Template 1: Bureau to client employers
Subject: Your employees' payslip portal is changing
Dear [client name],
We're writing to let you know about a change to how your employees access their payslips and other pay documents.
IRIS, our payroll software provider, is retiring OpenPayslips on 31 January 2027. We're moving your employees to IRIS My ePay Window, which will be the new home for their payslips, P60s, P45s and pension auto-enrolment letters.
What this means for you
· We'll handle the setup. We'll configure and test My ePay Window for your company and plan to go live on [go-live date].
· Your employees will need to activate a new account. Once we're live, each employee will receive an invitation email to set up their My ePay Window sign-in.
· Transition to My ePay Window. Once your employees activate their accounts in My ePay Window, they will continue to receive their pay documents as soon as we publish them to the platform.
· [Cost: There is no change to the fees you pay us for this service. / Confirm any change.]
What we need from you
1. Let your employees know about the change. We've included a ready-to-use message below that you can edit and send in whatever way you normally communicate with your staff.
2. [Choose one:] [Your employees' previous documents will be moved across, so there's nothing they need to do.] / [Ask your employees to download any previous documents they want to keep from OpenPayslips and Open Enrol before [date].]
Key dates
· [Date]: Employee email addresses confirmed
· [Go-live date]: My ePay Window goes live and employees receive their invitations
· [First payday]: First payslips published in My ePay Window
· 31 January 2027: OpenPayslips and Open Enrol close
Questions?
Please contact [account manager / team name] at [email / phone].
Kind regards,
[Name]
[Job title]
[Bureau name]

