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Training Notes

Training Notes

These are the training notes to be used for reference when going through
each topic.

Maintenance

This section covers the maintenance routines involved in Payroll setup.

Value Master Maintenance

The Value Maintenance program holds the Value Master Codes used in the
calculation of payments and deductions.

Value Codes are used for creating Employee payments and deductions (see
topic 'Employee Value Maintenance’ on page 10).

When inputting pay details against Employees (see topic 'Enter Pay Details’ on
page 13), input type Value Codes created here must have values input against
them, plus additional input type Value Codes can also be added and input
against in this routine, if required.

There are some preset mandatory codes which must exist in order for Payroll
to function. These codes should not be deleted and are as follows:

e Gross

e  Employee’s NI
e Employer’s NI
e Tax

e Nett

There are also various Nlable codes which are preset and should not be
deleted.

These ‘Special’ codes are automatically attached to newly created Employees.
Any other Value Codes are optional and have been set up, or can be set up, to
suit your Payroll requirements.

CAUTION

Modifying or deleting an existing master record can have
serious ramifications on Payroll operation. Please ensure
that you are aware of the effect of your intended
changes, and that the changes are accurate.

Evolution M Core Training - Payroll Issue 1, 10/7/13
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Migrating Employees Notes

The Employee Brought Forwards program is used for carrying over YTD values
for Employees from your previous system part way through the year.

Note that any additions/deductions made against an Employee here are
updated throughout the system.

Manually Enter Additions/Deductions against an Employee
1. Select Payroll in the top pane of the application window.
2. Select End of Year in the left pane of the application window.

3. Select Employee Brought Forwards from the list of programs in the main
window. If you have not already done so, login to the required Payroll (see
topic ’Login/Change Payroll’ on page 12). The Select Range of Input
dialogue is displayed.

Option All - Payroll Period W
[~ InputYTD
I GR [Gross F NR Ers N1
M TX [Tax
¥ sL [Student Loan
I NE [Ees NI
¥ NLEL [Ees N LEL
[ NUEL [Ees NI UEL
¥ NAUL [EesNLAUL
M NUAP  [EesN.LUAP
~ NEST  [EesNIST
W NEPT [Ees NI PT
Cancel

4. Inthe Option field, specify the range of input (‘All’ or ‘Individual’
Employees, by ‘Dept’, or by ‘Group’). Typically, 'All' Employees would be
specified here and this process will take you through every Employee, one
after the other.

5. If a Department/Group range has been selected, enter the Department/
Group Code.

6. Specify the Payroll Period in which to effect the changes.

7. Indicate whether to enter (overwrite) current YTD figures using the Input
YTD check box. If left unticked, additions or deductions (by entering a
minus sign (-) before the value) to the current YTD figures can be made.

8. Select the Value Codes of which to include in the update.

Evolution M Core Training - Payroll Issue 1, 10/7/13 2
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9. Click OK. The Employee Brought Forwards program is displayed.

Notes

Emplayee [a _=| [smith Jonn Payroll Period  [13 2012 ‘
Value Code Description Current YTD! Period Value Addilionl
GR Gross 0.00 1,880.00 0.00
X Tax 0.00 (376.00) 0.00
NE Ees N.I 0.00 (102.82) 0.00
NR Ers N.L 0.00 24067 0.00
NLEL EesNILLEL 0.00 102.00 0.00
NEPT Ees N.I. PT 0.00 3.00 0.00
NEST Ees N.I. ST 0.00 34.00 0.00
NUAP EesNILUAP 0.00 631.00 0.00
NUEL EesNILUEL 0.00 47.00 0.00
NAUL | 1,063.00 0.00

End Cancel

10. Enter the Addition/YTD values against the required Value Codes for each
Employee as required, clicking OK after completion of entries against
each Employee.

Note that Tax & Employees NI should both be entered as a
negative value.

Employee Maintenance

This program is used to create and maintain Employee Files. The ‘Special’
(mandatory) Value Codes, defined in Value Master Maintenance (see topic
‘Value Master Maintenance’ on page 1), must exist before any Employee
setup can commence.

Create an Employee
1. Select Payroll in the top pane of the application window.
2. Select Employee Details in the left pane of the application window.

3. Select Employee Maintenance from the list of programs in the main
window. If you are not logged into a Payroll already, the following
dialogue is displayed.

Payroll Number I 5 I |

Password Frequency -
Periods
Current Period

4. Enter the Payroll Number.

5. Enter the required Password for access to the Payroll and click OK. The
Employee Maintenance program is displayed.

|
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‘ s | =l Payroll Period  [162012 ‘ Notes

Main |Tax | StarterDstai\sl Pmcsssmgl Bank | Costs | Nm.asl UserDsﬁnedl

Surname Analysis

Forenames Home Email I =l

Address Waork Email [ EI
Sex -

Town/City Date of Birth -

County Date of Review -

Post Code/Country L3 Starter -

Home Phone () Date Started -

Work Phone [=] Leaver -

Mobile () Date Left -
Period Left
P45 Status

Audit | Previous | Blext | Dm:gmeml Modify | Delete | Ok I Cancel

6. Enter the Employee Code in the Employee field.

7. Click Create in the New Record field at the bottom left of the dialogue.
The Employee Maintenance program showing the new Employee Code is
displayed.

Main tab:

Surname Analysis

Forenames l— Home Email I E
Address l— Work Email I
l—
Town/City l— Date of Birth I—Ll
County l— Date of Review l—Ll
Post Code/Country ﬂlﬁ Starter Yes -
Home Phone [ 8\ DaweStned [ osMer2012 ¥
Work Phone l—E[ Leaver No -
Moble E— - I

Period Left
P45 Status

e Enter the Surname, Forenames, Address, Town/City, County, Post
Code/Country, and if required telephone number(s) and email
address(es) of the Employee.

The name and address will be printed on the payslip of the
Employee.

e Specify the Sex of the Employee.

e Enter the Employee’s Date of Birth. This is required for calculation of
correct NI.

e Indicate whether the Employee is a new Starter.

e The Date Started is defaulted to today’s date, but can be changed.

|
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e If the Employee leaves the Company, you can indicate that they are a
Leaver. Only select ‘Yes’ if the Payroll has been cleared against the
Employee.

It is possible to view leavers in the search engine of
Employee Maintenance, by clicking Options from the menu
bar at the top of the program and selecting ‘Include
Inactive’.

Notes

Note that an Employee can also be made a leaver when
processing (see topic ‘Enter Pay Details’ on page 13).

e Ifthe Employee is made a leaver, the Date Left is defaulted to today’s
date, but can be changed.

Leaver |Yes ﬂ
Date Left | 26 Jun 2012 ~ |

e If the Employee is made a leaver, the Period Left is defaulted to the
previous Payroll period, which in normal operation is the required

period.
Tax tab:
Current Tax Letter ’il Start Period 322012
Current Tax Code 0 Previous Gross 0.00
Week 1 No - Previous Tax 0.00
Next Tax Letter - Scheme Contract Out

New Tax Code ’7D
Effective Period ’7
NI Number ’7
Director No h
Period Director ’T
NI Category ’—Ll
Period of 1st Change ’_D
Period of 2nd Change ’_D
Period of 3rd Change ’_D

e Specify the Current Tax Letter for the Employee from the drop-down
menu available.

e Enter the Current Tax Code for the Employee.

¢ Indicate whether a Week 1/Month 1 Tax Code is applicable.

e  Enter the Employee’s N.I. Number. The format is validated and will
be rejected if incorrect.

e Specify whether the employee is a Director, as this will affect the
National Insurance calculation. The period the Employee became a
Director (in the field below) updates to the current Payroll period.

e Select the N.l. Category for the Employee. This is usually ‘A’.

e The Start Period is the current Payroll period.

¢ If known (e.g. from details on P45) enter the Previous Gross amount
for the Employee (optional).

¢ Ifknown (e.g. from details on P45) enter the Previous Tax amount for
the Employee (optional).

|
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Starter Details tab:
Notes

This tab is used for entry of new starter details which, if set up for your
system, can be submitted online via Evolution M to HMRC for automatic
verification through the system (see section ‘P45(part 3)/P46 Submission’
of the Evolution M Manual).

IMPORTANT

If submitting details online to HMRC, the data
entered here is sent to HMRC for verification and
as such should be accurate with all fields entered.

Submission Type  [ELE Aunan_~ | P45(3)/ P46 Status  [Not Applicable

From Previous Employment

PAYE Reference ,7
Date Left ’—Ll
StudentLoan Ded'n ,—Ll
TaxLetter ’—Ll
TaxCode ,70
Weelc1/Month1  [No |

Week Number ,70

Month Number ’_D

Previous Gross 0.00
Previous Tax 000

No Pay Until April No -

P46 Statement

Ll

e  Specify the Submission Type.

The following options are available:

‘Manual’ if you are submitting the P45/P46 details manually
to HMRC. If you select this option, the rest of the fields are
optional and for information purposes only.

Awaiting P45(2)’ if the P45 is yet to be received from the
Employee.

‘P45(3)’ if the P45 is received and you are submitting the
details automatically to HMRC through the system. If this
option is selected, all the following fields are required for
verification purposes.

‘P46’ if the Employee has provided a completed P46 form
and you are submitting the details automatically to HMRC.
The only field that will be required, if selecting this option, is
the P46 Statement field (see below).

e Enter the PAYE Reference.

¢ Inthe Date Left field, enter the date the Employee left the previous
employment.

¢ Indicate whether there are Student Loan Ded’n to be applied
(“Continue’) or not (‘None’).

e Enter the Tax Letter and Tax Code for the Employee.

¢ Indicate whether a Week 1/Month 1 Tax Code is applicable.

e Enter either a Week Number or Month Number depending on the
type of Payroll.

e Ifrequired, enter the Previous Gross and Previous Tax (neither fields
are mandatory for automatic P45 submission).

Evolution M Core Training - Payroll Issue 1, 10/7/13 6
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e Specify whether there will be No Pay Until April for the Employee.

e If applicable, indicate the Employee’s P46 Statement. Notes

Processing tab:

This tab is optional and determines how the Employee is processed;
which Department and/or Group to which it belongs, if applicable, and it
also determines the default Value, Hours and/or Rate of the Employee.

Deporert [~

Group ’—Ll

Site: | E ‘

Value 0.00

Hours 0.00

Rate [ ooooo

Auto Pro-rata m Entered Calculated  Printed Paid Updated
Absent No > [No  ~][ne =] No ~][Ne ][N ]
Current Holiday ,70

Holiday Periods ’—D

Retain Input MNo -

Exceptions | 0 ‘ j

e If set up and required, specify a Department and/or Group to which
to assign the Employee.

The Employee’s Payroll entries can then be input, viewed
and printed by these options.

e If applicable, enter the Value, Hours and/or Rate that are unique to
this Employee. For weekly-paid Employees, their hourly rate is
usually entered here.

These will be used by any Value Master Codes that are set up
to look at the Employee File (see topic ’Value Master
Maintenance’ on page 1).

e Ifthe Employee is set as being on Current Holiday (including Holiday
Periods if applicable) or Absent in Payroll entry, this will be displayed
here.

¢ Indicate whether to Retain Input against the Employee.

If you select ‘Yes” here and a Value Code(s) is enabled for

retaining input, then any values/hours entered for the
Employee against the Value Code(s) may be retained for the
next Payroll entry against the Employee.

e The position of the Payroll entries for the Employee, i.e. Entered,
Calculated, Printed, Paid and Updated are displayed. These fields will
be specified as ‘No’, ‘Previous’, ‘Unallocated’, or ‘Yes'.

|
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Bank tab:

This is where the payment method is specified. Bank details are only
necessary if payments to the Employee are to be made by BACS.

Notes

Account Number '7 Payment Method ’m
BldngSecRollNo [
Autopay RefNo '7
Account Name |
Sort Code ’—il
Bank Name |
Branch Name |
Address |
|
|
Town/City [ Phone Number [=]
County | Fax £
PostCode/Country | L Email =]

e Select the Payment Method for the Employee.

This is the method of processing payment to Employee (see
topic ‘Payment Processing’ on page 21). The options are

‘Cheque’ (automated cheque), ‘Manual’ (manual cheque),
and ‘BACS".

e If the Employee is to be paid by BACS, enter the Employee’s Account
Number.

e If applicable and required, enter the Employee’s Bldng Soc Roll No.

e If applicable and required, enter the Employee’s Autopay Ref No.

e If required, enter the Customer’s Bank Account Name.

e If the Employee is to be paid by BACS, enter the Sort Code.

Costs tab:
Group . -
Costed ’ﬁ'
Map Reference
CostCentre ‘ E
Account ‘ E ‘
CostHead ‘ E ‘
Trade
Renew Contracts Yes -

¢ Indicate whether payments to the Employee are to be Costed to a
Contract/Nominal.

For weekly-paid Employees, this would usually be set to
‘Yes’. If you select ‘No’, when making Payroll entries against

this Employee, Contracts/Nominals cannot be specified as
the value(s) entered for the Employee are posted directly to
a Nominal depending on the cost 'cascade’.

Evolution M Core Training - Payroll Issue 1, 10/7/13 8
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e If required, specify the Cost Centre and Nominal Account, and/or
Cost Head to update when payments are made to this Employee (see
topic 'Update Costs/Nominals’ on page 23).

Notes

Payroll uses a ‘cascade’ system to look for the Cost Centre,
Account and Cost Head, in the following order:

1. Value Master Maintenance (see section ‘Value Master
Maintenance’ on page 1).

2. Employee File Maintenance.

3. Ledger Master Maintenance (see section ‘Ledger Master
Maintenance’ on page 883).

These fields can be left blank if your setup finds them in
Value Master Maintenance. Your Integrity Software
Consultant will advise on the correct setup.

Note that if the system cannot find any of the Cost Heads
@ and/or Nominal Codes it will update the Suspense Account.

¢ Indicate whether to Renew Contracts for the Employee.

This would usually be set to ‘Yes".

8. Click OK. The Employee has been stored on the system.

Evolution M Core Training - Payroll Issue 1, 10/7/13 9
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Employee Value Maintenance Notes

The Employee Value Maintenance program enables you to attach Value
Master Codes (see topic 'Value Master Maintenance’ on page 1) to the
Employee.

These codes are used for entering values/hours/rates against the Employee
when Payroll processing. Value Codes can also be added in the pay entry

routine (see topic 'Enter Pay Details’ on page 13), which in turn will update
this record.

Note that the ‘Special’ (mandatory) Value Codes are automatically added to
the Customer in order for Payroll to function.

Attach a Value Code to an Employee
1. Select Payroll in the top pane of the application window.
2. Select Maintenance in the left pane of the application window.

3. Select Employee Value Maintenance from the list of programs in the
main window. If you have not already done so, login to the required
Payroll (see section ’Login/Change Payroll’ on page 12). The Employee
Value Maintenance program is displayed.

| Employee I i” Payroll Period (42 2012 ‘

Mlew
T

Iodify

Delete

Value Code I =] | Override IND =] Resutt l—CIDD
Value ,—{]00 Active Yes | Protected I—UDD
Hours [ oo Oustanding [ 000
Rate ,—00000 Accrued(CUM) l—UDD

YeartoDate [ 000

Audit |Erevwnus| et | [~ View Extras Cancel

4. Enter or search for the Employee Code in the Employee field. The
Employee details are loaded into the program.

Employee IG il Ismﬂh John Payroll Period (44 2012 |
Code |VMName | Value| Hours|  Rate| Owr| Resut| YTD|Active
GR  Gross 000 000 O0O0DOD No 000 000 Yes New
TX T 000 000 00000 No 000 000 Yes —
NE EesNlI 000 000 00000 No 000 000 Yes
NT 000 000 00000 No 000 000 Modify
NR 000 000 00000 No 000 000
Delete
Value Code | il I Override INO LI Result 0.00
Value 0.00 Active. Yes ~| Protected 0.00
Hours 0.00 Outstanding 0.00
Rate 0.0000 Accrued(CUM) 0.00
Yearto Date 0.00
Audit | Previous | Next | I View Extras Cancel

.|
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10.

11.

12.

13.
14.

Click New to add a Value Code.
Enter the Value Code.

If the Value Master Code is set to ‘Fixed’ for any of the values, enter the
Value and/or Rate for the Employee.

The Override, Active (whether code has values entered against it for
Employee), and value Result of calculation are updated via Payroll
processing, but can be modified.

If something is a fixed value e.g. bonus, enabling override allows
you to amend the value when processing the Payroll (see topic

‘Enter Pay Details’ on page 13).

The Outstanding field is only applicable to Reducing Balance Value Codes.

The Protected field applies to protected earnings (e.g CSA can only be
taken if pay exceeds a certain level).

The Accrued(CUM) field applies to accrued values i.e. where CSA has not
been deducted because the Employee earned less than the protected
earnings. The uncollected value is stored in the Accrued Value.

The Year to Date is only mandatory for ‘Special’ codes, if the Payroll is
being set up part way through the tax year. In normal circumstances, this
field will be updated by the Clear Entries routine.

Click OK to save the changes.
If required, repeat the steps above to attach other Value Codes.

Any new codes are automatically inserted in the list in the correct
sequence. To delete/modify a code, select the code in the table,
click Delete/Modify and then OK. Do NOT delete the ‘Special’
codes as these are required in order for Payroll to function, and
also care should be taken that you do not delete codes against
which values already exist for this Employee.

After processing Payroll for the Employee, this program can be
used for enquiry into outstanding and YTD figures. This enquiry is

available each period throughout each year.

integrity

CONSTRUCTION MANAGEMENT SOLUTIONS

Notes

|
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Processing Notes

There is a certain procedure on the processing of Payroll to ensure that Payroll
runs smoothly and efficiently. The procedure is as follows, although this is not
fixed and can be changed according to specific client needs:

e Login to Payroll

e If required, create any new Employees (see topic "Employee
Maintenance’ on page 3)

e Enter costs

e  Calculate Payroll

e Print payslips

*  Process payments (generate BACS and cheque payments)

e Update costs

e  (Clear Payroll entries and update Employees

e Logout of Payroll

Login/Change Payroll

This program is used for logging into a Payroll, if you are not logged into a
Payroll already or you need to change the Payroll to which you are logged in.

Login to a Payroll
1. Select Payroll in the top pane of the application window.
2. Select Processing in the left pane of the application window.

3. Select Login/Change Payroll from the list of programs in the main
window. The Select Payroll dialogue is displayed.

Payroll Number | 5 ‘

Password Frequency hd

Periods
Current Period
Cancel

4. Enter the Payroll Number.

5. Enter the required Password for access to the Payroll and click OK.
Provided that the password is correct, you are now logged into the
Payroll.

If this is the first Payroll run using Evolution M, then the next step
is to enter the pay details (see topic ’Enter Pay Details’ on

page 13). For any subsequent Payrolls, create any new
Employees if required, and then enter the pay details.

|
Evolution M Core Training - Payroll Issue 1, 10/7/13 12
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Enter Pay Details Notes

This program is used for entering the pay details (Values/Hours/Rates) against
Employees. Ensure that the Payroll Period (at the top-right of the program) is
correct before commencing. If not, ensure that processing from the previous
period has been completed and the entries have been cleared (see section
’Clear Entries and Update Employees’ on page 29).

Enter Pay Details for Employee(s)
1. Select Payroll in the top pane of the application window.
2. Select Processing in the left pane of the application window.

3. Select Enter Pay Details from the list of programs in the main window.
The following dialogue is displayed.

™ Unentered only [ Costed Only

opion ]

By Employee - Holiday Periods | 0
Import Cancel

4. The options at the top of the program only apply if you are entering pay
details against a ‘Range’ or ‘All’. Indicate whether to enter against
Unentered only (Employees without current entries against them), and
whether to input against Costed Only Employees (specified in the Costs
tab of Employee Maintenance - see topic 'Employee Maintenance’ on
page 3).

5. Inthe Option field, specify how you wish to enter pay details against the
Employee(s) (by ‘Individual’, "Range’ or ‘All’). Typically, 'All' Employees
would be specified here and this process will take you through every
Employee, one after the other.

6. Inthe By field, specify whether you wish to enter pay details against
‘Employee’, ‘Department’, ‘Group’ or ‘Site’ (Contract).

7. Click OK.

8. If you have opted to enter pay details against an individual Department,
Group or Site, then the Code must be entered. The Enter Pay Details
program is displayed.

Employee |1 ﬂ |Phi||ips Termy Payroll Penod 13 2012
| Current Name |ansinn o Milnwood House Diederter | Addd
Con/Nom 0} 02 03 1]
NC/Pro-rata 0.00 0.00 0.00 0.00
| 1001 35.00 0.00 0.00
Code VM Name Hours Input|  Walue Input + Heliday Periods o
n Basiz Hours 3500 G  Holids
02 Overtime @15 0.00 ument Holiday 0
03 Owvertime & 2.0 0.00 Absent Mo -
(i1 Huolday Pay 0.00
Dater of Lesaving -
[Total I 35.00 | 000 | I
@ Entries © Eoed New | oOyerride sot | | ok | gancel |

|
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9. Ifindividual processing, enter the Employee code and press the Tab key.
The Employee pay details are loaded into the program, displaying any
retained Contracts/Nominals and Value Master Codes which are already
attached to the Employee and require input.

10. If a Contract or Nominal is not displayed, or one or more others are
required, click Add at the top-right of the program. The following
dialogue is displayed.

Notes

[~ Nominal [~ Retain

Contract | 5 I

4 LU} 3

Add | 0K I Qancell

11. If required, tick Nominal to add a Nominal Account.

12. If required, tick Retain to retain the Contract/Nominal for the next Payroll
period processing.

13. Enter the Contract/Nominal and click Add.

14. If required, add more Contracts/Nominals.

15. Click OK to attach the Contract(s)/Nominal(s) to the Employee. The
Contract(s)/Nominal(s) is now displayed in the table and can be entered
against.

16. If required, enter the non-costed or pro-rata amount against each Value
Master in the NC/Pro-rata field(s) of the table.

17. If a Value Code is not displayed, or one or more others are required, click
New at the bottom of the program to add a Value Code(s) for entry of
value(s) against. The following dialogue is displayed.

Value Code I i_[ I

Add | OK I Qancell

18. Enter the Value Code and click Add.
19. If required, add more Value Codes.

Evolution M Core Training - Payroll Issue 1, 10/7/13 14



Training Notes

INtegrity soitwdle

CONSTRUCTION MANAGEMENT SOLUTIONS

20.

21.

22.

23.

24,

Click OK to attach the Value Code(s) to the Employee. The Value Code(s) is
now displayed in the table and can be entered against.

Enter the required Values/Hours/Rates against the appropriate Contracts/
Nominals and codes (to see which types of values should be entered
against the Value Codes, look at the Value Maintenance program - see
topic 'Value Master Maintenance’ on page 1).

Some Value Codes may be set to ‘Retain Input’ and, if ‘Retain
Input’ is enabled for the Employee (see topic ’Employee
Maintenance’ on page 3), the previous period’s entries will be
automatically entered by the system, but can be amended if
required.

If required, if the Employee is on holiday this week, enter the number of
weeks that the Employee is on holiday in the Current Holiday field; or set
the number of weeks after this week that the Employee will be on holiday
in the Holiday Periods field; or indicate that the Employee is Absent.

@ Note that these fields are only applicable for Weekly Payroll.

If the Employee is leaving the Company, specify that the Employee is
Absent and enter the Date of Leaving. This will update the Employee file
when the Payroll period has been updated.

Click OK. If applicable, repeat the steps above for other Employees as
required.

Notes

|
Evolution M Core Training - Payroll Issue 1, 10/7/13
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Calculate Payroll Notes

Once all the values have been entered, then the Calculate Payroll program
needs to be run to calculate the Employee’s gross pay, net pay, tax and
National Insurance etc.

Calculate Payroll
1. Select Payroll in the top pane of the application window.
2. Select Processing in the left pane of the application window.

3. Select Calculate Payroll from the list of programs in the main window. If
you have not already done so, login to the required Payroll (see section
’Login/Change Payroll’ on page 12). The Calculate Payroll program is
displayed.

Option ﬁ By Employee > | ™ Uncalculated only [~ Exceptions only

Holiday Periods [ 0 Cancel

4. Inthe Option field, specify how you wish to calculate Payroll against the
Employee(s) (by ‘Individual’, "Range’ or ‘All’). It is recommended that 'All'
Employees are specified here so that no Employees are missed out of the
calculation process.

5. In the By field, specify whether you wish to calculate Payroll against
‘Employee’, ‘Department’, ‘Group’ or ‘Site’ (Contract).

6. If required, indicate whether to calculate Uncalculated only Employees
and/or Employees with Exceptions only in the Payroll process by ticking
the relevant box(es).

7. Click OK to calculate Payroll for the Employee(s). If ‘Individual’ was
selected above, specify the Employee Code, or if a ‘Range’ was selected,
specify a range of Employees in the From and To fields and click OK. Once
complete, the following message appears.

@ Updates Completed

8. Click OK. The program displays all the Employees which have been
processed and if there are any exceptions against the entries.

If you can click on an exception in the table, a drop-down icon is
displayed whereby you can view a list of all exceptions which are

applicable to the Employee in the Payroll process thus far.
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Payroll Enquiry Notes

The Enquiry program displays the details for individual Employees at the
current stage in the Payroll process. You can use this program to check that
the payroll has been calculated correctly for each Employee. This is not a
mandatory procedure, but it is advisable as it should alert you to any issues
before you print off payslips e.g. if you have entered too many or too little
hours.

Note that it is advisable to calculate Payroll before making an enquiry so you
can see the results (see topic ‘Calculate Payroll’ on page 16).

Interrogate an Employee’s Payroll Entries and Details
1. Select Payroll in the top pane of the application window..
2. Select Processing in the left pane of the application window.

3. Select Enquiry from the list of programs in the main window. The Enquiry
program is displayed.

‘ Employee I i” Payroll Period (04 2013 v|

Main |Cosling| Updates' Accoum' Pmcessing' Bank | Costs | Nmes' User Defined

Absent - Nett Pay 0.00
Current holiday 0 Entered Calculated Printed Paid Updated

Holiday periods | o | =1 =] | g = |
Exceptions I 0 I LI

Audit | Previous | ext |l_\/|ewbyPennd F view Zeros [0 Wiew Extras anumeml Ok I Cancel |

4. Enter the Employee code. The Employee details are loaded into the
program.

Main tab:

This tab shows the current status of the pay entry, and the details of the Value
Code entries, against an Employee for the current - or a specified - Payroll
period, including the value (payment/deduction) results of this Payroll, and
the Year To Date figures against each Value Code.

Absent No ~ Nett Pay 83961
Current hliday 0 Entered Calculated Printed Paid ¥ Updated
Holiday periods I 0 IYes LI IYes LI IND LI IND LI |N° LI
Exceptions | 3 | - -Employee not Paid LI
Code |VM Name | Inpull HDUISl Facholl Rate ‘ Ovll Result YTD| Active
0 Basic Hours 4000 4000 00000 350000 No 140000 420000 Yes
02 Overtime @ 1.5 0.00 000 15000 350000 No 000 26250 Yes
x] Overime @20 000 000 20000 350000 Mo 000 35000 Yes
05 Holiday Pay 0.00 000 00000 00000 Na 0.00 0.00 Yes
GR Gross 0.00 000 00000 00000 No 140000 481250 Yes
X Tax 000 000 00000 00000 No (37021) (1.16562) Yes
NE  EesNlI 000 000 00000 00000 No (9218) (28878) Yes
sL Student Loan 0.00 000 00000 S.0000 No  (9800) (34900) Yes
NT Nett 0.00 000 00000 00000 No 83961 3.009.10 Yes
Ers N.I X X X 173.33 604.44 Yes
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e The Nett Pay result is at the top right of the tab.
¢ The following fields are also displayed:

Absent - Whether the Employee was absent in this period.

Current holiday - Whether the Employee is currently on holiday.
Holiday Periods - The number of holiday periods the Employee has
had.

Exceptions - If there are any exceptions in the Payroll process thus
far, you can view them from the drop-down menu in this field.
Entered - Indicates whether Payroll details have been entered for this
Employee.

Calculated - Indicates whether payroll details have been calculated
for this Employee.

Printed - Indicates whether payslip has been printed for this
Employee.

Paid - Indicates whether Payroll details have been paid for this
Employee.

Updated - Indicates whether costs and nominal details have been
updated for this Employee.

e If required, click View Extras at the bottom of the program to view
additional values which are not displayed on the payslip.

Updates tab:

This tab displays the updated costs to the individual Contracts and Nominal
Accounts.

The Cost Head, updated value and updated hours are also displayed.

Note that these values are only displayed after the Cost/Nominal Update has
been completed (see topic ’Update Costs/Nominals’ on page 23).

Con/Nom |Nominal Name |CostHead | Updated Value| Updated Hours

1001 LAB 17416 0.00

1001 LAB 1.406.00 38.00
80-820 Wages Control (883.89) 0.00
50-825-01 PAYE (429.81) 0.00
80-826-02 Ers NIC (174.16) 0.00
80-825-03 EesNIC (92.30) 0.00
Total 0.00

N

The rest of the tabs are the details as set up in Employee
Maintenance (see topic ’Employee Maintenance’ on page 3).

At the top-right of the program, the Payroll Period can be changed to
any previous period. Select the required period from the drop-down
menu and then press the Tab key to show the values for that period.

If you wish, you can choose not to see zero values by deselecting the
View Zeros check-box at the bottom of the program.

Using the buttons at the bottom of the program, the Employee
records can be navigated by clicking Next/Previous, and if View by
Period is ticked, the Payroll periods can be navigated using these
buttons too.
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Print Payroll Details Notes

This optional routine is used for printing Payroll details against selected
criteria. This program can be used for checking the Payroll entries against each
Employee before printing payslips and processing payments.

Print Payroll Details

1. Select Payroll in the top pane of the application window.

2. Select Processing in the left pane of the application window.

3. Select Print Payroll Details from the list of programs in the main window.
If you have not already done so, login to the required Payroll (see section
’Login/Change Payroll’ on page 12). The Print Payroll Details program is

displayed.
Option All ~ | By Employee hd
¥ Entiies Period 052013 I~ Absent Only
I” Costing I OnHoliday Only
™ Updates I~ Exceptions Cnly

I~ New Page per Employee
I™ Print Zero Entries
I Print Extras

I Print Total Updates

Cancel

4. Inthe Option field, specify how you wish to generate the report (by
‘Individual’, "Range’ or ‘All’). Typically, 'All' Employees would be specified
here so that all Employees’ pay details are generated.

5. Inthe By field, specify whether you wish to report against ‘Employee’,
‘Department’, ‘Group’ or ‘Site’ (Contract).

6. Indicate whether you wish to show Entries, Costing and/or Updates in the
report.

7. If required, change the Period from the default of the current Payroll
period.

8. Specify whether to include Employees who are Absent Only, On Holiday
Only, or with Exceptions Only.

9. Indicate whether you want a New Page per Employee in the report, and
whether to Print Zero Entries, Print Extras and/or Print Total Updates.

10. Click OK to generate the report.

Mame Lale Eayallp Eald Apdaled TaxCods Exceplions
T Temy Philige e Yes|  Yes  Yes  Yes 743 L © penodis)
Update Inoalance.
Cote Hame. Input Allog ¥ig
o1 Basic Hows 4000 0.00 420000
GR Gross uop e
T Tax wop e
NE 25 N wop e
sL Stugent Loan [ e
NT Hatt [ 00
NR Em AL aop n.00
LZccouni Fore Hame Hame
[ =) martin e
coms

Hame
1 Basic Hours 37.50
Gross

:

T® Tax 0.00
NE Ees L. 000
NT Nett 000
NR £r5 Nl a0

11. The report can be printed, saved, faxed (if in use on your system),
exported to Excel, exported to Acrobat as a pdf, and exported to XML.
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Print Payslips

Notes
This program will generate payslips based on the payment details entered. If
payslips are incorrect, correct these using the Enter Pay Details program to
adjust the values entered (see topic "Enter Pay Details’ on page 13), and then
recalculate (see topic 'Calculate Payroll’ on page 16). The payslips can then be
reprinted.

Print Payslips
1. Select Payroll in the top pane of the application window.
2. Select Processing in the left pane of the application window.

3. Select Print Payslips from the list of programs in the main window. The
Print Payslips program is displayed.

Opicn [ ] =y Employee =] I Unprintadonly  Pay Date [ 03Mac2012 =

o] _coea |

4. Inthe Option field, specify how you wish to generate the payslips (by
‘Individual’, 'Range’ or ‘All’). Typically, 'All' Employees would be specified
here so that all Employees’ pay slips are generated for printing.

5. Inthe By field, specify whether you wish to generate payslips by
‘Employee’, ‘Department’, ‘Group’ or ‘Site’ (Contract).

If required, indicate whether to print previously Unprinted only payslips.

7. Enter the Pay Date required to be printed on the payslip. CAUTION: this
will default to today’s date.

8. Click OK to generate the payslip(s).

I EWPLOYEE [ NUWMBER | EMPLOVER |
| John Smith IB | |
[ Pay Date 09 Mar 2012 Tax Period 5 Tax Code 1L N.I. No. |
T PAVWENTS DEDUCTIONS TO DATE
Basic Hours ~ 23800 3700 140600 | Tax 42981 | Basic Hours 575350
EesNL 92.30 | Gross 575350
Tax 1639.43
EesN.L 37178
Ers NI 71443
Total 1406.00 | Total 522.11
John Smith NET PAY 883.99
PAY METHOD |_Chegue COSTS THIS PERIOD
E L 17416
WKTMTHT [ Mo |

9. The payslip(s) can be printed, saved, faxed (if in use on your system),
exported to Excel, exported to Acrobat as a pdf, and exported to XML.

Evolution M Core Training - Payroll Issue 1, 10/7/13 20



- integrity soitware
Training Notes CONSTRUCTION MANAGEMENT SOLUTIONS
|

Payment Processing Notes

The Payment Processing program generates cheques and BACS payments.
Upon processing of payments, the Bank Account is credited and the Net Pay
Control Account is debited.

Process Payments
1. Select Payroll in the top pane of the application window.
2. Select Processing in the left pane of the application window.

3. Select Payment Processing from the list of programs in the main window.
The Payment Processing program is displayed, showing all Employees
and whether there are exceptions in the Payroll process.

Employee Code | Surname Dept Group Site Excepis
1 Phillips Site Staff Admin Staff OK
10 martin OK
1il wayne OK
12 Franklin OK
2 Bloggs Site Staff oK
3 Smith OK
4 Cocker Site Staff OK
[ Smith Extension to Mi| OK
7 ok Extension to Mi| OK
8 test Horsham Heal| OK

Print | oK | Qancell

4. If there are no exceptions to any Employees, click OK. The following
dialogue is displayed.

Period flo
Dade 09 Mar 2012 vl
Bank Account BAMK -

BACS Reference
First Cheque Mo. 2

~Manual Bangmicnly

Cancel

5. If required, change the Period from the current Nominal Accounting
Period.

6. If required, change the Payment Date from the default of today’s date.

7. Select the Bank Account to be credited.
Enter a BACS Reference. If you leave this field blank, the Company name
will be used as a reference.

9. The First Cheque No is displayed in sequence from the last cheque
processed. This can be changed if required.

10. Click OK. The BACS file is created (see topic ‘BACS Transfer to PC’ on
page 22) and the cheques can be printed.

11. When the above stages are complete, the Print button becomes available
to print the report. It is important to print this.

|
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BACS Transfer to PC

This program enables you to transfer BACS files to your PC, ready for import
into your banking software for BACS payments.

Notes

The Bank Accounts (including Nominal Accounts) from which

@ payments have been credited, and the BACS export file location and
format for each Bank Account, have been set up in Cash Book
Maintenance (see section ‘Cash Book Maintenance’ of the Evolution
M Manual). Ensure that the correct directory is created for export.

The Bank Account to credit was selected when the payment was
processed (see topic ‘Payment Processing’ on page 21).

Transfer BACS File
1. Select Payroll in the top pane of the application window.
2. Select Processing in the left pane of the application window.

3. Select BACS Transfer to PC from the list of programs in the main window.
The BACS Transfer to PC program is displayed, showing all BACS payments
in all modules. We are just concerned with the BACs payments for the
Payroll module in this instance.

Bank Accounts Current Selections
Bank ajc Name Total Transactions -
Barclays
bank1 44 ‘: Total Payment ,7000
Mardak Demo Co 38 m
Mardak Demo Company 1
Demo co Ltd 9 -
Payments for Barclays
Payment Due Module Batch Payroll Value Transactions, Pay |~
07 May 2008 Purchase 1.764 500.00 1 [m]
07 May 2008 Purchase 1.769 250.00 1 O
10 Jul 2008 Purchase 1.848 4.967.00 1 [m]
30 Jul 2008 Purchase 1.856 5.476.00 1 [m]
02 Oct 2008 Purchase 1.899 1,500.00 1 O =
22 0ct2008 Subcontractors 883 296416 1 [m]
22 Oct 2008 Subcontractors 889 61.03 1 [m]
24 Oct 2008 Subcontractors 916 100.00 1 O
24 0ct2008 Subcontractors 934 500.00 1 [m]
27 Oct 2008 Payroll 92 |Weekly Payroll [m]
31 0ct 2008 Subcontractors 952 975.00 1 [m]
03 Nov 2008 Subcontractors 962 97500 1 O
03 Nov 2008 Subcontractors 967 43875 1 [m]
03 Nov 2008 Subcontractors 969 48.75 1 [m]
04 Nov 2008 Purchase 1.926 4,642 06 2 O il
P S PP P — -
oK Cancel

4. Select the Bank Account in which to pay from the Bank Accounts section
at the top of the program.

5. Tick the Pay column against the required transaction(s) for which to
generate a BACS file. The following dialogue is displayed.

Ledger |Payro|l
Payroll |‘u'\.|'eel-(lyr Payroll
Password |

oK | Cancel ‘

6. Enter the required Password for access to the Payroll and click OK.
Click OK. The Transfer Details dialogue is displayed.

|
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=

Bank Account |Ba|clay5

b 1475.00
Total Transactions 2

BACS Path Ic.\ba cs\BACS06011319.dat

jv

Banks Bulk ListName |

Total Payment

Unique File No.

Processing Date:

Beneficiary Reference I

Cancel

8. Ifrequired, enter the Processing Date. This date cannot be before today’s
date.

9. Click OK. Provided that the file is in the correct format and the correct
directory has been created on the correct drive according to the Bank
Account’s setup, the file transfer is completed and the following message
appears.

Transfe%ompleted

10. Click OK.

11. Import the file from the location specified in the transfer into your
banking software for BACS transfer.

Update Costs/Nominals

This process posts the Employee costs to Contracts and Nominal Codes.
Where applicable, the Employers NI & Holiday Accrual will also be pro-rata'd

over the Contracts (usually based upon Basic Hours or Basic Hours +

Overtime).

Update Contracts/Nominals

1.
2.
3.

4.

Select Payroll in the top pane of the application window.
Select Processing in the left pane of the application window.

Select Update Costs/Nominals from the list of programs in the main
window. The Update Costs/Nominals program is displayed.

Batch Number Batch Period Batch Date Payroll Period |06 2013 ‘

Cancel

Click OK. If there are no exceptions, the following dialogue is displayed.

Notes
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5.
6.
7.

8.

Batch Date
Accounting Period

Notes

Batch Details

090312 +

|

Cancel

If required, change the Batch Date from the default of today’s date.

Enter the correct Nominal Accounting Period for the batch update.

Click OK to update the costs. The following message is displayed.

| Updates Completed

Click OK and the program is closed.

Print Period/Value Maintenance Details

This program allows you to generate a report on the values entered for

Employee(s) against specified Value Codes, for a set Payroll period range.

Generate a Value Code Entry Details Report

1.
2.
3.

Select Payroll in the top pane of the application window.

Select Processing in the left pane of the application window.

Select Print Period/Value Maintenance Details from the list of programs

in the main window. The Print Period/Value Maintenance Details

program is displayed.

Output

Code

PDF -

VM Name

01 Basic Hours

02 Overtime @ 15

03 Overtime @20

04 Bonus

05 Holiday Pay

06 Holiday Accrual Pay

10 Sundry Payment

20 Salary

50 Sundry Deduction
Allocated Salary
Gross
Holiday Accrual (Value)
EesNLAUL
EesNI
EesNLET
EesNILPT
EesNI ST
EesNLLEL
ErsNI
Nett
EesNILUAP
EesNLUEL
test

Save

Option Al

Value Hours &

m

IO00o0o0O000000ooooooooooon
1000000 o0o000ooooooooooooog

Select All Clear All

From Period

To Period

Employee hd

012013
062013

™ New Page per Employee

I™ Exclude Zero Results

Cancel

Select the Output type of the report, ‘PDF’ or ‘Microsoft Excel’.

In the Option field, specify how you wish to generate the report (by

’Range’ or ‘All’). Typically, 'All' Employees would be specified here so that

all Employees are included in the report.

In the By field, specify whether you wish to report against ‘Employee’,

‘Department’, ‘Group’ or ‘Site’ (Contract).

Iinctegrity soitwda
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7. Specify the Value Codes of which to include in the report, and the types of
entries against each code, by ticking against the Value and/or Hours
column as appropriate.

Notes

@ Note that only 6 Value Codes are allowed in the report.

8. Enter the From Period and To Period range. These fields cannot be left
blank.

9. Indicate whether to create a New Page per Employee within the report.

10. Indicate whether to Exclude Zero Results in the report.

11. Click OK. You are asked if you wish to save the Value Code selections
made as defaults for the next report run. Also, depending on your system
setup, a Report Options dialogue may appear whereby you select the
report type you wish to generate from the list.

12. The report is generated and can be printed, saved, faxed (if in use on your
system), exported to Excel, exported to Acrobat as a pdf, and exported to

XML.
Account Surname
1 Temy Phillips
Period n 02 3 GR NT IX
012013 0.00 0.00 0.00 0.00 0.00 0.00
022013 1,400.00 262.50 350.00 2,012.50 1,329.87 (425.21)
032013 1,400.00 0.00 0.00 1,400.00 839.62 (37020 )
042013 1,400.00 0.00 0.00 1,400.00 839.61 (37021)
052013 1,400.00 0.00 0.00 1,400.00 839,61 (370.21)
062013 1,400.00 0.00 0.00 1,400.00 839,61 (370.21)
Total 7.000.00 262.50 350.00 7.612.50 4688.32  (1,906.04)
YTD 7.,000.00 262.50 350.00 7.612.50 468832 (1,906.04)
Account
10 lisa martin
Period n 02 3 GR NT IX
012013 0.00 0.00 0.00 0.00 0.00 0.00
022012 680.00 0.00 0.00 680.00 480.12 (135.80)
032012 629.00 0.00 0.00 629.00 44544 (12560 )
042012 833.00 0.00 0.00 833.00 585.56 ( 166.60 )
052013 637.50 0.00 0.00 637.50 451.12 (12740 )
062013 680.00 0.00 0.00 580.00 47992 (136.00)
Total 3.450.50 0.00 0.00 3.450.50 2,442.16 (691.40 )
YTD 3.450.50 0.00 0.00 3.450.50 2,442.16 (691.40 )

|
Evolution M Core Training - Payroll Issue 1, 10/7/13 25



Training Notes

Payroll Cost Analysis

This program allows you to generate a report on the Payroll costs to Contracts
over a specified Payroll period range.

Generate a Payroll Cost Analysis Report

1.
2.
3.

10.

11.

Select Payroll in the top pane of the application window.
Select Processing in the left pane of the application window.

Select Payroll Cost Analysis from the list of programs in the main window.
The Payroll Cost Analysis program is displayed.

From Contract ’—i| [~ Summary

To Contract ’—il [” NewPage per Contract
From Period ’W [~ Analysis

To Period W [~ Totals Only

¥ Current Payroll Only

Cancel

If required, in the From Contract field, specify the Contract Code from
which to start the report.

If required, in the To Contract field, specify the Contract Code at which to
end the report.

To generate a report for just one Contract, enter that Contract
Code in both the From Contract and To Contract fields.

Enter the From Period and To Period range. These fields cannot be left
blank.

Indicate whether to make the report a Summary.

% If Summary is selected, then the individual Value Code
breakdown of costs is not displayed.

Indicate whether to create a New Page per Contract within the report.
Indicate whether to show Totals Only in the report.

% If Totals Only is selected, then the total cost against each
Contract is displayed.

The Current Payroll Only is selected by default. This is the current Payroll
to which are logged in. Deselect this if you wish to run the report on other
payroll(s).

Click OK. If Current Payroll Only is deselected, then a table of the Payrolls
is displayed. Double-click on a Payroll to login to that Payroll and to
include the Payroll in the report; repeat for Payrolls as required and click
OK again.
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12. The report is generated and can be printed, saved, faxed (if in use on your

Notes
system), exported to Excel, exported to Acrobat as a pdf, and exported to
XML.
Confract. 1001 - Extension to Miinwood House

Payroll 1 Period 052013  Employss 1 Total Input 40.00 Total Updatsd  1.400.00
Code Input Updaied Code Inpuf Updsfed Cods  Input  Updated Code lnpui  Updaied Code Input Updated Code Inpui  Updsted
o1 40.00 1.400.00 02 03 0s NR

Payroll 1 Period 052013  Employse 2 Total Input 40.00 Total Updatsd 0.00
J’:‘d‘zﬂl lﬂ]ﬂﬁ Updated Code lnput Upodated Code Input Updafed Code Input  Updaisd Code Input Updated Code Inpui  Updsted

Payroll 1 Period 052013 Employss 3 Total Input 40.00 Total Updatsd 0.00

Code input Updsted Cods Input Updated Code Input Updated Cods nput Updatsd Code input Updsted Cods npui  Updated
4000 [ 03

Payroll 1 Peried 052013 Employse 4 Total Input 40.00 Total Updated 000
Cogde input Updated  Code  Inpuf  Upoated  Cods  input  Updatd  Code  lnput  Updalsd  Code  Input  Updated  Code  Inpuf  Updated

Payroll 1 Peried 052013 Employse & Total Input 40.00 Total Updated 156437
Come input upoated Cods  Input Upoaled  Coo  Input  Updated  Coge  nput  Upgalsd oo Input  Updaten  Cods  Imput  Updated
] 4000 148000 05 NR 18437

Total for Contract: 1001 INpuUt200.00  Updated: 3.064.37

Payroll Cost Analysis

This program allows you to generate a report on the Payroll costs to Contracts
over a specified Payroll period range.

Generate a Payroll Cost Analysis Report
1. Select Payroll in the top pane of the application window.
2. Select Processing in the left pane of the application window.

3. Select Payroll Cost Analysis from the list of programs in the main window.
If you have not already done so, login to the required Payroll (see section
’Login/Change Payroll’ on page 12). The Payroll Cost Analysis program is

displayed.
From Contract = [~ Summary
To Contract 5 ™ NewPage per Contract
From Period 06 2013 [~ Analysis
Tao Period 062013 ™ Totals Only

v Current Payroll Only

Cancel

4. If required, in the From Contract field, specify the Contract Code from
which to start the report.

5. If required, in the To Contract field, specify the Contract Code at which to
end the report.

6. Enter the From Period and To Period range. These fields cannot be left
blank.

7. Indicate whether to make the report a Summary.
Indicate whether to create a New Page per Contract within the report.

|
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9. Indicate whether to show Totals Only in the report.

10. The Current Payroll Only is selected by default. This is the current Payroll
to which are logged in. Deselect this if you wish to run the report on other
payroll(s).

11. Click OK. If Current Payroll Only is deselected, then a table of the Payrolls
is displayed. Double-click on a Payroll to login to that Payroll and to
include the Payroll in the report; repeat for Payrolls as required and click
OK again.

12. The report is generated and can be printed, saved, faxed (if in use on your
system), exported to Excel, exported to Acrobat as a pdf, and exported to
XML.

Notes

Confract: 1001 - Extension to Milnwood House:
Payroll 1 Period 052013 Employse 1 Total Input 40,00 Total Updatsd 140000

Coge input  Updaled Code lnput Upgaled  Code lnpui  Updaled Code lnput  Updaled Coge lopul  Updafed  Code  npul  Updsted
o0 4000 1.400.00 (-3 L] [ NR
Payroll 1 Period 052013 Employss 2 Total Input 40.00 Total Updatsd 0.00
Cose m Upggled  Code lnput LUposied Code nput  Updaled Cods lopul  Updaled  Code lopul  Updated  Code  Inpul  Undated
Payroll 1 Period 052013 Employss 3 Total Input 40.00 Total Updatsd 0.00
Code nput  Updated Cods Inpui Updaied Code Inpui Updaled Code Input Updaisd Code mpul Updsted Code Inpui  Updaled
o 4000 oz 03
Payroll 1 Periog D52013  Employse 4 Total Input £0.00 Total Updated 0.00
P m lpgated  Cods  lnput Updated  Cods  Input  Updated  Code lnput Updates  Code  input  Updated  Code  nput  Updated
Payroll 1 Period 052013 Employse © Total Input £0.00 Total Updated 1.564.37
Upgated  Code Input  Updated

Coge input Updated Code Input Upaated  Cods  Input  Updated  Cooe  lnput  Updaten  Code  input
o 4000 145000 OS5 NR 18437

Total fof Gontract: 1001 INput 200.00  Updatsd: 3.064.37

Reprint Payslip(s)
This program is used for reprinting payslip(s) for previous Payroll periods.

Reprint Payslip(s)
1. Select Payroll in the top pane of the application window.
2. Select Reports in the left pane of the application window.

3. Select Reprint Payslip(s) (Previous Periods) from the list of programs in
the main window. The Reprint Payslip(s) (Previous Periods) program is
displayed.

Option [ -] sy Employee ~| I Unprinted only  PayDate [ 09Mar2012 =

Payroll Period |06 2013 Cancel

4. Inthe Option field, specify how you wish to generate the payslips (by
‘Individual’, "Range’ or ‘All’).

5. Inthe By field, specify whether you wish to generate payslips by
‘Employee’, ‘Department’, ‘Group’ or ‘Site’ (Contract).

6. If required, indicate whether to print previously Unprinted only payslips.

7. If required, change the Pay Date from the default of today’s date.
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8. Enter the Payroll Period in which to print payslip(s)

. . Notes
9. Click OK to generate the payslip(s).
[ EMPLOYEE [ NUMBER | EMPLOYER |
| John Smith 1B | |
[ PayDate 00 Mar 2012 Tax Period 5 [ Tax Code 1L N.I. No. |
T PAYMENTS DEDUCTIONS TO DATE
Basic Hours 38.00 3700 1406.00 | Tax 42981 | Basic Hours 575350
EesN.L 92.30 | Gross 5,753.50
Tax 162943
EesN.L 37178
Ers NI 71443
Total 1,406.00 | Total 522.11
John Smith NET PAY 883.89
PAY METHOD | Cheque ‘COSTS THIS PERIOD
Ers Nl 17416
WRTWTHT | Wo |

10. The payslip(s) can be printed, saved, faxed (if in use on your system),
exported to Excel, exported to Acrobat as a pdf, and exported to XML.

Clear Entries and Update Employees

This program moves you onto the next Payroll period and updates the
Employee File.

Clear Previous Period Entries and Update Employees

1. Select Payroll in the top pane of the application window.

2. Select Processing in the left pane of the application window.

3. Select Clear Entries and Update Employees from the list of programs in
the main window. The Clear Entries and Update Employees dialogue is
displayed.

Update to Period 032013 Payroll Period  |022013 ‘

Cancel

4. Click OK.

If there are any exceptions against any Employees in the last
@ Payroll process, the Employees are not updated and the
following message is displayed.
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MNao: Abort
4 ! % VYes: Update ignoring exceptions

Either click No to cancel the update and rectify the previous
period’s Payroll, or click Yes to ignore the exceptions and clear
the entries from the previous Payroll period. If you clicked Yes,
click OK in the program to update the Employees.

The following message is displayed.

| Updates Completed

5. Click OK and the program is closed.

Tax Year End Outline

The following programs are used for validating Employee Year End data and
submitting the data to HMRC.

Year End Validation and Generation

This program is used to validate Employee data in order to generate a Year End
data file for a specified Payroll before a Year End print/submission can be
performed against the Payroll (see below).

If the data fails validation, it generates a report on all Employees, including the
fields and any values which fail the validation, providing reasons for the
failures. These errors can be rectified in the Year End Maintenances. Once the
discrepancies have been rectified, the Year End data can be generated
successfully and then the print/submission can take place.

Year End data generation has to be performed for each Payroll one at a time,
therefore you are required to return to this program and login to each Payroll
which requires processing.

Year End Print/Submission

This program is used for printing and submitting Year End documents. The
documents which can be created are P14’s, P35’s and P60Q’s. P14’s can only be
submitted, P60’s can only be printed, and P35’s can be printed and submitted.

Note that P35’s can only be submitted electronically once all Payrolls using the
same PAYE reference have P14’s submitted and verified beforehand.

|
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End of Day Test

End of Day Test

This is a test on some of the topics you have learnt today. You will go through
the following routines on your own to see how you do.
1. Create a new employee in Employee Maintenance.

2. In Enter Pay Details, select Employee and add several jobs, and add 39
basic hours and 6 hours overtime @ 1.5 hours.

3. Calculate and generate a payslip.

integrity software

CONSTRUCTION MANAGEMENT SOLUTIONS

Notes
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	Training Notes
	Maintenance
	Value Master Maintenance
	Migrating Employees
	Manually Enter Additions/Deductions against an Employee
	1. Select Payroll in the top pane of the application window.
	2. Select End of Year in the left pane of the application window.
	3. Select Employee Brought Forwards from the list of programs in the main window. If you have not already done so, login to the required Payroll (see topic ’Login/Change Payroll’ on page 12). The Select Range of Input dialogue is displayed.
	4. In the Option field, specify the range of input (‘All’ or ‘Individual’ Employees, by ‘Dept’, or by ‘Group’). Typically, 'All' Employees would be specified here and this process will take you through every Employee, one after the other
	5. If a Department/Group range has been selected, enter the Department/ Group Code.
	6. Specify the Payroll Period in which to effect the changes.
	7. Indicate whether to enter (overwrite) current YTD figures using the Input YTD check box. If left unticked, additions or deductions (by entering a minus sign (-) before the value) to the current YTD figures can be made.
	8. Select the Value Codes of which to include in the update.
	9. Click OK. The Employee Brought Forwards program is displayed.
	10. Enter the Addition/YTD values against the required Value Codes for each Employee as required, clicking OK after completion of entries against each Employee.


	Employee Maintenance
	Create an Employee
	1. Select Payroll in the top pane of the application window.
	2. Select Employee Details in the left pane of the application window.
	3. Select Employee Maintenance from the list of programs in the main window. If you are not logged into a Payroll already, the following dialogue is displayed.
	4. Enter the Payroll Number.
	5. Enter the required Password for access to the Payroll and click OK. The Employee Maintenance program is displayed.
	6. Enter the Employee Code in the Employee field.
	7. Click Create in the New Record field at the bottom left of the dialogue. The Employee Maintenance program showing the new Employee Code is displayed.
	Main tab:
	Tax tab:
	Starter Details tab:
	This tab is used for entry of new starter details which, if set up for your system, can be submitted online via Evolution M to HMRC for automatic verification through the system (see section ‘P45(part 3)/P46 Submission’ of the Evolution M Manual).
	Processing tab:
	This tab is optional and determines how the Employee is processed; which Department and/or Group to which it belongs, if applicable, and it also determines the default Value, Hours and/or Rate of the Employee.
	Bank tab:
	This is where the payment method is specified. Bank details are only necessary if payments to the Employee are to be made by BACS.
	Costs tab:
	8. Click OK. The Employee has been stored on the system.



	Employee Value Maintenance
	Attach a Value Code to an Employee
	1. Select Payroll in the top pane of the application window.
	2. Select Maintenance in the left pane of the application window.
	3. Select Employee Value Maintenance from the list of programs in the main window. If you have not already done so, login to the required Payroll (see section ’Login/Change Payroll’ on page 12). The Employee Value Maintenance program is displayed.
	4. Enter or search for the Employee Code in the Employee field. The Employee details are loaded into the program.
	5. Click New to add a Value Code.
	6. Enter the Value Code.
	7. If the Value Master Code is set to ‘Fixed’ for any of the values, enter the Value and/or Rate for the Employee.
	8. The Override, Active (whether code has values entered against it for Employee), and value Result of calculation are updated via Payroll processing, but can be modified.
	9. The Outstanding field is only applicable to Reducing Balance Value Codes.
	10. The Protected field applies to protected earnings (e.g CSA can only be taken if pay exceeds a certain level).
	11. The Accrued(CUM) field applies to accrued values i.e. where CSA has not been deducted because the Employee earned less than the protected earnings. The uncollected value is stored in the Accrued Value.
	12. The Year to Date is only mandatory for ‘Special’ codes, if the Payroll is being set up part way through the tax year. In normal circumstances, this field will be updated by the Clear Entries routine.
	13. Click OK to save the changes.
	14. If required, repeat the steps above to attach other Value Codes.
	Processing


	Login/Change Payroll
	Login to a Payroll
	1. Select Payroll in the top pane of the application window.
	2. Select Processing in the left pane of the application window.
	3. Select Login/Change Payroll from the list of programs in the main window. The Select Payroll dialogue is displayed.
	4. Enter the Payroll Number.
	5. Enter the required Password for access to the Payroll and click OK. Provided that the password is correct, you are now logged into the Payroll.


	Enter Pay Details
	Enter Pay Details for Employee(s)
	1. Select Payroll in the top pane of the application window.
	2. Select Processing in the left pane of the application window.
	3. Select Enter Pay Details from the list of programs in the main window. The following dialogue is displayed.
	4. The options at the top of the program only apply if you are entering pay details against a ‘Range’ or ‘All’. Indicate whether to enter against Unentered only (Employees without current entries against them), and whether to input against Co...
	5. In the Option field, specify how you wish to enter pay details against the Employee(s) (by ‘Individual’, ’Range’ or ‘All’). Typically, 'All' Employees would be specified here and this process will take you through every Employee, one a...
	6. In the By field, specify whether you wish to enter pay details against ‘Employee’, ‘Department’, ‘Group’ or ‘Site’ (Contract).
	7. Click OK.
	8. If you have opted to enter pay details against an individual Department, Group or Site, then the Code must be entered. The Enter Pay Details program is displayed.
	9. If individual processing, enter the Employee code and press the Tab key. The Employee pay details are loaded into the program, displaying any retained Contracts/Nominals and Value Master Codes which are already attached to the Employee and require...
	10. If a Contract or Nominal is not displayed, or one or more others are required, click Add at the top-right of the program. The following dialogue is displayed.
	11. If required, tick Nominal to add a Nominal Account.
	12. If required, tick Retain to retain the Contract/Nominal for the next Payroll period processing.
	13. Enter the Contract/Nominal and click Add.
	14. If required, add more Contracts/Nominals.
	15. Click OK to attach the Contract(s)/Nominal(s) to the Employee. The Contract(s)/Nominal(s) is now displayed in the table and can be entered against.
	16. If required, enter the non-costed or pro-rata amount against each Value Master in the NC/Pro-rata field(s) of the table.
	17. If a Value Code is not displayed, or one or more others are required, click New at the bottom of the program to add a Value Code(s) for entry of value(s) against. The following dialogue is displayed.
	18. Enter the Value Code and click Add.
	19. If required, add more Value Codes.
	20. Click OK to attach the Value Code(s) to the Employee. The Value Code(s) is now displayed in the table and can be entered against.
	21. Enter the required Values/Hours/Rates against the appropriate Contracts/ Nominals and codes (to see which types of values should be entered against the Value Codes, look at the Value Maintenance program - see topic ’Value Master Maintenance’ ...
	22. If required, if the Employee is on holiday this week, enter the number of weeks that the Employee is on holiday in the Current Holiday field; or set the number of weeks after this week that the Employee will be on holiday in the Holiday Periods f...
	23. If the Employee is leaving the Company, specify that the Employee is Absent and enter the Date of Leaving. This will update the Employee file when the Payroll period has been updated.
	24. Click OK. If applicable, repeat the steps above for other Employees as required.


	Calculate Payroll
	Calculate Payroll
	1. Select Payroll in the top pane of the application window.
	2. Select Processing in the left pane of the application window.
	3. Select Calculate Payroll from the list of programs in the main window. If you have not already done so, login to the required Payroll (see section ’Login/Change Payroll’ on page 12). The Calculate Payroll program is displayed.
	4. In the Option field, specify how you wish to calculate Payroll against the Employee(s) (by ‘Individual’, ’Range’ or ‘All’). It is recommended that 'All' Employees are specified here so that no Employees are missed out of the calculatio...
	5. In the By field, specify whether you wish to calculate Payroll against ‘Employee’, ‘Department’, ‘Group’ or ‘Site’ (Contract).
	6. If required, indicate whether to calculate Uncalculated only Employees and/or Employees with Exceptions only in the Payroll process by ticking the relevant box(es).
	7. Click OK to calculate Payroll for the Employee(s). If ‘Individual’ was selected above, specify the Employee Code, or if a ‘Range’ was selected, specify a range of Employees in the From and To fields and click OK. Once complete, the followi...
	8. Click OK. The program displays all the Employees which have been processed and if there are any exceptions against the entries.


	Payroll Enquiry
	Interrogate an Employee’s Payroll Entries and Details
	1. Select Payroll in the top pane of the application window..
	2. Select Processing in the left pane of the application window.
	3. Select Enquiry from the list of programs in the main window. The Enquiry program is displayed.
	4. Enter the Employee code. The Employee details are loaded into the program.


	Print Payroll Details
	Print Payroll Details
	1. Select Payroll in the top pane of the application window.
	2. Select Processing in the left pane of the application window.
	3. Select Print Payroll Details from the list of programs in the main window. If you have not already done so, login to the required Payroll (see section ’Login/Change Payroll’ on page 12). The Print Payroll Details program is displayed.
	4. In the Option field, specify how you wish to generate the report (by ‘Individual’, ’Range’ or ‘All’). Typically, 'All' Employees would be specified here so that all Employees’ pay details are generated.
	5. In the By field, specify whether you wish to report against ‘Employee’, ‘Department’, ‘Group’ or ‘Site’ (Contract).
	6. Indicate whether you wish to show Entries, Costing and/or Updates in the report.
	7. If required, change the Period from the default of the current Payroll period.
	8. Specify whether to include Employees who are Absent Only, On Holiday Only, or with Exceptions Only.
	9. Indicate whether you want a New Page per Employee in the report, and whether to Print Zero Entries, Print Extras and/or Print Total Updates.
	10. Click OK to generate the report.
	11. The report can be printed, saved, faxed (if in use on your system), exported to Excel, exported to Acrobat as a pdf, and exported to XML.


	Print Payslips
	Print Payslips
	1. Select Payroll in the top pane of the application window.
	2. Select Processing in the left pane of the application window.
	3. Select Print Payslips from the list of programs in the main window. The Print Payslips program is displayed.
	4. In the Option field, specify how you wish to generate the payslips (by ‘Individual’, ’Range’ or ‘All’). Typically, 'All' Employees would be specified here so that all Employees’ pay slips are generated for printing.
	5. In the By field, specify whether you wish to generate payslips by ‘Employee’, ‘Department’, ‘Group’ or ‘Site’ (Contract).
	6. If required, indicate whether to print previously Unprinted only payslips.
	7. Enter the Pay Date required to be printed on the payslip. CAUTION: this will default to today’s date.
	8. Click OK to generate the payslip(s).
	9. The payslip(s) can be printed, saved, faxed (if in use on your system), exported to Excel, exported to Acrobat as a pdf, and exported to XML.


	Payment Processing
	Process Payments
	1. Select Payroll in the top pane of the application window.
	2. Select Processing in the left pane of the application window.
	3. Select Payment Processing from the list of programs in the main window. The Payment Processing program is displayed, showing all Employees and whether there are exceptions in the Payroll process.
	4. If there are no exceptions to any Employees, click OK. The following dialogue is displayed.
	5. If required, change the Period from the current Nominal Accounting Period.
	6. If required, change the Payment Date from the default of today’s date.
	7. Select the Bank Account to be credited.
	8. Enter a BACS Reference. If you leave this field blank, the Company name will be used as a reference.
	9. The First Cheque No is displayed in sequence from the last cheque processed. This can be changed if required.
	10. Click OK. The BACS file is created (see topic ’BACS Transfer to PC’ on page 22) and the cheques can be printed.
	11. When the above stages are complete, the Print button becomes available to print the report. It is important to print this.


	BACS Transfer to PC
	Transfer BACS File
	1. Select Payroll in the top pane of the application window.
	2. Select Processing in the left pane of the application window.
	3. Select BACS Transfer to PC from the list of programs in the main window. The BACS Transfer to PC program is displayed, showing all BACS payments in all modules. We are just concerned with the BACs payments for the Payroll module in this instance.
	4. Select the Bank Account in which to pay from the Bank Accounts section at the top of the program.
	5. Tick the Pay column against the required transaction(s) for which to generate a BACS file. The following dialogue is displayed.
	6. Enter the required Password for access to the Payroll and click OK.
	7. Click OK. The Transfer Details dialogue is displayed.
	8. If required, enter the Processing Date. This date cannot be before today’s date.
	9. Click OK. Provided that the file is in the correct format and the correct directory has been created on the correct drive according to the Bank Account’s setup, the file transfer is completed and the following message appears.
	10. Click OK.
	11. Import the file from the location specified in the transfer into your banking software for BACS transfer.


	Update Costs/Nominals
	Update Contracts/Nominals
	1. Select Payroll in the top pane of the application window.
	2. Select Processing in the left pane of the application window.
	3. Select Update Costs/Nominals from the list of programs in the main window. The Update Costs/Nominals program is displayed.
	4. Click OK. If there are no exceptions, the following dialogue is displayed.
	5. If required, change the Batch Date from the default of today’s date.
	6. Enter the correct Nominal Accounting Period for the batch update.
	7. Click OK to update the costs. The following message is displayed.
	8. Click OK and the program is closed.


	Print Period/Value Maintenance Details
	Generate a Value Code Entry Details Report
	1. Select Payroll in the top pane of the application window.
	2. Select Processing in the left pane of the application window.
	3. Select Print Period/Value Maintenance Details from the list of programs in the main window. The Print Period/Value Maintenance Details program is displayed.
	4. Select the Output type of the report, ‘PDF’ or ‘Microsoft Excel’.
	5. In the Option field, specify how you wish to generate the report (by ’Range’ or ‘All’). Typically, 'All' Employees would be specified here so that all Employees are included in the report.
	6. In the By field, specify whether you wish to report against ‘Employee’, ‘Department’, ‘Group’ or ‘Site’ (Contract).
	7. Specify the Value Codes of which to include in the report, and the types of entries against each code, by ticking against the Value and/or Hours column as appropriate.
	8. Enter the From Period and To Period range. These fields cannot be left blank.
	9. Indicate whether to create a New Page per Employee within the report.
	10. Indicate whether to Exclude Zero Results in the report.
	11. Click OK. You are asked if you wish to save the Value Code selections made as defaults for the next report run. Also, depending on your system setup, a Report Options dialogue may appear whereby you select the report type you wish to generate fro...
	12. The report is generated and can be printed, saved, faxed (if in use on your system), exported to Excel, exported to Acrobat as a pdf, and exported to XML.


	Payroll Cost Analysis
	Generate a Payroll Cost Analysis Report
	1. Select Payroll in the top pane of the application window.
	2. Select Processing in the left pane of the application window.
	3. Select Payroll Cost Analysis from the list of programs in the main window. The Payroll Cost Analysis program is displayed.
	4. If required, in the From Contract field, specify the Contract Code from which to start the report.
	5. If required, in the To Contract field, specify the Contract Code at which to end the report.
	6. Enter the From Period and To Period range. These fields cannot be left blank.
	7. Indicate whether to make the report a Summary.
	8. Indicate whether to create a New Page per Contract within the report.
	9. Indicate whether to show Totals Only in the report.
	10. The Current Payroll Only is selected by default. This is the current Payroll to which are logged in. Deselect this if you wish to run the report on other payroll(s).
	11. Click OK. If Current Payroll Only is deselected, then a table of the Payrolls is displayed. Double-click on a Payroll to login to that Payroll and to include the Payroll in the report; repeat for Payrolls as required and click OK again.
	12. The report is generated and can be printed, saved, faxed (if in use on your system), exported to Excel, exported to Acrobat as a pdf, and exported to XML.


	Payroll Cost Analysis
	Generate a Payroll Cost Analysis Report
	1. Select Payroll in the top pane of the application window.
	2. Select Processing in the left pane of the application window.
	3. Select Payroll Cost Analysis from the list of programs in the main window. If you have not already done so, login to the required Payroll (see section ’Login/Change Payroll’ on page 12). The Payroll Cost Analysis program is displayed.
	4. If required, in the From Contract field, specify the Contract Code from which to start the report.
	5. If required, in the To Contract field, specify the Contract Code at which to end the report.
	6. Enter the From Period and To Period range. These fields cannot be left blank.
	7. Indicate whether to make the report a Summary.
	8. Indicate whether to create a New Page per Contract within the report.
	9. Indicate whether to show Totals Only in the report.
	10. The Current Payroll Only is selected by default. This is the current Payroll to which are logged in. Deselect this if you wish to run the report on other payroll(s).
	11. Click OK. If Current Payroll Only is deselected, then a table of the Payrolls is displayed. Double-click on a Payroll to login to that Payroll and to include the Payroll in the report; repeat for Payrolls as required and click OK again.
	12. The report is generated and can be printed, saved, faxed (if in use on your system), exported to Excel, exported to Acrobat as a pdf, and exported to XML.


	Reprint Payslip(s)
	Reprint Payslip(s)
	1. Select Payroll in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select Reprint Payslip(s) (Previous Periods) from the list of programs in the main window. The Reprint Payslip(s) (Previous Periods) program is displayed.
	4. In the Option field, specify how you wish to generate the payslips (by ‘Individual’, ’Range’ or ‘All’).
	5. In the By field, specify whether you wish to generate payslips by ‘Employee’, ‘Department’, ‘Group’ or ‘Site’ (Contract).
	6. If required, indicate whether to print previously Unprinted only payslips.
	7. If required, change the Pay Date from the default of today’s date.
	8. Enter the Payroll Period in which to print payslip(s)
	9. Click OK to generate the payslip(s).
	10. The payslip(s) can be printed, saved, faxed (if in use on your system), exported to Excel, exported to Acrobat as a pdf, and exported to XML.


	Clear Entries and Update Employees
	Clear Previous Period Entries and Update Employees
	1. Select Payroll in the top pane of the application window.
	2. Select Processing in the left pane of the application window.
	3. Select Clear Entries and Update Employees from the list of programs in the main window. The Clear Entries and Update Employees dialogue is displayed.
	4. Click OK.
	The following message is displayed.
	5. Click OK and the program is closed.



	Tax Year End Outline
	Year End Validation and Generation
	Year End Print/Submission


	End of Day Test
	1. Create a new employee in Employee Maintenance.
	2. In Enter Pay Details, select Employee and add several jobs, and add 39 basic hours and 6 hours overtime @ 1.5 hours.
	3. Calculate and generate a payslip.


