check open run details

Client info received -

Ready to process

myePayWindow

Weekly

Job Type
Initialise Process

Manual Task

DPS Notifications count  DPS Check

period Number: | 27

User

Scheduled

01-Oct-2021 08:00

01-Oct-2021 02:00

Started

04-Oct-2021 14:53

04-Oct-2021 14:54

Tax Year:

04-Oct-2021 17:00

04-0ct-2021 17:00

check

Download DPS Manual Task Holly Daypay 01-Oct-2021 08:00 04-0ct-2021 17:00
Netifications

Download AE Opt Outs ~ Manual Task Holly Daypay 01-Oct-2021 08:00 04-0ct-2021 17:00
Enter data Manuzl Task Holly Daypay 01-Oct-2021 08:00 04-0ct-2021 17:00
Calculate payroll Manual Task Holly Daypay 01-Oct-2021 08:00 04-0ct-2021 17:00
Internal approval Internal Approval Olive Vertime 01-Oct-2021 08:00 04-0ct-2021 17:00
Upload review reports to Manual Task Holly Daypay 01-Oct-2021 08:00 04-0ct-2021 17:00

2021

Completed
04-Oct-2021 14:54 compLeTeD S

04-Oct-2021 16:57

A B B B A A Fe
H B H H £ £ [
=] A | " ] " H
H H H F El F
3 8 8 B g g

+

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):
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O Refresh

Actions~ | 1 Close.

Treasure Nursing Home - Weekly - No Changes (Weekly - No Changes)

Fraquency: Weekly period Number: | 27 Tax ear: 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

[courereo IR

Client info received -
Ready toprocess

Manual Task 01-Oct-2021 08:00 04-Oct-2021 14:54 04-Oct-2021 17:00 04-Oct-2021 1657 -

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

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

Download AE Opt Outs  Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 =) +
Enter data Manual Task Holly Daypay 01-0ct-2021 02:00 04-0ct-2021 1700 [[canceren JES
Caleulate payroll Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [ canceLen IR
Internal approval Internal Approval Olive Vertime 01-Oct-2021 02:00 04-Oct-2021 1700 [ canceien RS
Upload review reports to  Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [ canceLen RS

Click Rerun, the following message is displayed:

Rerun Client info received - Ready to process?

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

Edit Details: O

To proceed click Rerun.

Treasure Nursing Home - Weekly - No Changes (Weekly - No Changes) DRefresh  Actions~ | 4 Close
Frequency: Weekly Period Number: | 27 Tax Vear: 2021
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 14:53 04-Oct-2021 14:54 .
Client info received - Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 +
Ready to process
DPS Notifications count  DPS Check 01-0Oct-2021 08:00 04-Oct-2021 17:00 *
check
Download DPS Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 +
Notifications.
Download AE Opt Outs  Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 +
Enter data Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 +
Calculate payroll Manual Task Holly Daypay 01-Oct-2021 08:00 04-0ct-202117:00 +
Internal approval Internal Approval Olive Vertime 01-0Oct-2021 08:00 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:

Treasure Nursing Home - Weekly - No Changes (Weekly - No Changes) CRefresh  Actions~ | £ Close:
Fraquency: Wieekly Period Number: | 27 Tax Vear: 2021
Step Name Joh Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 04-Oct-2021 14:53 04-Oct-2021 14554 +
+
Client info received - Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [ overoue IR S
Ready to process
DPS Notifications count  DPS Check 01-0ct-2021 08:00 04-0ct-2021 17:00 [overou: IS
check.
Download DPS Manual Task Holly Daypay 01-0ct-2021 08:00 04-Oct-2021 17:00 [overouz IR
Notifications
Download AE Opt Outs  Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [overoue IR
Enter data Manual Task Holly Daypay 01-Oct-2021 08:00 04-Oct-2021 17:00 [overou: IR
Calculate pavroll Manual Task Hollv Davpa 01-0ct-2021 02:00 04:0¢t-2021 17:00 [ overoue Ik

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:

86 e Using Payroll Professional and vPA day-to-day VvPA Guide - 2024 - EOY



Process Progress (Advanced Filters |8 0
Applied) Filters © Reset
p=— a s ([
v
. Period Tax Assigned Percentage
Client Process | Group | Frequency | (% | % | Started | Updated Status Complons _—
Country Homes (COUNTRVHOMES.MCP) X v
Country 4 Monthly | Monthly 27-Sep- | 27-Sep-
C%S$RV°$;ESMC -No -No Monthly 7 2021 | 2021 2021 Office 1 ] + —
L P) | Changes | Changes 17:02 17:04 o
v
Country 4 Monthly | Monthly 27-Aug- | 27-Sep-
C%GGFJT;’;ESMC -No -No Monthly 6 2021 | 2021 2021 Office 1 . | + Groun:
( MCP) Changes | Changes 1017 17:02
v
showing record 1to 2 of 2 item(s)
f—
v
T
v
e
v
St
from
to
pr—
Mon, Sep 27, 2021 432 M
to
. ‘0 . . .
Click on the ‘+’ symbol for the row you want to see the information for:
Process Progress (Advanced Filters Applied)
iy Period Tax Assigned Percentage
Client Process Group Frequency |\ Ve Started Updated o T Status Complete
Country Homes Morthly - No Menthly - No e 7 o 27-Sep-2021 27-Sep-2021 T : _
(COUNTRYHOMES.MCP) Changes Changes 17:02 17:04
= 1]
Vie Process Info Pause P
Country Homes Monthly - No Monthly - No 27-Aug-2021 27-Sep-2021
) | ST
(COUNTRYHOMES.MCP) Changes. Changes Monthly e 2021 1007 17:02 Office 1 *
Showing record 110 2 of 2 item(s)

Select Pause Process, the following screen will appear for you to enter a reason for pausing the process:

Pause Process

You must enter a reason for pausing the process (maximum number of charactel

Pause Reason...

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

Once you have entered the reason click on Confirm.

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

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

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

Process Progress (Advanced Filters Applied)

Period

Client P 55 Gi F

e rocess roup requency |\ e
Country Homes Monthly - No Monthly - No ey .
(COUNTRYHOMES MCP) Changes Changes

=] = >

Vi Process Info  Resume Process
Country Homes Wonthly - No Monthly - No Monthly B
(COUNTRYHOMES MCP) Changes Changes

Tax
Year

2021

2021

Started

27-Sep-2021

702

27-Aug-2021

107

Updated

27-Sep-2021
17:04

27-5ep-2021
1702

| Assigned Status Percentage
Team Complete
Office 1 ] -
Office 1 T |+

Showing record 1o 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

The reason for pausing was:

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

Are you sure you want to resume the process?

Awaiting further from dlient, before p g can be started

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:

search Clear

Client
Helping Hands (PSDHelpingHands)
Willows Surgery (PSDWillowsSurgery)

= >

View Steps  Processinfo  Resume Pracess

Spick And Span Cleaners

Process Progress (Advanced Filters Applied)

Process Group
Weekly - Paid Weekly -
Thursdays Thurscay
Weskly - Fridays Weekly - Friday
Weekly -

Weekly - Changes

Frequency

Weekly

Weekly

Weekl

Period
Number

27

2

2

Tax
Year

2021

2021

2021

Started

04-Oct-2021
14:50

01-0ct-2021
11:38

01-0ct-2021

Updated

04-Oct-2021
1541

04-Oct-2021
1524

04-Oct-2021

Assigned Status Percentage
1 Team Complete
Offce 1 oo | @ +
offce 2 -

Ofce 1 O | +

Click on View Steps:

88 e Using Payroll Professional and vPA day-to-day

VvPA Guide - 2024 - EOY



Willows Surgery - Weekly - Fridays (Weekly - Friday)

Refresh

Action

Frequency: [ Weekly

Step Name
Check open run details

dlient 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

Upload payslips and P45s
to myePayWindow

Empty myePayWindow
Outbox

Auto Enrolment - upload
feed

Close period
Open period

Create next process

Job Type
Initialise Process

Manual Task

DPS Check

Manual Task

[YELTERELS
Manual Task
Manual Task
Intemal Approval

Manual Task

Client Approval

Manual Task

Manual Task

Manual Task

Empty Outbox

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

Period Number:

‘ Tax Vear:

Scheduled

28-Sep-2021 08:00

28-Sep-2021 08:00

28-Sep-2021 0&:00

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

28-Sep-2021 02:00

Sep-202108:00

29-Sep-2021 08:00

29-Sep-2021 0&:00

29-Sep-2021 02:00
29-Sep-2021 08:00

29-Sep-2021 0&:00

Started

01-Oct-2021 11:39

01-Oct-2021 1139

01-Oct-2021 11:40

01-0ct-2021 11:40

01-Oct-2021 11:40

01-Oct-2021 11:41

01-Oct-2021 11:41

01-0ct-2021 11:41

01-Oct-2021 11:41

01-0ct-2021 11:42

04-Oct-2021 14553

04-Oct-2021 14:53

04-Oct-2021 1524

01-Oct-2021 17:00

01-Oct-2021 17:00

01-Oct-2021 17:00

01-Oct-2021 17:00

01-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

l2021

Completed

01-0ct-2021 1139

01-0ct-2021 11:40

01-0ct-2021 11:40

01-Oct-2021 11:40

01-Oct-2021 11:40

01-Oct-2021 11:41

01-0ct-2021 11:41

01-0ct-2021 11:41

01-Oct-2021 11:41

01-0ct-2021 11:42

01-0ct-2021 11:42

04-0ct-2021 14:53

04-Oct-2021 15:24

04-Oct-2021 1524

8 5 Fl B A B H
H H H H H H H
8 &l 8 E & B ©

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

Frequency: Weskly

Step Name
Check open run details

Client info received -
Ready to process

DPS Notifications count
check

Download DPS
Ntifications

Download AE Opt Outs

Enter data

Sip

Calculate payroll

Internal approval

Upload review reports to
myePayWindow

Client 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
Initialise Process:

Manual Task

DPS Check

Manual Task

Manual Task

Manual Task

Manual Task
Internal Approval

Manual Task

Client Approval

Manual Task

Rerun Enter data?

Holly Daypay

Holly Daypay

Holly Daypay

Holly Daypay

Holly Daypay
Olive Vertime

Holly Daypay

Holly Daypay

Tax Vear:

Scheduled

28-5ep-2021 08:00

28-5ep-2021 08:00

28-5ep-2021 08:00

28-52p-2021 08:00

28-Sep-2021 08:00

28-5ep-2021 08:00
28-52p-2021 08:00

28-5ep-2021 08:00

Started

01-0ct-2021

01-Oct-2021 11:40

01-Oct-2021 11:40

01-Oct-2021 11:40

01-Oct-2021 11:41

01-0ct-2021 11:41

01-Oct-2021 11:41

+ Rerun

1 Cancel

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

The reason for pausing was:

Awaiting client to confirm employees start date

be re run.

Edit Details:

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

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

2021

Completed
01-Oct-2021 1129

01-Oct-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-Oct-2021 11:41

01-0ct-2021 11:42

01-0ct-2021 11:42

Status

COMPLETED
COMPLETED

compierep IR
compLeTeD JE

COMPLETED
COMPLETED

COMPLETED
COMPLETED
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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:

o[] Cancel this and future periods - you want to stop processing this client via vPA altogether.

o[] 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)

Search | seoren 2

Name 1| Frequency Period Number Tax Year
Monthly - Changes - End of Month Monihly 7 2021
Monthly - Changes - Middle of Month Monthly 7 2021
Monthly - No Changes Monthly 7 2021
Weekly - Changes Weekly 27 2021
Weekly - Directors Weekly 22 2021
Weekly - Friday Weekly 25 2021
Weekly - No Changes Weskly 27 2021
Weekly - Thursday weskly 27 2021

Pay Day/Date

Wednesday

Monday

Friday

Wednesday

Thursday

=
o IER 0
Region Assigned Team Status

England Office 1 [ Ensico | +
Wales office2 [Enaio +
Scotland Office 1 [Enaieo | +
Northen Ireland Office 1 e +
England Directors [Ennaio | +
Wales Office 2 [ Ensio ] +
England Office 2 [ Ennaico | +
England Office 1 [Enaieo -

Showing record 110 8 of 8 item(s)

Select Edit:

SR Edit Group - Weekly - Thursday

Weekly - Thursday
Procy

Clients

Pay Day; Thursday
england
°

L]

Office 1

Pat Temity

Status: Enabled

) e =

Enabled . Do | semiegs

BITERIEE Client Ref HH

Williams Farm Shop

Helping Hands

PSDHelpingHands

2 crent Processoverrce J| 1
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Now select Add/Remove:

Client List

Available clients: 28

Search.

Amy's Mobile Hair | AMH | AMYSHOMEHAIR MCP

Bits And Babs | BB | PSDBitsandBobs

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

Cherry Cafe | CC | PSDChemyCafe

Country Homes | CH | COUNTRYHOMES. MCP

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

Duke Solicitors | DS | DUKESOLICITORS.MCP

Fighting Fit Gym | FFG | PSDFightingFitGym

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

Menagerie Castle | MC | PSDMenagerieCastle

Mike's Motorbike Shop | MMS | PSDMikesMotorbikeShop

=

Selected clients: 2
Helping Hands | HH | PSDHelpingHands &
Williams Farm Shop | WFS | WILLIAMSFARMSHOPMCP

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

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

, then select Save.

Cancel this period only

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

Process Progress (Advanced Filters 2 Refresh & @
Applied) Filers © Reset
search a s [ =
: — P @ | .
v
A Period | Tax Assigned Percentage
Client Process | Group | Frequency | (M0 | % | started | Updsted | Status Comlete Chent:
Mike's Motorbike Shop (PSDMikesMotorbikeShop) X v
Monthly | Monthly
Mike's Motorbike Sh - - 01-Oct- 01-Oct- -
ike's Motorbike Shop rocess:
(PSoVikesviotorbikeshop) | CTnges | Changes | Monihly 7 2021 | 2021 2021 office 1 4 +
-End of - End of miz 13 v
Month Month
Group:
Monthly | Monthly
Mike's Motorbike Shop . . 2rsep- | o1-oc A
(PSDMikesMotorbikeshep) Changes | Changes = Monthly 6 2021 | 2021 2021 Office 1 [ o JEES
-endof | -Endof i iz Frequency:
Month | Month
v
Showing record 1 to 2 of 2 item(s)
Period Number
v
Tax Years
v
starte:
from
to
Updated
Mon, Sep 27, 2021 423 M
to

Click on the ‘+’ symbol for process you want to cancel:
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Process Progress (Advanced Filters efres A ‘ i
Applied) s =z o3
s (e (R
Team:
l |
. Period Tax Assigned Percentage
Client Process G Fi Started Updated Status
' 1 o Group | FreAUSY | Number | Vear 1 | Team - | Complete - crent:
[ [ Mike's Motorbike Shop (PSDMikesiotorbikeshop) x| v l
Monthly | Menthly
- - 01-Oct- 01-Oct-
Mike's Motorbike Shop Process
(PSDikesMotorbikeshop) | CTnges | Changes | Monthly 7 2021 | 2021 2021 Office 1 ]
-End of - End of miz mi3 l Vl
Month Month
Group
n [ v
ViewSteps  Processinfo  Pause Process
Frequency:
Monthly | Monthly [ v
B - 27-Sep- | 01-Oct-
Mike's Motorbike Sho
(P'Sm;ilm oo rixles':l y | Changes | Changes | Monthly 13 2021 | 2021 2021 Offica 1 [ oo IS
°P) | _Endof | -Endof 1 12 Period Numbers
Month Month [ > ]
Showing record 1to 2 of 2 item(s)
Tax vear:
l v]
Started
o |
E l
Updated:
rom N
Mon, Sep 27, 2021 423 PM
E l

Select View Steps:

Mike's Motorbike Shop - Monthly - Changes - End of Month (Monthly - Changes - End of Mol

Step Name Job Type User Scheduled Started Due Completed Status

Under Actions select Cancel Process:
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Actions = 1 Close
View Process Info
Show Reran Steps

Pause Process

I Cancel Process
Gantt View

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.
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:
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Frequency: Monthly Period Number: | 7 Tax Vear: 2021
Step Name: Job Type User Seheduled Started Due Completed Status
Check open run details  Initialise Process 01-Oct-2021 1 .
Client info received - Manual Task Mat Temity 14-Oct-2021 02:00 15-Oct-2021 17:00 -
Ready to process
DPS Notifications count  DPS Check 14-Oct-2021 08:00 15-Oct-2021 17:00 +
check
Download DPS Manual Task Mat Temity 14-Oct-2021 02:00 15-Oct-2021 17:00 +
Notifications
Download AEOpt Outs ~ Manual Task Mat Temity 14-Oct-2021 08:00 15-Oct-2021 17:00 *
Enter data Manual Task Mat Temity 15-Oct-2021 02:00 19-Oct-2021 17:00 *
Calculate payroll Manual Task Mat Temity 15-Oct-2021 02:00 19-Oct-2021 17:00 +
Internal approval Internal Approval Pat Ternity 15-Oct-2021 08:00 19-Oct-2021 17:00 +
Upload review reports to  Manual Task Mat Temity 18-Oct-2021 08:00 19-Oct-2021 17:00 +
myePayWindow
Client approval Client Approval 18-Oct-2021 08:00 20-Oct-2021 17:00 +
Pay emplayees - submit  Manual Task Mat Temity 20-Oct-2021 08:00 21-Oct-2021 17:00 +
payment files
Upload final reports to Manual Task Mat Temity 20-Oct-2021 08:00 25-Oct-2021 17:00 +
myePayWindow
Create Full Payment Manual Task Mat Temity 20-Oct-2021 08:00 25-Oct-2021 17:00 +
Submission
Submit Full Payment Send FPS 20-Oct-2021 08:00 25-Oct-2021 17:00 +
Submission
Upload payslips and P45s  Empty Outbox 20-Oct-2021 02:00 25-Oct-2021 17:00 +
to myePayWindow
Empty myePayWindow Manual Task Mat Temity 20-Oct-2021 08:00 25-Oct-2021 17:00 *
Outbox
Auto Enrolment - generate Manual Task Mat Temity 20-Oct-2021 08:00 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-Oct-2021 08:00 01-Nov-2021 17:00 *
Open period Open Run 25-Oct-2021 08:00 02-Nov-2021 17:00 *
Create next process. Create Next Process 25-Oct-2021 08:00 102-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) DRefresh  Actions ~ | $Close
Frequency: Menthly 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 +
Client info received - Manual Task Mat Temnity 14-Oct-2021 08:00 15-Oct-2021 17:00 o
Ready to process

Click Run Early:

Run Client info received - Ready to process Early

Action: =

Run Step Early
Run Mutliple Steps Early
Run All Steps Early

Run When:

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

Run Early Reason...

Complete the following:

eo[] Action

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

o[l 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
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Run Client info received - Ready to process Early

Action: Run Mutliple Steps Early 5

Up to and including: s

DPS Notifications count check

Download DPS Natifications

Download AE Opt Quts

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 myePayWindow
Create Full Payment Submission

Submit Full Payment Submission

Upload payslips and P45s to myePayWindow
Empty myePayWindow Outbox

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

Close period

Open period

Create next process

Run When:

You must also enter a reason f

ol[1 Run All Steps Early — all steps will be affected

o] 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 Al Steps Early e

Run When: Now @ Specify Date
Mon, Oct 4, 2021 4:16 PM
You must also enter a reason for running this step early (maximum number of characters - 250).

Run Early Reason...

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 assighment settings.
Via Today’s Work Breakdown chart

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

Today's Work Breakdawn (Task)

- Oversue Read Vot Reacy I Compieted Rejectes

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:
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Search

ER -

Client

Nuggets Nursery
(NUGGETSNURSERY.MCP)

() | Cherry Cafe (PSDCherryCafe)

Cherry Cafe (PSDChemyCafe)

(") | cherry Cafe (PSDCherryCafe)

() | cherry Cafe (PsDCherryCafe)

Cherry Cafe (PSDCherryCafe)

Process

Weekdy -

Changes

Weekdy -

Changes

Weekly -

Changes

Weekly -

Changes

Weekly -

Changes

Weekly -

Changes

Step Progress (Advanced Filters Applied)

Group

Wieekly -
Changes

Wieekly -
Changes

Weekly -
Changes

Weekly -
Changes

Weekly -
Changes

Vieskly -
Changes

Step

Intemal approval

Enter data

Calculate payroll

Internal approval

Upload review reports to
myePayWindow

P2y employess - submit
payment files

Type

Internal
Approval

Manual Task

Manual Task

Intemal
Approval

Manual Task

Manuzl Task

Scheduled

30-5ep-2021
08:00

20-5ep-2021
08:00

30-5ep-2021

30-5ep-2021
08:00

30-Sep-2021
08:00

01-0ct-2021
08:00

Started

04-0ct-2021
1453

Actions on (0) selected:

Due

01-Oct-2021
17:00

01-Oct-2021
17:00

01-Oct-2021
17:00

01-Oct-2021
17:00

01-Oct-2021
17:00

01-Oct-2021
17:00

i

Completed

£ Refresh
- m oy: u
Assigned Status
User
vatTemity | EEZE | +
MatTemity | CEEN@ | +
vatTemity | EEDE | +
vatTemity | EEDE | +
vatTemity | EEDE | +
vatTemity | EEZE | +
Showing record 1 to 6 of 6 item(s)

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

choose the reassign user:

Reassign User for selected tasks

Search...
Pat Ternity

Holly Daypay

Mat Ternity

Olive Vertime

Select None

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:

Weekly Work Breakdown (Task) s
Week Starting 0 et Do
« Sun 3rd Ot 2021 »
Oct 3rd ath Sth 6th Tth Bth 9th
Sun Mon Tue Wed Thu Fri sat Total
0 0 ] ] ] ]

st Ternity 1 12 H H 4 ] El
Holly Daypay 14 2 E z ] ] 2
Mat Tenity o 2 13 2 6 o o 23
Olive Vartime [ 1 0 ] 3 [ [ 4
Toml [ 18 a7 1 13 4 [ T

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:
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Step Progress (Advanced Filters Applied) [ et |
B o m -~ -0
Assigned.
Client Process Group Step Type Scheduled Started Completed Status.
Weekly - Weekly - A Manual 29-Sep-2021 Holly
s And Bobs Adto Envoiment - upload feed .
s A Sk Fridays Friday RS uploes e |Gy 0800 Daypay
wancal !
at -
Fridays Task 08 o .
# Wieekdy - Weekdy - s . < Manual | 20-Sep-2021 Holly
Wilows Surgery ot - ActoErvoment - uplosd feed | YAl | 2058 oy +
" Vel - t-gererste | Mamual ,
S Fridays Task e}
Weeld Weekly - No Manual Holly
L Presnts SPECIALPRESENTS MCP il tports o poral
Special Presents (SPECIALPRESENTS MCP) ot s Uplaad fina reports to poral | T2 ol +
- vanal | 30-sep-202 ol
Special Presents (SPECIALPRESENTS.MCP) J f A . +
ne | om0 oy
: Weeky-No | Weekdy-No | Creste Full ayment Marwal olly
cial Preseots (SPECIALPRESENTS MCP) +
SPRCH SRR CF L URPRES = Changes Changes Submission Task Daypay
wesid Countinko eceved-heady. | Marcal o+-0ct-2 olly
Changes to pr Task 1454 Daypay i *
Trossire g H weedy -No | Weekly- il ol
St o Vi No | WMo | o o otations | 408 oy .
(TREASURENURSINGHOME ) Changes Changes sk oarpey
e wanal | 01002001 ol
Dovriosd A€ optouts ol 0 ol +
acte g e

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) [ et |
B3R o - I - R |
Client Process Group Step. Type Scheduled Started Completed | Assigned Status
Weeldy - Weekdy P A Manual 29-Sep-2021 Holly
s And Bot (P08 Avto Ervoiment - uplosd feed .
9 £ Anc Boks Fridays Friday Sk pload feed | oy 800 Daypay
wesky - Ao nvoiment - generste | Manwal \ wolly
Q Fridays notices and feeds Task 00 Daypay =
o PR ety - o Evotment - colosdfeag | Maral | 29-sep2021 olly
Willows Surgery (PSDWillowsSurgery ey Auto Enrolment - upload feed | 17 o s +
Weelkdy - generate Manual 04-Oct-2021 Holly
Witows Surgery (952 eoory e N
" ve! Fridays Task 1524 Daypay e
Weekly-No | Weekly - No Manual Holly
L Presnts (SPECIALPRESENTS MCP) oo ina eports t portal +
Special Presents (SPECH ESENTS MCP) Changes Changes Upload final reports to portal sk Doypey
Weekdy - N— i -sep-202 ol
‘Special Presents (SPECIALPRESENTS.MCP) Weekly - No Empty myePaywindon vanual | 30-Sep-2021 tolly +
Changes Outbox Task 0800 Daypay
; . Weeky-No | Weeky -No Marval | 30-sep-2021 ol
cial Preserts (SPECIALPRESENTS MCP) +
SPecH st DREAC Changes Changes Task 800 Daypay
me wesi varwal olly
HOME.MCP) Changes Task Daypay [san] *
rsing Home ekl N0 | Wy o | s | Mol ol -
NURSINGHOMENCE) Changes Changes sk Darpey
Wee warual el
P— " i +
changes Task oapey
e ' g recon titen
== B

Reassign User for selected tasks

Pat Ternity -
Holly Daypay
Mat Ternity
Olive Vertime
-

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

Filters @

Team:

User:

Olive Vertime % v

Exclude Reran Steps:
Exclude N/A Steps:
Exclude Cancelled Processes:
Scheduled:

from

to
Starteds

©nly show records Started:

Only show records not Started:
from
to

Due:

Mon, Gt 4, 2021 12:00 AM

Mon Octd 2021 11.50 00

Via Process Progress (left-menu)

Select Process Progress from the left-menu:
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The PayrollPro Bureau © Pat Temity 'El
Process Progress (Advanced Filters Applied)
- ]
- — e e TR e BT e
P— waa |y | o L T o PP P .
sommomn e | T | m | e o | —
mmmm Vesidy - Changes m Wesky = = 3;;»202- ?;?m‘ O =] L .
‘Williams Farm Shop (WILLIAMSFARMESHOS MCE) m’m m weskly z 2021 ?:z‘ 2=l ::;“‘m‘ oOffice 1 o & +
Cherry Cafe PSDChermCate) Weelty - Changes m ety | 7 an | oI | SO e 2 & +
Muggets Nursery (NUGGETSNURSERY CF) Weekdy - Changes :'")":;s fr— r 20m ‘n:-:azm ‘:g"?‘*" e 1 = = +
Heping Hands PSDsielpngiands) b el westy | TREE | SR | e o aE—
Williars, Farm Shop (WILLIAMSERRMSHOP MC?) mﬂm "'“:"m ieey % 200 ‘::jf‘ = Office 1 CIID .
Cheny Cae PSDChemCate) Weekdy - Changes m eskly % an | TRl | G0aE | ofes cmn | e |
T oy L PR | T o | oo m—
Showing recond 110 10 of 50 et
H:

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)
[ B .

Helgang Hands (PSOHelpingHands) m:““ m Weekdy z | O | MORIE | oticet P rinouoec |

pinies b A weey-Guoges | (S| ety | 2 m | ST S o | o

mﬂvmmnmm o P m Y 2 £ 3;;’2@ ?;.r‘m‘ g Lo

Wikams Farm Shop (WILLAVSFARMSHOPMCP) | ey T g Weekdy z | GrOKEEN | GO | oMeer [ ionenc]

Cherry Cate (PSOCherryCate) Vieekdy - Changes m Weeldy z 2001 :ﬁ“'m‘ :’g"m' Office 1 +
Nuggets Nursery (NUGGETSNURSERY MCP) Weekdy - Changes m weety | 2 o | GooER | SORER | omces +
Helping Hands (PSOHelpingHancs) Tm:"’ m weety | 2 | TS| G0aE | ogy, —aEra
Williams Farm Shop (WILLIAMSFARMSHOP MCP) m‘:‘m rw::n Weetly % 2021 f,i’r = :‘):3«.-:0:1 Office 1 Lowrur B oo
Cherry Cafe (PSOCheryCate) Weeldy - Changes m Weekly % O K T o PO cED | |+
Nuggets Nursery (NUGGETSNURSERYMCP) Weekdy - Changes m‘ Weely % 2021 ”‘S;v‘u-" tf;:lw Office 1 ConD ST | ¢

Showing record 1 10 10 of 30 itemis)

Click the View Steps action to display all the steps for this client’s process:
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Williams Farm Shop - Weekly - P

Thursdays (Weekly - Thursday)

Frequency: | Weskly

| period umber: | 27

‘ Tax Vear:

Step Name Job Type

Check open run details

Client info received - Manual Task

Ready to process

DPS Notifications count  DPS Check
check

Download DPS Manual Task

Notifications

Download AE Opt Outs  Manual Task

Manual Task

Calculate payroll

Internal approval Internal Approval

Upload review reports to - Manual Task

myePayWincow
Client 2pproval Client Approval

Pay employees - submit  Manual Task.

payment files

Upload final reportsto  Manual Task.
portal

Create Full Payment Manual Task.
Submission

Submit Full Payment Send FPS

Submission

Upload payslips and P45s Empty Qutbox
to myePayWindow

Empty myePayWindow  Manual Task

QOutbox:

Auto Enrolment - generate Manual Task
notices and feeds

Auto Enrolment - upload - Manual Task

Close period Close Run
Open period Open Run
Create next process Create Next Process.

User Scheduled Started

Pat Temnity 04-0ct-2021 08:00 04-Oct-2021 14:49

04-0ct-2021 08:00 04-Oct-2021 14:52

Pat Ternity 04-Qct-202102:00 04-Oct-2021 14552

Pat Temnity 04-0ct-2021 08:00 04-Oct-2021 14:52

Pat Ternity 04-ct-202102:00
Mat Ternity. 04-0ct-2021 08:00
Pat Ternity 04-Oct-2021 08:00

04-0ct-2021 08:00
Pat Temnity 05-Oct-2021 08:00
Pat Ternity 05-Oct-2021 08:00
Pat Ternity 05-Oct-2021 08:00

05-0ct-2021 08:00

05-Oct-2021 08:00
Pat Temnity 05-Oct-2021 08:00
Pat Ternity 05-Oct-2021 08:00
Pat Ternity 05-Oct-2021 08:00

05-0ct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021 08:00

05-Oct-2021

05-Oct-2021 17:00

05-Oct-2021 17:00

05-0ct-2021 17:00

05-0ct-2021 17:00

05-0ct-2021 17:00

05-0ct-2021 17:00

05-0ct-2021 17:00

05-Oct-2021 17:00

07-Oct-2021 17:00

07-Oct-2021 17:00

07-0ct-2021 17:00

07-0ct-2021 17:00

07-Oct-2021 17:00

08-0ct-2021 17:00

08-Oct-2021 17:00

08-0ct-2021 17:00

08-Oct-2021 17:00

08-Oct-2021 17:00

‘202|

Completed

04-Oct-2021 14:52

04-Oct-2021 14:52

04-Oct-2021 14:52

04-Oct-2021 14:53

Status

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

wnload AE Opt Outs ~ Manual Task

= sep o [ st

Manual Task

Calculate payroll
Intemal approval Internal Approval

Upload review reports to - Manual Task

myePayWindow

Pat Ternity 04-Oct-2021 14:52

Pat Ternity 04-Oct-202108:00
Mat Temity. 04-0ct-202102:00
Pat Ternity 04-0ct-202102:00

05-Oct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

Click Edit Step action:

Edit Enter data?

Are you sure you want to edit Enter data?

Manual Assignment:

| Pat Ternity

Click Select User:

Select User

Search...

Pat Ternity
Holly Daypay
Qlive 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 assignment and become ‘Pool’ steps, click Clear on the Edit
step form.

How to search for a specific client

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

e[| Process Progress
e[| Step Progress
e[| Planned Processes
o[] 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 O Holly Daypay ~ =
Process Progress (Advanced Filters .
Applied) ks =
- B
-
Client Process Group Frequency Peried Chant:
e P
o | o | —
Fracay ey roup
v
Spick And Span Cleaners ey - | ety |
(SPICKANDSPANCLEANERSMCP) | Changes | Changes | oY [
Pt
f.
v
st
2%
Usdtes
o, 5ep 27 2021 253 P

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

Client:
| A
Bits And Bobs (PSDBitsandBobs)
Brides And Grooms (BRIDESANMDGROCMS.MCP)
Carpets Galore (PSDCarpetsGalore)
Cherry Cafe (PSDCherryCafe)
Country Homes (COUNTRYHOMES.MCP)
Crunchy Accountants (PSDCrunchAccountants)
Denzel's Garage (DENZELSGARAGE MCF)
Duke Salicitors {DUKESOLICITORS,MCP)
Fighting Fit Gym (PSDFightingFitGym)
More opticns available

Only the first ten clients (alphabetically) are displayed in the list, if the client you are looking for is not shown:

Client:

will X A

Williams Farm Shop (WILLIAMSFARMSHOP.MCP)

Willows Surgery (PSDWillowsSurgery)
v

Start typing the client name in the box and matches will appear for you to select the client:
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Client:

Williams Farm Shop (WILLIAMSFARMSHOP.MCP) %

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
Applied)
[ B
Client Process Group Frequency
Weekly
Cengaras | " | Ty | Yo
Thursdays o
Weskly -
e | " | Ty | Yo
Thursdays
Weekly -
Helping Hands © sty .
Psovepingpancs) | | Thusday | WO
isdays

Period

Number

ie

201

201

04-0ct
2021
1450
27-5ep-
2021
7z
27-5ep

1522

Updated

04-0ct-
2021
1433

04-Cat-
2021
1450

27-5ep
2021
w2

Rasigred

Team

Office 1

Office 1

ofice 1

. o

Percentage
Status Complete
[ rumsamc

D | ——

[coururo o0 ]

+

@

Filters B ket
Tear:
Unassigned X | | Office 1% v
Cheot
Helping Hands (PSDHelpingHands) X v
[
v
Geouge
v
Freaumrcy
v

Click the ‘+’ symbol on the row for the client process that you want to change a step

to Not applicable:

Process Progress (Advanced Filters
Applied)

[ I
Cliant Process Group Frequency
Weekl
Helping Hands gl weey- [
PSCrelpingtands) Thursa
¢ g Thursdays ~
= = n
viewsieps  Progessinfo  Pause Pre
Weekly -
Helping Hands A
R R s S
N PIPIHENE) | Thurscays e

Period
Number

Tax
Year

2021

Started

040t
2021
1450

27-sep-

1722

4-0ct

1432

04-0et-
2021
1450

Assigned

t Team

Office 1

office 1

-0
Status Complete
cmm | a -

[ounco Qi JIRY

Clint
Helpng Hands (PSDHelpingHands) % v
v
s
v
[L—
v

Click on View Steps:

102 e Using Payroll Professional and vPA day-to-day

VvPA Guide - 2024 - EOY



aid Thursdays (Weekly - Thursday) DSRefresh  Actions ~ | $Close
Frequency: ‘ Weekly ‘ period Number: ‘ 21 ‘ Tox 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-Oct-2021 08:00 04-Oct-2021 1452 05-Oct-2021 17:00 04-Oct-2021 14:52

check

Download DPS Manual Task Pat Temity 04-Oct-2021 0800 04-0ct-2021 14:52 05-Oct-2021 17:00 04-0ct-2021 14:52 +
Notifications.
onionan am oy seewee s wemvs -
Enter data Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Calculate payroll Manual Task Pat Temity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Internal approval Internal Approval Mat Tenity 04-Oct-2021 0800 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 0800 05-Oct-2021 17:00 +
‘payment fles

'Upload final reports to Manual Task Pat Ternity 03-Oct-2021 08:00 07-Oct-2021 17:00 +
portal

Create Full Payment Manual Task Pat Temity 05-Oct-2021 0800 07-Oct-2021 17:00 +
Submission

‘Submit Full Payment Send FPS. 03-Oct-2021 08:00 07-Oct-2021 17:00 +
Submission

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

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

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

Auto Enrolment - upload  Manual Task Pat Temnity 03-Oct-2021 08:00 08-Oct-2021 17:00 %
feed

Close period Close Run 05-Oct-2021 08:00 08-Oct-2021 17:00 »
‘Open period ‘Open Run 05-Oct-2021 08:00 08-Oct-2021 17:00 +
Create next process ‘Create Next Process 03-Oct-2021 08:00 08-Oct-2021 17:00 +

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

aid Thursdays (Weekly - Thursday)

| Weeky | period Number: | 27

‘ Tax Vear:

Step Name Job Type User Scheduled

Check openrun details  Initialise Process.

Client info received -
Ready to process

Manual Task 04-Oct-2021 08:00

DPS Notifications count  DPS Chack
check.

04-Oct-2021 08:00

Download DPS
Notifications

Manual Task Pat Ternity 04-Oct-2021 08:00

Manual Task Pat Ternity 04-Oct-2021 08:00

Calculate payroll

Manual Task Pat Ternity 04-Oct-2021 08:00

Started

04-Oct-2021 1450

04-0ct-2021 1451

04-Oct-2021 1452

04-Oct-2021 14552

05-0ct-2021 17:00

05-0ct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

05-Oct-2021 17:00

‘202w

Completed
04-Oct-2021 14:51

04-Oct-2021 14:52

04-Oct-2021 14:52

04-Oct-2021 14:52

BT T T e T s

Status

Click on Edit Step:

Edit Enter data?

Are you sure you want to edit Enter data?

Scheduled Date: | 04-Oct-2021 08:00

Manual Assignment: | Pat Ternity

Not Applicable:

e

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 e o
Applied) v
- - -0
Unassignedx| Offce 1% v
I Period | Tax Rssignea percentage
Client Process | Growp | Fequency (8l R Started | Updated | O Status P
Helping Hands (PSDHeIpingHaNGS) X v
Weskly - wod | oaod
e e Pad weakly- sty El 001 | 2001 2001 office1 | CIIID +
Pseiingtonds | | Thusday . . Procms
Weetly - e | maeat
E;’S';Z"‘“"Z | P i ;V Weeky % 202 | 2001 2001 Office 1 -—— oo
PIRaHangs) | hursaays = 22 1450
Weekly - 27-5ep- 27-Sep-
el Hands Weekdy -
[,5;:‘3“ = | P Thoday | WSty F 2021 | 2021 2021 Office 1 - |+ Frequemcy
ping Thursdays = 1622 w2

Process Progress (Advanced Filters 0| e 0
Applied) mes L]
o O @ ..
Unacsgrac | Ofce 1 v
; perod | Tax assigned Percentage
Client Process | Growp | Freouency | 0L R Started | Updated | Status Comiets -
Helping Hands (PSDHelpingands) X v
Weskly 040ct: | 0a-0ct
o | P e sk E 201 | 20m 2001 office’ | XD - .
(PECHEpISHENS! | hursaays .l 150 | s -
v
"
s Fause Process e
v
Weekly - 7-5ep- | 04-Oct-
e anct sy - ) g
e aprgands | 7 Ty | ekl % | am 2001 office’ | EIEIED + fa—
Thursdays 1722 1450 =

Click on View Steps:

Iping Hands - Weekly - Paid Thursdays (Weekly - Thursday) SRefresn  Actions > | $Qose

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 14550 04-Oct-2021 14:51 &

Manual Task 04-Oct-2021 08:00 04-0t-2021 1451 05-Oct-202117:00 04-Oct-2021 14:52 +
Ready to process

DPS Notifications count  DPS Check 04-Oct-2021 08:00 04-Oct-2021 14:52 05-0ct-2021 17:00 04-Oct-2021 14:52 +
check

Download DPS Manual Task Pat Temity 04-0ct-2021 08:00 04-0ct-2021 1452 05-Oct-2021 17:00 04-0ct-2021 1452 +
Notifications
I o
Enter data Manual Task Pt Ternity 04-0ct-2021 02:00 05-0ct-202117:00 *
Calculate payroll Manual Task Pt Temity 04-0ct-2021 08:00 05-0ct-202117:00 +
internal approval intemal Approval Mat Temity 04-0ct-2021 08:00 05-0ct-202117:00 +
Upload review reports to Manual Task Pt Temity 04-Oct-2021 08:00 05-0ct-202117:00 +
‘myepayWindow
Client approval Client Approval 04-0ct-2021 08:00 05-0ct-202117:00 +
Pay employees - submit  Manual Task Pat Temity 05-Oct-2021 08:00 05-0ct-202117:00 +
payment files
Upload final reportsto Manual Task Pt Ternity 05-0ct-2021 02:00 07-0ct-202117:00 +
portal
Create Full Payment Manual Task Pat Temity 05-Oct-2021 08:00 07-Oct-202117:00 +
‘Submission
Submit Full Payment  Send FPS 05-0ct-2021 02:00 07-0ct-202117:00 +
‘Submission
Upload payslips and P45s Empty Outbox 05-0ct-2021 08:00 07-0ct-202117:00 +
1o myePayWindow
Empty myePayWindow  Manual Task Pt Temity 05-Oct-2021 08:00 07-0ct-202117:00 +
Outbox
Auto Enrolment - generate Manual Task Pt Temity 05-Oct-2021 08:00 08-Oct-202117:00 +

notices and feeds

Auto Enrolment - upload  Manual Task Pat Temity 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 OpenRun 05-Oct-2021 08:00 08-Oct-2021 17:00 #.
Create next process. Create Next Process 05-Oct-2021 02:00 08-Oct-2021 17:00 +

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

Calculate payroll Manual Task Fat Ternity 04-Cct-2021 0800 05-0ct-202117:00 *

Internal approval Internal Approval Mat Temity 04-Oct-2021 08:00 05-0ct-202117:00 -

Upload review reports to - Manual Task Pat Temity 04-Cct-2021 08:00 05-0ct-202117:00 +

Click on Edit Step:

Click the ‘+’ symbol on the row for the client process that you want to edit the Internal Approval 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 Temnity 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 @
Applied) Fiers @t
- - o _
Unsssigned x| Office 1 % v
. Perod | Tax Rssigred Percentage
Client Process | Growp | Frequeny | 1w | | Staried | Updated | 10 Status i -
Helping Fands (PSOHelpingHands) X v
R ety | n0d | Baoct
e P | ety 27 2m | 202 2021 Offce 1 | CIIID + .
AR Thursdays 4 1430 145 o
v
Wesky - 21sep | DaOct-
Helping Hanct: y ey ) 3
{PSDHelpingtands) Pad Thursday Weekly 2 20 | 2021 2021 Office 1 T |+ p—
Thursdays w2 | W
v
Weekly - 2sepr | 27eSep
Heiping anct: . ety . . o | 2 7 )
{PsDHelpingHands) :mﬁw Thursday Weekly B 021 .\S"z .yg:z Office 1 TS |+ Freauercy:
v 2 z v

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

Process Progress (Advanced Filters [ e | & o
Applled) Filters m

[ B = a

Unassigned | Offics 1% v
" Period | Tax Assigned Percentage
Cliant Process | Growp | Frequeney | (%0 | Started | Updated | Status oo Cheet
Helng Hands (PSDHeloingHands) X v
Helping Hands weekly | vweekly - o4Oct- | 0Ok
Pl Weeky 7 21 | 20 2001 oficel | CIID | E =
(PSDeselpinghiands) Thurse: rocscc
PRI | Thursdays e 1430 1432 "
v
= =] n
fiowSteps  Prosess Pause Pro Geour:
v
Weekly - Tsep | oA-Dot-
Helping Hands ey Wesily ; . . .
(PSOx-elpingHancs) aid Thursciy weekiy 5 2021 021 2021 Office 1 [couniiio ] + Frequency.
Thurscays 22 1450
v

Click on View Steps:
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ng Hands - Weekly - Paid Thursdays (Weekly - Thursday)

S Refresh

Actions - | 2 Close

e | Weekly | perioanumber [27 | e | 20m |

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 - 04-Oct-2021 14:51 05-Oct-2021 17:00 04-Oct-2021 14:52

04-Oct-2021 14:52 05-Oct-2021 17:00 04-Oct-2021 14:52

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 +
Netifications.
T — -
Enter data Manual Task Pat Ternity 04-Oct-2021 08:00 05-Oct-2021 17:00 *
Calculate payroll Manual Task Pat Temity 04-Oct-2021 08:00 05-Oct-2021 17:00 +
Internal approval Internal Approval Mat 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 08:00 07-Oct-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 08:00 07-Oct-2021 17:00 +
to myePayWindow

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

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

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

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

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

‘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-Oct-2021 17:00 2
payment files

Click on Edit Step:

Edit Cli

approval?

Are you sure you want to edit Client approval?

Scheduled Date: R
Mon, Oct 4, 2021 8:00 AM

v Save | 1Cancel

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 Assighment and set as Not applicable, if the
step has started then you can only change the Manual Assignment.

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

Process Progress (Advanced Filters
Applied)
X Perod | Tax
Client Process Group Frequency Number Year Started Updated
Westy DOt | D4Oct
Helping Hands Paid T P 200 | 2021 2021
(PSOHelingHands) | T e [ TSy 1450 53
Weskly - ) 275ep | 04-Oct-
Helping Hands Pad weekdy - | \okty 26 00 | 2021 2021
(PSOHepingHands) | T gy [ TS mz 14:50
Weekly - 2sepr | 27eSep
sping Hanct Weski
Helping Hands Paid J Weekly £ 2021 | 2021 2021
psovepinghends) | | Thursdsy ey wa

Filters

@ ..

Unassigned x| |Office 1 X

Rssigred Pereantage
Team Status Complete oo

Helping Fands (PSDtielpingHands) X
offcet | EIIZD +

Office 1 D | T |+ o

Office 1 [courro Moo R Frequercy:
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Click the ‘+' symbol on the row for the client process that you want to edit the Manual step:

Process Progress (Advanced Filters ® 0
Applied) o T
searcn searen [T ot m Sorted B .
Unassigned % Office 1% v
N Periad Tax Assigned Percentage
Clent Proces | Group | Frsauney | [0 T Started | pdwed | JE0C s el s
Helping Hands (PSDHelpingHands) X v
weeidy o | ooe
Helping Hands ‘weekly -
Pard el 2 o | | 2w Offce1 =
(sorepingriands) | (5| Thursday ky 0 e — a Pracsse
= n
Steps  Processinfo  Pause Progess crouge
v
Weekly - 27-5ep- -0t
rielping Hands Weskly - N o . - .
PiDepiogHands | 10 | Ty | VS| W || ok | CIOED + ey
v

Click on View Steps:

o | weekly | perio number: | 27 | e | 20m |

Step Name Job Type User Scheduled Started Due Completed Status

(Check open run details  Initialise Process. 04-Oct-2021 14550 04-Oct-2021 14:51 *

04-0ct-2021 14551 05-Oct-202117:00 04-Oct-2021 14:52 +

04-0ct-2021 1452 05-Oct-2021 17:00 04-Oct-2021 14:52 +

Download DPS Manual Task Pat Temity 04-Oct-2021 08:00 04-0ct-2021 1452 05-Oct-2021 17:00 04-Oct-2021 14:52 +
Notifications
I, -
Enter data Manual Task Pt Temity 04-0ct-2021 08:00 05-0ct-202117:00 *
Calculate payroll Manual Task Pat Temity 04-0ct-2021 08:00 05-0ct-202117:00 +
Internal approval Intemal Approval Mat Temity 04-0ct-2021 08:00 05-0ct-202117:00 +
Upload review raports to - Manual Task Pt Temity 04-0ct-2021 02:00 05-0ct-202117:00 +
‘myePayWindow
Client approval Client Approval 04-0ct-2021 08:00 05-0ct-202117:00 +
Pay employees - submit  Manual Task Pat Temity 05-Oct-2021 08:00 05-0ct-202117:00 +
payment files
Upload final reportsto  Manual Task Pat Temity 05-Oct-2021 08:00 07-0ct-202117:00 +
portal
Create Full Payment Manual Task. Pat Temity 05-Oct-2021 08:00 07-0ct-202117:00 +
‘Submission
Submit Full Payment  Send FPS 05-Oct-2021 08:00 07-0ct-202117:00 +
‘Submission
Upload payslips and P4Ss Empty Qutbox 05-Oct-2021 08:00 07-0ct-202117:00 +
o myePayWindow
Empty myePayWindow  Manual Task Pat Temity 05-Oct-2021 08:00 07-0ct-202117:00 +
Qutbox
Auto Enrolment - generate Manual Task Pt Temity 05-0ct-2021 02:00 08-0ct-202117:00 +
notices and feeds
Auto Enrolment - upload - Manual Task Pat Temity 05-Oct-2021 08:00 08-Oct-202117:00 -
feed
Close period Close Run 05-0ct-2021 02:00 08-0ct-202117:00 #*:
Gpen period Gpen Run 05-Oct-2021 08:00 08-Oct-202117:00 *
Create next process Create Next Process 05-Oct-2021 08:00 08-Oct-202117:00 +

Click the ‘+’ symbol on the row for the Manual step:
[ =+ |

Enter data Manual Task Pat Ternity 04-Oct-202108:00 05-Oct-2021 17:00 N

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 ‘
i [ s 21
Not Applicable: - e

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

Process Progress (Advanced Filters
Applied)

Tax

Period
Client Pross | Growp | Frequengy | feee
Weskly -
e gy | P | Weedy | 27 2021
ping Ty | TS
Weekly -
Helping Hands i Weekly - . " .
@sopepngind | e | Ty eskd
ek -
ing Weekly -
:*?0:15 = ‘:l‘and:] rad ey | W = o
ing Thursdays | TR
Weskly -
Helping Hands Weskly -
saies weewy | 2 2021
elpingHa h y
sokpingHines | 0| T
. Westy
pecatmertl LR e SR £
(PSOHpIGHEN | hursaays )
Hekping Hanes | ey Weekly 2 2
wsDrispngrney | 1| Tsosy
Wieekly -
Helping Hancts : Waekly -
eaic weeky | 21 2021
o u
wsordpngrends | | Thusey
Wesky
Helping Hands V| sy - ) )
soHspingrangs | T oy | M2 w2
Thursdays
Weekly -
;“;‘:“I”": o | b, Ry | ey 19 2021
aprgandy | | ey
Wesk) )
Welping Hands . d Weekly | - o
@somepinghancy | | Thsday

04-0dt-
2021
1450

27-%ep-

2021
1722

27-58p-
2021
1522
27-5ap-

1503

Updated |

04-0ct-
2021
1483

14350

27-5ep-
2021
w2

27-8ug-
2021
1041

27y
2021
1002

24-iug-
2021
1841

12+
2021
103

Assigned

Team

ofice 1

affice 1

ofica 1

offies 1

Offics 1

Office 1

office 1

Office 1

offica 1

offies 1

e o

Filters

@
g Toas:

Unassigned X [Office 1% v
Parcentage
sawe o
Felping Hands @SDafpingiand X v
mm || 1
v
CHED | T | ¢ || g
v
[ IR —
v
CCHED | ST |+ || et
v
D | . ||
v

I | -+
from
o
[corcro M0 IR
Updted
from

(oo I R

CIIED | T |+

Showing record 1 10 10 of 119 ftam(s)

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

Process Progress (Advanced Filters

Applied)
Search m Clear

Client Process Group Frequency
_ Weekly -
elpingHands| T ursday
=2 = n
View Steps Pracess Info Pause Process
Helping Hands \:’?jk‘y' weekly - |
i jeekly
PSDHelj Hand: Thursd:
{ elpingHands) Thursgays ursday

Period
Number

27

26

Tax
Year |

2021

2021

Started | Updated | 25979 | grvs
T Team

04-0ct- | 04-Oct-

2021 2021 Office 1 frunninG |
14:50 14:53

27-Sep- 04-Oct-

2021 2021 Office 1
1722 1450

LU Updated ~

-@

Percentage
Complete

Click on View Steps:
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ing Hands - Weekly - Paid Thursdays (Weekly - Thursday) CReftesh At 1Ciose.
I |

Frequency: ‘ Weekly ‘ Period Number: ‘ 27 | Texvear
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process. 04-Oct-2021 14:50 04-Oct-2021 1451
Client inforeceived - Manual Task Pat Temity 04-Oct-2021 1451 05-0ct-202117:00 04-0ct-2021 14:52
Ready to process
DPS Notifications count  DPS Check 04-Oct-2021 1452 05-0ct-202117:00 04-0ct-2021 14:52
chedk
Download DPS Manual Task Pat Temity 04-Oct-2021 08:00 04-Oct-2021 1452 05-0ct-2021 17:00 04-Oct-2021 1452 +
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 08:00 05-0ct-202117:00 +
Internal approval internal Approval Mat Ternity 04-Oct-2021 08:00 05-0ct-202117:00 +
Upload review reports to  Manual Task Pat Temity 04-Oct-2021 08:00 05-0ct-202117:00 *
myePayWindow
Client approval Client Approval 04-Oct-2021 08:00 05-0ct-202117:00 +
pay employees - submit  Manual Task Pat Temity 05-Oct-2021 08:00 05-0ct-202117:00 +
payment files
Upload final reports o Manual Task Pat Temity 05-0ct-2021 08:00 07-0et-202117:00 +
portal
Create Full Payment Manual Task Pat Temity 05-Oct-2021 08:00 07-Oct-202117:00 +
Submission
Submit Full Payment Send FPS 05-0ct-2021 08:00 07-0et-202117:00 +
Submission
Upload payslips and P45s Empty Outbox 05-Oct-2021 08:00 07-0ct-202117:00 *
to myePayWindow
Empty myePayWindow  Manual Task Pat Temity 05-0ct-2021 08:00 07-0ct-202117:00 +
Outbox
Auto Enrolment - generate Manual Task Pat Temity 05-Oct-2021 08:00 08-0ct-202117:00 *
notices and feeds
Auto Enrolment - upload  Manual Task Pat Temity 05-Oct-2021 08:00 08-0ct-202117:00 %
feed
Close period Close Run 05-0ct-2021 02:00 08-0ct-202117:00 *
Open period Open Run 05-0ct-2021 08:00 08-0ct-202117:00 +
Create next process Create Next Process 05-Oct-2021 08:00 08-0ct-202117:00 +

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

to myePeyWindow

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

Sstepinfo || @ eait step

Auto Enrolment - generate Manual Task Pat Ternity 05-0ct-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

Fayslips Thu, Nov 25, 2021

Not Applicable: e

Make the changes you require, then click on Save.

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

publish date is applied to Payslips.

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 ~ =
" Process Progress (Advanced Filters Applied) S Refresh
vt Payro Asstant

e

= Period Tax Assigned Percentage

Clent Process Group Freauency || Tored o stares Updted | 29 Sotus | preeo

crents

[— e e ey - ireciars Wessly - Dreciors wesky | 21 | TMSEE | MSEE | e o | e +

[r—— . i e

f;;’g;g;f;g:’wwcm Weeky - Directors Weskly - Directors Wesky 2 00 ;ﬁ‘ 9-2022 ;;;g 0z Directors T+

Sl

e Proceses R E A A | Ty oy | @ O B B R e = 5

Fanned teps .

- R N Wiy | 2 me | TRERR ke g, - .
[ — ot s GONTRHGNESNEH  Horiny N Cranaes ety o Crarges arty, | 5 a | fmwmm | wsme | g - .
Admin settngs oAz | 16-Auge2022 .
Ay Miooie it (AWYSHOMERARNCE) | Wesky - Directors Weeky -Diectors Weery | 21 i - oirectors ( a -
B Logout
Amy's Mobile Hoir (AMYSHOMEHAIRMCP) | Weeky - Directors Weekly - Directors Weekly 2 I e = Directors oD ST+
Click on View Steps:
Amy's Mobile Hair - Weekly - Directors (Weekly - Directors) Refresh  Actions - | 3 Close
Frequency: Weekly Period Number: | 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 +

Calculate Calculate 23-Aug-2022 06:00 24-Aug-2022 17:00 +

Create Full Payment Create FPS 24-Aug-2022 06:00 26-Aug-2022 17:00 +

Submission

Submit Full Payment Send FPS 24-Aug-2022 08:00 26-Aug-2022 17:00 +

Submission

Create Report and Add To Create Report 24-Aug-2022 08:00 26-Aug-2022 17:00 +

Outbox

Close period Close Run 30-Aug-2022 08:00 02-5ep-2022 17:00 +

Open period Open Run 30-Aug-2022 08:00 02-Sep-2022 17:00 +

Create next process Create Next Process 30-Aug-2022 08:00 02-5ep-2022 17:00 +

. ' .
Click the ‘+’ symbol on the row for the Create report step:

Create Report and Add To Create Report 24-Aug-2022 0&:00 26-Aug-2022 17:00 -

Outbox

Lloce narind Fall Run Lt 022 D800 02.Sen 2022 17:00 +

Click on Edit Step:

Edit Create Report and Ad

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 Outhox
PAPEN1/PSPEN1 PDF

PARUNG/PSRUNG PDF

PARUNT3/PSRUNT3 PDF

PARUNTS/PSRUNTS PDF

Not Applicable: Oe

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

How to view future work

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

o[] 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:

Client

Planned Processes (Advanced Filters Applied)

Last Updated: | 03-Oct-2021 00:00

-0

First Step Start Last Step Due
Date 1| Date

Period
Number

Schedule
Status

Tax
Year

Assigned
Team

Process Group Frequency

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

the Update button:

Client

Planned Processes (Advanced Filters Applied)

-0

First Step Start
Date

Period
Nurber

Last Step Due
1 Date

Schedule
Status

Tax
Year

Assigned
Team

Process Group Frequency

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)

L]
n 12 13

14 12 17
" 5 )

14 2 17
25 5 7

14 2 17

medium [ vigh [l piamed W

October 2021
Thu

I I I
T k] 9 10
9 26
4 15 L] 1
9 6
9 6
£ 29 0 3
9 6

Overview — Weekly Work Breakdown

Select Created Steps:

VvPA Guide - 2024 - EOY

Using Payroll Professional and vPA day-to-day ¢ 111



Weekly Work Breakdown (Task) <«
Wiesk Starting .
« Sun 3rd 0 2021 » O c=
oa - o stn ot ™ on otn
users Sun Mon Tue Wed Thu Fi Sat Touat
0 0 0 0 0 o o
0 1 n s s 4 °
— [ i 2 3 2 0 o 2
v ey [ 2 3 2 B 0 0 z
Qi Verdme [ 1 0 0 f 0 ] 4
Tol [ . 2 10 1 4 ° b
Select Planned Steps:
Weekly Work Breakdown (Task) "
Wesk Starting N
« Sin 302 2021 » Qe 0
oa 2 h s & T Bh s
Users Sun ™ Tue ™ Thu Fi Sat Toud
0 0 0 0 0 0 ]
0 0 ” 2 : 1 o B
0 10 2 ” 9 s o u
Mt Terniy 0 0 5 2 8 3 o u
Olie Vertime [ 1 0 2 1 o o .
Tol o n 2 s u 2 o 108
Overview — Work Calendar
Work Calendar (Task) e

October 2021

I I I N B N N

16 10
5 6 7 8 9 10

24 26 23 10 24 19 26 4
1 12 13 14 5 it 17

26 4 26 3 26 4 26 4 26 16
1a 19 20 21 2 2 2

29 129 13 36 3 39 6 35 2
25 % a7 2 2 30 3

39 9 31 32 2 32 2 35

Client Approvals — Approval Calendar

Approval Calendar (Task) ’

October 2021

I T I S I I
1 2 3

2 2
5 6 i 8 9 10
2 22 2 2
11 2 12 1 15 18 17
2 2 12 2 2 1
12 19 20 2 22 ) 2
2 12 2 33 3
F E 27 2 20 0 Ell
4 5 2 2 2

ow | medium [ high [l plsnned [ created

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)
sewcn | seoen LT
Client Process Group Frequency ;:' tr Started Updated ::"" Status. m
Bits Andl Bobs (PSDBitsandBobs) Weekly - Fridays Weekly - Friday Weekly E'Y 201 f;’;"mz‘ ?:;“'ZM' Office 2 [asoamc] +
:’a’::e;zomsmwcm Monthiy - No Changes | Monthly - NoChanges | Morthly | 7 ES e v o | +
c’::;m;m‘mwp) Manthy - No Changes | Monthly - No Changes | Morthly | & 2021 :':'::‘”“‘ ?] f“i‘"m‘ office 1 T
LE e I D e e e
Crunchy Accountants (PSDCrunchAccoutants) ;:";"”'U;ws' ;Z";?:;:_"QE" Montrly 7 2001 T:_’:’;"M' ?:;:;a-zau office 1 s |1 -
i g | G|y o | T e o | | |
Crunchy Accountants PSDCrunchaccountants) | g ot oot | VO IS o | wn | TSR | Goaan | g, onm | S |
e (W (RIS U PR PR Y PR - -
c::\:;v:ugnﬁ;mmv: Weekly - Drectors Weekly - Dwectors Weekly = E e B o= @ +
Showing record 21 10 30 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 ~
Process Progress (Advanced Filters Applied)

~ o O - E2R -0

Client Process Group Frequency m z‘_‘r Started Updated ::“"‘“ Status m

Sits And Bobs (PSDBitsandBobs) Weekly - Fridays Weekly - Friday Weekly 2021 f;‘;‘”m' ‘:::"2“‘ Office 2 Prinrmc) +
s Weekly - Changes anﬂrOﬂr\oﬁ Weeky | 25 I -:1:24;«-2021 offce ) I | ——
m—— NN R U Y I P T .
fs':?s::f.;fo“é}m Monthiy - No Changes | Monthly - NoChanges | Monthly | & 2021 f:':;’m' ?:"‘f‘“'m' office 1 crmn | eEr— |+
= e D I I L
Crunchy Accountants (FSOCrunchaccountant) | Moy oot | MeTU- QRS oy, | ey | Tondd | ROREE | Oiers o [t +
e el ol PV PR PR g PP S PR sy g
Crunchy Accourtants (PSDCrunchAccountants) | Moy eron S | meorttt S| oy | 6 an | FEEEEEL | 002 ] omar oD | T+
prrereee - R (PO (USRI PR PR R > 5 RN i —
iR S ORTS [ | oo |oosaon | oy | gmm | @ .

Showing record 21 to 30 of 66 temis)

Click on the action View Steps:
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Mike's Motorbike Shop - M nd of Month (Monthly - Changes - End of Mol

Frequency: Monthly Period Number; | 7 Tax Vear: 2021

Step Name Job Type User Scheduled Started Due Completed Status

Initialise Process

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

DPS Notifications count  DPS Check 14-0ct-2021 0800 15-0et-2021 17:00 +
check

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

Download AE Opt Outs  Manual Task Mat Ternity 14-0ct-2021 0800 15-0¢t-2021 17:00 +
Enter data Manual Task Mat Ternity 15-0ct-2021 0800 19-Oct-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 19-0ct-2021 17:00 +
Upload review reports to  Manual Task Mat Ternity 18-0ct-2021 08:00 19-Oct-2021 17:00 *
myePayWindow

Client approval Client Approval 18-Oct-2021 0800 20-0ct-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 to  Manual Task Mat Ternity 20-0ct-2021 08:00 25-0¢t-2021 17:00 +
myePayWindow

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

Submit Full Payment Send PS5, 20-0ct-2021 08:00 25-0¢t-2021 17:00 +
Submission

Upload payslips and P45s Empty Outbox 20-Oct-2021 08:00 25-0ct-202117:00 +
to myePayWindow

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

Auto Enrolment - generate Manual Task Mat Ternity 20-Oct-2021 08:00 01-Nov-2021 17:00 *
notices and feeds

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

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

Under the Actions drop down menu select Gantt View:

sh Actions~ | X Close

View Process Info

Show Reran Steps

Pause Process

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 recsived - Raady to proc.
2 DPS Notfieatiens count check
3. Downlosd DPS Notficstions
4. Downlosd AE Opt Outs
5 Enter data
8. Caleulate payrol
7. Interal approva
8. Upioad review reparts to myePayWi
0. Client approvat
10. Pay empleyess - submit payment f _
11. Upload final reparts to myePayWin
12. Create Full Payment Submission
13. Submit Full Payment Submission
14. Upload payslips and P48s to mye...
15. Empty my=PayWindow Outbax
18. Auta Enrolment - generste nofices.
17. Auto Enrolment - uplozd feed
18. Close period
18. Gpen period

20. Creste nedt process

16110 1810 2010 22/10 2410 26/10 28/10 3010 0111

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

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

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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Cient Process | Group
. Monthi
| Mhensgere Castie Monthiy - | N
— | (PsDMenagerieCastia) Mo .
Changes i

Weekly -

| wilkams zarm shop Weekdy -
(WILLIAMSFARMSHORMCP) Faid Thursday
Thrsdays
Spick Anel Span Cleaners
ekl
| (SPICKANDSPANCLEANERSMCP) | 1y
Changes
Weekd
— | Special Presents ey | et
(SPECIALPRESENTSMCP) ™ ©
s Changes
Changes

Adtions on (0 selected

© 2021 IRIS Payroll Professional

Intemal
approval

Internal
approval

Intemal
approval

Intemal
approval

Step Progress (Advanced Filters Applied)

Intemal
Agproval

Internal
Approval

Intemal
Approval

Internal
Approval

Scheduled

20-Aug
2020 08:00

Started | Due
2-hug | 2
° hug
2020
| 22
1700
o
f—
o |
o |
“ 00
o | 2
x|
1108 2
1700
roa | 2
o |
[
00

Completed “u:""“" Status
5 | T |
S M =m
K B, e

‘Showing fecord 110 4 0f 4 ftems)

Filters m

v

v
chent:

v
-

v
Groupe

v
stepe

v
Type:

Intemal Approval X v

Exclude Raran Staps: )

Exclude N/A Steps: )

Exclude Cancalled Processes: |

Sehesuiest

from

starion
Cnly show records Startec: ]

Gnly show records not Startec: (]

from

[ B

Step Progress (Advanced Filters Applied)

§ Manthly - No
Miensgerie Castle PSDMenagerieCastie)

< Changes
williams Farm shop ekl - Faid
(ILUAMSFARMSHOPMES) Thursdays
Spick And Span Cleaners Weekly -
(SPICKANDSPANCLEANERS.MCF) Changes
Special Presents (SPECIALPRESENTS MCP) Weskly - o

Changes

Group

Monthly - Mo
Changes

wesidy
Thursday

Weeidy -
Changes

Weskdy - No
changes

step

Internal
approval

internal
approval

Internal
appreval

internsl
approal

Type

Intemal
Approval

Intemal
Approval

Intermal
Approval

Intermal
Approval

Scheduled Started
208002020 | 21-Aug
0800 1609
07-5ep-2020 15-58p-2020
0800 0:40

21-uk-2021 30-Juk-2021
0800 109

29-5ep-2021 04-0ct-2021
a0 1501

Aaigned o

Due Completed

User
e | WG | ey | gm |+
eS| ED |y | g |+
zon | BUO0 | ey | |+

Showing reccrd 1 10 4 of 4 tem(s)

Click on View Process:
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Special Presents - Weekly - No Changes (Weekly - No Changes) CRefresh  Actions* | $Clase

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

Step Name Job Type User Scheduled Started Due Completed Status

heck open run detai

Client info received Manual Task Holly Daypay | comeieren |
Ready to proces:
RS
Download DPS Manual Task Hally Daypay 25-Sep-2021 08:00 04-Oct-2021 1454 30-Sep-202117:00 04-Oct-2021 1454 +
Notifications
Download AE Opt Outs ~ Manual Task Holly Daypay 04-Oct-2021 14:54. 30-Sep-2021 17:00 04-Oct-2021 1500
Manual Task Holly Daypay 04-0ct-2021 15:00 30-Sep-202117:00 04-0ct-2021 1500
Calculate payroll Manual Task Holly Daypay A 04-0ct-2021 15:00 30-Sep-202117:00 04-0ct-2021 15:01
Intemal approval Intemal Approval Olive Vertime 29-Sep-2021 02:00 04-0ct-2021 1501 30-Sep-2021 17:00 04-0ct-2021 1501
Upload review reports to Manual Task Holly Daypay 29-Sep-2021 08:00 30-5ep-2021 17:00 [overou: RS
myePayWindow
Client approval Client Approval 29-Sep-2021 08:00 30-Sep-2021 17:00 [ overou: IR
Pay employees - submit  Manual Task Holly Daypay 30-Sep-2021 08:00 30-Sep-2021 17:00 [overou: IR
payment files
Upload final reportsto Manual Task. Holly Daypay 30-Sep-202108:00 04-0ct-2021 17:00 +
portal
Create Full Payment Manual Task Holly Daypay 30-Sep-202108:00 04-0ct-2021 17:00 +
Submission
Submit Full Payment  Send FPS 30-Sep-202108:00 04-0ct-2021 17:00 +
Submission
Upload payslips and P4ss Empty Outbox 30-Sep-202108:00 04-0ct-2021 17:00 +
to myePayWindow
Empty myePayWindow  Manual Task Holly Daypay 30-Sep-202108:00 04-0ct-2021 17:00 +
Outbox
Auto Enralment - generateManual Task Holly Daypay 30-Sep-202108:00 05-0ct-2021 17:00 +
notices and feeds
Auto Enrolment - upload  Manual Task Holly Daypay 30-Sep-202108:00 05-0ct-2021 17:00 +
feed
Close pericd Close Run 30-Sep-202108:00 05-0ct-2021 17:00 +
Open period Open Run 30-Sep-202108:00 05-0ct-2021 17:00 +
Creste next process Creste Next Process 30-Sep-202108:00 05-0ct-2021 17:00 +

C

ick the ‘+" symbol on the row for the Internal Approval step:

Calaulate payroll [ Holly Daypay

Intemal approval Intemal Approval Olive Vertime 20-Sep-2021 08:00 04-0ct-202115:01 30-Sep-2021 17:00 04-0ct-2021 1501 -

et | 01500

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?

sesnreniessy:

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 PatTemity v =

©) VP Dashboard Automated Client Approvals

wrtua stont
Approval Calendar (Task) - ‘action Required (Rejected Client Approvais: 1) -

« October 2021 . 'Home Improvements (HOMEIMPROVEMENTS.MCP) - Client approval
I IS I A I BN Prirabriiltans
1 z 3 - i
2 2
2 22 2 2
2 2 12 2 2 1
2 12 2 33 3
4 5 2 2 2

virtual Payroll Admin

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) fresh 1 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 2 27-Sep-2021 17:29
Client info received - Manual Task 01-Oct-2021 08:00 01-Oct-2021 08:00 04-Oct-2021 17:00 01-Oct-2021 11:06
Ready to process
DPS Notifications count  DPS Check 01-Oct-2021 08:00 01-Oct-2021 11:06 04-Oct-2021 17:00 01-Oct-2021 11:06
check
Dovinload DPS Manual Task Pat Temnity 01-Oct-2021 08:00 01-Oct-2021 11:06 04-0ct-2021 17:00 01-Oct-2021 11:06 +
Notifications

Download AE Opt Outs ~ Manual Task Pat Temity 01-0Oct-2021 08:00 01-Oct-2021 11:06 04-Oct-2021 17:00 01-Oct-2021 11:08 +
Enter data Manual Task Pat Temity 01-0ct-2021 08:00 01-Oct-2021 11:08 04-Oct-2021 17:00 01-Oct-2021 11:08 +

Calculate payroll Manual Task Pat Temity 01-0ct-2021 08:00 01-Oct-2021 11:08 04-Oct-2021 17:00 01-0ct-2021 11:08 +
Internal approval Intemnal Approval 01-0Oct-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 01-0ct-2021 113 +
myePayWindow

Client approval Client Approval 01-0ct-2021 08:00 01-Oct-2021 11:14 04-Oct-2021 17:00 04-Oct-2021 15:14 [ Fane | +
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 +
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-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 +
Create next process Create 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:

118 e Using Payroll Professional and vPA day-to-day VvPA Guide - 2024 - EOY



JIRIS

@ v Dashosrd

= The PayrollPro Bureau

O PatTemity ~ =

Client Approvals

Approval Caiencar (Task)

2 2 2
8 e
2 2 3
% i
2 4 2
F]
5 EN] 4%
F)
2 2
&5 o medum [ v W et B

Today's Breskdann

Due Prior To Today (3 01 3)

ue in The Next 7 Days (100 10)

’ action Requires

There are currentiy no reected opprovals,

Todsy's Approwe’s (Tesk) F

Under Today’s Breakdown click on the View Process icon

Home Improvements - Weekly - Changes (Weekly - Changes)

£ Refresh

for the client that you need to check:

Actions~ | X Close.

Frequency: ‘ Weekly

Step Name Joh Type

Check open rundetails  Initialise Process

Client info received -
Ready to process

Manual Task

DPS Notifications count  DPS Check

check

Download DPS Manual Task

Notifications

Download AE Opt Outs ~ Manual Task
Enter data Manual Task
Calculate payroll Manual Task

Internal approval Internal Approval

Upload review reports to  Manual Task
myePayWindow

s -

Pay employees - submit  Manual Task

payment files
Upload final reports to  Manual Task
portal

Create Full Payment Manual Task
Submission

Submit Full Payment Send FPS

Submission

Upload payslips and P45s Empty Qutbox
ta myePayWindow

Empty myePayWindow  Manual Task
Outbox

Auto Enrolment - generateManual Task
notices and feeds

Auto Enrolment - upload  Manual Task

feed

Close period Close Run

Open period Open Run

Create next process Create Next Process

Pat Temnity

Pat Temity
Pat Temity
Pat Temity

Mat Temity

Pat Ternity

Pat Tenity

Pat Ternity

Pat Tenity

Pat Ternity

Pat Temity

Period Number: ‘ 27

‘ Tax Year.

Scheduled

01-Oct-2021 08:00

01-0ct-2021 08:00

01-Oct-2021 03:00

01-0ct-2021 08:00

01-0ct-2021 08:00

01-Oct-2021 08:00

01-0ct-2021 08:00

01-0ct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

04-Oct-2021 08:00

Started

27-Sep-2021 17:28

01-Oct-2021 08:00

01-Oci-2021 11:06

01-Oct-2021 11:06

01-Oct-2021 11:06
01-Oct-2021 11:08
01-Oct-2021 11:08
01-Oct-2021 11:09

01-Oct-2021 11:13

Due

04-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

04-Oct-2021 17:00

06-Oct-2021 17:00

06-Oct-2021 17:00

06-Oct-2021 17:00

06-Oct-2021 17:00

06-Oct-2021 17:00

07-Oct-2021 17:00

07-Oct-2021 17:00

07-Oct-2021 17:00

07-Oct-2021 17:00

07-Oct-2021 17:00

| 2021
Completed Status
27-Sep-202117:29 +
01-0ct-2021 11:06 *
01-0ct-2021 11:06 +
01-Oct-2021 11:06 +

01-Oct-2021 11:08

01-Oct-2021 11:08

01-Oct-2021 11:08

01-0ct-2021 11:13

01-0ct-2021 11:13

comPLETED
comPLETED
compLeTeD

[ compreren R

compLeTeD

Sistep info || @ Check Status

(# Bureau Override

Pay employees - submit _Manual Task

Pat Ternity

Click on the ‘+’ symbol for the Client approval row:

04-Oct-2021 08:00

04-Oct-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:

o[] DPS Check
o[] Calculate
e[| Create FPS
e[] Send FPS
o[] Empty Outbox
o[] Close Run
e[| Open Run
o[] Backup
How to update the Clients details after converting payroll from Access to SQL

If you have converted payroll data files from Access to SQL, which are attached to Groups set up in vPA you will
need to select the Check For Changes button under the Clients tab.

The PayrollPro Bureau O Pattemity =

Clients & cnece For cranges

Chent et

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:

The PayrollPro Bureau O PatTemity =

Clients  Check For Changes
[~ el o I i |

Chent et i Chient Name Group
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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 0 raitemity =]

Clients © Creck For Cranges.

[ B -3 | " =

You can filter the clients by a Group or multiple Groups, click on the burger icon in the top right-hand corner of the
screen and select the Filter icon, use the drop down to select a Group(s) then click on Apply:

Clients (Advanced Filters Applied) ¥
[ B (- O - =

Client et Client Name Group

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:

Frequency Perlod Number Tax Year Fay Day/Date Region Assigned Team

BOAA

sy

EmortasCSY | Bxportas USX

These export buttons are available on the following pages:
e[| Groups
e[| Teams
o] Clients
e[| Process Progress
e[| Step Progress
e[| Planned Processes
o[] 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.
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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:

Q Pat Ternity ~ =

Account

User Settings :
= l Logout E

Click on User Settings, the following screen appear:

% Settings

sy Grid Settings

Rows Per Page:

Using the drop down select the number of rows to appear in each grid:

£ Settings
User

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:
o[] Via Payroll Professional
o[] 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:
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Bl @ 8 8RB &5 Payroll Professional - 0 x
Home | Admin  Tables  Data  Run  Utilities  Repoting  Help ® @
.
AR HK @« @ ® 8 B X~ & B & Q@
New Open Close = Tax National | Banks = Pensions  Pay Employer Employees  Pay | RunGenewal Print Report BMS wPA Work Exit
Insurance Components Run~ | Reports  Macros Management | - List
Payroll File Tables | Banks ‘ Data ‘ Run | Reporting | BMS ‘ virtual Payroll Assistant | Exit ‘
e @ 2 8 k-8 5 Payoll Professional - 0o x
Home | Admin  Tables Data  Run Utilities Reporting He'r o l@
= = 3
RARST R « @ ® 8 B X B B B 0@ @
New Open Close Tax Mationsl Banks Densions  Pay  Employer Emplojees Pay  RunGenensl Print  Report aMs WA Work Bt
Insurance Components | " Macios Management Lt
Payroll File Tables Banks. Dsta Run Reporting BMS virtual Payroll Assistant | Exit
Home «
ogo
Home Pages.
S usens Homa Fage
5
~
-~ a) 89
T— Open Pl
Datafie St
Chient Name:  Brides And Grooms.
 ClicatName ¥ ClieuRe Y 1aSQL ¥ OntaFie ViLastAcorssed 7 File Locaion ¥ lsPayrd s
s s ot w v PSDBsaediits 22y 2070 151342 SCLvieb DevdSalExpeess v
» v | Grooms BG i 4
Carpets Galore = v PSDCarpetsGalore 26 May 2020 13:35:32| SCL-VWeb-Dev3:SQLExpress. v
Cherry Cafe cc v PSDCherryCale 26 May 2020 1157:16 | SCL-\Web-Dev3SQL Express v
Country Homes. CcH n CountryHomes mcp 26 May 2020132254 C\StarPayroll Frofessionsl ServerShared Dats Deta v
Crunchy Accountants cA v PSDCrunchiccount.. | 26 May 2020 13:5:30 SCL-Veb-Dev3:SQLExpress v
Deraets Gorage % DeraelsGoragemep | 72 Moy 20201554140 C1SiarPayrll Professions SeveShred DDt v
Duke Sclicstors s r DukeSchcitors.mcp 26 May 2020 135771 C\Star\Payroll Professionsl ServeriShared DatalData\. v
Fighting Fit Gym FFG. v PSDFightingFitGym 26 May 2020 13:49:44 | SCL-\vleb-Dev3:SQLExpress v
Velpog Hands W ¥ PSDidpnglions | 6 Moy 2020031016 SCLVieb Dev3SQLExpress v
Home lmprovements. H r Homelmprovements. 26 May 2020 11:43.14 | C\Star\Payroll Professionel Server\Shared Date'Detst. v
Menagerie Castle nC v PSDMenagerieCastie 26 May 2020 13:18:22 SCL-\web-Dev3\SQLExpress vl
e ke Shop NS U PSOiikesMorrbike. | 75 Moy 2020 135621 | SCLVieh-Dev3Salxpress v
Nuggets Nursery. N NuggetsNursery.mep 26 Mey 2020 11:5622 C\Star\Payroll Professional Server|Shared DatalDetah v
‘Shelly's Cycle Shop Scs r ShellysCycleShop.m... 26 May 2020 13:17.20. C:Star'Payrol Professional Server\Shared Data!Data\. v
Sty dewlers s c v
Smiths Decorators. S0 v PSDSmithsDecorato . 26 May 2020 13.19:75 SCL-Veb-Dev3iSQLExpress v
Special Preserts. P SpecialPresents.mcp | 26 May 2020 11:08:29  C:\StariPayroll Professional ServeriShared Data\Data\ v
Spick And Span Clesners  SSC SpickandSpanClean_. 26 May 2020 11:51:01 C:Star'Payroll Professional Server\Shared Dato!Datal. v
Swee Bes Facory B I SwesBiesFocry.. | 22 May 2020165425 C\SuPayrol Prfesions SrvecShured DotaDuts ¥
Tommy's Timber Yard g v PSOTommysTimber | 26 May 2020 12:20:00| SCLVveb-Dev3:SQLExpress v
Treasure Nursing Home TNH F TreasureNursingHo_ | 26 May 2020 11:07:25 | C/\Star\Payroll Professional Server'Shared Dato/Datal. vl
\alianders tindows & Do WiwD ) PSDVipliandersitfin. 26 May 2020 13.45.16 | SCL-\ieb-Dev3iSQLExpress v
\illiams Farm Shop WFS |2 hop.... 7. v
Willows Surgery WS v PSDiwillowsSurgery 22 May 2020 151201 SCL-Vieb-Dev3iSQLExpress v
BMS
E Chents
«| '] 1)
P g
Loginas  PT

Without a data file open, the right-hand side of the screen displays a list of due dates with the number of tasks
across all clients. This includes manual steps and internal approvals assigned to the logged in Payroll Professional
user. Click ‘+’ symbol to expand to see the tasks.
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rma WO 2 M k-8 &5 Payroll Professional - '® X

B fome | omn T D R Unie  Repong  Hep sl@
AR SN & & & 2 # r» 8 ® i. 9 0@ &
New Open Close Tax National Banks Pensions Employer  Employees Vi; Run Genesal  Print BMS. VoA work
(i e rlisieclifc i i (S
Payroli File: Tavles Banks. Dt | mn Reporting BMS wmvr,mummx | Bt
Home | £2Bureau Home Poge.

i

g@|a...m.m Brides Ared Groomms
i Select

¥ ClicntName. ZICHA R e Fie S Voo ¥ astAcoessed 7 File Locatin

Bis A Bobs. 8 PSOBtsandBobs | 22 Moy 2020 151342 SCL-ViebDev3SalExpress

Carpets Galore. <G 9 PSDCametsGalors | 26 May 2020133532  SCL-Vieb-Dev3'SQLExpress

Creny Cate [ ¥ PSDChemyCole | 26 Moy 2020 115716 | SCL-ViebDev3iSQlExpress

Caunty Fomes o I CoutryHomesmep | 26 Mey 2020 132254 C\StarPayrol rolessional Server\Shared Dats Datat

Crnchy Acoourtaris CA v 26 May 2020135530

Denzefs Garage o6 1 DeraeisGoragemcp | 22 Moy 2020 155640 CStorPayrol Prefessionsl ServeriShared Dota Dol

Duke Solcirs o5 I DukeSobcitorsmep | 26 Mey 2020 135711 CiStarPayroll Professional Server Shared ata Detal

Fighting Fit Gym i) 9 PSDFightingFitGym | 26 May 2020 124944 | SCL-veb Dev3'SQLEpress

Helping Handa [ v i s

Home Ingrovermerts " I Homelmprovements | 26 Mey 2020 11.43.1¢| C\StarPayrol Professional ServeriShared DateiDsta:
Castle [ ¥ PDMeragerieCasts | 26 May 2020 131622 SCLVieb-Dev3SQLExcrese

Mike's Wotorbixe Srop NS ¥ PSOMikosMoiorbike 26 May 2020 135421 SCL-Vieb- Dev3SQLExpress

Noggets Nursery. n n 26 My 2020 11

Shall's Cycls Shoo scs £ ShellysCycleShonm... 26 May 2020 13:17.20| C)StarPayrol rofessionsl ServeriShared Data Datal,

| Shiny Jewllens s ] c

Smihs Decerstors £ ¥ PSDSmithsDecorato | 26 May 2020 131915 | SCL Vet Dev3SQl Express

Special resets s T SoecialPresents mep | 26 May 2020 11:08.28| CStarPayrol rofessionsl ServeriShared D@ Datal

Spick 4nd Spon Clesners SSC 7 Sek 25 Moy 2020 115101 C:

Smeet Btes Factory seF © SweetBitesFackry . 22 Mey 2020 165425 C\StarPayrcl Prolessional ServeriShared DataiDatal

Tommy's Timber Yard ™ ¥ PSOTommysTimber_ 25 May 2020 132000 SCL-vieb-Dev3:SQLExpress

Treasure Nursing Home  THH T Treasureliursingbo. | 26 Moy 2020 11:07:25| C'StorPayrol Professionsl Server Shared Dota Dol

iallanders Virdows & Do, WD ¥ PSOValiandersvin. | 26 May 2020 134616, SCL-viebDev3iSQLExpress

Viliame Fam Shop WFs =l = i

Villows Surgery ws ¥ PSDwilowsSurgery | 22 Moy 2020 1571201 | SCL-Vieh-Dev¥SQLExpress

=

ﬂw~f~

Reporting

logmes:PT | | |

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:

v ® <&@

Sign Off Hide Not Ready Refresh Done

Due Date

Manual tasks show with the icon |°/| and the internal approvals are shown with the icon E’
Use the Refresh button to update the work list.
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 Professional

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:

& & @

Respond Hide Mot Ready Refresh  Done

Due Date

Your Work For All Chients
Client " Datahle W Step W Due Time
- Due Date : 24 Aug 2020 (5 items)
|—)| Menagerie Ca. PSDMenagene_ Intemal approv..  17:00 !
|—_) Tommy’s Timb.. PSDTommysTi.. |nternal approval 17:00
I—.) \Wallanders Wi.. PSDWallanders... Internal approval 17:00
» Treasure Nursi.. TreasureMNursin.. |nternal 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 (2 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
.\'/ H
Confirm Cancel

Set Status

ed! (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 Respanse 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 Fat femity - = |

16-A0g-2022 {1 of 1) View &

Heiping Hards | PSDHelomghands | Pay empioyees - submit payment fles | 17:00 = v

18-Ag-2022 {4 of 4)

25.Aug-2022 @ ot B

24Aug.2022 3 of 3)

25-A0g-2022 4 of 4)

26-Au9.2022 (6 ot 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 [ in the chart to mark the task/step as complete.

Confirm task sign off?

Are you sure you want to sign off Auto Enrolment - generate notices and
feeds for the client Home Improvements for the data file

Homelmprovements.mcp?

m * Cancel

Click Sign Off to confirm completion.
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Internal approvals

On the row that you want to respond to the internal approval click on in the chart to Approve the payroll
so further processing can proceed or Reject as changes are required.

Internal Approval Step Response

Set status: Approved () Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

If you are approving the step, the reason field is not mandatory, if you enter a reason it will then be recorded
against the step for future reference, click on Confirm.

If you are rejecting the step, you must enter a reason and select a user for the step to be returned to next to Action
Required By:

Intemnal Approval Step Response

Set status: Approved @) Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

Action Required By:

Once you have entered the reason and selected the user, click on Confirm:

Internal Approval Step Response

Set status: Approved @ Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250)

Response explanation...

Action Required By: Olive Vertime

If you reject the internal approval step then the payroll will need to be re-run, see the section How to rerun
process step(s) for a client.

Via Step Progress

Alternatively, you can sign manual tasks off and respond to internal approvals via the Step Progress left-menu
option:

= The PayrollPro Bureau O ra v
@ von Dshboard Step Progress (Advanced Filters Applied)
Rp——
B o o - R - I |
Client Process Group Step Type Scheduled Started Due Completed C‘:f"‘ Status
Clients
Weekly- | AutoEnroiment-generate | Manu |
Morth e i Pat Temi +
Process Progress anal - %
1= Step Progress
Manual | 28-Sep-2021 = 4 :
sk 0800 iRt £ =
B — —
S Payoet At Manual 20-5ep-2021 or-oa2021 | 01-0ct Holly
rgery 1l ekl g3, load final reports to portal DY

Find the step in the listing (use filters as required) and expand the row by clicking ‘+’ symbol, click on
to display following screen:

VvPA Guide - 2024 - EQOY Using Payroll Professional and vPA day-to-day e 127



ms Farm Shop - Weekly

Frequency: Weekly Period Number: | 26 Tax Year: 2021

Step Name Job Type User Scheduled Started Due Completed Status
open run deta

Client info received - Manual Task Pat Temity : A : 28-Sep-2021 17:00 01-0ct-2021 11:02
Ready to process

DPS Notifications count  DPS Check 2 01-Oct-2021 11:02 28-5ep-2021 17:00 01-Oct-2021 11:03

check

Download DPS Manual Task Pat Ternity 27-Sep-2021 08:00 01-Oct-2021 11:03 28-Sep-2021 17:00 01-Oct-2021 11:03 +
Notifications

Download AE Opt Quts ~ Manual Task Pat Temnity F 2 01-Oct-2021 11:03 28-Sep-2021 17:00 01-0ct-2021 11:05
Enter data Manual Task Pat Temity 2 01-Oct-2021 11:05 28-Sep-2021 17:00 01-Oct-2021 11:05
Calculate payroll Manual Task Pat Temity 2 01-Oct-2021 11:05 28-Sep-2021 17:00 01-Oct-2021 11:06
Internal approval Internal Approval Mat Terity F 2 01-Oct-2021 11:06 28-Sep-2021 17:00 01-0ct-2021 11:11

Upload review reports to  Manual Task Pat Temity 2 01-Oct-2021 11:11 28-Sep-2021 17:00 01-Oct-2021 11:13
myePayWindow

Client approval Client Approval p: : 01-Oct-2021 11:14 28-Sep-2021 17:00 01-0ct-2021 11:14

Pay employees - submit  Manual Task Pat Temity 2 01-Oct-2021 11:14 28-Sep-2021 17:00 01-Oct-2021 11:18
payment files

Upload final reports to Manual Task Pat Temity p: : 01-Oct-2021 11:18 30-Sep-2021 17:00 01-Oct-2021 11:18
portal

Create Full Payment Manual Task Pat Temity 2 01-Oct-2021 11:18 30-Sep-2021 17:00 01-Oct-2021 11:18
Submission

Submit Full Payment Send FPS 2 01-Oct-2021 11:18 30-Sep-2021 17:00 01-Oct-2021 11
Subm
Upload payslips and P45s Empty Outbox z : 01-Oct-2021 11:22 30-Sep-2021 17:00 01-0ct-2021 11:22
to myePayWindow
Empty myePaywindow  Manual Task Pat Temity 28-Sep-2021 08:00 01-Oct-2021 11:22 30-5ep-2021 17:00 01-Oct-2021 11:22 ol
Outbax

_ )
Auto Enrolment - upload  Manual Task Pat Ternity 28-Sep-2021 08:00 01-Oct-2021 17:00 +
feed
Close period Close Run 28-Sep-2021 08:00 01-0ct-2021 17:00 +
Open period Open Run 28-Sep-2021 08:00 01-0ct-2021 17:00 +
Create next process Create Next Process 28-Sep-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:

Step Info || & Edit step

Auto Enrolment - upload  Manual Task Pat Ternity 28-Sep-2021 08:00 01-Oct-2021 17:00 +

Click on

to mark the manual task as complete.

Internal approval
Click on ‘+’ symbol to expand the row of the step that you want to Approve or Reject an internal approval:

Calculate payroll Manual Task Pat Terni

S Step Info # Edit Step

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.
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If you are approving the step, you must enter a reason, which will then be recorded against the step for future
reference, click on Confirm.

If you are rejecting the step, you must enter a reason and select a user for the step to be returned to next to Action
Required By:

Internal Approval Step Response

Setstatus: (O Approved @ Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

Action Required By:

=3

Once you have entered the reason and selected the user, click on Confirm:

Internal Approval Step Response

Setstatus: () Approved @ Rejected

You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

4 5o

Action Required By: Olive Vertime

If you reject the internal approval step then the payroll will need to be re-run, see the section How to rerun
process step(s) for a client.

Via Process Progress

From Process Progress left-menu option, find the Client/process in the listing (use filters as required) click ‘+’
symbol to expand the Clients process:

JIRIS The PayrollPro Bureau O PatTemity =
@ wP Dashisoard Process Progress (Advanced Filters Applied) m
[ P = I - I
st s - — T N P e | Ay, P
— Wesky Do Wy | 2 ais oo D wmm |+
skl - Direc sy -Dieciars - Olectors o | e——
Wesky - Directors WeeoyDrectos  wesy £l e oirectors =a -
= = n
Heing Hards (PSCHeiEngHands Weskly - Paid Thursdaye Weekly - Thurscay e oece 1 ™ +
Country Homes (COUNTRYHOMESAICP Menthiy - o Changes Martn - o Cranges ey 5 x osee [ ] .
e o e . . 8-Aug-202 Ay o
Click View Steps action to display the individual Clients/process/steps:
Robin Electrician - Weekly - Directors (Weekly - Directors) DRefresh  Actions= | tclose
Frequency: Weekly Period Number: 21 Tax Year: 2022
Step Name Job Type User Scheduled Started Due Completed Status
Check open run details  Initialise Process 15-Aug-2022 08:31 15-Aug-2022 08:31 [ come.even RS
Calculate Calculate 19-Aug-2022 08:00 19-Aug-2022 08:00 22-Aug-2022 17:00 19-Aug-2022 08:00 [ comeLemen RS
Create Full Payment Create FPS 22-Aug-2022 08:00 24-Aug-2022 17:00 +
Submissicn
Submit Full Payment Send FPS 22-Aug-2022 08:00 24-Aug-2022 17:00 +
Submissicn
Close period Close Run 22-Aug-2022 08:00 25-Aug-2022 17:00 +
Open peried Open Run 22-Aug-2022 08:00 25-Aug-2022 17:00 +
Create next process Create Next Process 22-Aug-2022 08:00 25-Aug-2022 17:00 +
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Manual task

Click the ‘+’ symbol to expand the row for the manual task:

notices and feeds

w Sign OFf [ B Step Info | & Edit Step

Close period Close Run 22-May-2020 08:00 28-May-2020 17:00 +
Open period Open Run 22-May-2020 08:00 28-May-2020 17:00 +

Then click the Sign off action.

Internal approval

Click the ‘+’ symbol to expand the row for the internal approval:

Calculate payroll Manual Task Pat Ternity 26-May-2020 08:00 04-Jun-2020 14:27 27-May-2020 17:00 04-Jun-202(

Step Info ||| & 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: (L) 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...

Once you have entered the reason and selected the user, click on Confirm:

Internal Approval Step Response

setstatus: () Approved © Rejected
You must enter a reason for the outcome of this approval step (maximum number of characters - 250).

Response explanation...

imseaiessr (R

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

O Olive Vertime ~ =

Approval Calencar

ty o rejected approvals.

2 2
Moo W
Today's Breakdown
Due Prioe To Tocay (4 0f 4} View Al
15668 | Helping Hands | PSOHelpingtancs | Cliert appeoval | 26 May. 2020 1700 = @
=
= ]
=l
un e 7Bt T

4

Use the ‘Today’s Breakdown’ chart to respond to the Clients approval. The clients approval can only be responded
to if the appropriate button is enabled and will be either blue for Ready, red for Overdue. The tasks shown in grey
are Not Ready, they cannot be responded to yet as they are pending (not due to be started based on the schedule

and step timing set).

On the row that you want to respond to the Client approval click on in the chart to Approve the payroll so

further processing can proceed or Reject as changes are required.

Client Approval Step - Bureau Override

WARNING: Responding to this approval step will complete the corresponding approval step sent to the employer's

assigned app on myePayWi (if they have not already).

Set status: Approved () 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

© Bureau Dashboard
& Nofifications lllRIs

& Approvals & Home » Bureau Dashboard

A Clents -

R my@PayWindow
©¢ Administration Latest News

® Privileges IRIS Payroll Protessional Support B
 Logout Our latest Practical Guide to Covid in IRIS

Payroll Professional is avallable now
1 "

0 B May 28,2020

IRIS Payroll Professional Support

@PayroiProsup

IRIS Payroll Professional Update 1 is now
available to download from your updater.
Includes New Scottish Tax Rates & P11D

©2020 Galixy Payiol Al rights reserved

In the left-menu select Clients:

The PayrollPro Bureau

< Bureau Dashboard
A Notifications B l I RIS

& Approvals @ Home > Clients Listing
B Clonts Clients
= Statistics 8 Clients - vour cumert
o Administration Skt !-
o) O eme NoEmpiepees Conact
© Logout a [2J Bits And Bobs. 1 Bob Bits
o 2] rides And Grooms 6
a [ carpets Galore: 2
a [ cnemy Cafe 14
(u] L2 Country Homes 14
o 12 Crunchy Accountants 45
o L] Denzals Garage 33
o [ Duks Solicitors 37
a L] Fighting F Gym 14
o LI Helping Hands 68

‘Showing record. 11010 from 25 ilem(s)

£2020 Galaxy Payrol Al ights reserved

PhoneNumber

Click on ‘+’ symbol to expand the row for the client:

JIRIS

@ Home > Clients Listing
Clfizs | el

B Clients - Your cure

(o]

0 e [ Contact

[m} [2] Bits And Bobs 7 Bob Bits

C [5] Brides And Grooms 3
(u] [l Carpets Galore 28
(] [ chery Cafe 1

PhoneNumber

Under actions select Administration:
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JIRIS

& Home » Clients Listing > Administration for Bits And Bobs

Administration

fUsers  [IDetails  DBranding M Employes Dashboard  E=Paysiip & CIS Settings
B8 Users
Search
] FirstName LastName. A staus
o (oo

Showing record: 110 1 from 1 item(s)

Last Login

Fri 22/052020

Nobifiations Ducurnents Clients
0 new messages 70 ew documents, Show chonts

Employess

Lastinvite

Fri 22/052020 1253 >

Click on ‘+’ symbol to expand the row for the user:

JIRIS

3 Home > Clients Listing > Administration for Bits And Bobs

Administration

Documents Ciants
es a0 e documents Show ctents.

-

Showing record: 1 to 3 from 3 item(s)

©2020 Galaxy Payroll Allrights reserved

Employees
Wusos  [Detals  @Brandng W EmployeeDashboard &= Paysip & CIS Setlings
B8 Users
Search
(] FirsiName. LastName A siaws Last Login Lastinvite
8] Bob Bits Fii 221052020 Fi 220052020 1253 -
=4 &
Anooyal Besetuzer £
Showing record: 110 1 from 1 tem(s)
©2020 Galaxy Payroll Al rights reserved
Normeatan: Documents
a I rew messages o e documents
< Home > Clients Listing > Users Listing for Bits And Bobs » Approvals Listing for Bob Bits
Approvals
A Approvals " y
Search
Title Type Due (days)  Status. - Signed on  Signed by
7 Chient approval VPAApproval Wed 0310672020 1700 [ EmS— &
¥ Client approval vPAApproval Wed 2010572020 1700  [[EESEE——Y Fri 22/05/2020 1434 Pat Ternity +
 Client approval VPAApproval Wed 27052020 17.00 [y Tue 09/06/2020 10.49 ~ 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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J1IRIS

@ Home - Clients Listing » Users Listing for Bits And Bobs » Approvals

isting for Bob Bits

Approvals

A Avprovals

Search

Titie Type Due (days)  Status

¥ Clent approval VPAApproval Wed 0310612020 1700
x

¥ Chient approval vPA Approval Wed 20/05/2020 17-00 m

BB Chat sppovel “PAApproval Wed 2710512020 17.00  |[Emm——

Showing record: 1 fo 3 from 3 tem(s)

©2020 Galaxy Payroll All rights reserved

Notfications Documents Clients:
1o new messages 0 pew documents. Show clients:

Signed on  Signed by

Fri 220052020 14:34  Pat Temity

Tue 09/0612020 10:49  System Account

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

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 |

Enter a comment, note this will be visible to the employer user, then click on Approve:

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).

J1IRIS

& Home » Clients Listing » Users Listing for Bits And Bobs > Approvals Listing for Bob Bits

Approvals

& Approvals - ¢

Search Go E
Title Type Due (doys]  Status
& Client approval vPAApproval Wed 20052020 1700 | |[Er—
 Client approval vPAApproval Wed 27052020 1700 | | EEEE]
™ Client appraval vPAApproval Wed 03062020 17.00 | [Ere—r

Showing record: 1 to 3 from 3 tem(s)

©2020 Galaxy Payrol All rights reserved

Notticatcns Documents
[ ——— Pop—— -

Signed on

Fri 221052020 14:34

Tue DSI062020 1048

Tue 091062020 13.36

Signed by
Pat Tarnity
Syslem Account

Pat Termity
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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:

O PatTemity v+ =

Component Version Numbers -

SPA wPA Resource Server
Current: 2.3.16.0 Current: 23.17.0
vPA Scheduling Engine Payroll Resource Server
Current: 23.9.0 Current: 23.11.0
vPA Auto Updater

Current: 2.3.5.0

Check For Updates €

Last Check:

Wed, Jan 19, 2022 11:18 AM

Next Check:

Tue, Jan 25, 2022 10:00 AM

View Last Update Log

vPA is scheduled to automatically check for updates available on our FTP site ftp://downloads.star-payroll.com/vPA
every Tuesday at 10am

If there is an update, a backup will automatically be taken of the central data base T2DATA and then the update is
installed.

Part of the update process, vPA will ensure that any automated steps currently in progress are completed before
the back up of the T2DATA and update is performed.

If any part of the update fails, then vPA will automatically roll back to the previous version, so that you can
continue using vPA, this includes the T2DATA.

The View Last Update Log button shows the details of the last update, whether it was successful or where the
update failed:

Update Log

<
o
3
B

UPDATE

START 26-Nov-2020: 15:19:33

Database

vPA_Engine

VPA_API

Payroll_API

vPA_SPA

UPDATE FINISHED 26-Nov-2020: 15:21:56

Click on a row to expand the details.
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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ftp://downloads.star-payroll.com/vPA

JIRIS = The PayrollPro Bureau © pat Ternity v@

@ vPA Dashboard Automated Client Approvals

virtual Payroll Assistant
My Tasks For Today s My Approvals For Today (Task) i My Work Calendar (Task]

G January 2022 5
I N I T N N T
—

Then select the information icon, which will then show the page with the versions:

Groups

Teams

@ Pat Temity ~ —

L]

)

W

(T.)

Ei

Component Version Numbers

SPA 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 €3

Last Check:

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:
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Next Check:

| Tug, Feb 1, 2022 10:00 AM | |

2022
Tue 1 Feb 10:00
05
— February 2022 =
: os
Sum Mon Tue Wed Thu Fri Sat o

1 o
13 14 15 16 1T 18 19

12 0z
20 21 22 23 24 0I5 13 0z

14 04

13 05

Mow vy

Click on Now or select a specific date and time, once selected click Save:

Mext Check:

Thu, Jan 27, 2022 1:31 PM
View Last Update Log

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 cutside 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 normal 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
o 01
02 02
03 03
27 28 29 04 04
20 a1 05 05
06 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:
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& & @ @

Component Version Numbers

2 Refresh
S5PA vPA Resource Server
Current: 2.3.16.0 Current: 2.3.17.0
Update Available: 2.4.1.0 Update Available: 2.4.0.0
vPA Scheduling Engine Payroll Resource Server
Current: 2.3.9.0 Current: 2.4.3.0
Update Available: 2.4.0.0 Update Available: 2.4.7.0

vPA Auto Updater
Current: 2.3.5.0
Update Available: 2.4.0.0

Check For Updates @

Last Check:

Thu, Jan 27, 2022 2:02 PM
Mext Check:

Tue, Feb 1, 2022 10:00 AM
Install Updates @

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 Sat

00 00

01 01

02 0z

03 03

27 28 29 04 04

30 31 0 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 @

MNext Update:

Man, Jan 31, 2022 2:13 PM

View Last Update Log

Once a Payroll Department Admin has scheduled the installation of the update, vPA will then install the update
automatically at the specified date and time.

After the update is installed, when users log into the vPA website, if required, the user will be prompted to refresh
the page by selecting F5.

Update Process

After installing an update, when there are step changes to templates, for example, the automated step called
Empty outbox for the four best practice templates, you must review and choose whether to accept the changes for
the Process attached to each Group.

Only users with the role vPA Admin can perform the Process Update.
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:

€ wPA Dashboard

virtual Payroll Assistant

Groups |uppATE|
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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) =
Name L Frequency period Number Tax Year Pay Day/Dte Region Assigned Team status
@ Monthly - Changes - End of Month Monthly 3 2022 31 England office 1 [eunsies | +
® Monthly - Changes - Middie of Month Monthiy 3 2022 15 Wales office 2 Peunsirn] +
® Monthly - No Changes Monthly 3 2022 2 Scotland office 1 foisnin] +
@ Weekly - Changes Weekly 7 2022 Wednesday Northern Ireland office 2 feunsie | +
® Weekly - Directors Weekdy 14 2022 Monday England Directors [euasien | +
® Weeldy - Friday Weekly 7 2022 Friday Wales office 2 frisnin] +
@ Weekly - No Changes Weekly 7 2022 Wednesday England Office 2 [enasieo ] +
® Weekly - Thursday Weekly s 2022 Thursday England office 1 [euasien +
G a
Export as CSV Export as XLSX

Expand the group by clicking on the + sign:

Groups (Advanced Filters Applied) [ +nencow |
Name 4 Frequency Period Number Tax Year Pay Day/Date Region Assigned Team Status
@ Monthly - Changes - End of Month Monthly 3 2022 31 England Office 1 [euasien | -

Click on the action Update Process.

Update Process Screen

£ Update Process - Monthly - Changes - End of Month (Monthly - Changes - End of Month)

Process Payroll - Manthly 26-Feb-2021 13:57

New & Updated Number of reviewed changes: 0/3

@ Upload paysiips and P45s to myePayWind Property Name Current Value New Value Apply Change  Change Details

Name Upload payslips and P455 to myePayWindow Upload to myePayWindow [}
Sranch Changes [}
Cost Centre Changes [}
Department Changes [}
Employee Changes m o
£ cyee Anomymsion [ R
(=] o
Documents 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.

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:
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Template Name Process Payroll - Monthly

New & Updated .

@ Upload payslips and P45s to myePayWin|

Property Name
Name

Branch Changes

Cost Centre Changes
Depariment Changes
Employee Changes
Employee Anonymisation
p45s

Documents

£ Update Process - Monthly - Changes - End of Month (Monthly - Changes - End of Month)

The template that this process was originally copied from has been updated, Flease review the Changes below and confirm wh

Template Mod'fied Date: 26-Feb-2021 13:57

Number of reviewed changes: 0/8

Current Value

Upload paysiips and P45s to myePayWindow

New Value

Upload to myePayWindow

T yOU Want to 2ppiy the Updates to your process.

O G

Apply Change

(O] - [0

Change Details

Setting Branches
automatically to

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 proces:

Template Name: Process Payroll - Monthly

Al :

Upload review reports to myePayWindow Property Name

Client approval
Name
Pay employees - submit payment files

Upload final reports to myePayWindow Branch Changes

Create Full Payment Submission
Cost Centre Changes
Submit Full Payment Submission

@ Upload payslips and P455 to myePayW

Empty myePayWindow Outbox

Depariment Changes

. Employee Changes
Auto Enrolment - oenerate notices and feet

45z

s originally copied from has been updated. Please review i

Employee Anonymisation

changes below and confirm whether you

Template Modified Date:

Number of reviewed changes: 0/8

Current Value

Upload payslips and P45s ta myePayWindow

26-Feb-2021 13:57

New Value

Upload to myePayWindow

¥ the updates 1o your process.

ppoBAapAaA:

Change Details

o

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 w

apply the updates to your process.
Template Name Process Payroll - Monthy Template Modified Date: 26-Feb-2021 13:57

Mew & Updated Number of reviewed changes: 0/8

@ Upload paysiips and P45s to myePayWind Property Name Current Value New Value Apply Change  Change Details

Name Upload payslips and P455 to myePayWindow Upload to myePayWindow [}

Sranch Changes 0] o
Cost Centre Changes ] )
Department Changes ] )

Employee Changes

Employee Anonymisation

Baa

P45s

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 1 Back

Mo Changes Please select a step to find out more about it.
@ Updated

Update Reviewed & Confirmed

@ New

New - Reviewed & Confirmed

No Changes (Disabled)

Highlight a step on the left, information about the step will be shown on the right:

© Update Process - Help 1 Back

No Changes . R
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 dlick Save on the Update Process

form you are still able to edit your choice, but doing so will
mean you need to confirm the step again.

No 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)

The template tt

t this process was originally copied from has bee:

t10 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

P T P ——— Property Name Current Value New Value Apply Change  Change Details

o

Name Upload payslips and P45s ta myePayWindow Upload to myePayWindow
Sranch Changes ® o
Cost Centre Changes ®
Depariment Changes ®
Employee Changes

Employee Anonymisation ®

45z

BeaAABAA

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:

i Update Process - Weekly - Directors (Weekly - Directors)

All template changes have alreacy 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

You will need to click on Update Process and complete the steps before you are able to Edit the group.

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:

o[] Group grid — the row for the Group will not be shown in bold with an icon, highlighting there is a
process update.

o[] 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.
o[] You can Enabled a Disabled Group.

If you Cancel the Update Process:

o[] 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).

o[] 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.

o[] If the Process is Disabled, you cannot Enable the Process until the Process Update has been applied.

o[] If the Group is Disabled, you cannot Enable the Group until the Process Update has been applied.

o[] If the Process for a Disabled Group is Enabled, to enable to Group you must Update the Process first.

o[] 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

[ Details Properties

Step Name: Create next process

lob Type: Create Next Process

1bb94d0b-3f3e-4742-2675-ecefflee2sad

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:

o[] Within the Group Edit form under the Process tab the Update tab is available:

£ Edit Group - Monthly - Changes - End of Month

Enabled

Monthly - Changes - End of .. riginally copied from has been updated. You can review the changes and confirm whether you

to this process using the button below.

o[] 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:

o[] Within the Group Edit form under the Process tab the Update tab is hidden.

o[] Groups menu indicates Update is available if Groups requiring an update.
When an Operator is logged into vPA and an Update Process is available:

o[] 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.

o[] 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

An update is currently being applied to virtual Payroll Assistant. You will be able to log back in once the
update is complete.

Once the update is complete, click on Take Me Home and login as normal.
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Server restart — Schedule Engine Shutdown

You can schedule when you need to shutdown vPA to perform maintenance on the server that vPA resides, such as
the server needing to be restarted or program updates to be installed etc. Using This will cleanly shutdown vPA and
ensure any process steps currently running are completed before vPA is shutdown, to ensure payrolls are left in the
correct state. If any process steps are running when you shut down using an alternative method, this can leave the
payroll data files in an incorrect state. An example is the automated step Calculations, shutting vPA down midway
through this process will leave incorrect data and likely corruptions.

Only users with the role Payroll Department Admin can set up the Schedule Engine Shutdown.

Whilst in the vPA website click on the burger icon top right-hand corner:

JIRIS = The PayrollPro Bureau O ratTemity +[ = |

Overview

© vPADashboard Automated Client Approvals

virtual Payroll Assistant

My Tasks For Today My Approvals For Today (Task) - Hy We

Groups

Select the Service Status icon

JIRIS = The PayrollPro Bureau O patTemity (=}

@ vPA Dashboard My Work Automated Overview Client Approvals (G-

virtual Payroll Assistant Service Status
My Tasks For Teday - My Approvals For Today (Task) My Work Calendar (Task) r

Groups

Seheduling Engine

Teams.

1 2 Running Stopped
Month View )
o data to displ: 5 s . ; : B
Proce Togress 19 5 8 n Schedule Engine Shutdown @
Step Prog! 7 517 5 5 ﬂ': 2n MNext Shut
snuta
7 17 65 8 6 1 4
% = E B = m =
7 17 5 8 1

Under Next Shutdown click into the box Shutdown Not Scheduled:

Mext Shutdown:

Sun Men Tue Wed Thu Fri  Sat
2 3 4 5 6 7 g
00 00
g 10 1 12 13 4 15 01 o1
02 oz
16 17 1@ 1@ 20 21 22
E} 03
23 24 25 26 27 28 29 04 o4
05 o5
ElUD |
06 06
Nor e

Select the date and time to schedule the shutdown:

Schedule Engine Shutdown @

Next Shutdown:

Mon, Jan 31, 2022 3:27 PM

Click Save.
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When the scheduled date and time is reached, vPA will shut down as soon as the current process step is complete,
so this may be after the server restart time scheduled depending on how long it takes to complete the step.
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Appendix A — Best practice process templates

Process Payroll — Director only

Step Description Manual/ Job Type Due By Start Start
Day Time
Automatic (x days
before, (x days
on or before
after pay
day) Due
By)
Check open run Automatic | Initialise Ensuring the data file is in the correct period and | NA NA NA NA
details Process tax year for the frequency
DPS Notifications Automatic | DPS Will check whether any notices are available -2 17.00 1 8.00
count check Check since the last successful download. If there are
notices available will move to the Download
notifications — DPS step, otherwise will move to
the Download AE opt out step
Download DPS Manual Manual -2 17.00 1 8.00
Notifications Task
Calculate Automatic | Calculate -2 17.00 1 8.00
Upload review Manual Manual -2 17.00 1 8.00
reports to Task
myePayWindow
Create Full Automatic | Create If it is determined it is the last period of the tax 0 17.00 | 2 8.00
Payment FPS year and the data file only has one frequency
Submission (checks employees and payroll runs for the
current tax year), then the Final Submission flag
isincluded in the FPS.
Submit Full Automatic = Send FPS 0 17.00 2 8.00
Payment
Submission
Create Report and | Automatic | Create Creates a PDF of the reports: PARUN6\PSRUN6 0 17.00 | 2 8.00
Add To Outbox Report PARUNT3\PSRUNT3
PAPEN1\PSPEN1
PARUNT5\PSRUNT5
Adds them to myePayWindow outbox assigned
to the Default contact set up in myePayWindow
Upload to Automatic | Empty Set to upload Payslips, Documents, Branches, 0 17.00 2 8.00
myePayWindow Outbox Cost Centres, Departments, Anonymise
Employee, Employee Changes and P45s. If there
are other items in the outbox other than those
selected to be uploaded, then they will not be
uploaded and will move to the step Empty
myePayWindow Outbox step otherwise will
move to the Close Period step.
Empty Manual Manual
myePayWindow Task
Outbox
Close Period Automatic | Close Run | Will also determine whether it is the last period +1 17.00 3 8.00
of the tax year based on frequency and pay day
selected in vPA for each client, if it is then will
automatically add a manual step for Close year.
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Open Period Automatic | Open Run | Where the clients process setting called Pay Day | +1 17.00 3 8.00
Setting is selected as Default or Specific Day, this
step will set the pay date for the period in the
payroll data file as the date set in vPA .

Create Next Automatic = Create +1 17.00 3 8.00
Process next
process
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Process Payroll — Monthly

Step Description Manual/ Job Type Additional Information Due By Start Start
. Day Time
Automatic (x days
before, on (x days
or after before
EVAE]
pay day) Due By)
Check open run Automatic Initialise Process | Ensuring the data file is in NA NA NA NA
details the correct period and tax
year for the frequency
Client info received Manual Manual Task -6 17.00 1 8.00
- Ready to process
DPS Notifications Automatic DPS Check Will check whether any -6 17.00 1 8.00
Count Check notices are available since
the last successful
download. If there are
notices available will move
to the Download DPS
Notifications step,
otherwise will move to the
Download AE opt out step
Download DPS Manual Manual Task -6 17.00 1 8.00
Notifications
Download AE opt Manual Manual Task -6 17.00 1 8.00
outs
Enter data Manual Manual Task -4 17.00 2 8.00
Calculate payroll Manual Manual Task -4 17.00 2 8.00
Internal approval Internal Internal -4 17.00 2 8.00
Approval Approval
Upload review Manual Manual Task -4 17.00 1 8.00
reports to
myePayWindow
Client approval Client Client Approval Uploaded to -3 17.00 2 8.00
Approval myePayWindow
Pay employees — Manual Manual Task -2 17.00 1 8.00
submit payment
files
Upload final reports | Manual Manual Task 0 17.00 3 8.00
to myePayWindow
Create Full Payment = Manual Manual Task 0 17.00 3 8.00
Submission
Submit Full Automatic Send FPS 0 17.00 3 8.00
Payment
Submission
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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Empty
myePayWindow
Outbox

Auto Enrolment —
Generate Notices
and Feeds

Auto Enrolment —
Upload Feed

Close Period

Open Period

Create Next Process

Manual

Manual

Manual

Manual

Automatic

Automatic

Manual Task

Manual Task

Manual Task

Manual Task

Open Run

Create next
process

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.

+5

+5

+5

Where the clients process +6
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 .

+6

17.00

17.00

17.00

17.00

17.00

17.00

3 8.00
8 8.00
8 8.00
5 8.00
6 8.00
6 8.00

154 ¢ Appendix A — Best practice process templates

vPA Guide - 2024 - EOY



Process Payroll — Weekly

Step Description Manual/ Job Type Additional Information Due By Start Start
Day Time
Automatic (x days
before, (x days
on or before
after pay
day) Due
By)
Check open run Automatic Initialise Ensuring the data file is in the correct NA NA NA NA
details Process period and tax year for the frequency
Client info Manual Manual -2 17.00 | 1 8.00
received - Ready Task
to process
DPS Notifications Automatic DPS Will check whether any notices are -2 17.00 1 8.00
Count Check Check available since the last successful

download. If there are notices available will
move to the Download DPS Notifications
step, otherwise will move to the Download
AE opt out step

Download DPS Manual Manual -2 17.00 | 1 8.00

Notifications Task

Download AE opt Manual Manual -2 17.00 1 8.00

outs Task

Enter data Manual Manual -2 17.00 | 1 8.00
Task

Calculate payroll Manual Manual -2 17.00 1 8.00
Task

Internal approval Internal Internal -2 17.00 | 1 8.00

Approval Approval

Upload review Manual Manual -2 17.00 1 8.00
reports to Task
myePayWindow

Client approval Client Client Uploaded to myePayWindow -2 17.00 | 1 8.00
Approval Approval

Pay employees — Manual Manual -2 17.00 O 8.00
submit payment Task

files

Upload final Manual Manual 0 17.00 | 2 8.00
reports to Task

myePayWindow

Create Full Manual Manual 0 17.00 2 8.00
Payment Task

Submission

Submit Full Automatic | Send FPS 0 17.00 | 2 8.00
Payment

Submission

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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Empty
myePayWindow
Outbox

Auto Enrolment —
Generate Notices
and Feeds

Auto Enrolment -
Upload Feed

Close Period

Open Period

Create Next
Process

Manual

Manual

Manual

Manual

Automatic

Automatic

Manual
Task

Manual
Task

Manual
Task

Manual
Task

Open
Run

Create
next
process

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.

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 setin vPA .

+1

+1

+1

+1

+1

17.00

17.00

17.00

17.00

17.00

17.00

2 8.00
3 8.00
3 8.00
3 8.00
3 8.00
3 8.00
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Process Payroll — Four Weekly

Step Description Manual/ Job Type Additional Information Due By Start Start
. Day Time
Automatic (x days
before, on (x days
or after before
EVAE]
pay day) Due By)
Check open run Automatic Initialise Process | Ensuring the data file is in NA NA NA NA
details the correct period and tax
year for the frequency
Client info received Manual Manual Task -5 17.00 1 8.00
- Ready to process
DPS Notifications Automatic DPS Check Will check whether any -5 17.00 1 8.00
Count Check notices are available since
the last successful
download. If there are
notices available will move
to the Download DPS
Notifications step,
otherwise will move to the
Download AE opt out step
Download DPS Manual Manual Task -5 17.00 1 8.00
Notifications
Download AE opt Manual Manual Task -5 17.00 1 8.00
outs
Enter data Manual Manual Task -3 17.00 2 8.00
Calculate payroll Manual Manual Task -3 17.00 2 8.00
Internal approval Internal Internal -3 17.00 2 8.00
Approval Approval
Upload review Manual Manual Task -3 17.00 2 8.00
reports to
myePayWindow
Client approval Client Client Approval Uploaded to -3 17.00 2 8.00
Approval myePayWindow
Pay employees — Manual Manual Task -2 17.00 1 8.00
submit payment
files
Upload final reports | Manual Manual Task 0 17.00 3 8.00
to myePayWindow
Create Full Payment = Manual Manual Task 0 17.00 3 8.00
Submission
Submit Full Automatic Send FPS 0 17.00 3 8.00
Payment
Submission
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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Empty
myePayWindow
Outbox

Auto Enrolment —
Generate Notices
and Feeds

Auto Enrolment —
Upload Feed

Close Period

Open Period

Create Next Process

Manual

Manual

Manual

Manual

Automatic

Automatic

Manual Task

Manual Task

Manual Task

Manual Task

Open Run

Create next
process

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.

+4

+4

+5

Where the clients process +5
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 .

+5

17.00

17.00

17.00

17.00

17.00

17.00

3 8.00
5 8.00
5 8.00
5 8.00
5 8.00
5 8.00
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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
o[] Attachment of Earnings
o[] Auto enrolment
e[| Backdate NIC
e[| Benefit in Kind — Cars
e[| Expat settings — EPM®6 Override, Er NI Exempt, Tax Exempt %age
e[| Foreign Tax Credits
o[] Gross to net calculations - Employer pays employees NICs
o[] Holiday Schemes
e[] Negative Net Pay

o[] Pay component types — Termination and Sporting, Flexible drawdown, Pension Death benefit and
Serious ill health, Pension (General) and Pension (Disability), Trivial Commutation

o[] Pay components marked as - Benefits in Kind, Gross up, Reducing balance
e[] Pay spines

o[] Payment After Leaving/Death
e[| Pensions —Banded, Non banded
o[] Prior Period Adjustment

o[] Round Net Pay

o[ Split Net Pay

e[ Standard Holiday pay

e[| Statutory Absence

e[ Student and Postgraduate Loans
e[] Sub contractors

e[| Tax advance
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For the Create FPS step we only support basic calculations for:
e[] Gross to Net
e[| Tax
o[] National Insurance
o[] Student and Postgraduate Loans
o[] Attachment of Earnings orders
o] 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[| Benefit in Kind — Cars

o[] Employee Level settings - Aggregated Earnings, Employee Reference change, Foreign country, Irregular
Employment, Off Payroll Worker, Payment to a non individual

o[] Excluded from FPS — Absent, Suspended, On Holiday, Omit from RTI, Sub Contractors
e[| Expat settings — EPM®6 Override, Er NI Exempt, Tax Exempt %age

e[| Foreign Tax Credits

o[] Gross to net calculations - Employer pays employees NICs

o[] Holiday Schemes

o[] Individual Calculation settings - Late Reason, On Strike, Payment Date, Unpaid Absence
o[] Leavers from previous run

e[] Leaversin current run

e[] Negative Net Pay

e[] Override

e[] Pay component types — Termination and Sporting, Flexible drawdown, Pension Death benefit and
Serious ill health, Pension (General) and Pension (Disability), Trivial Commutation

o[] Pay components marked as - Benefits in Kind, Gross up, Reducing balance
e[| Pay spines

e[| Payment After Leaving/Death

e[ Prior Period Adjustment

e[1 Round Net Pay

o[1 Split Net Pay

o[] Standard Holiday pay

e[| Startersin the current run

o[] Statutory Absence

e[ Tax advance

160 e Appendix B — Unsupported Elements VvPA Guide - 2024 - EOY



For the Close Run step we only support basic calculations for:

e[|
e[|
e[|
e[|
e[|
o]
o]
o]

o]

Gross to Net

Tax

National Insurance

Student and Postgraduate Loans
Attachment of Earnings orders
Non-Banded Pension Schemes
Banded Pension Schemes

Auto enrolment

Auto enrolment dashboard

The following checks are performed to ensure it is not used for more than it is designed for:

o[]
o[]
o[]
o[]
e[|
e[|
e[|
e[|
o[
o[
e[|
e[|
e[|
e[|

I

e[|
o[]
o[]
e[|
e[|
e[|
e[|
e[|

o]

Additional NI Periods

Apprenticeship levy

Backdate NIC

Benefit in Kind — Cars

Calculation Status — Absent, Suspended and On Holiday
Cost splits - Enabled

Expat settings — EPM6 Override, Er NI Exempt, Tax exempt %age
Foreign Tax Credits

Gross to net calculations — Employer pays employees NICs
Holiday Schemes

Leavers in current run

Negative Net

Override

Pay Component — Groups

Pay Component types — Flexible drawdown, Pension death benefit, Serious ill health, Pension (General)
and Pension (Disability), Termination and Sporting, Trivial commutation

Pay Components — Foreign Currencies, Global Rates, Pay Grades, Pro Rata Starters and Leavers
Pay Components marked as - Benefit in Kind, Gross Up, Reducing Balance

Pay Spines

Payment after leaving/death

Prior Period Adjustment

Round net pay

Split net pay

Standard holiday pay

Starters in current run
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e[ Statutory Absence
e[ Sub contractors

e[| Tax Advance
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Appendix C — List of available reports

Report

Type

Description

PARUN7\PSRUN7

Payroll Run

Cross cast employee payroll run details for this period.
Grouped by Department within Branch.

PARUNG6\PSRUN6

Payroll Run

Cross cast employee payroll run details for this period.

PARUNT3\PSRUNT3

Payroll Run

Payroll run totals only for this period, one page.

PARUNT7\PSRUNT7

Payroll Run

Department within branch payroll totals for this period,
one page per department with branch, one page per
branch and an overall total. Grouped by Department
within Branch.

PAPEN1\PSPEN1

Payroll Run

Employee pension contributions this period broken down
by scheme. Grouped by Pension Scheme Name.

PAPEN1BD\PSPEN1BD

Payroll Run

Employee pension contributions this period broken down
by scheme. Grouped by Pension Scheme Name within
Department within Branch.

PACSTPRD\PSCSTPRD

Payroll Run

Basic payroll run details for this period. Grouped by Cost
Centre.

PACST4\PSCST4

Payroll Run

Cost centre totals for this period, one page per cost
centre and an overall total. Grouped by Cost Centre.

PAPEN1C\PSPEN1C

Payroll Run

Employee pension contributions this period broken down
by scheme. Grouped by Pension Scheme Name within
Cost Centre.

PARUNT9\PSRUNT9

Payroll Run

Cost centre employee pay component values for this
period and year to date. Excludes previous period leavers.
Grouped by Cost Centre within Pay Component ID.

PARUNT5\PSRUNT5

Payroll Run

Departmental employee payroll run pay component
values this period and year to date. Excludes previous
period leavers. Grouped by Department within Pay
Component ID.

PARUNT8\PSRUNT8

Payroll Run

Department within branch employee pay component
values for this period and year to date. Excludes previous
period leavers. Grouped by Department within Branch
within Pay Component ID.
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Useful numbers

HMRC online service helpdesk HMRC employer helpline

Tel: 0300 200 3600 Tel: 0300 200 3200
Fax: 0844 366 7828
Email: helpdesk@ir-efile.gov.uk

Tel: 0300 200 3211 (new business)

Contact Sales (including stationery sales)

For IRIS Payrolls For Earnie Payrolls For IRIS Payroll Professional
Tel: 0344 815 5656 Tel: 0344 815 5676 Tel: 0345 057 3708
Email: sales@iris.co.uk Email: earniesales@iris.co.uk Email: payrollsales@iris.co.uk

Contact Support

Your Product Phone E-mail

IRIS PAYE-Master 0344 815 5661 payroll@iris.co.uk

IRIS Payroll Business 0344 815 5661 ipsupport@iris.co.uk

IRIS Bureau Payroll 0344 815 5661 ipsupport@iris.co.uk

IRIS GP Payroll 0344 815 5681 gpsupport@iris.co.uk

IRIS GP Accounts 0344 815 5681 gpaccsupport@iris.co.uk
Earnie or Earnie IQ 0344 815 5671 earniesupport@iris.co.uk
IRIS Payroll Professional (formerly Star) | 01273 715300 payroll-support@iris.co.uk

IRIS is a trademark.
© IRIS Software Group Ltd 11/2019.

All rights reserved. RIS Look forward
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