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About this manual
This Payroll manual contains the following sections:

Overview 
A brief overview of the Global Payroll features. Everyone should read this.

Installation
How to install the Global Payroll software on your computer, starting from the installation diskettes provided. This must be done before you can start to use the software. You can skip this section if the software has already been installed by your Global reseller or Service Centre.

Tutorial
This takes you step by step through some simple payroll transactions - adding a new employee, entering pay data, removing an employee who has left and running the payroll calculation and printing the reports and payslips. Be sure to work through this tutorial, trying out the transactions on the computer using the sample data provided. This will give you a good understanding of the software before you embark on the next stage.

Set-up
How to set up the payroll data for your own employees. This is the most important step in the whole operation and careful planning of the transition from your previous payroll operation is the key to success here.

Reference
Gives detailed operating instructions for each facility within Global Payroll. The text is arranged for easy reference in the same sequence as the menu entries in the software. You don’t need to read all of this before starting to use the software; just refer to it when necessary.

Error Messages
Lists the error and warning messages that can be displayed by the software and explains what each one means and how to correct the problem.

Sample Reports
Gives an example of each of the major reports produced by Global Payroll.



Appendix A
Overview of pension handling in Global Payroll, plus detailed instructions for using it to operate your own particular pension schemes.

Appendix B
File structure definition for Global Payroll. This explains the files used by the system and the relationships between them, and is aimed mainly at those defining special reports, either using Global Reporter or directly amending source code supplied by TIS Software Ltd.

Appendix C
About the sample data provided with Global Payroll. Gives an example of how a payslip is calculated.

Appendix D
The report options and viewing facilities provided in Global 2000 modules running on version 6.0 or later of Global System Manager.

Appendix E
Example cases in the use of the holiday pay and suspension features of Payroll.

Appendix F
Gives two lists of settings to test whether your printer and printer control file can print P14 and P16 documents on laser printer stationery.


Note. The references in this manual to government information documents are subject to change.
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Overview

INTRODUCTION

 XE "Overview" Global Payroll maintains your employee pay records and produces payslips and related reports, with automatic calculation of tax and National Insurance deductions. Global Payroll can handle any number of employees and a wide variety of payment methods.

INTEGRATION XE "Integration" 
Global Payroll has been designed to integrate with the following Global products:

· Global 2000 XE "Global 2000"  Nominal Ledger or Global 3000 General Ledger for posting payments and deductions.

· Global BACS for sending payments via BACS.

· Global 2000 Cash Manager or Global 3000 XE "Global 3000"  Cash Manager for recording bank payments.

· Global 2000 Job Costing, which can post timesheets into Payroll.

· Global 2000 Manufacturer, which can post timesheets into Payroll.

· Global Organiser, which can be used to hold notes and actions relating to employees.

PAY FREQUENCY XE "Pay frequency" 
Both weekly and monthly payrolls are supported and the pay frequency, or periodicity can be any divisor of 52 weeks or 12 months respectively.

A single payroll run can be made to cover several consecutive pay periods, either for all employees or for selected employees. This facility is often needed during holiday periods.

PAYMENT METHOD XE "Payment method" S

Payment can be made by cash, cheque, credit transfer or National Westminster ‘AutoPay’. Credit transfer payments can be made via either paper slips or direct entry to BACS. These payment methods can be mixed in the same payroll.

For cash payments, a note and coin analysis organised by paypoint is provided. Parameters can be set to ensure an adequate supply of change in each pay packet. Net pay can optionally be rounded up, down, or to the nearest multiple of a specified amount.

Payments to be made by cheque are listed and the cheques can be printed by the computer if required.

Credit transfer slips XE "Credit transfer slips"  are printed in a standard format, with an accompanying plain paper listing. Employees’ bank details are held by the system where this method of payment is used. The credit transfer details can optionally be encoded in machine readable form in the bottom area of the credit transfer slip, if you have a suitable printer on your computer.

Direct entry of credit transfer information to BACS requires the Global BACS module in addition to the Payroll. Please contact your Global reseller for further information.

ENQUIRIES

Enquiries XE "Enquiries"  can be made on:

· Employee details, by number or name.

· Current and past payslips.

· SSP and SMP payments.

· Car usage and related Class 1A NIC payments.

· Holiday entitlement and holidays taken.

Payslip, car usage and holiday history can be kept as long as required, limited only by the disk space available.

In addition, any of the printed reports that can be produced can also be viewed on the screen.

DATA ENTRY XE "Data entry" 
A series of menus provides for rapid amendment of any item of company or employee data. All amendments made during a session of work are printed on an audit trail report with a serial number identifying the session.

When employees are paid according to the number of hours worked, a clock card entry program allows the hours worked on up to six standard pay rates to be entered, as well as special pay rates. Clock card rates can be set up at department level.

Single employees can be selected for amendment by employee number or by keying an employee name search.

A number of employees can be selected together for a bulk amendment either by tax code suffix, in which case only the tax code can be changed, by a combination of up to five characters of the personnel codes established on the file, or by defining a range via employee name search. In the latter two cases, a fixed amount or percentage change can be made to any of the gross pay elements, deductions or contributions.

A provisional payments report can be printed and should be checked before the calculation run, enabling you to spot and correct mistakes in data entry at this stage.

PAYMENTS AND DEDUCTIONS

 XE "Payments and deductions" 

 XE "Deductions" The employee pay can consist of up to ten elements, each of which can be designated as taxable, NI’able or pensionable. A description of each pay element can be provided for use on payslips and other reports.

Thirty deduction descriptions are available for the payroll as a whole, ten of which can be made for each employee; each of these can be designated as before or after tax.

In addition to the permanent gross pay elements, up to six hourly payment rates can be set for each employee. These are used in conjunction with the clock card data for each pay period to calculate gross pay.

All the gross pay elements and deductions can be held permanently on the master file to be applied in each pay period and any of them can be adjusted temporarily for a given pay period.

Up to three contribution amounts can be defined for each employee. These do not affect the pay calculation, but are provided for analysis and information. Ten contribution descriptions are available for the payroll as a whole.

Scottish Variable Rate

The system is capable of charging income tax at a variable rate XE "Scottish variable rate" , should the Scottish Parliament decide that it wishes to do so. Employees to whom these rates apply will be identified by a prefix of “S” on the tax code.

SSP AND SMP

Statutory Sick Pay (SSP) XE "SSP" 

 XE "Statutory sick pay" \t "See SSP" 

 XE "SMP"  and Statutory Maternity Pay (SMP) can be paid to qualifying employees and recovered by deduction from National Insurance payments to the Inland Revenue. The average pay over the previous two months as required to determine the level of SSP and SMP payments is calculated by the system.

The number of periods of SMP to be paid can be specified.

NIC HOLIDAY FOR EMPLOYERS

 XE “NIC:holiday for employers" \t "See Employer's NIC holiday" 

 XE "Employer's NIC holiday" To encourage employers to take on unemployed persons falling into particular categories, e.g. those who have been unemployed for two years or more, there is a scheme allowing employers to recover National Insurance Contributions paid by them for such employees in the first year of employment.

As part of the ‘Back to Work’ initiative, from April 6th 1996 employers can apply to the Benefit Agency for an ‘Employers National Insurance Contribution Holiday’ (ENH), in which they can recover their NIC contributions in the first year of employment for qualifying new employees. The scheme is being phased out from 1st April 1999. 

 XE "ENH certificate" Job applicants are expected to bring documentary evidence of potential entitlement to prospective employers, including an application form to be submitted by the employer to the Benefit Agency. If conditions are satisfied, the Benefit Agency will inform the Contribution Agency who will issue a certificate (identifying the employee by NI number), directly to the employer authorising them to claim an NIC Holiday for the qualifying employee.

ENH is maintained by the Global Payroll in a similar manner to SSP, SMP etc. It can be adjusted between payroll runs and is accumulated across all payroll runs occurring in the first year of employment. It is not posted automatically to either the General or the Nominal Ledger.

Instead, recovery of ENH is based on a new, serially numbered, report called the Employer’s NIC Holiday Report. This report shows the total recoverable ENH accumulated to date, the total ENH claimed to date and the ENH claimable on this report. After the report is printed, the total claimed on the report is added into the total ENH claimed to date.

The total ENH claimed at the end of the payroll year is saved on the end of year file and appears on individual P14/P60 prints in the format required by the National Insurance Contributions Office.

COURT ORDERS

 XE "Court orders" Any of the standard deductions can be used for making court order deductions. As well as the features of standard deductions, Global Payroll provides additional facilities for the first two deductions which are marked as court orders for any employee. These facilities include:

· A dedicated accumulator holding the total yet to be paid.

· The ability to set a level of protected pay.

· The option to identify orders as priority orders.

· The ability to carry forward unpaid amounts on priority orders when attachable earnings are too low for the full deduction.

· The ability to identify Community Charge and Council Tax Attachment of Earnings Orders and Scottish Earnings Arrestments and to use the appropriate table to determine the amount to deduct.

· The ability to identify Deductions from Earnings Orders made by the Child Support Agency and to treat these as open ended orders.

· The ability to calculate Scottish Current Maintenance Arrestments on a daily basis.

Facilities for automatically paying holiday pay in advance are not available for employees with an active court order which uses a table to determine the correct level of deduction; i.e. Community Charge and Council Tax Attachment of Earnings Orders and Scottish Earnings Arrestments. However there is no restriction on entering the holiday pay manually for these employees.

PENSION SCHEME

An automatic pension calculation is available for selected employees. This calculates the employer’s contribution and the employee deduction (if any) as percentages of gross pay, with the option of up to three different percentages for different pay bands.

Manual pension deductions and additional voluntary contributions can also be made.

A detailed overview of pension handling in Global Payroll can be found in Appendix A.

Directors

 XE "NI:director's rules" Directors may be paid using the special rules laid down in Inland Revenue manual CA44 - “National Insurance for Company Directors”. These rules calculate the NI paid by directors on a cumulative basis throughout the year, instead of treating each pay period separately. You may also pay directors’ NI on account, using the rules for non-directors throughout the year or period of payment on account, with a balancing calculation at the end.

ACCUMULATORS

 XE "Accumulators" Up to ten accumulators can be defined for each employee, to accumulate any combination of pay elements, deductions and contributions (including Court Orders). Accumulators can be used to control deductions such as season ticket loan repayments, by setting the total amount to be deducted in an accumulator initially, then specifying that the deduction is to stop when the accumulator reduces to zero.

PAYROLL CALCULATION

 XE “Payroll:calculation" The payroll run calculates the gross pay, tax, SSP and SMP for each employee. It is usually run when all data entry for a pay period has been completed, but it can be run any number of times for any number of employees per pay period to correct errors and apply last minute adjustments.

CLOSE PAY PERIOD

 XE "End of period" The ‘close pay period’ function checks that: 

· all employees on the payroll have been included in at least one calculation run (even if just to note that they are on holiday), 

· updates leaver details and the payslip history for each employee paid during that pay period, 

· creates the details for posting to the Nominal Ledger or General Ledger and Cash Manager in Global 2000 or Global 3000.

If the Payroll operates on the same computer as the Global 3000 General Ledger or Cash Manager V4.5 or later, the postings into these modules can be made automatically as the period is closed.

No more adjustments can be made to the current period pay after ‘close period’ is run and any subsequent updates or calculations refer to the next pay period. All documents referring to the calculation such as payslips, cheques and company reports can be produced immediately after the main calculation run, so the close period can be left until these have been checked and you are sure that no further adjustments are needed or until adjustments or clock card details need to be entered for the next period.

LEAVERS, SUSPENSIONS and HOLIDAY PAY

 XE "Leaver" 

 XE "Suspension" When employees leave the payroll, they can be set up as leavers. Employees can also be set up as being suspended for a specified number of periods from the payroll calculation and paid in advance for a number of periods when on holiday or when leaving.

PAYSLIP STATIONERY XE “Payslip:stationery" 
Global Payroll caters for envelopes or plain payslips, which are available from your reseller. If you require a different format to be supported, the format can be modified by your reseller using the Global Payroll Tailoring Kit.

CURRENT PAYROLL PERIOD REPORTS

 XE “Current:payroll reports" In addition to printing payslips, cheques and credit transfers, the following reports are available for the current pay period:

· Control List. A list of all updates made, printed when a session is closed.

· Payroll List XE “Payroll:list" . A plain paper listing of payslips.

· Accumulator List. A list of all accumulators by employee.

· Deductions List. A list of all deductions by employee.

· Credit Transfer/Autopay List. A plain paper copy of all credit transfers/autopayments.

· Cheque/Cash List. Prints details of all employees paid by cash or cheque.

· Gross Pay Analysis XE "Gross pay analysis" . A summary report of the various pay elements and employer’s contributions.

· Note/Coin Analysis.

· Calculation Run XE "Calculation run"  Report. This shows the result of each calculation.

· Reconciliation Report. This is printed at the end of period and shows all control totals.

END OF YEAR REPORTS XE “End of year:reports" 
After the end of each tax year, P14 and P60 certificates can be printed on either the continuous or laser printer stationery provided by the Inland Revenue. Adjustments can be made to the P60 details before printing the certificates if necessary. 

P14 details can either be printed or produced on diskette in the format required by the Inland Revenue.

OTHER REPORTS

The following reports are available at any time:

· Employee Permanent Data. A list of employee details for all or selected employees.

· Company Permanent Data. This gives details of the set up of the Payroll.

· Provisional Payments List XE "Provisional payments list" .

· Pension Providers Report.

· P45 Print. This prints any P45s not previously printed.

· NIC 1A Payments.

· SSP Payments.

· SMP Payments.

· Address Labels. This prints address labels for selected employees.

· Holiday Register

· Employer’s NIC Holiday Report

NOMINAL LEDGER POSTINGS

 XE “Nominal Ledger postings" The departmental totals for each payroll run can be posted to the Global 2000 Nominal Ledger or Global 3000 General Ledger. Postings include each of the gross pay elements; deductions and contributions; and tax, NI, SSP and SMP. Department postings can optionally be consolidated for selected accounts on the General Ledger and multiple payrolls can post to the same General Ledger.

CASH MANAGER POSTINGS

 XE "Cash manager postings" Payments made in a Payroll period can be posted to  XE “Posting to:Global 2000/3000 Cash Manager" 

 XE “Posting to:Global 2000/3000 Cash Manager" Global 2000 Cash Manager, or Global 3000 Cash Manager. Postings include one transaction for each employee paid by cheque, one transaction for the total of the cash payments and one transaction for the total of the credit transfer payments.

CLASS 1A NICS

 XE "Class 1A NICs" Payroll offers full Class 1A NIC handling. You can record details of company cars and their usage by employees, update scale charge tables and print employees’ payments. If you have opted to pay Class 1A NICs directly to the Inland Revenue rather than through PAYE, the payments can be calculated, but excluded from P14s, P35s, and the End of Year Returns file.

HOLIDAY REGISTER

 XE “Holiday:register" The holiday register can be set up to record for each employee the total holiday entitlement and the number of days holiday that have been booked, taken and that remain outstanding. The register caters for the fact that in many companies the holiday year does not coincide with the payroll year.

MULTI-USER FACILITIES XE "Multi-user facilities" 
You can run Payroll simultaneously on several screens on one computer or on different computers linked to a network.

One or more users may use the clock card data entry and the enquiry facilities at the same time; in particular, the clock card entry is often a time-critical process in a weekly payroll and can be shared between several operators.

Certain functions require exclusive access to the data and therefore cannot be used at the same time as any other functions. These include:

· data file maintenance.

· payroll calculation.

· reporting.

· making a security copy.

· system maintenance.

SECURITY

 XE "Security" As standard, four levels of password control access: Data Entry (Employee data functions); Reports and Enquiries (End of Session, Payroll Calculation, End of Period, Reporting, Enquiries, File Restore functions); System Maintenance (all System Maintenance functions, except Amend passwords); and Supervisor (the Amend passwords function). The menu maintenance system can be used to set up further security, for example to restrict access to particular operators, computers or terminals.

A sequential run number of updates to employee details is maintained and the number of the last update is shown when employee details are printed. Details are automatically printed at the end of any session in which they are updated. A reconciliation report produced during Close Period shows control totals, and a plain paper copy of the payslip list can also be produced.

The ‘Make Security Copy’ functions on the End of Session, Payroll Calculation and Close Period menus enable you to take backups of your data. You can backup onto tape and a full backup history is offered. You can use the File Restore function on the Payroll main menu to restore the data.

This page is deliberately left blank

Installation

 XE "Installation" This section explains how to install the Global Payroll software on your computer, starting from the installation diskettes provided. This must be done before you can start to use the software. If the software has already been installed by your Global reseller or Service Centre, you can proceed straight to the Tutorial section and familiarise yourself with the Payroll using the sample data.

STEP 1 - INSTALLING GLOBAL SYSTEM MANAGER

If Global System Manager is not already installed on your computer, this must be done before you can install the Global Payroll.

Refer to your Global Operating Manual for step-by-step instructions on installing the Global System Manager.

STEP 2 - THE INSTALLATION DISKETTES

The Global Payroll software is distributed on two diskettes which are labelled PRA and SJA.

These diskettes are only used during the installation procedures. They should be retained in a safe place once the installation has been completed. They may be needed again to re-install the software if the operational disks are lost or damaged.

Do not attempt to copy any of the installation diskettes. This would infringe TIS Software’s copyright. If the diskettes are damaged, return them to your supplier, quoting the Global System Manager serial number which is shown on the screen each time you start up GSM. Your supplier will then be able to arrange a replacement.

If your computer has a cassette tape or an exchangeable hard disk rather than a diskette unit, your supplier will arrange for the Global Payroll software to be transferred to a volume named PRA on the hard disk. The installation procedures can then be run from this volume instead of the diskette.

STEP 3 - STARTING THE INSTALLATION PROGRAM

A program named PRINS is provided to automate the installation procedures. This program asks a series of questions to decide how the installed software and data is to be arranged, then prepares the required hard disk volumes, copies the software to them and updates the Global menu on your computer to include a line for the Payroll.

To run this installation program you must first start up Global System Manager. The procedure for this is explained in your Global Operating Manual and the Global Configuration Notes for your computer.

You should now have the Global menu on the screen or, if no menu has been installed, the Global “ready” prompt.
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Figure 1 - Starting The Installation Program

If you have the Global menu on the screen and it contains a line with the text “Install Global Software”, type this line number and press RETURN to start the installation process. If there is no “Install Global Software” line on the menu, type “$INSOFT” to start the installation process. You will then be asked to type the name of the installation diskette - PRA in this case - and the diskette format code which is printed following the word “format” on the PRA diskette label. You will then be asked to insert the PRA diskette in the diskette unit - if there is more than one diskette unit, you will be told which one to use. The installation program will now be loaded from the PRA diskette and the screen should appear as shown above. You can now proceed to step 4.

Figure 2 - Selecting The Configuration

STEP 4 - SELECTING THE CONFIGURATION

If the computer on which you are running the installation program is attached to other computers as part of a network, you are asked first to specify onto which computer Payroll is to be installed, as in the figure above. The prompt will not appear if your computer is not on a network and you can proceed straight to step 5.

The default (which can be selected by pressing RETURN on its own) is to install Payroll on the computer from which you are running the installation program (if it has a hard disk), or on the master computer (if it hasn’t). However, you can key instead an upper case letter between A and Z identifying any other file server on the network if you prefer. You can find out which computers are available and what their identification letters are by running the GSM system command, $STATUS, in another concurrent partition.

After you have replied to this prompt, you may have to wait while the table of configurations is being built. A message will inform you of this.

STEP 5 - ALLOCATING SPACE ON THE HARD DISK

Next you must allocate space on your hard disk for the payroll programs and data.

The space on the hard disk is subdivided into areas known as volumes, each with a six character volume name and a unit number in the range of 201 to 299. The size of each volume should suit the data or programs to be held on it. 

Payroll uses three volumes: one for the programs, one for the data and one for temporary working space during operations such as file reorganisations. These are allocated in the next three steps.

Figure 3 - Allocating The Program Volume

STEP 6 - ALLOCATING THE PROGRAM VOLUME ON THE HARD DISK

The standard name of the Payroll program volume is PRPROG, but you can choose a different name if you wish. You might want to do this if you have a single large volume to hold all your Global business software. You can key a volume name of up to six characters, or press RETURN to use PRPROG.  

If this volume is already present on the disk, the installation program will ask whether you want to install the programs on it. This situation will normally only arise if you have previously installed the Payroll and are now reinstalling it. You can key Y or N as appropriate.

If a new program volume is needed, the first unused unit number on the hard disk is reserved to be allocated as the program volume. The size of this volume is displayed. The unit number is displayed as shown in figure 4.

Figure 4 - Allocating The Data Volume XE "Data volume" 
STEP 7 - ALLOCATING THE DATA VOLUME ON THE HARD DISK

 XE “Allocating:the data volume on the hard disk" The standard name of the Payroll data volume on the hard disk is PRDATA, but you can choose a different name if you wish. You might want to do this if you have several different payrolls on the same disk. You can key a volume name of up to six characters, or press RETURN to use PRDATA. The name PRDATA is used throughout this manual to denote the data volume 

If a PRDATA volume is already present on the disk, its unit number is displayed and you are given the option of using this volume. You can key Y or N as appropriate. If you key N, the question is repeated for any further PRDATA volumes on the disk - there may be more than one PRDATA volume if you have several payrolls, perhaps for different companies or for weekly and monthly paid employees.


Figure 5 - Selecting The Data Volume Size

You now need to decide how much disk space to allocate to the new PRDATA volume. If you are allocating a new data unit, this volume will be used first to hold the sample data while you work through the tutorial and then to hold your operational data. You therefore need to estimate how much operational data there will be.

DATA FILES
SPACE REQUIRED FOR DATA RECORDS in bytes)

PRx - Menus, rates etc.
110,000

PMF ‑ Employee Details*
768 x (no. of employees + 6)

PGF - Employee extras *
340 x (no. of employees)

BDF ‑ Bank Details
63 x (no. of employees paid by credit transfer/ 
autopay + 1)

TDF ‑ Temporary Data
400 x (no. of temporary data + clock card card transactions per pay period +1)

CPF ‑ Current Pay
450x (no. of employees + 5)

EYF ‑ End of Year Data*
420 x (no. of employees + companies + 1)

PNC ‑ Nominal Ledger Codes*
60 x (no. of nominal codes + 1)

PRN ‑ Nominal Ledger Postings
64 x (no. of depts x no. of postings per dept + 1)

CLF ‑ Control List
133 x (no. of lines on the End of Session control list

PCF ‑ Payroll Control File
250

PR$DATA Payroll Database XE "DMAM payroll database" *
(64 x no. of employees) +

(436 x no. of employees x no. of pay periods not 
purged) +

(300 x no. of employees who have left since last purge date) +

(704 x no. changes made to the GPE and deductions descriptions) + 

(160 x no. of car/employee records for all non-purged years) +

(32 x no. of employees with holiday register records x no. years not purged)

(512 x no. of employees per tax year of history for which totals are retained +1 for the current year.)

YCM ‑ Cash Manager Interface
128 x (no. of postings +1)       

PCR – Class 1A NIC Details*
160 x (No. of employees with cars/benefit combinations + 1)

ECR - Last year’s Class 1A
Same as PCR

PDP – Department/Car Details*
160 x (No. of departments + no. of cars/benefits +1)

* These files contain indexes which require additional space (allow a factor of 10-20%)

Figure 6 - Payroll Data File Space Requirements XE "File space requirements" 
Figure 6 gives an approximation of data file sizes. You should be able to estimate how much space to allocate to volume PRDATA. It is best to allow a generous margin of spare space for future expansion, to avoid having to reallocate the space as your operation grows.

You now type in the PRDATA volume size that you have decided on. This need not match any of the sizes shown in the table - it can fall between them or outside the range shown. It must not be less than 535 Kilobytes, since this is the size needed for the sample data. You can use the abbreviation K or M for thousand or million - for example 750K or 2M.

If a new PRDATA volume is to be allocated, the first unused unit number on the hard disk is reserved for it. The unit number is displayed as shown in the figure shown below.

Figure 7 - Allocating The Work Volume XE "Work volume" 
STEP 8 - ALLOCATING THE WORK VOLUME XE "Work volume"  ON THE HARD DISK

 XE “Allocating:the work volume on the hard disk" The Payroll uses temporary working space on the hard disk during operations such as file reorganisations. This working space is in a work volume which may also be used by other software modules. The volume must be at least as large as the PRDATA volume. The standard name of the work volume is $$WORK, but you can choose a different name if you wish. You can key a volume name of up to six characters, or press RETURN to use $$WORK.

If a $$WORK volume is already present on the disk and is of a valid size, its unit number is displayed and you are given the option of using this volume. You can key Y or N as appropriate. If you key N, the question is repeated for any further $$WORK volumes on the disk. If you choose to use an existing $$WORK volume which is smaller than PRDATA, it will be automatically reallocated to make it the same size as PRDATA.

If a new $$WORK volume is needed, the first unused unit number on the hard disk is reserved and the unit number to be allocated is displayed on the screen.

Figure 8 - Allocating Backup Diskettes

STEP 9 - ALLOCATING BACKUP DISKETTES

 XE “Allocating:backup diskettes" 

 XE "Backup diskettes" If you plan to use diskettes as the backup medium for your Payroll data, these can be initialised during the installation process. The Backup and Restore Data Chapter in the Reference section of this manual explains the backup procedures and also explains how to use cassette tapes and exchangeable hard disks as backup media.

You are first asked whether you want to use diskettes rather than tapes or exchangeable disks as the backup medium and you can key Y or N as appropriate. If you key Y, the installation program checks the diskette formats available on your computer and selects the one with the largest capacity, or the format you have already chosen for PRDATA if this is different. It displays the format code and the capacity and you can press RETURN to accept this format, or you can key another format code if you particularly want to use a different diskette format.

You are next asked how many different sets or “cycles” of backup diskettes you want to keep. We recommend a minimum of three cycles, but you may well want to keep further cycles so that you can hold backups for longer periods.

The total number of diskettes required is then calculated and displayed and you are asked whether you already have all these initialised under Global; this may be the case if the Payroll has been installed previously and you are reinstalling it. Key Y or N as appropriate.

If you do not already have the diskettes, you should take the appropriate number of fresh diskettes and write the name “Payroll Backup - Cycle xn” on each, where x is the cycle letter and n is the diskette number within the cycle. For example, if you have three cycles with two diskettes in each, they would be labelled A1, A2, B1, B2, C1, C2.

STEP 10 - SELECTING SAMPLE DATA

 XE "Sample data for Global Payroll" You are now asked whether or not you want to install the sample data on PRDATA, and you can key Y or N as appropriate.

If you are installing the Payroll for the first time, you are strongly advised to install this sample data so that you can work through the tutorial before starting to set up live data.

If on the other hand you are reinstalling the software and you already have operational data on PRDATA, you should not install the sample data since this would destroy your operational data.

STEP 11 - UPDATING THE MENU

The main Global menu on your computer should be extended to include a line for the Payroll. This can be done automatically as part of the installation process and you are asked whether you want to do this. You key Y or N as appropriate. It is best to update the menu even if you are reinstalling the Payroll and already have a line on the menu for it, to be sure that the menu is consistent with the software.

You can then choose to add the new line to the end of the menu, by typing A, or to replace an existing line, by typing R and the line number, or to insert the new line before an existing line, by typing I and the line number.

Next you can choose the description that is to appear on the menu line. Normally this will be “Global Payroll”, and you can press RETURN to obtain this, but you can key a different description if you wish. For example, you may need to distinguish between Payrolls for different companies.

If you want to update the menu by hand then you will need to know the unit-ids used by Global Payroll. These are:

· $P
the Global Payroll program unit.

· PRD XE "PRD" 
the data unit.

· PRW XE "PRW" 
the work unit.

· $PR
the printer.

· $B
the back-up unit.

STEP 12 - CONFIRMING THE INSTALLATION

You have now provided all the information needed to install the Payroll and you can give a final confirmation that the installation is to proceed or you can abandon it and start again. You key Y to confirm, or N to abandon. If you abandon the installation at this point, no changes will have been made to any software and data currently installed.

The installation now proceeds automatically, pausing only to ask you to change diskettes when necessary. After changing each diskette you press RETURN to allow the installation to continue.

STEP 13 - INSTALLING OTHER SOFTWARE

If you are going to use other Global software modules in conjunction with the Payroll, you can install these now. This will enable you to work through the tutorials for all the modules in succession, without interruptions for further installations.
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Tutorial

This section takes you step by step through some simple Payroll procedures, which you can try out for yourself on the computer using the sample data provided.

By working through this tutorial you will gain a good understanding of Global Payroll before you embark on the next stage of setting up your own data and converting from your previous payroll operation.

Before you can work through this tutorial on the computer, the installation procedures set out in the previous section must have been completed, including the installation of the sample data.

 XE "Sample data for Global Payroll" If someone else has already worked through the tutorial since the sample data was installed, you will not be able to follow the tutorial exactly because the sample data will have been changed. To obtain exactly the right results, reinstall the software before working through the tutorial each time, or alternatively take a security copy before first using the sample data and restore it again after each use.

STEP 1 - STARTING UP GLOBAL

To run the Payroll you must first start up Global on your computer. The procedure for this depends upon the particular computer and is explained in the Global Operating Manual and the Global Configuration Notes for your computer. The start-up procedure involves typing in the current date and time, your operator code (which can be just your initials) and in some cases the terminal type number.

You should now have the main Global menu on the screen, with an entry in it for the Payroll. If there isn’t a menu entry for the Payroll, the installation procedures set out in the previous section have not been completed correctly.

Figure 9 - The Payroll Main Menu

STEP 2 - STARTING THE PAYROLL

To start the Payroll, type the line number of the Payroll entry on the menu and press RETURN. The main Payroll menu should now appear as shown in the figure above. From this menu you can select any of the facilities by typing a line number and pressing RETURN. You can also press RETURN by itself to exit from the Payroll.

If passwords have been set in your system you will be asked to key the password for the selected function at this point, unless you have already given the same or a higher-level password during the session. The sample data has no passwords set, so you will not be asked for passwords during the tutorial.

STEP 3 - USING THE KEYBOARD

By now you will be familiar with the basic operation of the keyboard: when Global needs input from the keyboard, it displays a message ending with a colon: you then type your reply and press the RETURN key to signal the end of the reply and allow Global to process it.

When there are a number of options available for you to choose from, Global will display a message on the bottom line of the screen listing all the options. For example, when you have typed in the details for a new employee, you will see the message:



If there are a lot of options some of them may be abbreviated. You can select one of the options by typing its first letter and pressing RETURN. The letter can be typed in either upper or lower case. The option <CR> is short for Carriage Return; you select this option simply by pressing the RETURN key. The option <ESC> is selected by pressing the ESCAPE key, and generally takes you back to the previous screen or menu. 

If you make a mistake while typing in a reply, you can use the BACKSPACE key to rub out characters and then rekey them. BACKSPACE can only be used within a single data field, before you press the RETURN key to allow the computer to process it. 

Control keys such as RETURN, BACKSPACE and ESCAPE may be labelled differently on your particular keyboard. For example, the RETURN key may be labelled with an arrow pointing down and to the left. The Global $T command can be used to display a description of the keys on your keyboard if the layout is not obvious.

When you become familiar with the system’s operation, you can if you wish, type a reply before the question appears, while the computer is busy printing or accessing the disk. This feature is known as “type-ahead”. Any characters typed in this way are not displayed on the screen until the software has displayed its question.

Figure 10 - The End of Period Menu

STEP 4 - CLOSE PERIOD

 XE "End of period" 

 xe "Close period" The current period in the sample data supplied with Global Payroll Version 6.6 is set to April 2000 with the Payroll Calculation already having been run. The first thing we must do, therefore, is to close the April 2000 pay period so that we can enter some details relating to the next pay period.

Starting from the main menu reached in Step 2 above, select the End of Period Option and press RETURN. This takes you to the End of Period menu shown above. From this menu select the Close Period option. The End of Period Window will then be displayed.

Figure 11 - The End of Period Window

It is important to take a security copy (or backup as it is sometimes termed) of the data immediately before running Close Period. But for the purposes of this tutorial only, we won’t take a backup here and you can key Y and RETURN in reply to the warning that the backup is out of date at the bottom of the screen. A backup will be taken in Step 9 of this tutorial.

Press C to close the period and RETURN. The close period operation will then proceed, displaying the messages reflecting the different stages of processing. When the processing is finished you will be prompted at the bottom of the screen. If you want to print the report, press RETURN. After the report has printed you will be returned to the End of Period menu. Or press ESCAPE to return to the End of Period menu without printing the report. Press RETURN to return to the main menu.

Figure 12 - The Employee Data Menu

STEP 5 - ADDING A NEW EMPLOYEE

We are now ready to start entering some employee data. The sample data has a number of employees already set up and paid fixed monthly salaries. For the current month, we will add a new employee, enter some pay data and signal that another employee is leaving.

We start by adding the new employee, a certain Anne Williams. Starting from the main menu, select Employee Data and press RETURN. This takes you to the menu shown above. From this menu, select the Add New Employee option. You are then prompted for an employee number for the new employee - type 100 and press RETURN in this case. You could choose any number which has not already been used.

Figure 13 - The Amend Employee Details Window

This takes you to the window shown above, which enables you to add new employees. The tax period is displayed in the top right corner of the screen. You should now fill in the screen with these employee details:

Name. Key the surname WILLIAMS. 

Forename. Key ANNE. 

Department XE "Department" . Let’s imagine that Anne is to work in department 1, so type 1 and press RETURN. 

Paypoint XE "Paypoint" . This is required for employees paid in cash. Anne is to be paid by credit transfer, so simply press RETURN here. 

Personnel Code XE "Personnel code" . Up to five characters can be typed here, to be used to select employees for multiple employee updates. Press RETURN to leave the code blank in this case. 

Payment Method XE "Payment method" . If Anne was to be paid by cheque you would key CHQE here, if by cash then CASH, but as she is to be paid by credit transfer you should key CRTR. 

Narrative. This can hold any additional details that you wish to keep for the employee (a job description, for example). Press RETURN to leave it blank, as there is no additional information to record in Anne’s case. 

Sex XE "Sex" . Key F here, for female.

Marital Status. Key S for Single.
Tax code XE “Tax:code" . Key BR.

W1/M1 XE "Week1/Month1 basis" ? This prompt asks if the employee’s tax is to be calculated on a week 1/month 1 basis, an initial necessity if the employee has not provided a P45. Key Y here, for yes, as Anne does not have a P45 yet.

Note: The W1/M1? indicator is automatically reset to N at the beginning of the tax year because cumulative records for calculating the tax of the employee can now begin to be compiled which means that the Week 1/ Month 1 basis need not be used.

P45 Gross Pay and Tax XE "P45:gross pay and tax" . Press RETURN to leave these fields empty since Anne doesn’t have a P45.

NI number XE “NI:number" . Key YB458912C, Anne’s National Insurance number.

NI rate letter XE “NI:rate letter" . Key A for standard non-contracted out contributions.

ENH Certificate XE "Employer's NIC holiday"  XE "ENH certificate" . Enter N as Anne does not qualify for the Employer’s NIC Contribution Holiday scheme.

Directors NI rules? Key N as Anne is not a company director, so the special NI rules for directors do not apply to her.

Address XE "Address" . Type FLAT 3 on the first line of this field, then press RETURN. This takes you to the second line. Type 210 HASTINGS BOULEVARD and press RETURN. On the third line type LONDON then press RETURN. You are prompted for the post code next, so type N6 8YZ and press RETURN.

Tel. Key 0181-456-5678, Anne’s telephone number (hyphens are optional).

Date of Birth XE “Date of:birth" . Type 01/04/1956 and press RETURN. Dates can be typed in formats such as 15/10/1989 or 15.10.1989; initial zeros are optional and the separators can be ‘/’ or ‘.’ or ‘-‘. 

Note: The year must be entered in full including the century number.

Date of Joining XE “Date of:joining" . Type 15/05/1996 and press RETURN. 

Date of Leaving XE “Date of:leaving" . Press RETURN to leave this blank. 

ENH claim date. Leave this blank as Anne does not qualify for the Employer’s NIC Contribution Holiday scheme.

Pension XE "Pension" . Key Y, to signify that Anne belongs to one or more of the automatic pension schemes set up for the payroll. You are then prompted for the numbers of the schemes to which the employee belongs. Key 1 to the first prompt and zero to the second, as Anne belongs only to scheme 1.

 XE "Bank account details (employee)" Bank account number. As Anne is to be paid by credit transfer (we have entered CRTR for the Payment method XE "Payment method"  prompt above), her bank details are needed. Key 60533824 here for her bank account number.

Sort Code. Type 201078 and press RETURN.

Name. BARCLAYS BANK PLC has appeared in this field. If payroll recognises the sort code you enter, the field will default to the relevant bank name. If it does not recognise the code, you must enter it.

Branch. Type HATTON GARDEN EC1 and press RETURN.

Payee. Here you would enter the name of the account holder, if the employee wanted his/her wages paid into a bank account held by someone else. Anne’s wages are to be paid into her own account, so press RETURN to indicate that the payee name is the same as the employee name.

Reference XE "Autopay number and reference"  and AutoPay Number. Press RETURN to leave these blank, as Anne is not paid via AutoPay.

Press RETURN to confirm these details. Anne Williams has now been added to the payroll and will be included in the next payroll run, although we have not yet entered any payment for her. We do this next.

Figure 14 - The Amend Payments and Deductions Window

STEP 6 - ENTERING TEMPORARY PAYMENTS

Anne Williams did not start at the beginning of the month, so we must enter a payment for her of £450 to cover her first part-month. This is entered as a temporary payment, as next month and thereafter she will have a regular monthly wage.

The Amend Payments and Deductions window shown above is displayed after you press RETURN to confirm the Add new employee details.

Up to ten elements of gross pay can be chosen for each employee (a total of thirty can be defined in System Parameters). Key 1, which is the element for Basic Pay. You are then prompted for Anne’s permanent basic pay, but we cannot set this up until next month as she has joined in the middle of this month. Press RETURN to leave this empty and you are prompted for temporary basic pay. Here you should key 450, the payment for the part-month. Press RETURN to indicate that there are no more pay elements for this employee. Press RETURN again to confirm the payment details and once more to confirm the whole screen, then press ESCAPE to return to the Employee Data menu.

Figure 15 - The Amend Leaver XE "Leaver"  Details Window

STEP 7 - ENTERING A LEAVER

Let’s assume that employee number 10065F, SARAH-JAYNE BRIGHTMAN, has left the company part-way through the month and we have already made a final payment to her and calculated the tax and NI deductions in the final payment. We now need to inform the payroll that she has left, so that she is not paid in this run, and adjust the data on the payroll to take account of the manual payment so that the P14 will be correct for her.

To mark the employee as a leaver select the Set Leavers XE "Set leavers"  option from the Employee Data menu which should be on the screen after the previous step and type in the employee number, 10065F. This leads to the screen shown in the figure above.

Key A to the baseline prompt, in order to amend the details on the screen.

Key Y to the first prompt - Leaver? - and you are then asked if the employee is to be included in the next payroll calculation run. As her final payment has already been made manually, you should key N here to ensure that she is excluded from the next and all subsequent payroll runs. You are then prompted for the leaving date, which is needed for the P14 certificate at the end of the year. Key 15/5/2000 here. A warning would be printed on the action report from the payroll calculation if you failed to set the leaving date. If you discovered after the next payroll run that you have entered the date incorrectly, you would use the employee data screen to correct it.

Now press RETURN to confirm the details you have entered, as no further input is required on this screen. It is only if the employee wasn’t leaving until the end of the month and you had keyed Y to the “Include in payroll run?” prompt, that you would have to fill in the other details on the screen.

You must, however, now make the appropriate adjustments to the cumulative data to reflect the manual payment. After pressing RETURN to confirm the details entered, this baseline prompt is displayed:



 XE "Adjust cumulative data" From this point, there are two ways to get to the screen you need in order to adjust this employee’s cumulative data. You could (but in this case don’t) press ESCAPE to return to the Employee Data menu, and then select the Adjust Cumulative Data function and then key the employee’s number. Or you can simply key W and then key A for Adjust Cumulative Data in response to the subsequent baseline prompt:



Try the second way here; it would be useful to familiarise yourself with this W for window facility XE "Window facility"  at this stage, as throughout Payroll it offers a short-cut between an employee’s different sets of data without having to go back to the menu and then select the set and then re-specify the employee number.

Figure 16 - The Amend Employee Cumulative Data Window (First screen)

The figure above shows the first screen of Amend Employee Cumulative Data. The figures on the screen are displayed in three columns. The first column shows the amount currently held for each item of cumulative data, the second shows the adjustment amount, and the third shows the result of applying the adjustment to the amount held. Each time you enter an adjustment in the central column, the right hand column automatically displays the total of this figure added to the left hand column’s existing sum. Conversely the central column changes to display the assumed adjustment when you enter the result in the right hand column.

Suppose the final manual payment was gross pay of £1,000, tax deducted £103.33, employee’s NI £67.10 and total NI £144.57.

Key A to amend adjustments, and you are prompted for the amount by which the gross pay to date should be adjusted. Key RETURN here and then enter 1,000 in the Result column. Press RETURN and the Adjustment column will change to -208.33 You are then prompted for the adjustment to the taxable pay to date, and you should key RETURN and enter 1,000 in the Result column again. 

The next prompt asks for the adjustment to the tax paid to date and here you should key RETURN and enter 103.33 in the Result column. Press RETURN.

Press F to select Forward from the baseline prompt and the following screen will be displayed:

Figure 17 - The Amend Employee Cumulative Data Window (Second screen)

You are then prompted for NI adjustment XE “NI:adjustment" s.

You should key the following figures in the Result column pressing RETURN after each one:

291.00
earnings up to the Lower Earnings Limit,

38.00
earnings from the Lower Earnings Limit to the Employee’s Earnings Threshold,

36.00
earnings from the Employee’s Earnings Threshold to the Employer’s Earnings Threshold,

635.00
earnings from the Employer’s Earnings Threshold to the Upper Earnings Limit.

144.57
total NI paid,

67.10
employee NI paid XE “Employee:NI paid" , 

0.00
employee’s NI rebate,

0.00
employer’s NI rebate.

You can then press ESCAPE as no further details need to be added to this screen, or to either of the other three Amend Cumulative Data Screens. Press RETURN to confirm the adjustments you have made; you can then press ESCAPE to exit to the Employee Data screen.


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Figure 18 - The End of Session Menu

STEP 8 - END OF SESSION XE "End of session" 
You have now made all the required amendments to your employee data for the time being, so select the End of Session option from the main menu. The End of Session menu is shown above. You should go through these functions whenever you complete a session of adding or amending employee details.

Make a Security Copy XE "Make a security copy" 
We will be making a security copy of our data in Step 9 below, so for the purposes of this tutorial only we won’t make a backup here.

This function takes a backup of all your payroll data, which can be used to restore the data in the event of a system failure. This facility is also offered on the Payroll Calculation menu and the End of Period menu.

Print Control List XE "Print control list" 
We can now print the data maintenance control list  XE "Control list" which lists all employee data entered or updated during the session. To print the list select the Print Control List option from the End of Session menu. The report shows details of the changes followed by a new record sheet for each employee whose permanent data has been changed.

The report is designed to provide an audit trail to allow you to trace back through all the changes you have made for a particular employee. See page 117 for further details.

Close Session XE "Close session" 
Select Close Session XE "Close session"  from the End of Session menu to close the session. You won’t be able to re-print the control list after this, as the function resets the control list information ready for the next session.

Figure 19 - The Payroll Calculation Menu

STEP 9 - RUNNING THE PAYROLL CALCULATION

We can now run the payroll calculation XE “Payroll:calculation"  to work out the gross pay, tax and NI deductions for each employee. To do this, select the Payroll Calculation option from the main Global Payroll menu. The above figure shows the Payroll Calculation submenu.

Make Security Copy

The Make Security Copy function enables you to take a backup of all your payroll data. Before running the payroll calculation we will make a security copy of the payroll data on one of the backup diskettes prepared during the installation process. You should always make a backup at this point: if you realise after the calculation run that you have omitted some data, you can then restore from the backup and add the data before re-running the calculation.

Figure 20 - The Make a Security Copy of Data Window

When you select Make Security Copy from the Payroll Calculation sub-menu, the screen shown above is displayed. Give the cycle code letter of the backup diskette to be used: key A in this case. You are then asked to mount the backup diskette (backup is taken to unit assignment $B). Press RETURN when you have done so and the backup then takes place.

Print Provisional Payments

The Print Provisional Payments function prints a list of the total gross pay currently set up for each employee. This enables you to check that all adjustments and clock card data have been entered, before performing the payroll run.

When you select this option from the Payroll Calculation sub-menu, you are prompted for the range of employees you want the report to cover. In this instance, press RETURN for both the first employee and the last, and it will include all employees. Press RETURN for the Department prompt and it will include all departments. The next prompt is for department order: key Y and the report will be printed by department, with employees listed numerically within department.

Press <CR> to leave the “Omit Leavers from Report?” prompt set to Y. 

The report is then printed and should be checked before you proceed with the Calculation Run.

Figure 21- The First Payroll Run Parameters XE “Payroll:run parameters"  Window

Calculation Run XE "Calculation run" 
When you select the Calculation Run option of the Global Payroll Calculation submenu, the above window appears.

This tells you about the running of close period as this is the first run for this period. Now press RETURN to confirm the information displayed (current tax period and number of pay periods) and the screen below appears.

Figure 22 - The Second Payroll Run Parameters Window

Key A to amend and you fill in the required details as follows:

Process (E/D). Key E to specify a calculation within a range of employees, rather than D for a single department.

Employee range XE “Employee:range" . Here you are prompted for the number of the first and of the last employee in the calculation. Press RETURN to both prompts as we want this calculation to cover all employees.

Exclude employees with payslip. Key N to include employees who have already had payslips printed this period.

Credit Transfer Date. Key 24/5/2000.

Payslip Date XE “Payslip:date" . Key 24/5/2000.

You can now key C to continue with the calculation. It then proceeds automatically and messages are displayed to show its progress. An action report, either short or full, is printed at the end of the calculation. Choose the full report, which lists the numbers of all the employees processed in the calculation.

Figure 23 The Payroll Reporting Window

STEP 10 - PRINTING THE PAYROLL REPORTS

As the final step in this tutorial we will print all the reports and payment documents resulting from the payroll calculation. Select the Reporting option from the Main Menu, and the Current Payroll Reports option from the Reporting Menu to obtain the screen of all the available current payroll reports as shown above.

You can key Y against each of the reports that you want to print. The sample data contains employees paid by various methods, so you can try all the reports. You may not have all the special stationery available, but you can print on plain paper for the purposes of this tutorial. If the printing is being done directly rather than via the Global spooler, you will be asked to mount the payslip, cheque and credit transfer stationery in turn. When the payslips are printed you are given the option of envelope or plain payslip stationery; you key E or P to select the type required.

This tutorial should have given you a good understanding of the day-to-day Payroll operations. If you wish you can now continue to familiarise yourself with other aspects of the software using the same sample data, referring to the Reference section of this manual where necessary.

Set-up

 XE "Set-up" This section explains how to set up the Payroll data for your own employees.

Before starting on this, the software must be installed as explained in the Installation section and you should work through the tutorial to familiarise yourself with the software.

STEP 1 - PLANNING

It is important to plan the whole data take-on phase carefully before you start to type anything into the computer. You need to draw up a schedule for the operation, collect together all the data in a form suitable for typing in, and plan the change-over from your previous payroll operation.

If you read through all the steps in this section you will see what data you need to collect and you should be able to judge how long it will take you to type it all in, using your experience of adding employees and entering pay data during the tutorial. You may find it worthwhile to engage some temporary clerical assistance in order to speed up the initial data take-on.

You should decide at this point which pay period you are going to start the payroll in. You will have to set up all the employees who are on your current payroll at the start of this pay period and set up their year-to-date totals for pay, tax and NI unless you are starting at the beginning of a new tax year.

You then go through a phase of ‘parallel running’ in which you enter all data into both the old and the new systems, and compare the results until you are confident enough to switch entirely to the new system and discontinue your previous operation.

The parallel running should continue for at least one complete pay period and preferably two. For example, if you run a monthly payroll and you are ready to start the data take-on at the beginning of January, you would probably set up the payroll data as at the end of the November payroll, then enter all the December data and run the December payroll, check that the results agree with the previous system, then run both systems for the January payroll and check the results again, then discontinue the old system.

Remember to organise supplies of pre-printed payslip stationery in good time. This is available either plain or in security envelopes, where the information is printed through the cover of the envelope and cannot be read until the employee opens it. If you are planning to use computer-printed cheques or credit transfer slips you should also arrange supplies of these. Standard forms are available, but the standard cheques will have to be overprinted with your own bank details. You should also consider your stationery requirements for ‘End of Year forms’, P14, P60 and P45 forms for leavers.

STEP 2 - DELETING SAMPLE DATA FILES

 XE "Sample data for Global Payroll" When you have finished with the sample data you can delete it from the disk to make room for your operational data.

To do this, start up the Payroll as described in the tutorial and select the System Maintenance option from the main menu. Then select the Reallocate Data Files XE "Reallocate data files"  option from the System Maintenance menu.

You are then given the option of allocating new data files or reallocating the existing ones. Key N to allocate new data. A prompt asks you if you want to preserve system data: key N as you want to delete the sample data. A warning is displayed to check that you are not about to delete your operational data by accident and you key Y to proceed with the deletion. A message tells you when the deletion is complete and you should press RETURN as prompted.

STEP 3 - SETTING SYSTEM PARAMETERS

The System Parameters XE "System parameters"  must be set up before the operational data files can be allocated, so as soon as you have deleted the sample data the system tells you that the system parameters are not present and invites you to key C to create them. This also happens when you first start up the Payroll, if you did not install the sample data as part of the installation process.

You are then prompted to key the installation diskette unit and then the first System Parameters screen is displayed.

A full specification of the System Parameters function, with a detailed explanation of each item for which you are prompted, can be found in the System Maintenance section of the Reference section of this manual.

Figure 24 –System Parameters (First Screen)
System Parameters consist of data relating to the whole payroll and are defined on seven successive screens. 

The first of the System Parameter screens is used to define details of your company such as name, address, bank, bank account number, bank sort code, tax district, tax reference and weekly or monthly tax table, i.e. whether it is a weekly or monthly payroll. It also includes the periodicity (number of weeks or months between calculation runs) of your payroll, and the names of the payroll data and work volumes.

Figure 25 - System Parameters (Second Screen)

The second screen determines various parameters for pension and rebate calculation, SSP and SMP in pension calculation, automatic employee number generation, pay rounding details, submission of end of year returns, clock card defaults and label stationery XE “Clock card:defaults" .

Figure 26 - System Parameters (Third Screen)

The third screen holds note and coin analysis details, default reporting sequences and general print options.

Figure 27 - System Parameters (Fourth Screen)

The fourth screen describes the accumulators for the payroll.

Figure 28 - System Parameters (Fifth Screen)

The fifth screen determines parameters for a number of report and screen formats.

Figure 29 - System Parameters (Sixth Screen)

The sixth screen determines various parameters for posting to Global 3000 Cash Manager and General Ledger, posting to Global 2000 Nominal Ledger XE “Posting to:Global 2000 Nominal Ledger/Global 3000 General Ledger"  and  XE “Posting to:Global 2000/3000 Cash Manager" Cash Manager.


Figure 30 - System Parameters (Seventh Screen)

The seventh screen holds the age limits for retirement and holiday register parameters. When you have set these parameters, press ESCAPE. 

Figure 31 - The Data File Allocation Window

STEP 4 - ALLOCATING DATA FILES

 XE “Allocating:data files" After you have filled in the System Parameters, the system tells you that the data files are not present and invites you to key C to create them.

You should have calculated the amount of space required to hold your data during the installation procedure described in section 2, and allocated a data volume of the required size.

The figure above illustrates the file allocation process. You are asked to give the number of records in each of the following data files:

Bank Details File. Enter here the total number of employees with bank details, i.e. those paid by credit transfer, including AutoPay and BACS, plus the number of employees.

Control List File XE "Control list file" . This holds the details to be printed on the data maintenance control list. A record is needed for each line on the control list. Allow an average of two records for each item of permanent, temporary and clock card data to be entered in a payroll run.

Current Pay File. This file contains a record for each employee paid in the current payroll run. Enter the total number of employees as for the payroll master file.

End of Year Data. This file holds the P14/P60 details after the end of the tax year. Enter the total number of employees as for the payroll master file.

Class 1A NIC File XE "Class 1A NIC file" . This file holds details of benefits in kind allocated to employees and their equivalent monetary values in the tax year. For cars it holds XE "Benefits in kind:subject to NI"  the car registration number, the employee name, the date joined, the leaving status, the leaving date and the department. For other benefits it holds the employee details as above, benefit code and amount. A record is held on this file for each benefit an employee has received during the year. 
Benefit Details XE "Benefit details file" . This file holds details of all benefits available to employees. For cars, it holds: the car type, the date of first registration, the price or original market value, the cylinder capacity, whether the car is petrol or diesel and the department details. For other benefits it holds the benefit type, benefit code and description.

Employee Details (Payroll Master File) XE “Employee:details (payroll master file)" . Enter here the total number of employees to be held on the payroll. Remember to allow a reasonable margin for future growth and also for staff turnover within a tax year, since leavers are not removed until the end of the tax year.

Nominal Account Codes XE “Nominal:account codes" . This line only appears if you have selected automatic postings to Global 2000 Nominal Ledger in the system parameters in Step 3. It contains a record for each posting type in each department, giving the nominal account codes to be debited and credited. Enter the number of payroll departments multiplied by the number of postings for each department (one for each pay element, deduction and contribution, plus eight for tax, NI, SSP, SMP and rounding). If the same account codes are used in all departments, only one department need be allowed for.

DMAM Payroll Database XE "DMAM payroll database" . This prompt gives you the opportunity to increase the size of this file from the size at installation. Key here the newly required size as a percentage of the original size, e.g. if you want to double it, key 200 (i.e. 200%).

The following prompts are found on the second Data File Allocation screen which is displayed by keying N for next.

Nominal Ledger Interface XE “Nominal Ledger interface"  (Nominal Postings). This line only appears if you have selected automatic postings to Global 2000 Nominal Ledger in the system parameters in Step 3. Enter the total number of postings to be held at any one time. This is the number of payroll departments multiplied by the number of debit and credit postings for each department (two for each pay element, deduction and contribution used, plus sixteen for tax, NI, SSP, SMP and rounding). If you plan to accumulate several payroll runs before posting to Nominal Ledger, multiply by this factor as well.

Temporary Data File XE "Temporary data file" . This is the number of items of temporary data to be entered for a payroll run. Allow one record for each employee, or two for employees with clock card data.

Cash Manager Interface XE "Cash Manager interface" . This line only appears if you selected ‘Automatic Posting to Global 2000 Cash Manager’ in the system parameters in Step 3. Enter the total number of postings to be held at any one time.

As you enter each of the above numbers, the space required for the data is calculated and displayed and the space remaining on the disk or diskette is also shown. When you have completed the allocation, you can press RETURN to confirm it and return to the menu, or key A to amend the allocation if you are not satisfied with it. If you run out of space during the allocation, you can press ESCAPE to start again.

STEP 5 - SETTING GROSS PAY ELEMENTS

Select the Amend Pay Elements option from the System Maintenance menu and the screen shown below is displayed. 

Figure 32 - The Company Gross Pay Elements Window

You can define up to 30 gross pay elements XE "Gross pay elements"  (up to 10 of which can be selected for each employee in ‘clock card data’). Each description can be up to 11 characters in length and it appears on the payslips and various other system reports. You must indicate whether each element is subject to tax, NI, and superannuation, by keying Y or N for each of these three items and whether the element is cash (S) or a rate (A to F) used for clock card payments. You can indicate whether an element is a tax credit by entering C in the Tax column.

STEP 6 - SETTING DEDUCTIONS

Select the Amend Deductions option from the System Maintenance menu and the screen shown below is displayed. 

Figure 33 - The Company Deductions XE "Deductions"  Window

You can define up to 30 types of deduction, each with a description of up to 11 characters. Deductions can be applied before or after tax and before or after National Insurance, by keying B or A; they can be identified as superannuation deductions or Court Order deductions by keying Y or N in each case. Superannuation deductions XE "Superannuation deductions"  should be set to be before tax but after NI. Up to 10 deductions can be made for each employee when calculating net pay: the operation of these deductions is described under the Employee Deductions section of the Reference section.

If a superannuation deduction is to be used as an employee deduction for one of the company pension schemes which have been specified in the system parameters, the superannuation type should be set to zero.

If a superannuation deduction is to be used to record Additional Voluntary Contributions (AVCs), XE "Additonal Voluntary Contributions (AVC’s)"  the superannuation type should be set to 1, 2 or 3 to indicate that payments made under this deduction should be added to the ‘total employee pension’ figure for pension scheme 1, 2 or 3 in the employee’s cumulative data.

STEP 7 - SETTING CONTRIBUTIONS

Select the Amend Contributions XE "Contributions"  option from the System Maintenance menu and the screen shown below is displayed. 

Figure 34 - The Company Contributions Window

You can record up to 10 types of contribution here, each with a description of up to 11 characters. Up to three of these contributions, with amounts, can be specified on each employee’s ‘Amend Payments and Deductions’ screen (see the Employee Details section of the reference section): they do not affect the employee’s pay, but can be used for analysis purposes.

STEP 8 - SETTING COMPANY PENSION RULES XE "Company pension rules" 
 XE "Adding pension scheme to the company payroll data" 

 XE "Automatic pension" If you wish to operate automated pension schemes and have consequently keyed Y to the ‘Automatic pension?’ prompt on the sixth page of System Parameters, you must now define the company pension rules. Select the Amend Pension Schemes option from the System Maintenance menu and the screen shown below is displayed.

Figure 35 - The Company Pension XE "Pension"  Rules Window

You are prompted for the pension scheme name, the scheme contracting out number, the calculation type, banded automatic pension calculation and lower pension limit.

End of year  XE “End of year:data" figures for P35s and P60s may now be submitted to the Inland Revenue on magnetic media. If you want to do this, the scheme contracting-out number (if required) should be of the format ‘EnnnnnnnX’, where n is numeric and X is in the range A to Z (uppercase).

You can then enter up to three levels of pensionable pay in ascending order to give four income bands for which different employee deductions and employer contributions can be specified.

Finally you need to specify deductions, contributions and accumulators used by the scheme. A scheme can have two deductions (pension and contracted out rebate), two contributions (pension and contracted out rebate) and four accumulators (employee pension deduction, employee contracted out rebate, employer pension contribution and employer contracted out rebate). Each deduction must have been set up with the superannuation flag set to Y and the superannuation type set to zero.

You can then press RETURN to set another pension scheme if you wish: up to three schemes can be defined in this way. The Reference section of this manual gives a detailed explanation of all the prompts on this screen (see the section ‘Setting company pension rules in the System Maintenance section of the Reference section).

Appendix A gives a detailed overview of pension handling in Global Payroll and includes full instructions not only for setting company pension rules as above, but also for the subsequent definition of pension accumulators and pension deductions and contributions for the company as a whole and for individual employees.

STEP 9 - SETTING TAX, NI, SSP AND SMP RATES

 XE "Rates" 

 XE "SMP:rates" 

 XE “NI:rates" The tax XE “Tax:rates" , NI and SSP tables and the SMP rate are distributed with the software. They should be checked and updated if necessary before you start to run the payroll, since there may have been legislative changes after the software was generated.

The System Maintenance section of the Reference chapter of this manual explains how to display and amend these tables.

STEP 10 - SETTING NOMINAL CODES

 XE “Nominal Ledger postings" If you have selected automatic posting to the Global 2000 Nominal Ledger in the System Parameters, you should now set up the details of the nominal account codes to be posted for each of the postings generated by the payroll.

See the System Maintenance section of the Reference section for details of how to set up the nominal codes XE “Nominal:codes" .

STEP 11 - CHOOSING THE EMPLOYEE NUMBER XE “Employee:number" S

Before you start to add your existing employees to the payroll, it is important to give some thought to the employee numbering system. Once you have set up the employees on the payroll it is not possible to change their numbers. You can use your own employee numbers or, if the ‘Automatic generation of employee number in use?’ system parameter is set to Y, use numbers automatically generated by the Payroll.

The employee numbers can be up to six characters long and can contain letters as well as digits. Reports are printed in ascending employee number sequence, although there are options to sort and subtotal some of them by department, in which case the employee numbers are in ascending sequence within each department.

Since the employee numbers are alphanumeric, they are sequenced by comparing the six characters from left to right. This means that two numbers of different lengths will not necessarily be printed in numerical order. For example, 99 would come after 100, since 9 is larger than 1. To avoid this, if you are using numeric codes you should decide on a fixed length and add zeros to the front of shorter numbers, for example 001,....099, 100....999. 

You should not attempt to re-use the number of an employee who has left, at least not until after the end of the tax year.

STEP 12 - ADDING THE EMPLOYEES

You can now set up the details of all your existing employees. To do this you select the Employee Data Option from the main menu, then the Add New Employee option from the Employee Data menu.

You fill in the first employee number, chosen as described in Step 11 above, then fill in the relevant data on each of the following screens in turn. The individual fields on these screens are described in the Employee Data section of the Reference section and you will have practised adding an employee during the tutorial.

You should only set up the P45 figures on the employee basic data if the employee has joined during the current tax year: do not use P45 figures as a short cut to setting up the cumulative data described in Step 13 below, since they would appear erroneously on the P14/P60 at the end of the year.

It is advisable to take regular security copies of the payroll data while adding employees. This will allow you to recover without repeating too much work in the event of a problem with the computer. To take a security copy, return to the main menu and proceed as in Step 9 of the tutorial.

You should reorganise the data files after adding all the employees and you can also do intermediate reorganisations if you find that the system takes a long time to add each employee to the files after you have entered the details. You can reorganise the files by keying Y to the relevant question when making a security copy.

When you have added all the employees you should print the data maintenance control list and check the details against your records. To print the control list, first select the End of Session option from the main menu. The End of Session submenu will be displayed from which you can select the Print Control List XE "Print control list"  option.

STEP 13 - SETTING CUMULATIVE DATA

 XE "Cumulative data" Unless you are starting the payroll at the beginning of the tax year, you now need to set up the year-to-date figures for gross pay, tax, NI, SSP and SMP for each employee. These items are known as cumulative data and they can be set up initially by means of cumulative data adjustments.

To start entering these adjustments, select the Adjust Cumulative Data option from the Employee Data menu and type the first employee number. The individual items of cumulative data are explained in the Employee Data section of the Reference section.

STEP 14 - PARALLEL RUNNING XE "Parallel running" 
Your new Payroll is now ready for use, but before you discontinue your previous operation you should run both systems in parallel for at least one pay period and check that the same results are produced by both systems.

It is best to use the new system as the primary source of information so that you exercise it to the full, while keeping your old records up to date and cross-checking them regularly. This will enable you to verify that you have set the new payroll up correctly and that it is being operated correctly.

You may find small discrepancies between the tax and NI calculations in the two systems. The computerized tax calculations recommended by the Inland Revenue produce slightly different results from the manual tax tables in some circumstances, and the exact percentage method used for NI calculations differs from the manual NI tables.

Because of these possible discrepancies you must either treat the new system’s figures as the definitive ones from the start of the parallel run, or adjust the cumulative data in the new system at the end of the parallel run to agree with the old system if you have been paying according to the old system’s figures during the parallel run.

If all the results agree after allowing for these possible discrepancies, you can switch entirely to the new Payroll and discontinue your previous operation.
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EMPLOYEE DATA

When you select the Employee Data option from the Global Payroll Main menu, the Employee Data menu is displayed, as shown in the figure below.

Figure 36 - The Employee Data Menu

The Employee Data menu enables you to set up and amend the following details for any employee:

· Payments, deductions and contributions, both permanent and temporary.

· Clock card data XE “Clock card:data" .

· Cumulative data and accumulators.

· SSP and SMP data.

· Leaver and holiday instructions, with the opportunity to run the payroll calculation for that employee at that point.

· End of year data XE “End of year:data" .

You can also apply certain types of amendments to the whole payroll or to a selection of employees in a single operation. 

Figure 37 - Employee Search Window XE "Search window" 
Before explaining each of the options on the Employee Data sub-menu, a note on three facilities (employee name search XE “Employee:name search" , window and memo XE "Memo" ) which can be used to select employees and employee data might be useful.

When you select any of the functions to amend individual employee data, you are asked to key the number of the employee you wish to amend. Pressing RETURN here gives you the first employee number on the payroll.

It is quite likely, however, that you may know the name of the employee you want to amend, but not the employee number. If your version of Global System Manager is 6.0 or later, you can type S to the employee number prompt to do an employee name search through a list of names for the relevant employee number. You then press RETURN for an alphabetical list of all employee names and their employee numbers, or key D and then a department number for an alphabetical list of employee names and their employee numbers for that department, or key the first part of the employee surname for a list of matching employee names and their employee numbers. In the last case, the matching is done on the employee surname, ignoring punctuation and differences between upper and lower case letters.

If the subsequent list of names extends over more than one screen, you can press RETURN to see the next page, B for the previous page, or F to return to the first page. 

You can select one of the displayed employees by typing the line number shown alongside it. The original employee number prompt is then displayed with the selected employee number as a default. Pressing RETURN will enter the function selected for that employee. You can also press ESCAPE to type another name for matching.

Having made the necessary amendments to that set of data for that employee, you can repeat the process for the next employee in number order, by pressing RETURN. This means that you can work through the whole payroll (or department if you keyed D for a name selection within a department) without having to type the employee number each time. 

Figure 38 - After Keying W for Window

After keying one set of data, you can use the window facility XE "Window facility"  to select further sets of data for the same employee. This short cut means you don’t have to return to the Employee Data menu and then select a function and then re-specify the employee each time you want to amend a different set of data for the same employee.

To do this you key W after confirming the screen you are on. You then get a baseline prompt as shown above. Key the first letter of the required function and the screen is displayed for that employee. If you have specified a menu password corresponding to a function selected from the window prompt you will be prompted before being allowed to enter the function. Each of the functions available is described in detail in the following paragraphs. 

If Global Notepad XE "Notepad"  is installed in conjunction with Global Payroll, a baseline option offers you access to notes concerning the on-screen employee.

If you key M (when the memo option is on the baseline), Payroll will access the Notepad XE "Notepad"  program. The notepad accessed is the one specified at the Notepad name prompt in system parameters. It appears as a window over the existing screen. The layout of this window and the information displayed depend on how the notepad was configured. A list of the relevant notes, however, should be shown in a lower section, with one line for each note. A line for the most recent note heads the list and is marked with a > on the left. The baseline prompt is:



Use the cursor up and down keys to move the > up and down the list. Key ? for help text explaining the options D, E, I, K, P, S and T. Key D to delete the note marked with >, P to print it, E to view and amend the page of extension text attached to it, I to insert a new note, K to change the master file key, S to change the date with which the list of note begins, or T to change to another notepad. Press RETURN and the note marked with > is displayed in full.

Each note is headed with general information: the employee code, subject, private?, creation date, action user and action date. The main body of the note (up to 99 lines of text) comes beneath this and you can edit it using the keys specified at the bottom of the screen.

Figure 39 - The Amend Employee Details Window

ADD A NEW EMPLOYEE

 XE "Add a new employee" This function is used to add new employees to the payroll, or to set up details of your existing employees when you first install the software. 

After selecting this option from the Employee Data menu, you start by typing the new employee number. This can be up to six characters in length and can be either numeric or a mixture of numeric and alphabetic characters.

If your employee numbers are all numeric you must key leading zeros if you wish the reports to come out in the correct sequence. For example, if the maximum number of employees you expect to hold on your payroll is 9999, employee numbers should be entered as 0001, 0002, 0003, 0004, etc.

You can generate employee numbers automatically by going to the sixth screen in System Parameters and setting the option “Automatic generation of employee number in use ?” to “Y”.

Provided that the employee number is not already present on the payroll, the Amend Employee Details window appears. The tax period is shown in the top right corner. You can now fill in the employee details. The details are:

Name. Type the employee’s surname, up to twenty characters in length. This field may not be left blank.

Forename. Type the employee’s forename, or names, up to fifteen characters in length. This field may not be left blank.

Department XE "Department" . This field, in the range 1-99, can be used to sequence and subtotal some of the reports produced by the system, if this is requested in the system parameters. It can also be used in employee data to work through all the employees in a particular department, for example, if you are entering clock card data. Postings to the Nominal Ledger are also analysed across departments. If you type S, you can get a search of all departments.

Paypoint XE "Paypoint" . This field is only required for employees paid in cash, where it is used to subtotal the note and coin analysis report. Any value in the range 1-99 can be keyed. The default is 1: press RETURN to accept this if Paypoint isn’t required.

Personnel Code XE "Personnel code" . Up to five characters can be keyed - their use in the system is as selection criteria when using the multiple update facility.

Payment Method XE "Payment method" . Allowable values are:

· CASH for cash payments.

· CHQE for cheque payments.

· CRTR for payments by credit transfer slips, BACS or National Westminster ‘AutoPay’.

If this field is omitted the standard method of payment, specified in the system parameters, is used.

Narrative. A narrative up to 20 characters in length can be keyed. This field can be used to hold additional information for an employee and will be printed on the employee permanent details report.

Sex XE "Sex" . Type M or F if you want to record the sex of the employee, otherwise press RETURN. If recorded it is printed on the P14 or P60 and on the employee permanent details report. Also if an employee is entered as male, Statutory Maternity Pay details will be suppressed on the screens and reports.

Marital Status. Type S/M/W/D or space. Enter Single, Married, Widowed or Divorced. This field may be left blank if not known.
Tax Code XE “Tax:code" . The tax code is up to five characters in length. You can type the following entries:

· nnnnX, where nnnn is a number in the range 0-9999 and X is one of the alphabetical standard tax suffix codes e.g. L to denote eligibility for the single person’s allowance.

· BR (= basic rate);

· NT (= non-taxable);

· Dn, where n is a number in the range 0-4 (= higher rates);

· Knnnn, where nnnn is a number in the range 1-9999. This tax code is for employees whose tax allowance is exceeded by other income such as benefits in kind from which PAYE deductions cannot be made.

You can precede any of the above entries by “S” if Scottish rates XE "Scottish variable rate"  apply.

W1/M1 XE "Week 1/Month 1" ? Type Y if the employee’s tax is to be calculated on a week 1/month 1 basis. This means that any previous pay and tax paid figures are ignored when calculating tax. Type N to calculate tax on a cumulative basis.

Note: The W1/M1? indicator is automatically reset to N at the beginning of the tax year because cumulative records for calculating the tax of the employee can now begin to be compiled which means that the Week 1/ Month 1 basis need not be used.

P45 Gross Pay and Tax XE "P45:gross pay and tax" . These two fields are taken from the P45 forms supplied by new employees. They are taken into account in cumulative tax calculations and printed on P60s. If not specified they are assumed to be zero. It is important to note that these figures will affect tax that is calculated on a cumulative basis and so you should make sure they are available before changing an employee’s tax from week 1/month 1 to cumulative. If you enter or add a new employee but do not update these figures a warning will be printed on the payroll action report.

After these figures have been entered and a Calculation Run has been done, you should only change them on receipt of form P6(T) from the Inland Revenue.

Refund Authorisation XE "Refund authorisation" . Certain tax refunds cannot be paid to an employee until authorisation is received. This authorisation is signalled by keying Y into this field, which causes the refund to be paid in the next payroll run. The authorisation can be reversed before the refund is paid by keying N.

NI number XE “NI:number" . The National Insurance number consists of two letters, six digits and a final letter; the final letter must be A, B, C, or D. The NI number can be left blank if it is not known, or a dummy number of the form TN followed by date of birth followed by M or F can be used.

Note: When you are adding an employee, you must enter a valid NI number before you complete the input. If you do not know the NI number, however, you may leave this field blank, and a valid temporary NI number is generated after you have entered the date of birth.
NI Rate Letter.  XE “NI:rate letter" The NI rate letter can be A, B, C, D, E, F, G, S or X. If the rate letter is C, you are also asked if the employee is contracted out – type Y or N. A rate letter of X means that NI does not apply to this employee. If this field is left blank, a rate letter of A is assumed for the employee. 

C-Out. This prompt is only displayed if you have entered a rate letter of C. Type Y if the employee has contracted out, otherwise type N.

ENH Certificate XE "Employer's NIC holiday"  XE "ENH certificate" . Type Y if the National Insurance Contributions Office has supplied a certificate authorising a claim to NIC Holiday for this employee. ENH is not available for employees who join after 1 April 1999. If the employee is contracted out, you are also asked if you wish to reclaim contracted out or not-contracted out employer’s contributions for this employee. You are not prompted for this information for employees with NI rate letter ‘X’.

Note:- If the National Insurance Contributions Office does not supply a valid certificate until after the new employee’s first paydate, ENH recoverable from earlier payroll runs must be entered as a cumulative data adjustment.

Directors’ NI Rules XE "Directors’ NI Rules" ? Type Y if the employee is a director and you wish to use the special NI rules described in leaflet NI35. Type A if you wish to treat the employee as a director, but to pay National Insurance on account as described in leaflet CA44. Otherwise type N. If you type Y or A, you are then asked for the number of weeks in the tax year for which the special rules apply. Press 0 or RETURN if the employee has been a director for the whole year.

Note:- Once an employee has been defined as a director you can only change them back to an ordinary employee at the beginning of a tax year. Election to pay on account must be made at the beginning of the tax year, or when the employee becomes a director. It may be changed to directors rules part-way through the tax year, but may not then be changed back.

Note:- The qualifying conditions for paying NI on account are:

· The director agrees to NI contributions being assessed in this way;

· The director is paid in regular pay periods;

· The director’s pay exceeds the Employee’s Earnings Threshold.

If an employee is made a director and the directorship is back dated, then you are warned that you need to adjust the employee’s cumulative data to reflect that the directorship has been back dated (i.e. the directors’ NI’able pay XE "NI’able pay" , the director’s employee NI paid and the director’s total NI paid must be adjusted to include the period covered by the directorship before the current period. You must do this at the beginning of a current period, before any calculation is carried out for the current period).

Address XE "Address" . Three address lines can be entered, up to thirty, twenty-five and twenty-five characters respectively and a post code of up to thirteen characters. This will be printed on the employee’s P60, on the employee permanent details report and on labels. At least one of these fields should not be blank.

Tel. Key the employee’s telephone number (up to 20 characters).

Date of Birth XE “Date of:birth" . A valid date of birth must be entered. The employee’s date of birth is required for age reporting. This date will also be printed on the employee’s permanent details along with the employee’s age.

Note: The year must be entered in full including the century number.

Payroll will check whether the employee is over the pensionable age and, if they are, display a warning to check for proof that the employee is still eligible to contribute to the pension scheme. No warning will be displayed if the employee is at the pensionable age.

If you have not entered an NI number, Payroll generates a temporary NI number of the form ‘TNddmmyyS’ where ‘TN’ is fixed, ddmmyy is the date of birth and S is the sex. You must enter either a valid NI number or a date of birth from which one can be generated.

Date of Joining XE “Date of:joining" . This date is provided purely for documentary purposes. If it is not supplied, the current date is assumed. 

Date of Leaving XE “Date of:leaving" . This field is normally entered as part of the leaver function but it may be updated here if necessary. It is printed on the P14/P60 if an employee leaves during the year.

ENH claim date. (Only displayed if “ENH Certificate” is set to Y.) Set this to the earliest date on which employer’s NIC Holiday rebate can be claimed for staff qualifying under this scheme. It is typically thirteen weeks after the date of joining (default) but can be altered if the Benefit Agency and National Insurance Contributions Office agree that special considerations apply. The date to be entered is shown on the certificate supplied to the employer by the National Insurance Contributions Office. You are not asked for this information for non-qualifying personnel.

Pension XE "Pension" . Key Y/N/A to this prompt if the employee belongs to any of the automatic pension schemes set up for the payroll, then key the numbers of the schemes to which the employee belongs. Company pension schemes are numbered from 1 to 3 in the order in which they are set up (see the system maintenance section of the Reference section). If the employee belongs to one scheme only key 0 against the second scheme number prompt.

 XE "Bank account details (employee)" Bank Account Number. The bank account number can be up to nine digits. If the employee is using a building society account and the employee is being paid via BACS key zero here and enter the account code in the Autopay reference field.

Sort Code. This is the sort code of the employee’s bank branch or code of building society clearing bank account number. Up to six digits can be entered.

Bank Name. This is the name of the bank to which the account belongs. The name of the bank identified from the sort code keyed is displayed as a default.

Branch Name. Type the name of the branch here which can be up to forty characters. This field is not mandatory but a warning message is displayed if it is not supplied.

Payee. This field is only required if the payee name on the credit transfer is different from the employee name. It can be up to thirty characters. Note that if you are using BACS only the first eighteen characters will be passed to BACS.

AutoPay Number and Reference XE "Autopay number and reference" . These two items need only be filled in if AutoPay is to be used. The AutoPay number is obtained from the Bank when new employee details are submitted to them. The reference can also be used for BACS payments, for example to hold a Building Society roll number.

Cash Book XE "Cash book" . You will be offered this prompt if Automatic Posting is set to be in use (see the second page of system parameters) and furthermore single cash book operation is not in use. You must key a number in the range 1 to 99 to post the pay for this employee to a specified Cash Book, or key zero to post to the cash book number set up on system parameters.

When all the details are correct, press RETURN to add the employee to the payroll. Key C to cancel the new employee if you have made a mistake. 

After you have confirmed the employee details you are presented with the Payments and Deductions screen. Enter the amounts for each set or key RETURN to move to the next set. When you have finished entering all the pay elements you can amend them as described in ‘Payments and Deductions’ below.

Figure 40 - The Amend Employee Details Window

AMEND EMPLOYEE DETAILS

 XE “Employee:details" This function is used to amend the details for an existing employee. When you select this function from the Employee Data menu and enter the employee as already described, the details are displayed as shown above.

You can then type A to amend all the details, or the initial letter of the required set of data on the screen, moving through the fields by pressing RETURN if no change is required, or keying the new value. The fields are those already described in detail in  XE "Add a new employee" ‘Add New Employee’ above.

When you have completed the amendments, press RETURN to confirm them, or you can make further amendments by typing A, or the first letter of the set of data that you wish to change. Key C if you want to cancel the amendments you have made.

Figure 41 - The Amend Payments and Deductions Window

PAYMENTS AND DEDUCTIONS

 XE "Payments and deductions" 

 XE "Deductions" This function is used to amend the payments and deductions for an existing employee. When you select the Enter Payments and Deductions option from the Employee Data menu the window shown above is displayed.

You can then type the initial letter of the required set of data on the screen. You can then key a specific element number to add or amend a given element. You can key A to amend all of the details for a given set, moving through the fields by pressing RETURN if no change is required, or keying the new value. If your Global System Manager is version 6.0, or later, you can key H to obtain the full list of all elements, deductions or contributions. As you work through the screen a running total of pay elements is displayed at the bottom.

The details are as follows :

Payments. Up to ten elements of gross pay can be specified for each employee. For each element you type a number, in the range 1-30, which is used to select the element from those set up in system maintenance. When you have selected the correct element key the permanent amount for that element. This is the amount that will be paid in each subsequent pay period. The next field is the temporary pay amount and it is added to the permanent amount when the next pay calculation is performed. If you wish to reduce a particular pay element for the next run, type a minus sign followed by the amount. All temporary amounts are reset to zero during Close Period.

Note that, if an employee is paid by hourly or piece-work rates, you use the clock card function to set these up.

When you have finished amending the pay elements, press RETURN to the element number prompt and press RETURN again to return to the employee number prompt.

Deductions. Up to ten deductions amounts can be specified for each employee. As for payments, you type a number in the range 1-30 to select the deduction from those set up in system maintenance. When you have selected the correct deduction key the permanent amount followed by any temporary adjustment, as described for payments. For court order deductions the Court Order Deductions window appears. This is described in detail below.

Pension deduction XE “Pension:deduction" s. If the employee belongs to any of the automated pension schemes you should set up the appropriate deduction, or deductions, which have been specified for the schemes in the system parameters. Each such deduction should be set up with the superannuation flag set to Y and the superannuation type set to zero. The pension deduction amount is then calculated, according to the pension scheme rules, during the payroll calculation, and added to any permanent amounts already set up for that deduction.

Note that the pension deduction must be set up for the employee even if the employee payment is zero.

For further details, see Pension Deduction XE “Pension:deduction"  in Setting Company Pension Rules later in this section.

Pension deduction XE “Pension:deduction" s can also be entered manually and you should set up a different superannuation deduction to do this, with the superannuation flag set to Y and the superannuation type set to 1, 2 or 3 to determine which set of employee cumulative data is to be updated by this deduction. For such a deduction to be entered against any individual employee, the employee must be a member of the pension scheme for which the deduction is to update cumulative data. Both types of pension deductions can be increased or decreased temporarily, using the temporary deduction adjustment facility.

When you have entered all the deductions, press RETURN to the deduction number prompt. A total of the deductions you have entered is displayed on the bottom right of the screen.

Figure 42 - The Court Order Details Window

Court Order Deductions XE "Court order deductions"  If you set up a deduction which has been defined as a court order, the Court Order Details window appears.

Notes: 

· The Court Order Details window is only available for two court order-type deductions per employee, corresponding to accumulators 11 and 12. Further court order deductions can be set up against an automatic type accumulator, but they are not supported as priority or non-priority, there is no check on protected pay XE "Protected pay"  and they cannot handle table or percentage orders.

· The text for the fourth prompt in this window, ‘11 Court Order’ in the figure above, reflects the number and description of the deduction as defined in the Company Deductions Window in System Maintenance.

The prompts are:

Type of order. This can be one of the following:



A
Attachment of earnings XE "Attachment of earnings"  order (AEO), made by courts in England and Wales to recover unpaid maintenance, fines or civil debts. The court specifies a fixed amount or a percentage to be deducted from the weekly or monthly wages and the level of protected pay.



B
Community charge attachment order (CCAEO), made by a local authority before 1.4.1992. The amount of the weekly or monthly deduction is determined from tables of fixed amounts indexed by attachable earnings.



C
Community charge attachment order (CCAEO), made by a local authority on or after 1.4.1992. The amount of the weekly or monthly deduction is determined from tables of percentages of attachable earnings.



D
Deductions from earnings order (DEO), made by the Child Support Agency. These are generally open-ended and often consist of a large one-off starting payment followed by a smaller amount to be paid each month. These orders sometimes contain a payment schedule for more than one year. Future changes must be entered into Global Payroll when the changes take effect. If necessary use your diary system to remind you to change the employee’s deduction on Global Payroll when specified in the schedule.




Note: Global Payroll always treats these orders as open ended. So you need to delete this type manually when it ceases.



E
Arrestment of earnings order, made by a court in Scotland. The amount of the weekly or monthly deduction is determined from tables of fixed amounts indexed by arrestable earnings.



M
Current maintenance arrestment order, made by a court in Scotland. The amount is calculated on a daily basis with a fixed protected daily earnings rate.




Note: When Global Payroll calculates this type of court order for a pay period which is a calendar month, it always takes the number of days to be 30. When the pay period is a week, Global Payroll always takes the number of days to be seven. 



T
Council tax attachment of earnings order (CTAEO), made by local authorities. The amount of the weekly or monthly deduction is determined from tables of percentages of attachable earnings prior to 1.10.1998.



U
Council tax attachment of earnings order (CTAEO), made by local authorities. The amount of the weekly or monthly deduction is determined from tables of percentages of attachable earnings on or after 1.10.1998.

Percentage based. (Type A orders only.) Enter Y to indicate that the amount specified below is a percentage. Enter N to indicate that it is a fixed amount.

Priority XE "Priority" . (Y/N.) Enter Y to indicate that this is a priority court order, N to indicate a non-priority court order.

For a priority order, any amount that cannot be paid because insufficient earnings are carried forward to be paid as soon as possible; i.e. an underpayment one month is compensated for the following month if earnings levels allow.

For non-priority orders any amount that cannot be paid because of insufficient earnings is written off for that month. However for accumulator-type orders the remaining total is only reduced by the amount actually paid. 

Priority XE "Priority"  orders are dealt with before non-priority orders. Court orders XE "Court orders"  of the same priority are dealt with sequentially by accumulator number and not in date order.

nn (Court order). This is the amount of the deduction for deduction number nn. The text displayed reflects the description entered for the deduction in the Company Deductions Window in System Maintenance. What you enter depends on the type of court order:

· For type A orders (AEO’s), enter either the normal value or the percentage to be deducted from attachable earnings per pay period, according to your response to the Percentage Based prompt above.

· For type D orders (DEO’s), enter the normal value to be deducted from attachable earnings per pay period.

· For type M orders, enter the normal value to be deducted per day. 

· For all other order types, the deduction is determined during the pay run according to the deduction band into which the deductible earnings fall and this prompt is skipped.

Protected earnings. Enter the amount of the protected earnings level. The court order deduction is reduced, or suppressed, if necessary, to avoid the net pay falling below the protected earnings level. Any shortfall is shown on the Payroll Action report. For priority orders this report also shows any accumulated shortfall. For priority court orders, all under payments, including those of protected pay, are accumulated for payment as soon as possible.

For type M court orders, this is automatically set to the fixed limit under Type M rules and the prompt is skipped.

Note: Tax and NI deductions are applied before the court order deduction is calculated. For all court orders other than type B, pension deductions are also applied before the court order deduction is calculated. Any other deductions are applied afterwards and could therefore reduce the net pay below the protected level.

When you leave the Court Order Details window, Global Payroll displays the following at the Permanent prompt in the Deductions window:

· For type M court orders, Global Payroll automatically calculates and displays the period amount from the daily amount entered.

· For other fixed amount orders, the fixed amount is displayed.

· For table or percentage orders, zero is displayed.

You can enter a value at the Temporary prompt for fixed amount orders only. This value is added to the calculated permanent value for the current period only. It is then reset to zero for the following period.

Additional notes on court order deductions:

· For all court order types other than type D, you need to set up the total amount of the court order in one of the special court order accumulators on the fourth screen of the Amend Employee Cumulative Data option.

· Global Payroll considers all type D court orders to be open ended. If any other type of court order is open ended, you can achieve this by setting a large value in the relevant accumulator and using a diary system to remind you to review it at regular intervals.

· In Global Payroll, the definition of earnings for court order deductions includes all gross pay elements with the exception of statutory maternity pay (SMP) This satisfies most situations, but some court orders exclude some pay elements such as redundancy payments. For specific details refer to the documentation provided with the court order or ‘Attachment Orders - A handbook for employers’ produced by The Court Service.

· The payment period for each court order must coincide with the Payroll calculation cycle and must cover the whole payment period. For Payroll systems with a periodicity other than one, multipliers based on the periodicity are used to calculate the court order deductions. If this is not acceptable, you need to enter manual deductions for the court order.

· Administration charges are not included. If they are to be charged against an employee, you need to enter them manually.

· Global Payroll does not handle conjoined arrestment orders. You need to process these manually.

· You cannot enter holiday pay via the Holidays option for an employee with an active court order of types B, C, E, T or U. Similarly, you cannot enter a court order of these types if advance holiday pay has been entered for the employee. If necessary, enter the holiday pay or the court order manually.

Contributions XE "Contributions" . Here you can keep a record of any payments you wish to make to an employee independently of the payroll, or any contributions you may wish to make on the employee’s behalf, for example to a pension fund. They do not affect the pay calculated by the payroll in any way.

Up to three contributions can be specified for each employee from up to ten set up for the whole payroll. Type the contribution number, in the range 1 -10, to select the required one. You are then asked for the permanent amount for that contribution, followed by any temporary adjustment for the next calculation run. When you have entered all the contributions press RETURN to the contribution number prompt. The total amount of the contributions you have entered is then displayed on the bottom right of the screen.

Employee Expenses XE "Expenses" 

 XE “Employee:expenses" . An example of the use of contributions is analysing employee expenses. You may wish to pay employee expenses independently of the payroll, but would like to keep a running total of these payments throughout the year. To do this you would select the contribution number for expenses, having first set this up in system parameters and specify a permanent amount of zero. Each pay period you should enter the expenses for the period as a temporary amount. You should also set up a manual type accumulator for the expenses contribution.

Contributions can also be posted across to Global 2000 Nominal Ledger XE “Posting to:Global 2000 Nominal Ledger/Global 3000 General Ledger"  or Global 3000 General Ledger XE “Posting to:Global 2000 Nominal Ledger/Global 3000 General Ledger" .

Pension Contribution XE “Pension:contribution" s. If the employee belongs to any of the automated pension schemes you should set up the appropriate contribution, or contributions, which have been specified for the scheme in system parameters. Any automatic pension contribution to be made by the employer will then be added to the permanent and temporary amounts already set up for these contributions. 

When you have completed the contribution amendments press RETURN, or you can make further amendments by typing A or the number of the contribution you wish to add or amend.

Figure 43 - The Current Payslip Adjustment Window

NI Adjustment XE “NI:adjustment" . If you key N, the Current Payslip Adjustment window appears. This window enables you to adjust employee’s National Insurance contributions for the current period. You can enter positive or negative figures depending on whether the employee has paid too little or too much National Insurance. Any amount you enter here will affect the payroll calculation. You are prompted:

Employee NI paid XE “Employee:NI paid" . Enter the adjustment amount of National Insurance paid by the employee.

Employer NI paid XE "Employer NI paid" . Enter the adjustment amount of National Insurance that the employer has paid for this employee.

 XE "C-out employee NI" 

 XE “Contracted out:employee NI" C-out Employee NI. If the employee is contracted out, enter the contracted-out contribution here.  XE “Employee:deductions and contributions" \r "PaymentsAndDeductions" 
Figure 44 - The Amend Clock Card Data XE “Clock card:data"  Window

CLOCK CARD DATA XE “Clock card:data" 
If employees are paid according to the number of hours worked or units produced, this data must be supplied for each pay period, using this function. Up to ten amounts can be entered, using any of the six rates of pay that can be held for each employee. The pay rates can be overridden if required (you are warned if you change them).

When you select this option from the Employee Data menu, you can step through the employees in employee number order, or you can specify a department number and step through in employee number within department. Key D if you want to specify a department, otherwise key the employee number you want to start from, or S to search through the employee names.

The Clock Card Data screen for the employee is then displayed. The ten quantities are usually blank but if clock card data has already been entered for the employee during the current period then this is shown and can be amended. 

The clock card parameters are displayed at the bottom of the screen. These are the rates that have been set up for the employee along with the default element and quantity. Departmental parameters are offered if the ‘Allow default values for clock card rates’ system parameter is set to Y. For a new employee the rates will be zero. You can amend these values by keying P to the baseline prompt. The default element and quantity will initially show the values that have been set up in page two of system parameters. Any values you set to these will be saved until you return to the menu.

If the default element has a value assigned to it you can key S to the baseline. If the element is not already in the list, it will be added, with the selected quantity to the table of clock card data for the employee. The text “Standard element entry in operation” will be displayed at the bottom of the screen as a reminder that any subsequent employees that are processed will have the element added to his/her list.

To enter the actual clock card data first key the element number.

If your Global System Manager is version 6.0, or later, you can key H to obtain a list of the clock card element descriptions along with their rate letters. The description and standard rate for that element are then displayed and you can key in a new, temporary, rate if you wish, or press RETURN to leave it unchanged. You are then asked for the quantity, which may be entered either as hours and minutes, if this has been set in the system parameters, or as a decimal with up to four decimal places. The total pay amount for that element is then displayed and you repeat the process for the next element. The amount will be rounded Up, Down or to the Nearest penny, depending on what was set up in System Parameters.

To amend the data already entered, you can either key A and work through each line in turn, or key the particular element number you wish to change.

When all the details are correct, you can press RETURN to confirm. You are then presented with the clock card data screen for the next employee. If you have selected standard element to be in operation and the default element is not already on the employees clock card list, it will be added.

Pressing ESCAPE will accept any amendments you have made and will take you back to the employee number prompt.

Note that you can set up clock card rates for departments in the Amend Departments window.

Figure 45 - The Amend Employee Statutory Sick Pay Window 

This window maintains details of Statutory Sick Pay (SSP) for the currently selected employee in the current pay period. Rules governing entitlement to SSP and for determining the number of days for which SSP is payable are provided in the Employer’s SSP manual (CA30). Details can be downloaded from the Inland Revenue website.

STATUTORY SICK PAY

 XE "SSP" \r "StatutorySickPay" Start of this PIW. Absence through sickness across a period of more than four calendar days in a row is referred to as a Period of Incapacity for Work (PIW) XE "PIW - Period of Incapacity for Work" \t "See SSP" 

 XE "SSP:period of incapacity for work" . PIWs are defined in detail in the Statutory Sick Pay manual, CA30. Enter here the date of the first day in this period of sickness that qualifies as part of a PIW.

Link with previous payable PIW? XE "Link with previous payable PIW?"  PIWs separated by 56 calendar days or less “link” and are treated as one. See CA30 for more details. If the current PIW links with the last PIW recorded for this employee and that PIW was payable, set this to Y, otherwise set it to N.

Calculate average weekly pay? XE "Calculate average pay:SSP"  This prompt only applies if “Link with previous payable PIW?” is set to N XE "Link with previous payable PIW?" . SSP is payable to all employees whose average weekly earnings are at or above the Lower Earnings Limit for National Insurance Contributions. You can find the Lower Earnings Limit for each year in CA38(CF391).

For most employees, it will be obvious if their average weekly earnings are above this limit and you will not need to calculate their average weekly earnings. If you need to do the calculation set this to Y. If you are not sure, refer to CA30 for further instructions.

To calculate the average weekly pay, payroll requires at least 8 weeks of payslip history. If there is insufficient history, for example when starting a new payroll or recording details of a PIW for a new employee, Payroll warns you and lets you enter the average weekly pay directly.

Average weekly pay for SSP. XE "Average weekly pay for SSP"  This prompt only applies if “Link with previous payable PIW?” is set to N XE "Link with previous payable PIW?"  . This is the average weekly pay for this employee across the eight weeks preceding the start of this PIW. It is compared with the Lower Earnings Limit to determine whether or not SSP is payable on this PIW.

Days for which SSP payable this run. This prompt only applies if this PIW is linked with previous or the average weekly pay is not less than the Lower Earnings Limit. SSP is only paid for qualifying days. It is not payable for the first three qualifying days in a PIW, which are known as waiting days. Qualifying days must be agreed between you and the employee, they are usually the days of the week that the employee is required to work under their contract. See CA30 for more information. Linked PIWs are treated as one. If this PIW links to the previous one, the three waiting days may have been served.

No. of qualifying days per week XE "Number of:qualifying days per week" \t "See SSP" . This prompt only applies if days for which SSP payable this run is not zero. This is used to convert the weekly rate supplied in SSP tables CA35/36 to a daily rate to calculate SSP payable in the run.

Pay SSP as a separate element? This prompt only applies if days for which SSP payable this run is not set to zero. If you have a company sick pay scheme, your SSP liability is met by the payment of your own sick pay if it is equal to or greater than the SSP due. Even when this is the case, you can recover sick pay up to the amount of SSP due under the percentage threshold scheme.

If SSP is to be paid to your employees as a separate item on their payslip, set this to Y. If SSP is not to appear as a separate item on the payslip but is still to be calculated and deducted from your liability to the Inland Revenue, set this to N.

Days for which SSP payable this year. This is the number of days in the current tax year for which SSP has been payable for this employee. It can be adjusted here. Any adjustment appears on the control list print but does not affect either the payroll calculation run or the recovery of SSP.

SSP days paid since joining. This is the total number of days SSP paid to this employee since they joined the payroll. It can be adjusted here. Any adjustment appears on the control list print but does not affect either the payroll calculation run or the recovery of SSP.

ADJUST CUMULATIVE DATA

 XE "Cumulative data" 

 XE “Employee:cumulative data" 

 XE "Adjust cumulative data" \r "AdjustCumulativeData" Data calculated and accumulated by the system at each payroll calculation run is known as cumulative data and in normal circumstances should not require adjustment. If it becomes incorrect, for example if a manual payment has been made to an employee, a cumulative data adjustment should be applied. You also use this function as part of data take-on if you start the payroll in the middle of a tax year.

Select the Adjust Cumulative Data option from the Employee Data menu. After selecting the employee you are presented with the screen shown overleaf. There are four screens in all and you press RETURN to go on to the next screen. Pressing ESCAPE takes you back to the employee number prompt. If your version of the Global System Manager is 6.0, or later, you can key H to display some basic details about the employee. The screens are divided into three columns. The first column shows the amount currently held for an item of cumulative data, the second column shows the adjustment amount and the third column shows the result of applying the adjustment to the amount held.

The adjustment amounts are usually zero, but if adjustments have already been entered for the employee since the last calculation run, then these are shown and can be amended. The adjustments are applied to the cumulative data during the payroll calculation run and then set to zero.

To enter or amend an adjustment key A, or the first letter of the required set of cumulative data as shown on the bottom of the screen. You can either enter the adjustment you wish to apply to the amount held, or the result you wish to achieve after applying the adjustment. If you enter an adjustment the new result is displayed and if you enter the result the appropriate adjustment is displayed. The adjustment should be preceded by a minus sign if you wish to reduce the cumulative data already held.

Figure 46 - The Amend Employee Cumulative Data Window (First screen)

The following items of cumulative data are held on the first screen:

Gross Pay and Taxable Pay xe "Gross pay, taxable pay and tax paid to date" . These fields represent the pay to date in the current employment. 

Note that P45 data for any previous employment is not included here. It is set up, and amended, using the employee details screen.

Carried Forward Pay XE "Carried forward pay" . This refers to pay carried forward as a result of rounding.

Week 5n Taxable Pay XE "Week 53 taxable pay and tax" . This field is only shown for weekly payrolls. It is printed on P14/P60 certificates and does not affect the next payroll calculation.

Tax paid to date. Tax paid to date in the current employment.
Unpaid Tax Refund XE "Unpaid tax refund" . This field relates to tax refunds that are awaiting authorisation from the Inland Revenue. For further details, see the New Employee section of the Reference Section of this manual.

Week 5n Tax paid. This field is only shown for weekly payrolls. It is printed on P14/P60 certificates and does not affect the next payroll calculation.

Gross SSP and SMP To Date XE "Gross SSP and SMP to date" . These items are accumulated during the tax year and are shown on the payslip and end of year documents.

Figure 47 - The Amend Employee Cumulative Data Window (Second Screen)

The following items are held on the second screen:

NI at rate D XE “NI:contributions to date" . NI contributions are held separately for each of up to four different NI rate letters. Normally an employee will only ever have one NI rate letter and contributions for this will be displayed. If an employee has had more than one rate letter in the current tax year, the contributions relating to the rate letter currently in use will be displayed, together with the other rate letters used. To display the NIC’s for one of the other rate letters shown, key that letter.

Earnings up to LEL. This shows the earnings up to and including the Lower Earnings Limit where such earnings reach or exceed that limit.

Earnings LEL to EET. Earnings above the Lower Earnings Limit, up to and including the Employee’s Earnings Threshold.

Earnings EET to ERT. Earnings above the Employee’s Earnings Threshold, up to and including the Employer’s Earnings Threshold.

Earnings ERT to UEL Earnings above the Employer’s Earnings Threshold, up to and including the Upper Earnings Limit.

Total NI paid. This is the total of the employee’s and employer’s NI.

Employee NI paid XE “Employee:NI paid" . This is the total of the employee’s NI.

Employee’s NI rebate. The rebate due to the employee on contracted out earnings above the Lower Earnings limit, up to and including the Employee’s Earnings Threshold.

Employer’s NI rebate The rebate due to the employer on contracted out earnings above the Lower Earnings limit, up to and including the Employer’s Earnings Threshold.

The next two items will only apply if the employee is contracted-out, as set up in employee details:

Contracted-Out Employee NI. This shows the contracted-out contributions included within the Employee NI Paid.

Contracted-Out NI’able Pay XE "NI’able pay" . This is the pay from which the contracted-out portion of the employee’s NI was calculated.

 XE "Employer's NIC holiday" 

 XE "ENH certificate" The next item will only apply if an employer’s NIC Holiday certificate is recorded for the employee and the employee is still in their first year of employment - ENH is not available for employees who join after 1 April 1999:

Recoverable ENH to date XE "Recoverable:ENH to date"  This shows the total NICs recoverable to date. ENH is not available for employees who join after 1 April 1999.

This figure is used by ENH Reports run on or after the earliest valid reclaim date (usually thirteen weeks after starting work) to calculate the reclaimable amount, by deducting any previously reclaimed amount. 

If a certificate authorising ENH recovery is received from the National Insurance Contributions Office after the employee has been paid, any recoverable ENH arising from prior payment runs must be entered here as an adjustment to the next pay run.

If an employee retires, leaves or is suspended, no ENH will be recovered in subsequent pay runs other than adjustments entered here.

If an employee leaves and reclaimed ENH has to be repaid, adjusting the value here to zero will cause the repayment amount to be included in the next ENH report.

The next three items will only apply if the employee has been set up as a director in employee details :

Director’s NI’able Pay XE "Director’s NI rules" . If the employee is paid under the special rules for directors, described in the relevant Inland Revenue literature, this shows the total pay subject to this type of NI.

Director’s Employee NI. This is the total NI paid under the special director’s rules.

Director’s Total NI. This is the total of the Director’s Employee NI and the Director’s Employer NI.

Note:  XE "NI:director's rules" 

 XE "Director's NI Rules:director's NI on account" If you have a director who is paying NI on account and who has been paying NI under more than one rate letter during the year, then for any adjustment made to any of the above three fields a further screen will appear requiring you to split the adjustment made across the different NI rate letters used. All subsequent adjustments must similarly be broken down across the NI rate letters before you are allowed to exit this further window.

Note: If a director has been paid under more than one rate letter in the same tax year, the figures printed on their P14 at the end of the year may differ from those shown here because of Benefits Agency reporting requirements. For example if a director were to earn £8,000 at rate B and then £8,000 at rate D, income at each level used in the calculation and shown here would be:


Up to LEL
LEL to EET
EET to ERT
ERT to UEL

Rate B
3,484
468
433
3615

Rate D
0
0
0
8,000

The amounts printed on the P14 would be:


Up to LEL
LEL to EET
EET to ERT
ERT to UEL

Rate B
3,484
468
433
3615

Rate D
3,484
468
433
8000

Figure 48 - The Amend Employee Cumulative Data Window (Third Screen)

Pension XE "Pension"  sch. For each of the two pension schemes the following cumulative data is held:

 XE "Automatic pension" Employee Auto Pension XE “Employee:auto pension" . This is the amount paid by the employee into the automatic pension scheme. This should be set up during data take-on of employees who belong to pension schemes involving cumulative pension calculation, to prevent the payroll from making an excessive deduction during the first calculation run.

Employer Auto Pension XE "Employer auto pension" . This is the amount paid by the employer into the automatic pension scheme. It should be set up during initial data take-on for the same reasons as employee auto pension. 

Non-pensionable pay to date XE "Non-pensionable pay to date" . If any taxable pay in the current employment is exempt from the pension scheme, which will be the case if the employee joins the pension scheme in the middle of the tax year, then this field should be adjusted. 

 XE "C-out employee NI" 

 XE “Contracted out:employee NI" Total Employee Pension XE "Pension" . This is the total of all automatic pension deductions calculated by the payroll, plus any other superannuation type deductions set up manually to add into cumulative data for this scheme, recording AVCs, plus any contracted out rebates. It is added to the equivalent field in the employee’s second scheme, if such exists and printed on the payslip. It is also shown on the end of year data screen. It can be adjusted to allow take-on of new employees requiring transfer of existing pension rights into a company pension scheme.

Figure 49 - The Amend Employee Cumulative Data Window (Fourth Screen)

The following is held on the third screen:

Accumulators.  XE "Accumulators" Adjustments can be made to the values of the accumulators held for each employee. You would use this facility to set the starting value in an automatic type accumulator controlling a deduction.

Accumulators 1 to 10 are those set up on page 4 of System Parameters.

Accumulators 11 and 12 are specifically for Court Orders XE "Court orders"  and will only appear on the screen if a court order type deduction has been set up for the employee through the Amend Payments and Deductions window. For all court order types except D, the total amount for the court order should then be entered against accumulator 11 or 12. The Payroll Calculation run will automatically subtract the amount of the court order deduction from this total until it reaches zero when deductions will automatically cease.

Figure 50 - The Amend Leaver XE "Leaver"  Details Window

SET LEAVERS

 XE "Set leavers" \r "SetLeavers" This function is used when an employee leaves the payroll. When you first select this item from the Employee Data menu you are asked to enter the employee number in the usual way. The Leaver XE "Leaver"  screen is then displayed. The details on the screen are as follows:

Leaver? Type Y here to mark the employee as a leaver. If you have erroneously marked someone as a leaver and you have not yet run the payroll calculation, type N here to change them back. 

If you have closed the period, and wish to reinstate a leaver, a different Amend Leaver Details Window appears (see below).

If you are resetting a leaver before calculating their pay, or reinstating a leaver at some later date, no further input is required. Otherwise you are asked for:

Include in payroll run? If you type Y the employee is included in the next payroll calculation run and excluded from all subsequent runs. If you type N the employee is excluded from the next and all subsequent payroll runs, which will be the case if you have paid them manually, or not at all. When making a manual payment you will need to make the appropriate adjustments to the cumulative data to reflect this manual payment. If you do not want to pay them in the next run only the date of leaving need be entered.

Note. If a director who is paying on account leaves, he must be paid in the current run so that the balancing amount of National Insurance may be calculated.

Date of Leaving. This is required for printing on P60s at the end of the year. If you discover after the next payroll run that you have entered it incorrectly, use the employee details screen to correct it.

Generally you should set the date of leaving to the date of the next calculation run, unless the leaver is paid manually and will therefore be excluded from the next calculation run. If this is the case, the cumulative data should be adjusted for the manual payment before printing the P45 information.

Previous Tax Period XE "Previous tax period" . (For information only.) This is the tax period used in the previous payroll calculation run for this employee.

Number of extra periods. Enter the number of periods that you wish to pay the employee in advance. The employee will then be paid for the current period and the number of periods specified here.

Final Tax Period XE "Final tax period" . This displays the total of the current period added to the number of extra periods.

Payment Method XE "Payment method" . The standard payment method may be overridden for the final calculation (if number of extra periods is not zero). Type CASH, CRTR or CHQE as described in the section on employee details.

Payslip Date XE “Payslip:date" . This is the date printed on the payslip. Any valid date is acceptable.

Multipliers XE "Multipliers" ? Type Y if you want all the employee’s gross pay elements, clock card elements, deductions and contributions to be multiplied by the number of pay periods to be covered by the next calculation. If this is set to Y, all the employee’s gross pay elements, clock card elements, deductions and contributions are set up with a default multiplier equal in value to the number of pay periods. However, you are able to amend each multiplier individually after the main parameters for the employee have been set. If you do not wish to multiply an employee’s pay, type N.

Note that if the ‘Always display multipliers for leavers and holidays’ flag on page five of System Parameters is set to N, the employee’s pay details will only appear when you set Multipliers XE "Multipliers"  to Y.

Val. This is the value of the default multiplier that will be set for an employee’s gross pay elements, deductions, contributions and clock card elements. This will be set to 1 and you will be unable to amend it if you have replied N to the previous prompt. 

If you have selected multipliers, you are now able to step through all the individual multipliers and alter them from the default value. There is a multiplier for each gross pay element, including clock card items, deduction and contribution.

Having entered all the leaver details you can type A to amend them, M to amend the multipliers and if you have specified that they are to be included in the next payroll run, type C to perform this calculation now. Press ESCAPE to return to the employee number prompt.

Figure 51 – Reinstating A Leaver After End Of Period XE "End of period" 
REINSTATE LEAVERS AFTER END OF PERIOD XE "Reinstate leavers after end of period" 
If you want to reinstate a leaver after you have closed a period, select the Set Leavers XE "Set leavers"  option from the Employee Data menu and key the employee number. The Amend Leaver Details window appears; however, the fields are different to the standard Amend Leaver Details window.

You are prompted:

Reinstate Leaver? Type Y here, or press RETURN to leave the situation unchanged. 

Include in payroll run? If you type Y, the employee will be included in all subsequent payroll calculations, but you may have to enter cumulative data adjustments to cover any pay periods that have been missed.

SET HOLIDAY PAY/SUSPEND EMPLOYEE

 XE “Holiday:pay" 

 XE "Set holiday pay/suspend employee" \r "SetHolidayOrSuspendEmployee" This function is used if you want to pay an employee in advance for a number of periods when he or she will be on holiday. It can also be used to suspend an employee from further payroll calculations for a number of periods. (See Appendix E for sample cases of both uses.)

Select this function from the Employee Data menu, then key the employee number. The details on the Holiday/Suspension XE "Suspension"  screen are as follows:

 XE “Employee:holiday/suspend handling"  (Hol/Sus). Key H (Holiday) if you wish to input holiday parameters or S (Suspend) if you wish to input a suspension.

‘Holiday’ calculates a payment for a required number of future periods (minimum of one period dependent on multipliers), whereas a ‘Suspension XE "Suspension" ’ does not calculate pay but simply suspends the employee from the payroll for a required number of periods (including or excluding the current period).

Figure 52 The Amend Holiday Pay Window 
Holidays

If you select Holiday, you are offered the following prompts:

Previous tax period XE "Previous tax period" . This is the tax period used in the previous payroll calculation for this employee and is displayed for information only.

Periods of holiday XE "Periods of holiday" . This is the number of periods, excluding the current period, for which you wish to pay an employee. For instance, if the last period is period 6 and you enter 2 for number of periods, the employee will be paid for 3 periods (7, 8 and 9) and be reinstated in the calculation run for period 10.

End of holiday period. This displays the total of the current period added to the number of periods of holiday. The employee will return to the calculation run in the period following this number. For instance, this field would display 9 in the above example.

Multipliers XE "Multipliers" . This defaults to ‘N’ with a value of 1. Key ‘Y’ if you want to accept the default value, which is the number of periods entered above, plus one, the current period. All the employee’s pay elements, clock card elements, deduction and contributions are set up with a default multiplier equal to the total number of periods being paid. You can amend the individual multipliers if you wish.

Note that if the ‘Always display multipliers for leavers and holidays’ flag on page five of System Parameters is set to N, the employee’s pay details will only appear when you set Multipliers XE "Multipliers"  to Y.

Payment method XE "Payment method" . The standard payment method can be overridden for the holiday pay calculation (but only if the periods to advance is greater than zero). Key CASH, CRTR, or CHQE as required.

Payslip date XE “Payslip:date" . This is the date printed on the payslip. Any date is acceptable.

Note:

· You cannot set up a holiday period for a new employee.

· The Tax Period XE “Tax:period"  displayed in the top right corner of the screen refers to the tax period set by the last Close Period and is independent of any Calculation Run that has been performed since the last Close Period.

· You cannot use the holiday option to enter holiday periods for an employee with an active court order of type B, C, E, T or U. If necessary, enter the holiday pay or the court order manually.

Figure 53 – The Amend Days Holiday Window
AMEND DAYS HOLIDAY

If you select Days from the baseline prompt at the Amend Holiday Pay window for an employee, the Amend Days Holiday Window is displayed giving information about holiday available and taken as follows:

Days brought forward. Any holiday brought forward from the previous holiday year.

Holiday entitlement XE “Holiday:entitlement" . This is the number of days holiday to which the employee is entitled in a full holiday year. When first entered it defaults to the value set up in System Parameters.

Total days available. The sum of the previous two values.

Days already taken. Days already taken in the holiday year excluding days booked.

Days booked. Enter the number of days holiday booked to be taken later in the holiday year. It may not be greater than holiday entitlement less all holiday taken including any taken in the current period, plus any amount that may be used from next year’s entitlement.

Days taken this period. Enter the number of days holiday taken in the current pay period or in what remains of the holiday year if this falls within the current pay period. This figure is used to update the Days Already Taken field and is then reset to zero when you run the End of Period procedure.

Note that if the end of your holiday year does not coincide with the end of a pay period, before you close the pay period which spans the old and new holiday years you need to carry out the following steps:

· Enter the holiday details relating to the last part of the holiday year.

· Run Start New Holiday Year XE "Start new holiday year" .

· Enter the details for that part of the new holiday year which falls in the latter part of the pay period.

If the end of your holiday year does coincide with the end of a pay period, you should run Start New Holiday Year XE "Start new holiday year"  after completing your End of Period.

Total days booked/taken. The sum of the above three values.

Days outstanding. This is the number of days holiday remaining to the employee in the holiday year after deduction of holiday taken and holiday booked. Note that if holiday has been taken from the next holiday year this figure will be negative. It is display only.

Figure 54 - The Amend Holiday Pay (Suspension XE "Suspension" ) Window

Suspension XE "Suspension" 
If you select Suspension XE "Suspension" , you are offered the following prompts:

Length of suspension XE "Length of suspension" . This is the number of periods for which you wish to suspend an employee from the calculation run.

Include in payroll run? Key ‘Y’ if you want the employee to be paid in the current period and start the suspension from the next period.

NB. If an employee has been paid in a calculation run via any of the above methods you will not be allowed to reverse that situation.

Having entered all the details this baseline is displayed:



Key A to amend any of the details, key H to view help text about this screen or press RETURN to confirm them.

If the details entered require the employee’s pay to be recalculated, the baseline offers two additional options, M to amend the multipliers and C to calculate the employee’s pay.

During a holiday or suspension period the screen will show the length of holiday/suspension remaining. This is reduced at each end of period and at this point the length of holiday/suspension can be altered or cancelled (relevant warning messages are displayed when this is attempted). XE "Holiday/Suspend handling" \r "SetHolidayOrSuspendEmployee" 
Figure 55 - The Amend Employee Statutory Maternity Pay Window

STATUTORY MATERNITY PAY 

 XE "SMP" \r "StatutoryMaternityPay" 

 XE "Statutory maternity pay" \t "See SMP" The employer pays Statutory Maternity Pay (SMP) to qualifying employees and recovers it in a similar way to SSP. The rules governing an employee’s entitlement to SMP are covered in the relevant Inland Revenue literature.

If the employee qualifies for a higher rate of SMP, this may be entered and will then be paid automatically for the first six weeks of the maternity pay period.

When you select Enter SMP from the Employee Data menu and select an employee, the Amend Employee Statutory Maternity Pay screen is displayed. Any existing details for the selected employee are shown.

If your version of the Global System Manager is 6.0 or later, you can key H to display the SMP rates XE "SMP:rates"  as set up in system parameters.

The SMP details are as follows:

Expected date of confinement XE "Expected date of confinement" . Enter the date on which the baby is due.

If you enter this date but do not enter the SMP start date, weeks to pay and weeks to date, Payroll will take this as recording unpaid maternity leave XE "Unpaid maternity leave" . You will then be prompted for a ‘Reason for Non-Payment’ at the bottom of the screen. 

Once you have set this date up, if you change it to another date, it will have no effect on SMP payments due to the employee.

SMP start date. Enter the date on which SMP will start being paid to the employee. This is normally no earlier than the start of the qualifying week.

If you set both the expected date of confinement and the SMP start date to zero, this is taken to indicate early termination of a pregnancy and the end of entitlement to SMP. In this case the ‘Gross SMP to date’ recorded in the employee cumulative data is retained, but the weeks to pay, weeks paid to date, and higher rate of SMP, shown on this screen are all set to zero.

If you amend the SMP start date once it has been set up, you will be presented with a baseline query asking whether this is to amend details for an existing pregnancy or enter details of a new pregnancy.

In the case of a new pregnancy, the ‘Gross SMP to date’ recorded in the employee cumulative data is retained, but the weeks to pay, weeks paid to date, and higher rate of SMP are set to zero.

In the case of amendments to an existing pregnancy, you are warned that adjustments to cumulative data may be required. You may need to amend the ‘Gross SMP to date’ held in employee cumulative data, as well as the weeks remaining to pay and weeks paid to date shown on this screen.

SMP to be paid. This should be set to Y or N to indicate whether or not the SMP is to be paid to the employee as a separate gross pay element. If, for example, a salaried employee continued to be paid a normal salary during her period of eligibility to SMP, you would set this field to N to prevent an additional SMP payment. If the field is set to Y, an additional gross pay element with the description ‘SMP’ and which is subject to both tax and NI, is included on the payslip. In this case you will need to adjust the employee’s pay details through the Amend Payments and Deductions window.

Regardless of the setting of this flag, SMP for this pay period will be calculated on the basis of the other fields shown on this screen, and that information will be used to update cumulative data and can be used by the employer in reclaiming SMP.

SMP weeks to pay. Enter the number of qualifying weeks to be paid in the next payroll run. If you do not enter a number here, Payroll will calculate the number of weeks to pay automatically.

SMP weeks to date. This is the total number of SMP weeks paid. You can alter this if you wish, or press RETURN to leave it unchanged. It can be used to check that the limit for each maternity pay period has not been exceeded. 

 XE "Average pay for SMP" 

 XE "Calculate average pay:SMP" Calculate average pay. If you type Y, the Average Pay for SMP is displayed. If your Global System Manager is version 6.0, or later, the details of the calculation are displayed on the right of the screen. A warning message is displayed if there is insufficient information to calculate average pay over the 8 weeks preceding the qualifying week, which will be the case when you first start to use the payroll and for new employees.

You should only type Y if the higher rate of SMP is to be paid.

Higher rate of SMP XE "Higher rate of SMP" . If the employee qualifies for a higher rate of SMP you should enter it here. It defaults to the SMP higher rate percentage as defined in the “Amending SSP and SMP Rates” rates section above. This will be re-defaulted to the SMP higher rate percentage if the average pay is overridden. This will be paid automatically for the first six weeks of the maternity pay period. If the employee does not qualify for the higher rate set this field to zero.

Reason for Non-Payment. If you have entered the expected date of confinement but none of the other details described above, Payroll takes this as meaning that you are recording unpaid maternity leave XE "Unpaid maternity leave" . This field allows you to enter a reason for non-payment of SMP.

Figure 56 - The Amend Employee End of Year General Data Window

END OF YEAR DATA XE “End of year:data" 
During the final payroll calculation run for each tax year a separate file is produced, containing end of year data. This, in combination with employee payment history built up during the year, is used to print P14 and P60 certificates. It is available throughout the following year, until the next year’s file is produced. If any of the data is incorrect you can amend it using this function, before printing any reports. Any such amendments affect only the end of year reports and have no effect on the employee’s future pay calculations.

When you select the option to Adjust End of Year Data from the Employee Data menu, you can:

· enter the payroll number of the specific employee,

· press S to search the list of employees,

· press Return to select the first employee on the payroll.

When you select an employee, the general details data window shown above is displayed.

Note: The superannuation amount shown is the total of all type S deductions throughout the year. All the remaining items are the same as described in Adjust Cumulative Data with the following exceptions: NI’able pay, Contracted-out Employee NI and Contracted-out NI’able pay.

The options are:

Amend. Step through all items in the window.

General. Step through the items in the general details section.

Tax. Step through the items in the tax section.

NI. Step through the items in the National Insurance section of the window.

Figure 57 - The Amend Employee End of Year Window Selection
Employee/End of Year Window Selection

This baseline lets you display any of the End of Year data windows for the currently selected employee or display the currently selected End of Year data window for a different employee.

The options are:

Key employee no. Enter the payroll number of an employee. This takes you to the currently selected end of year data window for the selected employee.

Search. This takes you to the standard employee search window.

Window. This takes you to the following sub-options:

· Gen. End of Year Data General Details window for the currently selected employee.

· Addr. End of Year Name & Address window for the currently selected employee.

<CR> for next employee. Press <CR> for the next employee.

Figure 58 - End of Year Pay Element Totals Window

End of year pay element totals

This window is displayed when the Pay option is selected from the employee/end of year data selection baseline. It displays the annual totals for all pay elements for the currently selected employee in the last year.

The options are:

Key item no. Enter the number, in the range 1 to 30 of the pay elements to be amended. You are prompted for the new value.

Amend. Use this to step through all pay elements amending them as required. When this prompt is confirmed, this data window remains in view and the Employee/End of Year Data Selection baseline is displayed.

Figure 59 - End of Year Deduction Totals Window

End of year Deduction totals

This window appears when the Ded option is selected from the employee/end of year data selection baseline. It displays the annual totals for all deductions for the currently selected employee in the last year.

The options are:

Key item no. Enter the number, in the range 1 to 30 of the deduction to be amended. You are prompted for the new value.

Amend. Use this to step through all deductions amending them as required.

Figure 60 - End of Year Contribution Totals Window

End of year Contribution totals

This window appears when you select the Con option from the employee end of year data selection baseline. It displays the annual totals for all employer contributions for the currently selected employee in the last year.

The options are:

Key item no. Enter the number, in the range 1 to 10 of the contribution to be amended. You are prompted for the new value.

Amend. Use this to step through all contributions amending them as required.
Figure 61 - End of Year Name and Address Window

End of year Name and Address

This window appears when you select the Addr option from the Employee/End of Year Data Selection baseline. This window displays the name and address of the currently selected employeed in the last year.

The prompts are:

Surname. Enter the employee’s surname up to 20 characters.

Forename. Enter the employee’s forename(s) up to 15 characters.

Address. Enter the employee address as a 30 character line followed by two lines up to 25 characters and fourth line (usually post code) up to 13 characters. XE “End of year:data" \r "EndOfYearData" 
Figure 62 - The Multiple Employee Update Window

MULTIPLE EMPLOYEE UPDATES

 XE "Multiple employee updates" Select this function from the Employee Data menu to apply certain types of amendments to a group of employees, in a single operation.

The employee selection can be made on the basis of either the tax code suffix, or the personnel code (which is described in Amend Employee Details), or by a range of employees defined via employee name search.

The tax code amendment is shown in the figure above. You type the tax code suffix you wish to process, which can be H, L, P, V or T, followed by the amount to be added to the numeric part of the tax code for each selected employee. The amount can be any value in the range 1 - 9999, preceded by a minus sign if the tax allowance is to be reduced. For example, keying H and then 10 will increase all the higher personal allowances by 10.

Figure 63 – After keying S for Standard Rate

The above figure shows selection by personnel code. This allows a gross pay element, rate, deduction or contribution to be adjusted by a fixed amount or percentage. This facility could be used to apply a pay increase to a selected group of employees. The details are as follows:

Update selection. Key T, P or S to update the tax codes, pay elements or standard rates respectively.

Tax code XE “Tax:code"  suffix XE “Tax:code suffix" . If you keyed T to the update selection prompt you will be asked to key a tax code suffix. Key H, L, P, V or T depending upon the tax codes you wish to update.

Employee range XE “Employee:range" . If you keyed P or S to the update selection prompt you will be asked to key a range of employee numbers which you wish to update. Keying ? to either of the prompts will cause the employee name search facility to be displayed. You can then select a line number from the list. Key . to the upper limit of the range to process a single employee. Key space to the lower or upper limits to process from the first employee or to the last employee respectively.

Dept.  XE "Department" Key a department number if you want to process a single department. Key space to process all departments.

Search Criteria XE "Search criteria" . A single character, or RETURN, can be typed for each of the five ‘personnel code’ characters. The selection then includes all employees whose personnel codes match, character for character, with the code keyed, ignoring any characters for which RETURN has been typed. For example, typing M, S, RETURN, P, RETURN will select all employees who have personnel codes with M, S and P in the first, second and fourth positions respectively.

Element and Number. The element can be G, D or C, denoting gross pay element, deduction or contribution. The number can be in the range 1-30, for gross pay elements and deductions, or 1-10 for contributions.

Standard rate letter XE "Standard rate letter" . If you keyed S to the update selection prompt you are asked for a rate letter in the range A to F. This denotes the rate which you wish amend for each of the employees selected.

Amount or Percentage. Key A for a fixed amount amendment or P for a percentage amendment. A fixed amount amendment does not apply to employees who have court order deductions on a percentage basis.

Adjustment Amount/Percentage XE "Adjustment Amount/Percentage" . Key the amount or percentage of the adjustment, which may be positive or negative. There is no need to key the % sign so seven and a half percent is entered as 7.5.

When you have entered all the details key Y to confirm that the update is to proceed, or key A to enter the details again. Pressing ESCAPE will take you back to the menu.

END OF SESSION XE "End of session" 
INTRODUCTION

Figure 64 – The End of Session Menu

When you select the End of Session option from the Global Payroll main menu, the End of Session menu is displayed, as shown below. A session here refers to setting up or amending any of the employee details, using the employee data functions described in the previous section. It is recommended that you perform this processing each time you complete such a session. A session must be closed before running a payroll calculation.

MAKE A SECURITY COPY

 XE "Make a security copy" The Make a Security Copy option is selected from the End of Session menu. This function makes a security copy of all your payroll data. This can then be used to recover the data in the event of a system failure. The process is described in ‘Security Procedures’ later in this reference section.

PRINT CONTROL LIST XE "Print control list" 
Select this option from the End of Session menu. The Control List XE "Control list"  report lists all employee data entered, or updated, during the session. Control totals are printed on the report. These can be used to check against those printed on the payroll reconciliation report which is produced during close period processing.

For each employee whose permanent data has been changed, a one-page record sheet is produced. Each record sheet shows the serial number of the previous record sheet for that employee, to make it easy to trace back through all the changes you have made for a particular employee. Permanent data is defined as information that is not affected by a period end, for example name and address and permanent pay amount.

For each temporary data adjustment that you have made in a session a line will be printed describing the change that was made. Temporary data is defined as information that is cleared on end of period, for example clock card data.

You must print the control list before you close the session. See Appendix D for details on report options and viewing facilities.

CLOSING THE SESSION

When you have printed the control list you will be able to close the session by selecting Close Session XE "Close session"  from the End of Session menu. Once the session has been closed you will no longer be able to print the control list for the session. The function resets the control list information, ready for the next session. You are prompted:



You must close the session before you do the calculation run.

PAYROLL CALCULATION

INTRODUCTION

When you select the Payroll Calculation option from the main menu, the Payroll Calculation menu is displayed, as shown below. This provides options that enable you to check the gross pay for all employees and then to perform the payroll calculation either for the whole payroll or for a selected group of employees. Any employee who has had a payslip printed for them in a mid-period run can be excluded from an end of period run.

Figure 65 – The Payroll Calculation Menu

MAKE SECURITY COPY

The Make Security Copy option on the Payroll Calculation menu makes a security copy of all your payroll data. This can then be used to recover the data in the event of a system failure. The process is described in ‘Security Procedures’ later in this reference section.

Figure 66 – The Print Provisional Payments List XE "Provisional payments list"  Window
PRINTING PROVISIONAL PAYMENTS

When you select the Print Provisional Payments option from the Payroll Calculation menu, the window shown above appears. This function allows you to print a list of the total gross pay currently set up for each employee. This list can be used to check that all adjustments and clock card data have been entered, before performing the calculation run.

Employee range XE “Employee:range" . Key a range of employee numbers on which you wish to report. Keying ? to either of the prompts will cause the employee name search facility to be displayed. You can then select a line number from the list. Key . to the upper limit of the range to process a single employee. Key space to the lower or upper limits to process from the first employee or to the last employee respectively.

Department XE "Department" . Key the department number you want to process.

Department order? Key N to print the employees in number order. Key Y to print in employee number within department order. This will also print department totals.

Omit Leavers? Key Y if you want to exclude leavers from the report, N to include all employees.

Figure 67 – The Payroll Run Parameters XE “Payroll:run parameters"  Window (First Screen)

THE PAYROLL CALCULATION RUN

Once you are satisfied with the provisional payments list you can go on to perform the calculation of tax, NI and pension contributions.

Payroll calculations can be repeated for an individual employee, or group of employees, if a mistake in the payroll data is discovered after the calculation run. You must do the payroll calculation before you can close the period.

Every payroll run consists of the following steps:

· Entering the parameters for the run.

· Calculating the pay.

· Printing the payroll action report.

Payroll Run Parameters

On selecting Calculation Run from the Payroll Calculation menu you are presented with the screen shown above, unless this is the first run in which case you are prompted for the current year and then for the current tax period before this screen is displayed. The screen tells you about the last calculation run performed within the current pay period, or, if this is the first run for this period you are given information relating to the running of close period and, in addition, you are prompted for the following:

Current tax period XE “Current:tax period" . This can take values 1 to 12 for a monthly payroll or 1 to 53 for a weekly payroll.

Number of pay periods Xe “Number of:pay periods" . If you wish the run to cover more than one pay period enter the number here. Press RETURN for a single period. The number of pay periods must be consistent with the current and previous tax periods and the periodicity of the payroll. If you run the Calculation Run for more than one pay period a single payslip is produced. You may also need to set the multipliers on the second screen (see below).

Is this the last period of the current tax year? This prompt is only relevant in a weekly payroll if the current tax period is 52. Enter Y if this is the final pay period of the tax year. A balancing National Insurance calculation is done for those directors who have elected to pay on account.

Note that in a weekly payroll, it is mandatory to run the calculation run for the last period in a year with the above parameter set to ‘Y’. XE "Weekly payroll" 
When you have keyed this information correctly press RETURN to enter the remaining parameters for the run. Once the current tax period and the number of pay periods have been entered, they cannot be amended until end of period is run and the next period commenced.

Figure 68 – The Payroll Run Parameters Window (Second Screen)

The figure above shows other payroll run parameters options. They are as follows:

Process (E/D). Key E if you want to calculate for a range of employees. Key D if you want to calculate for a single department.

Employee range. If you have elected to process by employee range you will be asked to key a range of employee numbers for which you wish to calculate. Keying ? to either of the prompts will cause the employee name search facility to be displayed. You can then select a line number from the list. Key . to the upper limit of the range to process a single employee. Key space to the lower or upper limits to process from the first employee or to the last employee respectively.

Department number. XE “Department:payroll calculation run"  (For runs with Process set to department only.) Key a department number if you want to process a single department. 

Exclude Employees with payslip. Y to exclude employees who have already had payslips printed this period, otherwise N.

Credit Transfer Date. This date is printed on the credit transfer slips and Autopay list. It is also the processing date for BACS. Any valid date is acceptable.

Payslip Date XE “Payslip:date" . This is the date that appears on the payslips. Any valid date is acceptable. The payroll rates file will be selected on this date and the narrative as set up in amend rates will be displayed as a confirmation.

Multipliers XE "Multipliers" . If the run covers more than one period you can specify a multiplier value for each of the permanent gross pay elements, deductions, contributions and any clock card data. Key Y here if you wish to use multipliers, then key the multiplier value, which must not exceed the number of pay periods being covered. You are then asked if you wish to multiply all components. Key Y if you want all gross pay elements, deductions and contributions to be multiplied by the same value otherwise key N and you will be asked to specify a multiplier to each of the gross pay elements, deductions and contributions in turn. When you are satisfied with the parameters you have entered key C to proceed with the calculation, otherwise key A to repeat the parameter entry from the start of the screen.

Figure 69 – The Payroll Calculation Run Window
Payroll Calculation

The calculation consists of three stages:

· Gross pay calculation.

· Tax calculation.

· NI calculation. 

Information is displayed on the screen as shown in the example above giving the progress of each employee through each of the stages.

Payroll Action Report XE “Payroll:action report" 
This report is printed when all the payroll calculations are complete. It consists of the parameters that you set up for the calculation.

When the report is ready to print you will be asked if you require a short or a full report. The short report will list the employees for which a message is displayed. The full report will list the numbers of all the employees processed in the calculation XE “Payroll:calculation" \r "PayrollCalculationRun" 

 XE "Calculation run" \r "PayrollCalculationRun" .

END OF PERIOD

Figure 70 - The End Of Period XE "End of period"  Menu

 XE "End of period" 

 XE "Close period" When you select the End of Period option from the Payroll main menu, the End of Period submenu appears. It contains the following options:

Make Security Copy. Make a back up of all the payroll data. The Make Security Copy Of Data window appears. 

Class 1A NICs. Maintain Class 1A NIC details and scale charge tables and calculate and print NIC Class 1A payments. The Class 1A NICs submenu appears.

Close Period. Close the current Pay Period. The End of Period window appears. Run this option when you have calculated the pay for all the employees on the payroll, and you have printed all the payroll reports. Once you have performed this operation it will no longer be possible to perform calculation runs in, or to print payroll reports relating to, this period. You can delay this operation if you wish but it must be run before you attempt to perform any pay calculations for the following period.

Start New Holiday Year XE "Start new holiday year" . Set up holiday register records for a new holiday year for all your employees. The Start New Holiday Year window is displayed.

End of Year Returns XE “End of year:returns" . Create an end of year data submission file on disk to submit to the Inland Revenue. See the End of Year Returns Window on page 149.

MAKE SECURITY COPY OF DATA

 XE "Make a security copy" You should take an extra security copy of the payroll data at the start of close period processing and retain this at least until after closing the next pay period. These period end copies form the long-term security against such eventualities as fire or theft, and so you should retain them in a secure location separate from your main location. See Security Procedures later in this reference section.

Figure 71 – The Class 1A NICs menu

CLASS 1A NICS

When you select the Class 1A NICs option from the End of Period menu, a submenu appears, offering the following options:

Create/Update NIC 1A File. Maintain employees’ NIC 1A eligibility details. The Create NIC 1A File window appears. NB You should use file re-allocation to ensure that there is sufficient space in the PCR file (i.e. the NIC 1A file) before this option is run.

Create/Amend Company Cars. Create or amend company car information. The Amend Company Car Details window appears.

Create/Amend Other Benefits. Create, amend or delete details of benefits in kind other than cars. The Amend Other Benefits window appears.
Update Employee Car Details. Add, amend or delete details of an employee’s car usage. You are prompted for an employee number; the Employee Car Details window is then displayed.

Update Employee Benefit Details. Add, amend or delete details of benefits received by employees. You can enter the additional amount an employee receives as a benefit at any time. You are prompted for an employee number; the Employee Benefit Details window is then displayed.
Calculate NIC Payments XE "Calculate NIC Payments" . Calculate the car and fuel contributions arising from each employee. The Calculate NIC Payment window appears.

Print Payments. Print a report showing employee details, car details, or both. The Print NIC Payments XE "Print NIC payments" 

 XE “NIC:payments print" \t "See Print NIC payments"  window appears.

Update Scale Charge Tables. Modify rates and scale charges in response to modifications made by the Inland Revenue. When you select this option, you are initially prompted:

Key date in rates file range. Enter the date in rates file range (the default is today’s date). The NIC Fuel XE "Fuel"  Rates Maintenance window appears.

From the NIC Fuel Rates Maintenance window you can access the Diesel Rates Maintenance window.

These windows are described in detail below.

Figure 72 – The Create NIC 1A File Window
Create NIC 1A File

 XE "Class 1A NICs" \r "Class1ANICs" This window enables you to maintain employees’ NIC 1A eligibility details. It appears when you select the Create/Update NIC 1A option from the Class 1A NIC menu. 

You are initially prompted:

Name Order (Y/N). Y to list employees alphabetically, N to list them by number (the default).

Employees are listed; the NIC 1A eligibility details are shown for each one. Details of employees with benefits in kind (i.e. employees with the ‘Benefit’ prompt set to Y) are held in the PCR file. It is only these employees that NIC 1A processing affects.

Any employee in the employee master file or the payslip master file is included.

In general, you need to create a record for any benefit in kind given to an employee. For further guidance, see the relevant literature from the Inland Revenue.

You are prompted:

Line Number. The line number of the employee whose details you want to alter. You can then alter all the NIC 1A data for that employee.

Amend. Amend selected details of employees. Another baseline prompt appears as follows:

All. Amend all lines.

The following details are displayed for each employee. The first details listed should not be amended here, but through the Amend Employee Details window.

· Employee Name.

· Department.

· Status.

· Director’s Rule.

The next details may be amended in this window directly:

· Benefits. Y if the employee has benefits in kind, N otherwise. All employees with this set to Y are included in the NIC 1A file.
Note that you cannot set this indicator to N for an employee for whom a Class 1A NIC record exists: when you delete the record (in Update Employee Car Details or Update Employee Benefit Details), this indicator is automatically reset to N if there are no benefits remaining for the employee.

· No. of cars. Set this to the number of cars an employee has used in the tax year (you can only set this if the Benefits prompt is set to Y). Note that an employee can use only one car at a time.
Create. Create a new employee record. The details here are as above - i.e. number, surname, other name, department, status, director’s rules, benefits and number of benefits. After entering these details, return to the Class 1A NICs menu and select the Update Employee Car Details or Update Employee Benefit Details option as required. You can then enter the employee’s car and /or benefit details.

Get. Start the list of employees with the employee number specified here.

Option. Change the order in which the employees are listed (the same as Name Order above).

<CR> to page. Page to the next screen. When you are on the next screen, the options First and Back appear on the baseline menu; they take you to the first employee and back a page respectively.


Figure 73 – The Amend Company Car Details Window
Amend Company Car Details

This window enables you to create or amend company car information (deletion is also available when you are creating new company car information). When you amend a car record through this screen the details are updated for both the car and any linked employee records.

NB - You may need to re-run Calculate Payments if you amend existing car records.

The Amend Company Car Details window appears when you select the Create/Amend Company Car option from the Class 1A NIC menu. It displays details of company car. A baseline menu prompts you:

Key Line. The line number of the car details you want to amend. You can then amend the following fields (except for the Reg number XE "Registration number"  field which is read-only):

Car Description XE “Car:description" . A description of the car, i.e. the model and make (up to 25 characters).

First reg date. The date the car was first registered.

Cylinder Capacity XE "Cylinder capacity" . The car’s cylinder capacity.

Diesel Engine XE "Diesel engine" . Y if the car has a diesel engine, N if it does not.

Original Value XE "Original value" . The original market value of the car, or the price of the car.

Accessories supplied. Enter the value of any accessories fitted to the car before it was made available to the employee. This will be added to the value of the car before the calculation of ‘Car Benefit’.

Accessories added. Enter the value of any accessories added after the car was made available to the employee. This will also increase the total car value for calculation of ‘Car Benefit’.

Employee contribution XE "Contributions" 

 XE “Employee:contribution" . Enter any amount the employee has paid towards the purchase of the car or accessories. This will decrease the value of the car used in the calculations.

Amend. Amend the details above for all cars. 

Create. Create new car details (the details are as above). When you have entered the details of the car or cars you want to add to the file, the following baseline prompt will appear:

Write to file. Your entries will only be created on the car details file if you enter W here.

Start. Start the list of car details with the car registration that matches most closely the string entered here (up to eight characters).

Figure 74 – The Amend Other Benefit Details Window

Amend Other Benefits XE "NI:on benefits in kind" 

 XE “Employee:benefits" 
“Other benefits” in this context means benefits chargeable to Class 1A NICs other than cars. This window enables you to create or amend benefit information (deletion is also available when you are creating new records).

The prompts are:

Line. The line number of the benefit details you want to amend. You can then amend the benefit description. If you type the last line number displayed this allows you to set up a new benefit.

Amend. Amend the descriptions for all benefits already entered, or enter a new benefit on a blank line. For new benefits the prompts are:

Type: The benefit type has a fixed letter related to the categories defined by the Inland Revenue. These letters and categories are:

A
Assets transferred

B
Payments made

C
Vouchers

D
Living accommodation

E
Mileage allowance 

F
Cars and car fuel

G
Vans

H
Interest-free and low interest loans

I
Mobile telephones

J
Private medical treatment or insurance

K
Qualifying relocation expenses

L
Services

M
Assets placed at employees disposal

N
Shares

O
Other Items

P
Expenses

Key “?” to display the benefit types.

When you enter the benefit type its description is displayed.

Benefit code. Enter a unique code to identify the benefit.

Description. Enter the description of the benefit.

When you have entered the details of the benefits you want to add, you must select “W” (Write to file) at the baseline prompt so that your entries are added to the benefit details file.

Start. Enter the single letter benefit type at which you wish to start amendments.

Figure 75 – The Update Employee Car Details Window
Update Employee Car Details

The Update Employee Car Details window enables you to add, amend or delete employee and car information. Adding records individually should only be necessary to set up details of a new employee.

This window appears when you select the Update Employee Details option from the Class 1A NICs menu and specify the required employee number. It contains general employee information, car details, details of business and private car use and Class 1A NIC contributions.

A baseline menu prompts you:

Key Emp. The number of the employee whose car details you want to amend.

If you enter the number of an employee who does not exist on the payroll system, you have the option of creating the employee details. You should only create employee details in this way if the employee has already left and the details have been purged.

Amend. Amend all details for this employee (see below for details).

Gen. Amend the employee’s general details. The employee’s status and NI number are displayed and you are then prompted:

NI number. You are only prompted for this if you are creating details for an employee who has already left. The number must consist of two letters, six digits and a final letter. The final letter must be A, B, C, or D. The NI number can be left blank if it is not known, or a dummy number of the form TN followed by the date of birth followed by M or F can be used.

Number of Cars Used Xe “Number of:cars used" . There is an allowance of 99 cars per employee. Amending this number will not cause Payroll to recalculate the NICs due automatically; this will only happen at the next NIC payments calculation.

Note - There are special rules for calculating Class 1A NICs when an employee uses more than one car concurrently. Global Payroll can calculate NICs due for such employees providing that none of the following conditions holds true:

· the number of business miles has not been entered,

· the mileage is inconsistent with the mileage band entered (e.g. where the band entered was A but the number of business miles entered was 10,000).

· any of the cars in concurrent use have been unavailable for business use at any time.

Tax year XE “Tax:year"  car used (display only) The tax year in which the car was used.

Tax Year XE “Tax:year"  for Class 1A NIC. (display only) The tax year for Class 1A end of year.

Apply Director’s Rule XE "Director’s NI rules" . Y to apply director’s rules to this employee (this affects the NIC calculation - see the relevant Inland Revenue literature), otherwise N.

Note: If you amend employee details here, those shown at the top of the Update Employee Benefit Details window on page 136 are also changed.

The total NIC contribution for the employee is also shown.

Car. Enter the details of the car the employee has been using. You are prompted:

Registration Number XE "Registration number" . Enter the car’s registration number. On entering a valid registration number, i.e. one that has already been set up in the Amend Company Car Details window, the following details about the car will be displayed for information only (to change any of these details use the Amend Company Car Details window):

· Description.

· First registration date.

· Whether or not it has a diesel engine.

· Cylinder capacity XE "Cylinder capacity" .

· Original market value.

· The value of any accessories fitted before and after the car was made available to the employee.

· The amount that the employee has paid towards the purchase of the car and/or the accessories.

If the employee has been set up as having more than one car, a Next Car baseline prompt will appear, for further details see below.

Business use. Amend business use details for this employee. You are then prompted:

Start of use. The date on which the car was made available to the employee. It will default to the start of the tax year.

End of use. The date on which the employee stopped using the car. It will default to the end of the tax year.

Note. When you enter more than one car for an employee the system does not check that the periods you enter for the various cars do not overlap. You need to establish the respective start of use and end of use dates manually and check that you have entered them correctly.

Days car provided XE "Days car provided" . This will be calculated from the two dates entered above and displayed.

Days car unavailable XE "Days car unavailable" . This will be deducted from the days available before calculating the mileage band.

 XE "Business miles" Business miles. Enter the actual mileage done in the car by the employee. This and the days used identifies the mileage band. If you prefer you may key RETURN to this prompt and enter the mileage band directly.

Mileage band XE "Mileage band" . This will be A, B or C. A and B correspond to the bands in Scale Charges Maintenance. C corresponds to the case when mileage is greater than the upper threshold for band B and the ‘High Mileage Reduction Rate XE "High mileage reduction rate" ’ comes into operation. If you have entered business miles the band will be calculated from the date information, but may be updated.

Private use XE "Private use" . If the car is available for private use you may enter the following details:

Private use XE "Private use"  payment. Enter any payment made by the employee for private use of the car. This is deducted from the ‘Car Benefit’ before calculating NIC liability.

 XE "Fuel" NIC due on private fuel Enter Y if you provide fuel for private use and the employee does not reimburse you in full. Fuel liability will then be calculated on the full scale rate.

Also shown are the Contributions on fuel and the total NIC amount on this car. These fields are updated automatically when you run the Calculate NIC Payments option.

Del. Delete the details of the car for this employee. You are asked for confirmation. You should only delete records if details have been set up for an employee in error.

If car details are recorded for the employee: a baseline message appears asking if you want to delete the car details for the employee, with the following prompts:

Confirm. Delete the details of the displayed car only.

All recs. Delete details of all cars and the employee’s Class 1A NIC record. (If the employee has no other benefits in kind, this sets the Benefits indicator in the Create NIC 1A file window back to N.)

If no car details are recorded for the employee: a baseline message appears asking if you want to delete the Class 1A details for the employee, with the following prompt:

Confirm. Delete the employee’s Class 1A NIC record. (This sets the Company Car indicator in the Create NIC 1A File window back to N).

Next Car. This prompt only appears if the employee is set up as having used more than one car in the tax year. The details of the first car will initially be displayed with the employee data. Enter N at the base line prompt to enter or display the details of subsequent cars.

<CR> next empl. Press <CR> for the next employee.

Figure 76 – The Update Employee Benefits Window

 XE "NI:on benefits in kind" 

 XE “Employee:benefits" This window enables you to enter the amounts received by each employee for each type of benefit. 

The prompts are:

Line. The line number of the benefit you want to amend. You can then delete the line or enter an adjustment to the total benefit received. Any adjustments made are printed on the control list.

Amend. Amend the employee details and all the benefits.

Benefits. Insert the benefit type.

General. Amend the employee details. These are details for the year in which the benefits apply, so may be different from those held in employee details if you are amending benefits which apply to an earlier tax year.

Start. This allows you to specify the benefit type at which you wish to begin amending benefit details if you have a long list of benefit types.

These prompts only apply if you are creating details for an employee who has already left. To create the employee, enter a new employee number at the baseline prompt, then complete the following prompts:

Status. This prompt is display only.
NI Number. The number must consist of two letters, six digits and a final letter. The final letter must be A, B, C, or D. The NI number can be left blank if it is not known, or a dummy number of the form TN followed by the date of birth as specified in Inland Revenue documentation.

Apply Director’s Rules. Y to apply director’s rules to this employee (this affects the NIC calculation - see the relevant Inland Revenue literature), otherwise N.

Tax year XE “Tax:year"  of benefit. This prompt is display only.

Tax year XE “Tax:year"  for Class 1A NIC. The relevant tax year for the NIC payment.

Note: The employee details shown here refer to the tax year in which the benefit was paid, which is not the current tax year. If you amend employee details here, those shown at the top of the Update Employee Car Details window (see page 132) are also changed, although those in the employee master file for the current tax year are not.

Figure 77 – The Calculate NIC Payments Window
Calculate NIC Payments XE "Calculate NIC Payments" 
This window enables you to calculate the car and fuel contributions arising from each employee, using the information in employee details and the scale charge tables. You can run this program as often as required.

The Calculate NIC Payments window appears when you select the Calculate NIC Payments option from the Class 1A NIC menu. You are prompted:

Employee Range XE “Employee:range"  From...To... Enter the numbers of the employees you want to calculate NIC 1A payments for. The second number must be greater than the first.

Calculation Date. The date of the calculation. This is used to calculate the age of the car (i.e. calculation date minus car registration date) and hence the NIC payment. It is also used to select the appropriate rates file, the name of which is then displayed beneath the date.

Figure 78 – The Print NIC Payments XE "Print NIC payments"  Window
Print NIC Payments XE "Print NIC payments" 
The Print NIC Payments XE "Print NIC payments"  window enables you to print a report showing employee details, car details, or both for each employee together with a total payment for the company. 

The Final Report option should only be run when you are satisfied that the report accurately reflects your Class 1A NICs for the year. 

Note: Do NOT print the final report for the closing year before printing P14’s for the closing year. Class 1A NICs for the closing year that have to be paid by July 19th this year are reported on the forms submitted by July 19th next year. Class 1A NICs for this year’s forms are already on file from when the final report option was run last year.

The final report option:

· Prints the report for all employees and cars.

· Saves the information on the report so that it is available for the End of Year Returns (ECR file), and P35, P60, and P14 prints.

· Starts the new Class 1A NIC year and gives you the option to purge unwanted employee and/or car details from the Class 1A NIC file for the new tax year.

Note: We strongly advise you to back up your payroll data before you print the Final Report. After it is printed, you cannot reprint it without first restoring the original data.

The Print NIC Payments XE "Print NIC payments"  window appears when you select the Print Payments option from the Class 1A NIC menu. 

You are prompted:

Report Option (All, Car, Employee, Final). Enter A to print car and employee details, C for car details only, E for employee details only, or F to print the Final Report for the tax year. The Final Report option is explained in detail above.

Employee Details...To... (This option is skipped when printing the Final Report). The range of employees to be printed.

Purge Option XE "Purge option" . (Only if you are printing the Final Report). You can optionally delete unwanted employee records. The options are:

· A - purge All details.

· N - purge No details.

· P - purge Past details, i.e. details which are two or more years old.

Car Details...To... (This option is skipped when printing the Final Report). The range of cars to be printed.

Purge Option XE "Purge option" . (Only if you are printing the Final Report). You can optionally delete unwanted car records. The options are:

· A - purge All details.

· N - purge No details.

When you have entered the above details, the standard reporting menu appears (see Appendix D). XE "Company car" \r "CompanyCar" 
Figure 79 – The NIC Fuel XE "Fuel"  Rates Maintenance Window
NIC - Fuel Rates Maintenance XE “NIC:Fuel rates maintenance" 
This window enables you to modify rates and scale charges in response to modifications made by the Inland Revenue. Note that the rates given above are examples only. It appears when you select the Update Scale Charges menu from the Class 1A NICs menu and specify a date in the rates file range.

The tables for contributions on cars for car type 1 (cars with a cylinder capacity) are displayed. Details shown are: the cars’ cylinder capacity, the cars’ market value and the scale charge rate on cars less than four years old and on cars over four years old (shown in pounds sterling). Within these last two groupings, the rates are subdivided into a further two bands, A and B, according to the business mileage done in the year. The upper limits of these two bands may be entered in the Options section of the screen.

A baseline menu prompts you:

Key car type XE “Car:type" . Enter 2 for scale charge tables of cars without cylinder capacity XE "Cars without cylinder capacity"  e.g. electric cars. Enter 1 to return to scale charge tables of cars having cylinder capacity.

Amend. Amend all details. You are then prompted:

· Car Type. A narrative for the car type (up to 25 characters).

· Capacity Limit XE “Car:capacity limit" . The maximum cylinder capacity of cars to be included in this band.

· Market Value Limit XE "Market value limit" . The maximum market value of cars included in this band.

· Cars Under 4 years A. The rate for a car under four years old whose mileage falls into band A.

· Cars Under 4 years B. The rate for a car under four years old whose mileage falls into band B.

· Cars Over 4 years A. The rate for a car over four years whose mileage falls into band A.

· Cars Over 4 years B. The rate for a car over four years old whose mileage falls into band B.

· Scale Charge Rate XE "Scale charge rate" . The percentage contribution the employer has to pay.

· Mileage Band XE "Mileage band"  A - less than. Enter the business mileage below which band A rates apply.

· Mileage Band XE "Mileage band"  B - less than. Enter the business mileage below which band B rates apply.

· High Mileage Reduction rate. If the number of business miles exceeds the upper threshold of Band B, a high mileage reduction is applied to the contribution calculated. This figure is a percentage and applies to the B columns.

· Threshold Earning for Contribution. The employee earning level under which class 1A NIC contributions are not made.

When you have made your amendments, you are returned to the baseline menu.

Diesel. Amend details of diesel scale charges. The Diesel Rates Maintenance window appears (see below). 

Options. Amend the options for the scale charge table. You are then prompted for Scale Charge Rate XE "Scale charge rate" , High Mileage Reduction Rate and threshold earning for contribution (see the Amend option above).

Upper Limit XE "Upper limit" . You are initially prompted:

Key Upper Limit XE "Upper limit"  Line Number. The line number of the top limit on charges (enter a number from 1 to 8). For example, if you were entering the rates in the above window, you would enter three here. You are then prompted for the capacity limit, market value limit, and the rates for cars above and below four years old with the appropriate A and B column values. See the ‘Amend’ option for details.

<CR> to confirm. Press <CR> to confirm the details you have entered. You are returned to the Class 1A NICs menu XE “Car:details" \r "AmendCompanyCarDetails" 
Figure 80 - The NIC Diesel Rates Maintenance Window

NIC - Diesel Rates Maintenance

The Diesel XE "Diesel engine"  Rates Maintenance window contains details of scale rate charges for diesel cars. It appears when you select the ‘Diesel’ option from the baseline menu in the NIC Fuel Rates Maintenance window. Note that the rates given above are examples only. There is no ‘key car type’ option as in the NIC Fuel Rates window, because all diesel cars have a cylinder capacity by definition. Instead of the ‘Diesel’ baseline menu option (which is not there because this is the Diesel Rates Maintenance window), there is the option:

Fuel XE "Fuel" . The NIC Fuel Rates Maintenance screen appears.

All other details are as for the Fuel Rates Maintenance window.

Figure 81 - The End Of Period XE "End of period"  Window
CLOSE PERIOD

This operation consists of the following steps, which are described in the remainder of this section:

· Entering the close period parameters.

· Optionally generating a posting file for Global 2000 Nominal Ledger.

· Optionally generating a posting file for Global 3000 General Ledger.

· Optionally invoking Global 3000 General Ledger to import the posting file.

· Optionally generating a posting file for Global 2000 Cash Manager.

· Optionally generating a posting file for Global 3000 Cash Manager.

· Optionally invoking Global 3000 Cash Manager to import the posting file.

· Updating the payslip history.

· Updating leaver details in the history database.

· Optionally clearing accumulators.

· Updating employee cumulative data.

· Optionally updating the holiday register.

· Optionally performing the end of year processing.

· Printing the reconciliation report.

When you select this function from the End of Period menu you are prompted:

Is there a week 53? This prompt only appears if you are using a weekly payroll and you have reached week 52. Type Y or N as required.

NL/GL Posting Date XE "Close period:Nominal Posting Date" 

 XE “Nominal:posting date" . This prompt only appears if you have selected “Posting to Global 2000 Nominal Ledger” or “Posting to Global 3000 General Ledger” as a system parameter. Type the period end date within the Nominal Ledger to which the totals for the pay period being closed are to be posted. The default is the system date.

General Ledger/ Cash Manager posting year/period. This prompt only appears if you have selected posting to Global 3000 Cash Manager as a system parameter. Type the year and period in General Ledger or Cash Manager to which the totals for the pay period being closed are to be posted.

Note. If you have specified online posting to Global 3000 General Ledger and/or Cash Manager, the year and period within which the payslip date falls are determined from the calendar in Global 3000 and displayed here. These may not be amended. 

When you have checked the close period parameters:

·  key C to proceed with the run (or E if you are running end of year), 

· key A to re-enter the parameters, 

· press <ESC> to cancel the run. 

The next stage is to check that all the employees on the payroll have had their pay calculated for this period and that there is sufficient space available to create the history and nominal posting records. If any of these conditions are not satisfied the run is terminated with an error message and you are returned to the main menu. No file updating has occurred at this point.

Otherwise the run proceeds through the following stages.

Update Payslip History

Payslip details for each employee are added to the payslip history file.

Clear Accumulators

Accumulators with manual type codes are set to zero if they were selected in the close period parameters.

Update Holiday Register

 XE “Holiday:register" If the holiday register option has been selected in System Parameters, the holiday register is updated with holiday details entered for employees since the last end of period run.

Posting to Global 2000 Nominal Ledger or Global 3000 General Ledger

The Nominal Ledger posting file (PRN) is created on the payroll data unit. This is done whether the postings are to Global 2000 Nominal Ledger or Global 3000 General Ledger.

The postings consist of up to 81 pairs of debits and credits for each payroll department, representing departmental totals for the following items:

· Up to 30 gross pay elements.

· Up to 30 deductions.

· Up to 10 contributions.

· Tax deducted.

· Employees’ NI.

· Employer’s NI.

· SSP recoverable from the Inland Revenue.

· SSP paid to employees.

· Rounding brought forward less carried forward.

· SMP recoverable from the Inland Revenue.

· SMP paid to employees.

· Net pay to employees (optional).

The postings are self-balancing, so no automatic control account entry will be generated by the autoposting process. 

The postings feature of the Global 2000 Nominal Ledger enables you to post the departmental totals for the payroll run to the Nominal Ledger. You can do this at any time after the calculation run has been completed and the reports have been printed and checked.

There is no need to post one calculation run to the Nominal Ledger before starting the next run, provided that there is sufficient disk space available in the postings file to hold more than one run’s postings. If you run a weekly payroll you could accumulate four or five weeks’ postings before posting them all to the Nominal Ledger in a single operation.

The Global 3000 General Ledger posting file is created by adapting the Nominal Ledger posting file to the General Ledger format. If the General Ledger is installed on the same computer as Payroll, it may be invoked during the run to import the file.

Posting to Global 2000 or Global 3000 Cash Manager

 XE “Posting to:Global 2000/3000 Cash Manager" The Cash Manager posting file (YCM) is created on the payroll data unit. This is done whether postings are to Global 2000 or Global 3000 Cash Manager.

This file holds the departmental totals for each payroll run, these include:

· one transaction for each employee paid by cheque, 

· one transaction for the total of the cash payments, and 

· one transaction for the total of the credit transfer payments. 

The Payroll payments posting feature of Global 2000 Cash Manager is used to post the payments made in a Payroll period. The transactions posted to Cash Manager will consist of one transaction for each employee paid by cheque, one transaction for the total of the credit transfer payments and one transaction for the total of the cash payments.

If single cash book operation is selected in page 6 of System Parameters, all the transactions will be posted to the cash book selected. Otherwise the transactions will be posted to the cash book number set up in the employee details screen, or to the default cash book if a specific cash book is not set up for the employee.

The Global 3000 Cash Manager posting file is created by adapting the Global 2000 posting file to the Global 3000 format. If the Global 3000 Cash Manager is installed on the same computer as Payroll, it may be invoked during the run to import the file.

End of Year Run

 XE “End of year:run" If you have specified in the payroll run parameters that the current run is the last one of the tax year, an end of year data file (EYF file) is produced after the reconciliation report has been printed. This file can then be used to print the end of year P14/P60 certificates and P35 report. If you are running a weekly payroll and have run week 52, when you start to close the period, you are asked if there is a week 53. If you key Y to this, the current year is kept open for an additional week, and the End of Year run is not started until the next end of period run.

The end of year data file remains available until the end of the next tax year, when it is overwritten with new data. If you find that the details held on the file are incorrect, you can change them using the employee end of year data window. Any adjustments made in this way will not affect the employee’s future payroll calculations; the data is only used for production of P14, P60 and P35 reports.

If you are using Global Payroll to record Class 1A NIC details, the car usage history file is updated during the end of year run.

Payroll Reconciliation Report XE “Payroll:reconciliation report" 
This one-page report provides a reconciliation of control totals for the entire payroll.

A sample reconciliation report is shown in the sample report section. The following totals are reconciled:

· Number of employees.

· Gross pay.

· Taxable pay.

· Tax.

· National insurance contributions.

· Statutory sick pay.

· P45 gross from new employees. 

· P45 tax from new employees.

· Accumulators 1 to 10.

· Statutory maternity pay.

· Total deductions.

The above totals are reconciled in terms of the following categories, shown in columns across the report.

Brought Forward. These figures should correspond to the carried forward figures from the previous reconciliation report. A discrepancy could indicate that the wrong version of the data files has been used.

Deleted. This column only contains figures in the first run of the tax year, representing employees who left during the previous year and were thus deleted from the payroll during the current run. The figures should correspond to the leavers column on the previous reconciliation report.

Starters XE "Starters" . This column represents employees added to the payroll since the previous payroll run. Totals are shown in the number of employees and P45 lines. The number of new employees can be checked against the data maintenance control lists produced since the previous payroll run.

Changes.  XE "Accumulators" Adjustments made to cumulative data and accumulators since the previous payroll run appear in this column. The figures can be checked against the data maintenance control lists produced since the previous run.

This Run. This column shows the values calculated during the current tax period. P45 amounts for starters are not included; all the gross pay and tax figures refer to the current employment only.

Carried Forward. This column gives the total of the brought forward, changes and this run figures. For the first run of each tax year the brought forward figures are set to zero during the payroll run and are therefore not added into the carried forward column.

Leavers XE "Leaver" . This column represents employees who have left during the current tax year. The totals are incremented in the run following the employee’s last payroll run, except where the employee’s last payroll run coincides with the last run of the tax year, in which case the totals are incremented during that run. The movements in this column can be checked against the data maintenance control lists for the appropriate pay periods. If you reverse an employee’s leaving after missing one or more payroll runs, the leavers column is decremented. XE "Close period" \r "ClosePeriod" 

 XE "End of period" \r "ClosePeriod"  

┌─────────────────────── SUBMISSION ON MAGNETIC MEDIA ────────────────────────┐

│                                                                             │

│                          Name    Arthur Wheeler & Company Ltd               │

│                       Address    69 Shoe Lane, Upper Biddleston, Halifax.   │

│                                                                             │

│                      Tax year    1999                                       │

│             Tax district code    123                                        │

│             Tax district name    North East                                 │

│                 Tax reference    C99/58/4802B                               │

│                     Tax table    M                                          │

│                   Periodicity    1                                          │

│                                                                             │

│   Employer C-OUT cert. number    E3123456A                                  │

│                  Permit number   123456789                                  │

│                                                                             │

│          Submission file name    EYRS                                       │

│                          Unit    J03                                        │

├─────────────────────────────────────────────────────────────────────────────┤

│                                                                             │

│                                                                             │

│                                                                             │

│                                                                             │

└─────────────────────────────────────────────────────────────────────────────┘

Key Amend, C to create submission file, <ESC> to exit

Figure 82 – The End of Year Returns Window
End of Year Returns

This option enables you to produce a file suitable for transfer to diskette detailing P35 end of year returns (annual returns of PAYE income tax, NI contributions and SSP/SMP). This facility is offered because the Inland Revenue accept end of year information on magnetic media.

You can e-mail the file to the Inland Revenue or send it on a floppy disk, or other media such as magnetic tape by using $TAPE .

When you select the End of Year Returns XE “End of year:returns"  option from the End of Period menu, the Submission On Magnetic Media window appears. Details shown are:

Name. The company name.

Address XE "Address" . The company’s address.

Tax year XE “Tax:year" . The current tax year.

Tax district XE “Tax:district"  code XE “Tax:district code" . This defaults from the tax code entered at the Tax reference XE “Tax:reference"  prompt in the first screen of System Parameters.

Tax district XE “Tax:district"  name. This defaults from the value held in the first screen of System Parameters.

Tax reference XE “Tax:reference" . This defaults from the tax reference entered in the first screen of System Parameters.

Tax table XE “Tax:table" . Weekly or monthly depending on the type of Payroll.

Periodicity XE "Periodicity" . The number of weeks or months between Payroll calculation runs.

Employer C-OUT cert. number. (Display only.) This is the employer’s contracting-out number provided by the Contracted-out Employment group (COEG) as entered in System Parameters.
Permit number. This is a unique 12 character code allocated by the Inland Revenue after submission of a successful test disk. This defaults to the Permit number XE "DSS permit number"  set up on page six of System Parameters.

Submission File Name XE "Submission file name" . The name of the file.

Unit XE "Unit" . The disk unit (the default is PRW XE "PRW" , or the unit ID).

Posting to Global 2000 Cash Manager XE “Posting to:Global 2000/3000 Cash Manager" 
Note: this is only applicable if the Cash Manager interface is selected via page 6 of the System Parameters. The posting is done automatically by Close Period.

The Payroll payments posting feature of Global 2000 Cash Manager is used to post the payments made in a Payroll period. The transactions posted to Cash Manager will consist of one transaction for each employee paid by cheque, one transaction for the total of the credit transfer payments and one transaction for the total of the cash payments.

If single cash book operation is selected in page 6 of System Parameters, all the transactions will be posted to the cash book selected. Otherwise the transactions will be posted to the cash book number set up in the employee details screen, or to the default cash book if a specific cash book is not set up for the employee.

Figure 83 – The Start New Holiday Year XE "Start new holiday year"  Window
START NEW HOLIDAY YEAR XE "Start new holiday year" 
If you enable the Holiday Register for the first time in System Parameters or if you select Start New Holiday Year XE "Start new holiday year"  from the End of Period menu, the Start New Holiday Year window appears. 

Note that when you key C, holiday records are generated for each employee. The year on these records cannot subsequently be changed. It is therefore advisable to back up your data files prior to running this program, so that if you discover you inadvertently mis-keyed the entries, you can restore your data and run this program again.

Holiday year XE “Holiday:year" . Enter the year for which you want to create new holiday records. If you entered this window from the End of Period menu, the year following the current one will be displayed.

Start date of holiday year. Enter the date the holiday year starts. This appears on enquiries.

Is it end of period? Enter Y if the start date of your holiday year coincides with the start of a pay period. Enter N if you are running Start New Holiday Year XE "Start new holiday year"  before the end of a pay period.

Note. If there is insufficient room in the database file for the holiday records, you are informed of this and should increase the Global Payroll database size and run Start New Holiday Year XE "Start new holiday year"  again to complete the loading process. Increase the database (PR$) by using the Reallocate Data Files XE "Reallocate data files"  option on the System Maintenance menu.

ENQUIRIES XE "Enquiries" 
The enquiry facilities enable you to display a list of all employees, to display current and past payslip details, history of SSP and SMP payments, car usage and the holiday register, and to display data file sizes and usage.

Figure 84 – The Enquiries Menu
Figure 85 – The Employee List Window
LIST EMPLOYEES XE "List employees" 
When you select this item from the Enquiry menu, you are asked which department you want to list. If you key space to this prompt, all departments will be selected. You are then asked if you wish to display the employees in name order. If you key N to this the employees will be displayed in number order. The system displays a list of the employees that match this selection starting with the first in the order chosen.

The figure above shows a typical display. For each employee the name, number, department, sex, current status, date of birth and payment method are shown.

If the employees extend over more than one screen, you can press RETURN to see the next page, B to go back to the previous page, or F to return to the first page. Key G to display a list of employees from a selected start point. If you have chosen to display in name order, you will be asked to key part of an employee name. If you have chosen number order, you will be asked to key an employee number. In each case a list of employees will be displayed from that selected point. Key O to amend the department number and order selection. Press ESCAPE to return to the enquiries menu.

Figure 86 – The Pay Run Details Window
CURRENT PERIOD PAYSLIP ENQUIRY XE “Current:period payslip enquiry" 
If you know the employee number, you can display their current payslip details directly as shown in the figure above. To do this, select the Current Period Payslip option from the Enquiries menu and type the employee number. If you press RETURN you will get the details for the first employee number on the payroll. If your operating system is version 6.0 or later you can key S to display a list of employees in name order. You can select a line number from the list to display the current period payslip.

The display shows the same details as on the printed payslip, with the net pay shown at the top.

Figure 87 – The Payslip History Window
DISPLAYING THE PAYSLIP HISTORY

 XE “Payslip:history enquiry" Select this function from the Enquiry menu to view details of current or previous employees’ past payslips. After you have selected it, key the employee number as prompted or key S for a name search. You could also press RETURN to see the payslip history for the first employee number for which history is held.

There is one line for each payslip, starting with the most recent and working backwards in time. Details shown are tax period/year, payslip date, gross pay, tax and NI paid, and net pay.

If the history extends over more than one screen you can press RETURN to get the next screen, B to go back to the previous screen, or F for the first screen. If you want to start from a particular date you type D and you are asked for the date from which you wish to display the history. Key W to display SSP/SMP history for the employee.

You can select one of the payslips for display by typing the line number shown alongside it. From this payslip display you can key P to display the previous payslip for this employee. Key N to display the next payslip or RETURN to go back to the history display from which you started. Pressing ESCAPE takes you back to the employee number prompt.

Figure 88 – Current Year Pay Element Totals Window

Current Year to Date Enquiry

This function allows you to enquire on the annual totals for all pay elements, deductions and contributions for the selected employee in the current year.

The window above appears when you select Current Year to Date from the Enquiries menu.

The options are:

Employee no. Enter a payroll number for the current year data window for a selected employee.

Window. Display the alternative window selection baseline.

Search. Display the standard employee search window. See page 68 for details.

<CR> for next employee. Display current year data for the next employee on the Payroll.

Figure 89 – Current Year to Date Selection Baseline

This baseline allows you to change between the three current year to date totals windows.

Payments, Deductions, Contributions. These options correspond to the three windows to which you can change.

Figure 90 – Current Year Deductions Totals Window

This window displays the totals for all deductions for the selected employee in the current year.

The options are:

Employee no. Enter a payroll number for the current year data window for a selected employee.

Window. Display the alternative window selection baseline.

Search. Display the standard employee search window. See page 68 for details.

<CR> for next employee. Display current year data for the next employee on the payroll.

Figure 91 – Current Year Contributions Totals Window

This window displays the totals for all deductions for the selected employee in the current year.

The options are:

Employee no. Enter a payroll number for the current year data window for a selected employee.

Window. Display the alternative window selection baseline.

Search. Display the standard employee search window. See page 68 for details.

<CR> for next employee. Display current year data for the next employee on the payroll.

Figure 92 – The SSP/SMP History Window
DISPLAYING SSP AND SMP HISTORY

 XE "SMP and SSP history enquiry" Select this function from the Enquiry menu to view details of SSP and SMP paid to an employee or former employee in past tax periods. You may key the employee’s number if you know it or S to list employees in name order. You may also key RETURN to display details for the first employee for whom history is held.

There is one line for each pay period, starting with the most recent and working backwards in time. Each line shows date of payslip, tax period/year, number of days SSP has been paid, daily SSP rate and SSP and SMP paid in the period and in the tax year to date.

Note. If the SSP days paid and SSP rate are shown as zero, but the SSP paid in a period is not zero, this indicates that the SSP has not been paid as a separate gross pay element. For further details see Amend Employee SSP in the Employee Data section of this manual.

Key W to display the payslip history for the employee, or press ESCAPE to return to the employee number prompt.

Figure 93 – The Car Usage Details Window (Summary
DISPLAYING CAR USAGE HISTORY

 XE “Car:usage history enquiry" Select this function from the Enquiry menu to view details of car usage and Class 1A NIC liability for an employee or former employee in past tax years. You can key the employee’s number if you know it or S to list employees in name order. You can also key RETURN to display details for the first employee for whom history is held.

The Car Usage History window presents one line for each period of car usage within a tax year, starting with the most recent and working backwards in time. Each line shows tax year, car registration number, start and end dates of usage and NIC liability for mileage, fuel and in total. 

Figure 94 – The Car Usage Details Window (Full Details)
If you select a line in the Car Usage History window, full usage details for that car are displayed in the Car Usage Details window. Key P to display the previous car usage details for the employee, N to display details of the next car usage record, or press RETURN to go back to the summary display of the employees’ car usage history. Press ESCAPE to return to the employee number prompt.

Figure 95 – The Holiday Register
DISPLAYING THE HOLIDAY REGISTER

 XE “Holiday:register: - enquiry" Select this option from the Enquiry menu to view details of holiday taken by an employee or former employee in current and past holiday years. You may key the employee’s number if you know it or S to list employees in name order. You may also press RETURN to display details for the first employee for whom history is held.

There is one line for each holiday year, starting with the most recent and working backwards in time. Each line shows holiday year number and start date, the number of days holiday brought forward from the previous holiday year, holiday entitlement in the year, total holiday due and days taken. For the current holiday year, the display shows holiday booked and outstanding. For prior holiday years the days booked is zero and the final column shows days carried forward to the next year. 

Note that the holiday year end and the payroll year end can, and usually will, be different. The payroll year starts on 6th April. The start of the holiday year is set by you as one of your company parameters.

Press ESCAPE to return to the employee number prompt.

Figure 96 – The Data File Status Window
DISPLAYING THE FILE STATUS

Select the Display File Status XE "File status enquiry"  option from the Enquiry menu to display the data file sizes and the number of used and free records in each file. It should be checked from time to time to ensure that there is adequate free space available in each file. If any of the files is nearly full you should use the file allocation facility described in system maintenance to increase the space allocated to it.

The DMAM Payroll database shows the total size and the percentage that is free.

SYSTEM MAINTENANCE

Figure 97 – The System Maintenance Menu
When you select the System Maintenance option from the main Global Payroll menu the System Maintenance menu is displayed. The System Maintenance functions enable you to set up and amend the following items relating to the payroll as a whole:

· Tax bands and rates.

· NI bands and rates.

· SSP and SMP rates.

· Passwords.

· Purge history XE "Purge history" .

· Company details such as name and address, bank details, payroll options and names of the work and data volumes on your computer.

· Gross pay elements.

· Deductions.

· Contributions.

· Accumulators.

· Company pension rules.

· Nominal ledger codes, if automatic posting to Global 2000 XE "Global 2000"  Nominal Ledger is in use.

· Departments.

· Cash Book translations.

These facilities are used mainly during installation of the system but it may be necessary to change them from time to time, as for instance with tax and NI rates. All the rates should be carefully checked before you start to use the payroll and updated when you receive notification from the Inland Revenue, or if the software is reinstalled for any reason.

Figure 98 – The Amend Rates Menu
AMEND RATES

 XE "Rates" When you select the Amend Rates option from the System Maintenance menu, the Amend Rates menu appears. This function is used to create or amend rates files for tax, National Insurance, Statutory Sick Pay and Statutory Maternity Pay.

Create New Rates File

This option is selected from the Amend Rates menu. Key C to create a new file. If there are one or more existing rates files already on your data unit you will be able to key T to create a file from a template. This will create a new file using the figures held in the rates file with the latest start date. You can then amend the figures from this file to create your new file. Press ESCAPE to return to the Amend rates menu. After keying C or T you will step through each of the three update functions described below.

If the Set Class 1A NIC option is selected on the second page of System Parameters, you will then step through the Class 1A NIC rates windows, details of which can be found under End of Period in the Reference Section of this manual.

Figure 99 – The Tax Rates XE “Tax:rates"  And Band Maintenance Window
Amend Tax Rates XE “Tax:rates" 
This option is selected from the Amend Rates menu. You will be asked to key a date which falls into the rates file date range. Press RETURN to use today’s date or key an alternative date. Press ESCAPE to return to the Amend Rate maintenance menu.

The tax bands and rates are displayed along with the valid date range and the narrative as shown above. The first column holds the standard UK rates and the second any Scottish rates.

Key A to amend the tax bands and rates. You are then prompted to enter a new value for each band and tax rate in turn; you can press RETURN in order to leave a field unchanged. Up to 12 rates may be held in each column.

The ‘max rate for K codes’ prompt enables you to enter the maximum percentage of taxable pay that may be deducted under the K Tax code scheme. The figure is a percentage of the employee’s pay.

Key S to amend the system data. You will then be asked to key the range of dates that are valid for this rates file followed by a narrative that will be displayed when this rates file is selected for a calculation run. We recommend that the rates file narrative describes the range of dates that are valid for the rates file. If you are creating the file the narrative will default to:

Valid xx/xx/xx - yy/yy/yy

where xx/xx/xx is the effective date and yy/yy/yy is the end date.

After making your changes to the tax rates key C to cancel the amendments, or press RETURN to accept the changes.

Figure 100 – The NI Rates XE “NI:rates"  Maintenance Window
Amending National Insurance Rates 

This window lets you set up, examine and amend National Insurance details for the currently selected rates file.

The options are:

Table. This lets you set up and amend the table of up to 8 bands of weekly, monthly and annual pay in the upper part of the screen, each showing employee and employer percentages for NI tables A, B and C.

The rates on each line apply to gross pay up to and including the weekly and monthly limits shown on the same line. The penultimate line in the table shows the Upper Earnings Limit above which no additional employee NI is deducted. The last line, marked as “** above UEL ***” shows the rate of employer's NI to be deducted on any pay in excess of this limit. The rates on this last line in the table can be edited through the table option but the line’s position in the table is established and changed using the “Limits” command described below.

Limits. This option lets you identify the Lower Earnings Limit (LEL) for National Insurance, the Earnings Threshold for Employees (EET), the Earnings Threshold for Employers (ERT), the Upper Earnings Limit (UEL) for employees and the rate of employer’s NI to be deducted on earnings above the UEL.

When you select this option, you are prompted first for the line number of the table entry in which the LEL appears as the weekly/monthly/annual limit.

You are then prompted for the line number of the table entry in which the EET appears as the weekly/monthly/annual limit.

You are then prompted for the line number of the table entry in which the ERT appears as the weekly/monthly/annual limit.

You are then prompted for the number of the line in which the UEL appears as the weekly/monthly limit. All lines beyond the line you specify are cleared from the table and  “*** above upper limits ***” is displayed on the line after the one you select. You are then prompted on that line for NI percentages applying to earnings above the UEL. 

Before you are allowed to exit from the NI Rates Maintenance window, Payroll ensures that the LEL, EET, ERT and UEL have all been identified. 

Rebates. The lines in this section show percentage rebates allowed for contracted-out employees.

Although employees and employers pay Class 1 NICs only on earnings which exceed the relevant Earnings Thresholds, employers operating contracted-out occupational pension schemes will, from their overall NIC payments, make a deduction to reflect the NIC rebate that would have applied to both the:

· employee’s NICs on earnings above the LEL, up to and including the Employee’s Earnings Threshold;

· employer’s NICs on earnings above the LEL, up to and including the Employer’s Earnings Threshold.

The rebate is due to the employer and is intended to provide employee benefits broadly equivalent to the State Earnings Related Pension Scheme (SERPS) given up on earnings between the Lower and Upper Earnings Limits.

The employer will normally deduct the rebate from their monthly or quarterly payments of PAYE and NICs before making payment to their Accounts Office.

The standard rate contracted out rebate for employees is used to derive table C (contracted out) from table A.

The standard rate contracted out rebate for employees and the standard rate contracted out rebate for employers (COSRS) are both applied to table A to derive table D.

The reduced rate contracted out rebate for employers (COSRS) is applied to table B to derive table E.

The standard rate contracted out rebate for employees and the standard rate contracted out rebate for employers (COMPS) are both applied to table A to derive table F.

The reduced rate contracted out rebate for employers (COMPS) is applied to table B to derive table G.

The standard rate contracted out rebate for employees (COMPS) is applied to table A to derive table S.

When you have completed your amendments to the window, press RETURN to confirm them or key C to cancel any changes you have made and reset the screen to its original state.

Figure 101 – The Maintain Other Rates Maintenance Window
Amending SSP, SMP and Student Loan Collection Rates XE "SMP:rates" 
 XE “Student Loans:collection rates" When you select the Amend SSP/SMP Rates option from the Amend Rates menu, the window shown above appears.

This window contains parameters controlling the payment and recovery of Statutory Sick Pay (SSP), the payment and recovery of Statutory Maternity Pay (SMP) and the Collection of Student Loans (CSL). The default rates are supplied on file.

For SSP, the details are:

Weekly Rate XE "Weekly rate" . Enter the weekly rate of Statutory Sick Pay to which qualifying employees are entitled if their average weekly earnings are not less than the Lower Earnings Limit.

Recover employers SSP?  XE "SSP:recoverable" 

 XE "Recoverable:SSP" Set this to Y to recover any SSP paid in a tax month over and above the recovery threshold for your total National Insurance liability for that month excluding Class 1A and Class 1B NICs and deducting any contracted-out NIC rebates and NIC holiday.

Note: If operating a weekly payroll, recoverable SSP is calculated on a per tax month basis. It appears on the Payroll Reconciliation Report and the Gross Pay Analysis Report as zero for all except the last pay period in each tax month.

If operating a payroll by department, the Gross Pay Analysis Report contains totals encompassing all employees paid so far in the current pay period. Note that recoverable SSP is zero unless ALL employees have been one of:

· paid,

· marked as on holiday,

· marked as suspended,

· reported as having left the payroll.

in addition to the constraint for weekly payrolls given above.

Recovery threshold. (only if Recover Employers SSP is Y) Set this to the percentage of total National Insurance liability in a tax month (excluding Class 1A and Class 1B NICs and deducting any contracted-out NICs rebate and NIC holiday) in excess of which SSP payments in the tax period can be recovered.
For SMP, the details shown are:

Standard Rate of SMP. The Standard Rate of SMP as set by the Inland Revenue.

NI compensation on SMP XE “NI:compensation on SMP" . The percentage the employer can reclaim from the government for the National Insurance contributions on the employee’s SMP.

Percentage reclaimable. The percentage of SMP that the employer can get back from the government.

No. of weeks to pay SMP. The number of weeks that the employer will be paying SMP.
Weeks prior to EWC for QW. (Weeks prior to expected week of confinement for qualifying week.) The number of weeks before the baby is due that the employee is eligible for maternity pay.

Higher rate percentage... for ... weeks. The percentage of net pay that employees on the higher rate of SMP receive, and the number of weeks they can receive it.

You can type A to step through each of the above figures, keying a new value or pressing RETURN to leave it unchanged. If the SSP bands are not in ascending sequence, a warning message is displayed. Key C to cancel any amendments you have made and the screen will be reset to its original values. When the amendments are complete, press RETURN to go back to the Amend Rates menu.

For CSL, the details shown are:

Collection percentage. Set this to the percentage of NI’able pay to use when calculating the full value of student loan repayments in a pay period.

Annual threshold. Set this to the annual earnings threshold below which no Student Loan repayments are to be collected. Payroll uses this figure divided by 52 for weekly payrolls and divided by 12 for monthly payrolls. It is compared with employee’s NI’able pay to determine whether or not a Student Loan deduction should be calculated for the employee.

Note: No Student Loan deduction will be made from an employee while they are subject to a percentage based priority court order such as Council Tax or Community Charge.

If an employee is subject to any other priority court orders (AEO’s or DEO’s) then those orders are applied to the employees attachable earnings before any deduction for Student Loans is considered.

If an employee is subject to a priority court order with a specified level of protected earnings, the net attachable earnings of the employee are checked against that level. If the net attachable earnings do not exceed the protected earnings, no Student Loan deduction is made. Otherwise, the deduction made is the smaller of the amount by which the net attachable earnings exceed the protected earnings and the full value calculated for the Student Loan deduction.

Important: If an employee is subject to two priority court orders which both have specified levels of protected earnings, attachable earnings are compared with the protected earnings for the second court order. If this condition arises you should ensure that the second court order is the most recent.
Figure 102 – The Amend Passwords Window
AMEND PASSWORDS

Select the Amend Passwords option from the System Maintenance menu to set or replace passwords. Four levels can be restricted to access by password, as detailed on the Amend Passwords screen. The passwords themselves are not displayed. To set or replace a password, key the level number and then the new password.

Level 1 Data entry. A user trying to select any of the Employee Data functions will be prompted for this password and will not be able to proceed without keying it.

Level 2 Reports & Enquiries XE "Enquiries" . A user trying to select the End of Session, Payroll Calculation, End of Period, Reporting, Enquiries or File Restore functions will be prompted for this password and will not be able to proceed without keying it.

Level 3 System Maintenance. A user trying to select any of the System Maintenance functions (except Amend Passwords) will be prompted for this password and will not be able to proceed without keying it.

Level 4 Supervisor. A user trying to select the Amend Password XE "Password"  function from the System Maintenance menu will be prompted for this password and will not be able to proceed without keying it.

You can use the menu maintenance system (see the Global Utilities Manual) to set up further security measures. For example, you could restrict access to particular operators, computers or terminals.

Figure 103 –System Parameters - First Screen 
AMENDING SYSTEM PARAMETERS

 XE "System parameters" \r "SystemParameters"

 XE "Address" Amend System Parameters is an option on the System Maintenance menu. The System Parameters consist of data relating to the whole payroll. They include such items as the name and address of your company, bank details, payroll options and the names of the data and work diskettes or disk volumes.

The first screen’s details are as follows:

Name. This is the company name. It is displayed on menus and printed as a heading on all reports. It is also printed on the P14/P60 certificates produced at the end of the tax year. It can be up to 30 characters in length and may not be left blank.

Address. This is printed on the P14/P60 certificates. It can be up to 40 characters in length and should not be left blank.

Telephone. The company’s telephone number (up to 12 characters).

Fax XE "Fax" . The company’s fax number (up to 12 characters).

Bank name and address. These are printed on credit transfers. Each of the two fields can be up to 40 characters in length.

 XE "Bank account details (company)" Bank Account name, number, Sort code, BACS User number and Transfer reference These are only required if you pay by BACS. This is a separate product and is described in the Global BACS manual. The bank account number is also printed on the AutoPay listing, if this is used.

Tax reference XE “Tax:reference" . This is printed on the P14/P60 certificate. There are two fields: the first is the tax district code (three digits), the second is the tax reference (12 alphanumeric characters).

Tax district XE “Tax:district" . Enter the code of the tax district. Although this can be up to 40 characters long, only the first 14 characters are printed on the P60.

Tax table XE “Tax:table" . Type W for a weekly payroll, or M for monthly. If your company has both you should set up separate sets of payroll data.

Periodicity XE "Periodicity" . This is the number of weeks or months between payroll calculation runs. For weekly payrolls it must divide exactly into 52 and for monthly payrolls it must divide exactly into 12. The periodicity may be changed at the start of a period prior to a calculation run. You must ensure that any employees who are suspended from payroll calculations have their periods of suspension XE "Suspension"  or holiday amended, using the employee data holiday facility, since this is expressed in pay periods.

Employer contracted out certificate number XE “Contracted out:certificate number" . This is the employer’s contracting-out number provided by the Contracted-out Employment group (COEG). This should be of the format E3nnnnnnX where n is numeric and X is in the range A – Z (upper case). It is required if contracted-out contributions are to be paid.

Notepad XE "Notepad"  name. Payroll allows you to keep notes about an employee using Notepad or Organiser. The memo option will appear at the baseline prompt for employees who have a note attached to their record. If you want to set this facility up, see the Organiser manual.

Data volume XE "Data volume" . This holds the volume name of the unit assigned to logical unit assignment PRD XE "PRD" , i.e. the unit on which your data is held.

Work volume XE "Work volume" . This holds the volume name of the unit assigned to logical unit assignment PRW XE "PRW" , i.e. the unit on which your work file will be held.

Figure 104 – System Parameters - Second Screen
The second screen’s details are as follows:

 XE "Automatic pension" Automatic pension or rebate calculations in use? Set this field to Y or N to indicate whether or not you wish to operate an automated pension scheme. If you change this field from Y to N, no further pension calculations will be performed.

Include SSP and SMP in pension calculation? Set this field to Y or N to indicate whether or not you wish to include statutory sick pay and statutory maternity pay in the pension calculation.

Automatic generation of employee number in use? Y for Payroll to generate employee numbers automatically (i.e. when entering new employee details), N to manually input new employee numbers. If Y, you are prompted:

Next employee number. Key the number of the next new employee.

Default payment method XE "Default payment method" . This indicates the normal payment method for the payroll as a whole, although individual employees can have different payment methods. The values are CASH, CRTR and CHQE to indicate cash, credit transfer (including AutoPay and BACS) and cheque payments respectively. Any employee who does not have a specific payment method set up in amend employee details will be assumed to use the default.

Rounding parameters XE "Rounding parameters" . The first parameter, net pay rounding, can take the values UP, DOWN, or NEAR to indicate that net pay is to be rounded up, down or to the nearest multiple of the rounding amount. If no rounding is required, key NONE. Rounding amount can take the values .05, .1, .5, 1, or 2 to indicate the rounding amount, in pounds. For example, .05 is rounding to a multiple of 5p. If the net pay rounding is NONE, the rounding amount will be assumed to be zero.

 XE "Class 1A NICs" Set Class 1A National Insurance Contributions? Y/N/A. Enter Y if you wish to record Class 1A NICs and pay them. You may then enter the car usage details and the employees’ Class 1A NICs are calculated and included in year-end returns.

Enter N if you do not wish to calculate Class 1A NICs.

Enter A if you wish to record Class 1A NICs and pay them directly to the Inland Revenue. The contributions are then calculated and printed on the Class 1A NIC payments list, but are not printed on P14s or P35s, and are excluded from the End of Year Returns file.

Submission of End of Year returns on Magnetic Media? XE "Submission of end of year returns on magnetic media?"  You can choose to submit end of year data (i.e. P60s and P45s) to the Inland Revenue on magnetic media. Key Y to use this facility, otherwise N. If Y, you are prompted:

Permit number XE "DSS permit number" . Key the permit number (up to 12 characters).

If you pay by means of clock card data, fill in the following items:

Clock card rounding XE “Clock card:rounding" . Type UP, DOWN or NEAR to indicate that gross pay calculated by rates is to be rounded up, down, or to the nearest penny.

Quantity prompt XE "Quantity prompt" . The clock card quantity can be expressed in hours and minutes, or in decimal quantities. Type T for time, or D for decimal quantities.

Default element XE “Clock card:defaults" 

 XE "Default element" . Type the number of the gross pay element you wish to appear as the default element when you enter the clock card entry function from the employee data menu as described in the Employee Data section of the reference section. If you key 0 here there will be assumed to be no default element. You can also key a value in the range 1 to 30 which must correspond to a gross pay element with a rate in the range A to F: see the Amend Gross Pay Elements section below for details on how to set up these elements.

Default quantity XE "Default quantity" . Type the amount you wish to appear as a default against the above gross pay element whenever you are entering clock card data. 

Allow default values for clock card rates. Y to use the rates you set up in the Company Gross Pay Elements window as defaults for clock card rates, otherwise N.

Number of columns on label stationery?  XE "Label stationery parameters" Payroll can print address labels for selections of employees. Either one or two columns of labels can be printed. Enter 1 if your stationery has one column of labels, 2 if it has two. You are then prompted:

Start positions. Key the offset (i.e. the number of characters) of the first and second column of labels. If you have entered 1 at the above prompt, you need only fill the first field.

Depth of label stationery. Key the height, in characters, of the label stationery.

Depth of labels. Key the height, in characters, of an individual label.

Lines between labels. Key the number of lines separating the labels.

Figure 105 – System Parameters - Third Screen
The third screen’s details are as follows:

Note and coin analysis. These fields indicate the minimum number of notes or coins of each denomination required in each pay packet. The denominations allowed are any 10 from .01, .02, .05, .1, .2, .5, 1, 5, 10, 20, 50, denoting 1p, 2p, 5p ... £50 and they must be specified in ascending sequence. The minimum quantity is entered beneath each denomination. At least one minimum quantity must not be zero.

Default reporting sequence XE "Reporting sequences" 

 XE "Default reporting sequence" s. The eight reports shown can be printed either in employee number sequence or in employee number within department. Select these options by keying E or D for each of the eight reports. You can also print the credit transfer slips and the credit transfer list in bank sort code order by keying S.

There are seven general print options:

Print OCR line on Credit Transfer slips? This is only relevant if payments are made by credit transfer slips. If you have a letter quality printer with an OCR-B typeface, you can print an OCR line on credit transfer slips XE "OCR line on credit transfer slips" , to save manual encoding by your bank. Type Y to include this facility, otherwise type N.

Number of lines on Credit Transfer slips. Acceptable values here are 21 and 22.

Periods of payslip history records to keep XE "Periods of payslip history records to keep" . Enter the number of periods you want records of payslips kept for (up to 9999). Note that Close Period automatically purges records that do not lie within this period.

 XE "Cheques" Print company name on cheque stationery XE "Print company name on cheque stationery" . Type Y to print your company’s name on pay cheques, otherwise type N.

P60 type (L/O). This parameter determines the type of stationery to be used for P14s and P60s. Enter L if you use individual A4 laser printer sheets. Enter O if you use three part continuous stationery.

Note: Landscape and portrait versions of both laser and continuous P14 stationery are available from the Inland Revenue Employer’s Orderline. 

Format. If you can align your print satisfactorily using the settings provided by your printer hardware, you can leave this parameter blank. If you do so, you will simply be asked when printing end of year documents whether you are using the landscape or the portrait version of the stationery.

If you need to use a printer control file in conjunction with your printer, this prompt lets you specify the format letter identifying the control file to be used when printing the forms. Printer control files are set up using the GSM $CUSP utility, details of which are available in the Global System Manager Manual.
Note: See Appendix F for details of the settings used by Global Business Systems to test the stationery on their Hewlett Packard Laserjet series 5M printer.

Payslip stationery XE “Payslip:stationery"  type. Enter E(envelope) or P(plain) depending on the type of stationery you are using for payslips.

 XE "Age reporting" Age reporting. Up to five ages can be specified, in ascending sequence. A message will then be printed on the payroll action report for each employee who will reach one of the specified ages before the next payroll run.

Figure 106 – System Parameters - Fourth Screen
The fourth page of System Parameters describes the accumulators XE "Accumulators"  for the payroll. Up to 10 accumulators can be maintained for the payroll. Each accumulator is calculated from up to three of the employee’s gross pay elements, contributions or deductions. These items are added to or subtracted from the accumulator for each employee automatically during each payroll run. 

The window shown above defines the usage and composition of each accumulator. The fields for each one are as follows:

Description. This field is printed on reports. It can be up to 11 characters in length.

Type. There are four types of accumulator which are used and cleared in different ways. If the type is set to Manual (by keying M), the accumulator can only be cleared by special request at end of period (see the Close Pay Period section). If the type is set to Yearly (by keying Y), the accumulator is cleared automatically at the last end of period each tax year. If the type is set to Automatic (by keying A), it is used to control a permanent deduction such as a season ticket loan: the accumulator is initially set to the amount of the loan by a cumulative adjustment (described in the Adjust Cumulative Data in the Employee Data section) and decreased by each loan repayment deduction; the deduction is stopped automatically when the accumulator becomes zero. If the type is set to Pension (by keying P), it is used to control employees pension deductions and is increased by the amount to be deducted by the pension scheme. It is cleared when you choose the clear accumulators option when printing the Pension Providers Report.

Components. Each accumulator can have up to three components. These define the items to be added into the accumulator on each payroll run. They are made up of a type and a number. The type can be a gross pay element, a deduction, or a contribution. Key G, D or C accordingly. Key a blank space if you want the component to be unused. The number defines the element that is to be used. It must be in the range 1 to 30 for a GPE or a deduction, or 1 to 10 for a contribution. Each component may be preceded by a minus sign to indicate that it is to be subtracted from the accumulator rather than added to it. 

Note. In addition to the 10 accumulators which you can define that are described above, there are two other accumulators (numbers 11 and 12) that are reserved for Court Orders XE "Court orders" . These accumulators are only displayed in the third screen of Adjust Employee Accumulative Data when a court order type deduction has already been entered for that employee. It is only necessary to set up one of the accumulators numbered 1 to 10 for a court order if you need to set up more than two court orders for any one employee, or if you wish to keep a total of court order payments made.

The process of entering a court order deduction for an employee is described more fully in the Employee Payments and Deductions part of the Reference Section. XE "Accumulators" \r "Accumulators" 
Figure 107 - System Parameters - Fifth Screen

The fifth screen’s details are as follows:

Suppress payslip for zero net pay? Y if you do not want Payroll to print a payslip for any employee whose net pay is zero, otherwise N.

Include leavers in payroll list XE “Payroll:list"  total? Y if you want leavers’ pay to appear in the company totals in the payroll list, N to exclude their pay.

Include leavers on SSP/SMP payment list XE "SMP:payment list" ? Y to include leavers SSP/SMP details on the Payment list, N to exclude them.

Suppress employee details XE “Employee:details"  on control list XE "Control list" ? Y to suppress full details of employees whose records have been amended, otherwise N.

Suppress employee details on payroll list? Y if you do not want employee details to appear on the payroll list (in which case, only company totals are printed), N to include them. 

Suppress clock card screen for new employee?  XE “Clock card:defaults"  Y if you do not want the clock card details window to appear when you enter a new employee; N if you want the window to appear.

Suppress suspended employees on payroll list? Y if you do not want Payroll to print suspended employees on the payroll list.

Include unpaid current period SSP/SMP on payroll list? Y to include on the Payroll List the details of SSP and SMP which have been calculated but not paid to employees as a separate gross pay element, e.g. where full salary is paid regardless of sickness.

Always display multipliers for leavers and holidays? This flag controls the appearance of the Set Leavers XE "Set leavers"  and Holiday Pay windows. If you enter Y here, multipliers for pay elements, clock card details, deductions and contributions will always be displayed when you first enter the window. If you enter N here, these multipliers will only be displayed if you key Y to the Multiplier prompt on the leavers and holiday windows.

Figure 108 - System Parameters - Sixth Screen

The sixth screen’s details are as follows:

Post to Global 2000 Nominal Ledger?  XE “Posting to:Global 2000 Nominal Ledger/Global 3000 General Ledger" Enter Y to post to Global 2000 Nominal Ledger, N otherwise.

Post to Global 3000 General Ledger?  XE “Posting to:Global 2000 Nominal Ledger/Global 3000 General Ledger" Enter “Y” to post to Global 3000 General Ledger. A posting file is generated by the Close Period function and is then available for auto-transfer into General Ledger. You must use this method of posting if your Payroll and General Ledger are installed on different computers so that the posting file can be created by the Payroll, transferred to the General Ledger computer and then imported.

Enter “N” if you do not wish to post to Global 3000 General Ledger.

Enter “O” to post to General Ledger On-line. The posting file is generated and the General Ledger auto-transfer function is invoked as part of the Close Period Function to import the file. To use this method, your Payroll and General Ledger must be installed on the same computer.

Note: You may not post to both Global 2000 Nominal Ledger and Global 3000 General Ledger from the same payroll.

Company in General/Nominal Ledger. This prompt only applies if “Post to Global 2000 Nominal Ledger” is set to Y or “Post to Global 3000 General Ledger” is set to Y or O. Key the code of the company within General or Nominal Ledger to which all the postings for this payroll are to be made. Each payroll relates to a single company, although you can run several payrolls for different companies. For General Ledger the code is alphanumeric. For Nominal Ledger it must be numeric in the range 0 to 99.

Alphanumeric Codes. This prompt only applies if “Post to Global 2000 Nominal Ledger” is set to Y. Key Y if the nominal account codes can contain letters as well as digits, or N if they are entirely numeric. General Ledger codes are always alphanumeric, so if posting to Global 3000 General Ledger is enabled, this prompt is set to Y and skipped.

Account Code Length. This prompt only applies if Post to Global 2000 Nominal Ledger or Post to Global 3000 General Ledger is set to Y. Type the length of the nominal account code, which can be in the range 1 to 10. When posting on-line to General Ledger, this parameter is taken from the Global 3000 files and the prompt is skipped.

Note: When posting is not on-line, the account code length and the alphanumeric indicator above must be the same as the equivalent system parameters set in the General or Nominal Ledger, or the postings are likely to be rejected.

Default NL codes from preceding screen? This prompt only applies if Post to Global 2000 Nominal Ledger is set to Y or Post to Global 3000 General Ledger is set to Y or O. Enter Y to cause codes to default from one screen to the next when specifying details via Amend Nominal Codes. 

Note: The Amend Nominal Codes function must be used to set up the accounts to which the different pay elements are posted whether you are posting to Nominal Ledger or General Ledger. 

Post Net Pay? This prompt only applies if “Post to Global 2000 Nominal Ledger” is set to Y or “Post to Global 3000 General Ledger” is set to Y or O. This parameter determines whether or not a balanced entry for total net pay is to be included in the postings to General or Nominal Ledger. Key Y to post a net pay entry to the Ledger. Key N to exclude the net pay entry from the postings.

Use translation table for posting to GL3000? This prompt only applies if “Post to Global 3000 General Ledger” is set to Y or O. Enter Y to use company and profit centre IDs recorded for each Payroll department when posting to General Ledger. Set this to N to convert the Global 2000 company and department numbers normally used for the Nominal Ledger to company and profit centre IDs when posting to General Ledger.

Payroll System ID. This prompt only applies if “Post to Global 3000 General Ledger” is set to Y or O. Enter a two character code which uniquely identifies this payroll’s posting to the General Ledger. The code is used when building the name of the file to be posted to General Ledger and must be used as the source ID when setting up the automatic interface for this payroll in the General Ledger. The default is PR.
Last File Sequence Number. This prompt only applies if “Post to Global 3000 General Ledger” is set to Y or O. This is the sequence number of the last file to be posted to General Ledger. It is automatically incremented every time a file is transferred. It may be changed, but care must be taken that it corresponds to the sequence set up in the General Ledger interface definition for Payroll.
Global 3000 Units: 

Parameters. This prompt only applies if “Post to Global 3000 General Ledger” is set to O. Enter the unit on which your Global 3000 Parameters database (DBPARAS) resides. The default is PAD. 

Note: If both Global 3000 General Ledger and Global 3000 Cash Manager are being posted on-line, this unit must be the same as that entered below in the Cash Manager section. 

Gen Ledger. This prompt only applies if “Post to Global 3000 General Ledger” is set to O. Enter the unit on which your Global 3000 General Ledger database (DBGL) resides. The default is GLD. 

Programs This prompt only applies if “Post to Global 3000 General Ledger” is set to O. Enter the unit on which your Global 3000 General Ledger programs reside. The default is $P, the same unit as the Payroll programs. 

Note:If both Global 3000 General ledger and Global 3000 Cash Manager are in being posted on-line, the program unit must be the same as that entered below in the Cash Manager section.

Right Justify: 

 XE "Justification" Company ID’s? This prompt only applies if “Post to Global 3000 General Ledger” is set to Y. This parameter controls translation of company numbers between Global 2000 and Global 3000. 
PC ID’s? This prompt only applies if “Post to Global 3000 General Ledger” is set to Y. This parameter controls translation of department numbers into profit centre codes.
Note: These two parameters are used to control translation between Global 2000 and Global 3000 when setting up Global 2000 company/department to Global 3000 company/profit centre translation tables, and to convert Global 2000 codes to Global 3000 codes when posting without a translation table. If the posting is on-line theses parameters are taken from the Global 3000 files and skipped. Otherwise they must be set to the same value as the corresponding parameters in Global 3000 General Ledger.

Account codes? This prompt only applies if “Post to Global 3000 General Ledger” is set to Y. This parameter controls justification of account codes when using the Amend Nominal Codes function in Payroll. If the General Ledger is on-line it will be taken from the Global 3000 files and skipped. Otherwise it must be set to the same value as the corresponding parameter in General Ledger. 
Post to Global 2000 Cash Manager Ledger? Set this to Y to post to Global 2000 Cash Manager, N otherwise.

Post to Global 3000 Cash Manager? Enter “Y” to post to Global 3000 Cash Manager. A posting file is generated by the Close Period function and is then available for auto-transfer into Cash Manager. You must use this method of posting if your Payroll and Cash Manager are installed on different computers so that the posting file can be created by the Payroll, transferred to the Cash Manager computer and then imported.

Enter “N” if you do not wish to post to Global 3000 Cash Manager.

Enter “O” to post to Cash Manager On-line. The posting file is generated and the Cash Manager auto-transfer function is invoked as part of the Close Period Function to import the file. To use this method, your Payroll and Cash Manager must be installed on the same computer. 

Note: You may not post to both Global 2000 and Global 3000 Cash Manager from the same payroll.

Company code in CM. This prompt only applies if “Post to Global 2000 Cash Manager” is set to Y or “Post to Global 3000 Cash Manager” is set to Y or O. Key the code of the company within Cash Manager to which all the postings for this payroll are to be made. Each payroll relates to a single company, although you can run several payrolls for different companies. For Global 3000 Cash Manager the code is alphanumeric. For Global 2000 it must be numeric in the range 0 to 99.

Leading zeros on cheque numbers? This prompt only applies if “Post to Global 2000 Cash Manager” is set to Y or “Post to Global 3000 Cash Manager” is set to Y or O. Key Y if you want cheque numbers that are posted to Cash Manager to have leading zeros inserted. Otherwise key N.

Single Cash Book? This prompt only applies if “Post to Global 2000 Cash Manager” is set to Y or “Post to Global 3000 Cash Manager” is set to Y or O. Key Y if you want to post all of your transactions to one Cash book within Cash Manager. Key N if you want to post the employees’ pay to different Cash books.

Default Cash Book Number. This prompt only applies if “Post to Global 2000 Cash Manager” is set to Y or “Post to Global 3000 Cash Manager” is set to Y or O. If you selected single Cash Book operation, enter the number of the sole Cash book to be used. Otherwise enter the number of the Cash Book to be used if no Cash Book has been specified in Amend Employee Details. For Global 3000 Cash Manager the Cash book code can be alpha-numeric. For Global 2000 it must be numeric and in the range 1 to 99. 

Use translation table for posting to Cash Manager 3000? This prompt only applies if “Post to Global 3000 Cash Manager” is set to Y or O. Enter Y to use cash book IDs recorded for each Payroll department when posting to Cash Manager. Set this to N to convert the Global 2000 company and department numbers normally used for the Nominal Ledger to company and profit centre IDs when posting to General Ledger.

Payroll System ID. This prompt only applies if “Post to Global 3000 Cash Manager” is set to Y or O. Enter a two character code which uniquely identifies this payroll’s posting to the Cash Manager. The code is used when building the name of the file to be posted to Cash Manager and must be used as the source ID when setting up the automatic interface for this payroll in the Cash Manager. The default is PR.
Last File Sequence Number. This prompt only applies if “Post to Global 3000 Cash Manager” is set to Y or O. This is the sequence number of the last file to be posted to Cash Manager. It is automatically incremented every time a file is transferred. It may be changed, but care must be taken that it corresponds to the sequence set up in the Cash Manager interface definition for Payroll.
Global 3000 Units:

Parameters. This prompt only applies if “Post to Global 3000 General Ledger” is set to O. Enter the unit on which your Global 3000 Parameters database (DBPARAS) resides. The default is PAD. 

Note: If both Global 3000 General Ledger and Global 3000 Cash Manager are being posted on-line, this unit must be the same as that entered above in the General Ledger section. 

Cash Manager This prompt only applies if Post to Global 3000 Cash Manager is set to O. Enter the unit on which your Global 3000 Cash Manager database (DBCM) resides. The default is CMD. 

Programs This prompt only applies if “Post to Global 3000 Cash Manager” is set to O. Enter the unit on which your Global 3000 Cash Manager programs reside. The default is $P, the same unit as the Payroll programs.

Note: If both Global 3000 General ledger and Global 3000 Cash Manager are being posted online, the program unit must be the same as that entered above in the Generafl Ledger section.

Right Justify Cash Book Codes? This prompt only applies if “Post to Global 3000 Cash Manager” is set to Y. This parameter controls translation of cash book codes between Global 2000 and Global 3000. If the posting is online it is taken from the Global 3000 files and skipped. Otherwise it must be set to the same value as the corresponding parameter in Cash Manager.
Figure 109 - System Parameters - Seventh Screen

The seventh screen’s details are as follows:

Retirement age (men). Enter the age at which a man qualifies for state pension.

Retirement age (women). Enter the age at which a woman qualifies for state pension.

Maximum age for SMP. Enter the age above which Statutory Maternity Pay may not be claimed.

Is the Holiday Register in use? Set this field to Y or N to indicate whether or not you wish to maintain a register of holiday entitlement and holiday taken in addition to the standard Payroll History.

Note. The Start New Holiday Year XE "Start new holiday year"  screen (documented in the End of Period section) appears when you confirm the screen after changing this flag to Y for the first time. This creates holiday records for each employee for the year entered. The year cannot later be changed and for this reason it is recommended that you take a backup of your data files before you change this flag to Y for the first time.

On entering Y you will be prompted for the following fields:

Current Holiday Year XE “Current:holiday year" . Enter a valid (four digit) year. It is likely that the company’s holiday year does not coincide with the tax year.

Note that once you have enabled the Holiday Register you will not be able to amend the holiday year at this point. You should start a new holiday year using the Start New Holiday Year XE "Start new holiday year"  option on the End of Period Menu.

Start date of holiday year. This appears on enquiries.

Default entitlement (days). Holiday entitlement XE “Holiday:entitlement"  may be entered individually for each employee. This value is offered as a default at time of entry.

Maximum days to be transferred XE "Maximum days holiday to be transferred" . Enter the maximum number of days which an employee may carry forward from one holiday year to the next or take in the current holiday year from the next year’s entitlement. Set this to zero if holiday may not be transferred between years.

You will then be presented with the Start New Holiday Year XE "Start new holiday year"  window which has the option to create holiday records for all employees. See Start New Holiday Year in the Reference Section for further details.

Figure 110 - The Company Gross Pay Elements Window

AMEND GROSS PAY ELEMENTS

 XE "Gross pay elements" The window shown above allows up to 30 gross pay elements to be specified for the payroll. Up to 10 of these gross pay elements can be selected for each employee in Employee Data.

When the window is displayed you are asked on the baseline to enter a number in the range 1 to 30 to add or amend a specific element or to key A to step through the whole table. The headings are:

Description. Up to 11 characters describing the Gross Pay Element. Descriptions appear on payslips and various other system reports.

Note: Except in the case of tax credits, this description can be changed. If the description is changed however, a message will appear asking whether you wish to clear the current year to date figures for the gross pay element being replaced. If you select Y, the figures are cleared from your Payroll files. A report is automatically produced listing the figures that have been cleared.

Tax. The following responses are possible:

· Y – The pay element is subject to tax and included in the employee’s taxable pay.

· N – The pay element is not subject to tax and is excluded from the employee’s taxable pay.

· C – The pay element is a tax credit XE “Tax:credit" . It is not subject to tax or NI so the next prompt is set to N automatically and skipped. Tax credits will not normally be considered superannuable as they are not, strictly speaking, payments by you to your employees but are in fact payments by the government to your employees delivered through your payroll.

NI. Key Y or N to indicate whether or not the element is subject to NI.

Sup. Key Y or N to indicate whether or not the element is superannuable.

Rate. Key S if the element is cash or a rate (A to F) if it is used for clock card payments.

Figure 111 - The Company Deductions Window

AMENDING DEDUCTIONS

 XE “Student Loans:deductions for collection of" 

 XE "Deductions" Select the Amend Deductions option on the System Maintenance menu to define deductions. The window shown above is displayed. You can describe (in up to 11 characters each) a maximum of 30 deductions. Key B if the deduction is to be applied before tax or A if after tax. Similarly, key A or B for before or after NI. They can be identified as superannuation deductions by keying Y or N. Superannuation deductions XE "Superannuation deductions"  should be set to be before tax but after NI. 

Key ‘N’ in the ‘Type’ column unless the deduction is a formal attachment of earnings such as a court order - key C; or a collection of student loans - key S. A court order type deduction is associated with one of the two special court order type accumulators. For further details see the note on court order accumulators in the section on the fourth page of System Parameters. 

Note: Once a deduction has been used as an attachment of earnings such as court orders or the collection of student loans, it cannot be changed from that use until the start of the next tax year. 

Other deductions can be changed. If the description of a deduction is changed however, a message will appear asking whether you wish to clear the current year to date figures for the deduction being replaced. If you select Y to clear these year to date figures, a report is automatically produced which lists the figures that have been cleared.

Up to 10 deductions can be made for each employee when calculating net pay; see the Deductions section in Employee Data for their operation as Employee data.

If a superannuation deduction is to be used as an employee deduction for one of the company pension schemes which have been specified in the system parameters, the superannuation type should be set to zero.

If a superannuation deduction is to be used to record Additional Voluntary Contributions (AVCs) XE "Additonal Voluntary Contributions (AVC’s)" , the superannuation column should be set to 1, 2 or 3 to indicate that payments made under this deduction should be added to the ‘total employee pension’ figure for pension scheme 1, 2 or 3 in the employee’s cumulative data.

Student Loan Details

Figure 112 – The Student Loan Details Window
 XE “Student Loans:deductions for collection of" This window displays the start and stop dates, if known, of a Student Loan deduction for the currently selected employee. It is displayed when a Student Loan deduction is added to an employee’s list of deductions or when the deduction is amended.

Note: While any number of the deductions in your payroll can be declared as type “S” attachments of earnings, i.e. Student Loan repayments, only one of these can be included in any one employee’s list of deductions.

The options are:

Start date. For new employees who supply a P45 with “Y” in the Continue Student Loan Repayment box (5), this is the date of the first payroll run following receipt of the P45. For existing employees for whom a start notice (form SL1) is received from the Inland Revenue, this is the start date specified on the form. Student Loan deductions will not be made in payroll runs dated earlier than this date.

Stop date. This is the date specified on the stop notice (form SL2) supplied by the Inland Revenue to instruct you to cease collection of Student Loan repayments from an employee. No Student Loan deductions will be made in payroll runs dated after this date.

Figure 113 – The Company Contributions Window
AMENDING CONTRIBUTIONS

 Xe "Contributions" Select the Amend Contributions option on the System Maintenance menu to define types of contributions. The window shown above is displayed. You can describe (in up to 11 characters each) a maximum of 10 contributions. Up to three contribution amounts can be specified for each employee (see the Contributions section in Employee Data): they do not affect the employee’s pay, but can be used for analysis purposes.

Company contribution types can be changed. If the contribution type is changed however, a message will appear asking whether you wish to clear the current year to date figures for the contribution being replaced. If you select Y to clear these year to date figures, a report is automatically produced which lists the figures that have been cleared.

Figure 114 – The Company Pension XE "Pension"  Rules Window
SETTING COMPANY PENSION RULES

 XE "Company pension rules" 

 XE "Setting company pension rules"  XE “Contracted out:certificate number"  XE "Automatic pension" \r "SettingCoPensionRules" The Setting Company Pension Rules is selected from the System Maintenance menu and only applies if you selected the automatic pension option on page 6 of the System Parameters. Up to three pension schemes can be defined for the company as a whole, with any two of the three selectable for each employee. The Set up section describes in detail the steps involved in setting up a company pension scheme. This section describes the setting up of the rules for a particular scheme.

When you select this option from the System Maintenance menu you are presented with the window shown above. This relates to pension scheme one. Press RETURN to get the same screen for scheme two and so on. The details are as follows:

Pension scheme name XE “Pension:scheme name" . Enter the 30 character description indicating the scheme is in use, which forms the title of the Pension Providers Report printed at the end of each tax month.

Scheme c-out number XE “Pension:scheme c-out number" . This is a 9-character reference referred to as the scheme contracting out number. It should have the format ‘SnnnnnnnX’, where n is numeric and X is in the range A to Z (upper case). It is supplied by the Contracted-out Employment Group (COEG) for qualifying schemes. If the pension scheme is not contracted-out, set this prompt to spaces.

The number is printed on the Pension Providers Report and on P14s and P60s. When an employee belongs to a Contracted-out Money Purchase scheme, the number is printed on the P14 and P60 against the relevant NI rate letter (generally F, G or S) in the NI table.

Calculation type XE "Calculation type" . Key C to perform a cumulative automatic pension calculation or P to perform a periodic calculation. Cumulative pension calculation subtracts the pension paid in the tax year to date from the pension due on pensionable pay in the tax year to date to give the pension due for this payroll run. Periodic pension calculation determines the pension due for this payroll run directly from the pensionable pay in the run.

 XE "Banded calculation" Banded calculation? Key Y to use banded automatic pension calculation. Key N to use non-banded automatic pension calculation. Banded calculations apply the percentage associated with each individual threshold band by the width of that band applying to the employee and sum the results to give the pension due. Non-banded calculations apply the percentage associated with that band within which the employee’s pensionable pay falls to the entire pensionable pay less the ‘Lower pension limit XE "Lower pension limit" ‘.

Lower pension limit XE "Lower pension limit" . This applies to non-banded schemes only: for banded calculations it is set to zero. Enter a fixed amount to be subtracted from each employee’s pensionable pay before it is used to calculate the automatic pension contributions. For periodic calculations this amount relates to a single payroll period. For cumulative calculations, it is an annual value pro-rated by tax period. If subtracting the lower pension limit reduces any employee’s pensionable pay below zero, that employee is regarded as having zero pensionable pay.

Threshold table XE "Threshold table" . Enter up to three levels of pensionable pay in ascending order to give four income bands for which different employee deduction and employer contribution percentages can be specified. For periodic pensions the threshold levels are per pay period and the employee’s pensionable pay in the run is compared directly with the threshold levels set up in the table. For cumulative pensions the threshold levels are annual figures, pro-rated by pay period and compared with the employee’s pensionable pay in the year to date to give a constant pension deduction for a given salary throughout the tax year. If automatic pension calculations are not required for your particular pension plan, all entries in the threshold table must be set to zero.

To complete the pension scheme definition you need to specify deductions, contributions and accumulators used by the scheme. Each scheme can involve two deductions, two contributions and four accumulators as follows:

Pension deduction XE “Pension:deduction" . Set this to the number of the deduction to which payroll must add any automatic pension calculated for an employee during a payroll run. Payroll specifically adds any automatic pension to the deduction so that fixed and temporary pension deductions for the employee can also be made through the same deduction allowing the overall pension excluding contracted out rebate to appear against this single line on the payslip. If this deduction number is set to zero, it is assumed that no employee deductions are made for the scheme with the possible exception of the employee contracted out rebate.

This deduction should already have been set up in the Amend Deductions option of the Systems Maintenance menu with the superannuation flag set to Y and the superannuation type set to zero.

Contracted out rebate deduction XE “Contracted out:rebate deduction" . Set this to the number of the deduction to which payroll adds the contracted out rebate calculated for a contracted out employee during a payroll run. If this is set to the same number as the pension deduction described above, the contracted out rebate is added to any other pension deductions made for the employee. If it is set to zero, the contracted out rebate calculation of the employer contribution includes the employee rebate percentage. If the employer contribution number is also zero, no contracted out rebate is calculated.

This deduction should already have been set up in the Amend Deductions option of the Systems Maintenance menu with the superannuation flag set to Y and the superannuation type set to zero.

Pension contribution XE “Pension:contribution" . Set this to the number of the contribution to which payroll must add any automatic pension contribution made by the employer for an employee. As with the pension deduction, fixed and temporary amounts can be set up in this contribution prior to a payroll run and any automatic pension contribution calculated during the run will be added to these amounts. If the contribution number is set to zero, no employer contribution is calculated for the scheme.

Contracted out rebate contribution XE “Contracted out:rebate contribution" . Set this to the number of the contribution to which Payroll adds the employer’s contracted out rebate calculated for a contracted out employee during a payroll run. If this is set to the same number as the pension contribution described above, the contracted out rebate is added to any other pension contributions made by the employer for the employee.

If the contracted out rebate contribution number is set to zero, no employer contracted out rebate is calculated. If the employee’s contracted out rebate deduction number for the scheme is zero and this contribution number is not zero, the contribution is calculated from the sum of the employee and employer contracted out rebate percentages times band earnings from NI’able pay in the run. Otherwise it contains just the employer contracted out rebate.

Scheme accumulators. For each of the four items, employee pension deduction, employee contracted out rebate, employer pension contribution and employer contracted out rebate, set up the number of the accumulator in which that particular item is accumulated across each tax month. This tells the payroll where to find the relevant information when printing the Pension Providers Report at month end.

Pension accumulators XE “Pension:scheme accumulators"  must be set up with components in the same way as other accumulator types. At least one component should indicate the pension deduction or pension contribution. If any of the four accumulator numbers in the scheme definition are set to zero, the associated item is not included in the Pension Providers Report.

Once the deduction, contribution and accumulator numbers have been entered, the pension scheme definition is complete. You now must add the deductions, contributions and accumulators used by the pension scheme to your company payroll data (see page four of system parameters) and to the relevant employee records (via the Amend Employee Data window).

Figure 115 – The Nominal Code Maintenance Window
AMEND NOMINAL CODES

 XE “Nominal:codes" If you require automatic posting to Global 2000 Nominal Ledger or Global 3000 XE "Global 3000"  General Ledger and have confirmed this in page two of the System Parameters, you should select the Amend Nominal Codes option on the System Maintenance menu in order to set up the nominal codes for each type of posting. For each department in the payroll you can specify up to 79 postings, as follows:

· Up to 30 gross pay elements.

· Up to 30 deductions.

· Up to 10 contributions.

· Tax deducted.

· Employees’ NI. 

· Employer’s NI.

· SSP recoverable from the Inland Revenue.

· SSP paid to employees.

· Rounding brought forward less carried forward.

· SMP recoverable from the Inland Revenue.

· SMP paid to employees.

· Net pay for employees.

When you enter Amend Nominal Codes you are asked if you want to print or update the codes. Key P to print or U to update. Pressing ESCAPE will take you back to the System Maintenance menu.

The departments in the payroll need not correspond one for one to the departments in the Nominal Ledger. However, if they do correspond and if the same nominal account codes are to be used in all the departments for each posting, you need only set up postings for department zero. The actual department number will be substituted each time department zero is used in the nominal account codes.

For example, if you have 10 departments in both Payroll and Nominal Ledger, but a single balance sheet account in department 1 to hold the tax and NI liability, you would set up all your postings for payroll department zero and use department zero for the accounts to be debited for all the gross pay elements, but department 1 for the accounts to be credited for the tax and NI postings. The gross pay costs for each payroll department would then be charged to the corresponding Nominal Ledger department, while all the tax and NI liability would be accumulated in department 1.

The details to be typed in for each posting are as follows:

Department number. As explained above, this can be a specific department number if the posting relates only to that payroll department, or zero if the postings relates to all payroll departments. You are then prompted for the department name (up to 30 characters). This name is used as a narrative in the postings to Global 3000 General Ledger or Global 2000 Nominal Ledger.

Type. This is G for a gross pay element, D for a deduction, C for a contribution, or F for a ‘fixed’ type posting - i.e. one of the eight individual postings listed below.

Code Number XE "Code number" . This is the appropriate pay element or deduction number, in the range 1 to 30, or the contribution number, in the range 1 to 10, or if the element type is ‘Fixed’ it is a number from 1 to 8 denoting the following postings:

1. Tax deducted.

2. Employees’ NI.

3. Employer’s NI.

4. SSP recoverable from the Inland Revenue.

5. SSP paid to employees.

6. Rounding brought forward less carried forward.

7. SMP recoverable from the Inland Revenue.

8. SMP paid to employees.

The description of the code you select here will be displayed next to the number. This description will be passed to the Nominal Ledger as the transaction narrative.

Debit and Credit Accounts XE "Debit and credit accounts" . Type the company names (two characters), department numbers and nominal account codes to be debited and credited by this posting. If the department number is zero and the payroll department number at the top of the screen is also zero so that this posting can be used for any payroll department, the actual payroll department number will be substituted in the nominal code. If you keyed the details for an existing posting the existing account numbers will be displayed. Key a new value for each of the fields or press RETURN to leave them unchanged.

When you have filled in these details, press RETURN to confirm them and enter the next posting, or type A to amend them or C to cancel the operation. If you are amending an existing code you can key D to delete it. Pressing ESCAPE will take you to the first prompt.

You need not set up details for any of the 79 possible postings that you do not plan to use. If the payroll calculation generates postings for which no details have been set up, a default nominal account code of 0000 is used for both debit and credit postings. 

Figure 116 – The Amend Departments Window
AMEND DEPARTMENTS

 XE “Department:amend departments" When you select Amend Departments from the System Maintenance menu, the Amend Departments window is displayed. This enables you to set up and amend departments for Payroll. Data is stored by department name and number in Global Payroll; however, this window enables you to input a Global 3000 company and profit centre XE "Profit centre"  which, by use of a translation table program, can be mapped to the Payroll department. You can also set up clock card rates for a department (if the ‘Allow default values for clock card rates’ parameter on page two of system parameters is set to Y).

You are prompted:

Dept no. Enter the number of the Payroll department (up to two digits).

Department Description XE "Department description" . Enter a description of the department (up to 30 characters).

Comp. (This field is only available if the ‘Use translation table for posting to Global 3000 XE "Translation table for posting to Global 3000" ‘ is set to Y.) Enter the code of the Global 3000 company that you wish to have the Global 2000 departmental data mapped to.

Pro Ctr. (This field is only available if the ‘Use translation table for posting to Global 3000’ is set to Y.) Enter the above company’s profit centre.

Rate A...F. Enter up to six different rates for each department. Note that you can alter rates for individual employees in the clock card data window. These fields are only available if you have set the ‘Allow default values for clock card rates’ system parameter to Y.

Figure 117 – The Cash Book Translations Window
Cash Book Translations

Select the “Amend cash book translations” option from the System Maintenance menu to define the cash book to which Payroll will posts the total salary for each department.

Note: This function is only available if you have configured Payroll to use a translation table when posting to Global 3000 Cash Manager.

Cash Book Code. Enter the two-character cash book code in Global 3000 Cash Manager which corresponds to the cash book number set up for each employee.

Figure 118 – The Data File Allocation Window
REALLOCATE DATA FILES XE "Reallocate data files" 
Select the Reallocate Data Files XE "Reallocate data files"  function from the System Maintenance menu if you want to adjust the size of the payroll data files, or if you want to delete all your existing data and allocate the new empty data files.

When you select this option from the menu, a baseline prompt is displayed:



Key N if you want to delete all the existing data and allocate the empty files for new data. Press ESCAPE to return to the menu. Press RETURN if you want to increase or decrease the size of the existing data files: you would want to increase the size of a file if, for instance, you had added more employees or payslip history than were allowed for during the initial installation and consequently the file had become full.

 XE "DMAM payroll database" When you press RETURN to reallocate, the data files are first copied across to the work volume. The existing file allocation is then displayed and you can select a new number of records for each file, or press RETURN to leave the file size unchanged. You can reduce file sizes if necessary, but you must obviously allow for at least as many records as are currently used within each file. The information displayed for the DMAM Payroll database is different from the others in that the figures shown for total number of records and records used are percentages so, for example if you want to double the size of the database, key 200 to the new allocation figure.

Step 4 in the Set up section of this manual explains how to estimate the number of records needed in each data file.

The total space remaining on the data volume is recalculated as you enter the new file sizes. If you run out of space during the allocation, the space remaining is displayed as a negative figure, indicating the amount of additional space required. You will have to reduce the size of the other files so that this amount is available before you can proceed. When you have entered all the file sizes you can key A to amend them, C to cancel the reallocation and leave the original data unchanged, or press RETURN to confirm the reallocation.

REORGANISE DATA FILES XE "Reorganise data files" 
Select the Reorganise Data Files XE "Reorganise data files"  function from the System Maintenance menu after adding any significant number of employees to your payroll and particularly during the initial take-on of employees. It reorganises the payroll data files to ensure optimum performance in accessing data. XE "System maintenance" \r "SystemMaintenance" 
Figure 119 – The Purge History XE "Purge history"  File Window
PURGE HISTORY XE "Purge history" 
The history file contains details of each employee’s payslips for previous pay periods, details of car usage and holidays taken in previous years, year to date totals for each employee and leavers’ P45 details. The details are added to the history file during Close Period and End of Year processing. You can retain history records for as long as you wish within the limitations of the available disk space.

Select the Purge History XE "Purge history"  function from the System Maintenance menu to remove old information from the history file. You can choose which employees to purge and the dates up to which you want to purge the different kinds of history records.

Employee range XE “Employee:range" . Key a range of employee numbers on which you wish to purge. Keying ? to either of the prompts will cause the employee name search facility to be displayed. A baseline prompt then appears which allows you to conduct the search. Key . to the upper limit of the range to process a single employee. Key space to the lower or upper limits to process from the first employee or to the last employee respectively.

Dept. Key a department number if you want to purge for a single department. Key space to process all departments.

Purge payslips dated before. Key the date up to which you wish payslip history to be purged. The purge will remove any payslip history older than this date.

Purge printed P45 details? Y if you want to purge the details, otherwise N.

Leavers XE "Leaver"  only? Key Y to only remove details for leavers in your selected range, N for all employees.

Purge holiday register before year. Enter the holiday year up to which you wish to purge holiday details. The purge will remove any details older than this year.

Purge car usage details before year. Enter the tax year up to which you wish to purge car usage details. The purge will remove any details older than this year.

Purge employee yearly totals before. Enter the tax year before which you wish to purge those of the employees’ history records which hold yearly totals. 

Note: This must be prior to the current tax year; the totals for the current or previous years cannot be purged.
Key A to amend the options or P to purge the database using the options you have entered. Press ESCAPE to exit to the System Maintenance menu without performing the purge.

BACKUP AND RESTORE DATA

 XE "Backup and restore data" The disk on which your payroll data is held may eventually develop faults which make the data inaccessible. The likelihood of this can be reduced by correct care of the disks in accordance with the manufacturer’s instructions, but you should always be in a position to recover the data from security copies if a disk should fail.

You may also need to recover your data files if the processing is interrupted at certain points. Such an interruption could be caused by a power failure or some malfunction of the computer or software.

If an interruption does occur during a data file maintenance or payroll calculation session, you will have to recover the disk from security copies and then repeat all the processing carried out since the security copies were taken. You should keep a sufficient record of your input data to enable you to do this and you should take security copies frequently to enable the subsequent processing to be repeated in a reasonable period of time.

SECURITY DISK CYCLES XE "Security disk cycles" 
Since there is a possibility that a security disk might itself become unreadable, you should maintain several sets or ‘cycles’ of security disks which are used in rotation. If the most recent cycle is unreadable you can then resort to the previous cycle and repeat the processing from that point.

A minimum of three security cycles should be maintained and you should keep a log showing which cycle is used on each occasion. For example, if you decide to establish three security cycles with cycle codes A, B and C, your log entries might be:

Date
Session
Cycle
Serial no.

9/4/2000
employee data 
  A
  1

9/4/2000
payroll calculation
  B
  2

10/4/2000
employee data 
  C
  3

11/4/2000
file management  
  A
  4

It is not necessary to take security copies after reporting or enquiry sessions since the data files are not updated during these sessions.

If your computer is fitted with a cartridge tape unit rather than diskettes or exchangeable disks as a backup medium, you should ignore the operating instructions overleaf and instead use the Global $TDUMP or $TAPE utility.

Figure 120 – The Make A Security Copy XE "Make a security copy"  Of Data Window
SECURING THE DATA XE "Securing the data" 
The Make a Security Copy function is an option on the End of Session menu, the Payroll Calculation menu and the End of Period menu. Use this option to take a backup of your payroll data files.

The above figure shows a typical backup dialogue. You are prompted for the cycle code letter of the security disks to be used. The cycle code that you specify here should be that of the oldest current security copy, which will then be overwritten by the new security copy.

The copying process then begins. Messages are displayed asking you to mount the required security disk or diskettes; press RETURN when you have done this. Each security disk is re-read as soon as it has been created, to ensure that it has been written correctly. If an error is detected, you are given the opportunity to replace it with one of your spare security disks and the copy is automatically repeated.

RECOVERING THE DATA XE "Recovering the data" 
The File Restore function on the main Payroll menu is used to restore the data disk PRDATA in the event that it has become unreadable or if you wish to repeat the processing from the last backup because of a failure during a critical process. In the first case you should initialise a new disk to replace the damaged one, using the Global $V utility.

When you select the restore function you are asked for the cycle code from which you wish to restore; you should normally reply with the most recent cycle code, referring to your log if necessary. As the restore process proceeds you will be prompted to mount the appropriate backup and operational disk or diskettes as they are required.

Note. If you are restoring from your backup diskette and read errors occur on both the first and second cycles, it is likely that the fault lies with the hardware (i.e. the diskette drive itself) rather than with the diskettes. In such a case do not attempt to restore data from any previous cycle as you risk destroying all the security copies of the data. Instead, call in the service engineers.

When the disk has been restored you start up the payroll system in the normal way and repeat all the operations that occurred after the security copy was taken.

You may choose to restore the disk from a security copy if you make some serious error which is difficult to recover from (such as running the payroll for the wrong tax period) or in order to reproduce some of the reports relating to a payroll run before the previous one. In the latter case you should first take a security copy of the current data so that you can restore from this afterwards and continue processing.

Sample Reports

 XE "Sample reports" \r "SampleReports" This section shows an example of the following reports and documents produced by Payroll, as listed below:

215Company Permanent Data

Employee Permanent Details
217
Control List
219
Payroll List
221
Accumulator List
223
Deductions List
225
Credit Transfer List
227
Payments List
229
Credit Transfer Slips
231
Payslips
233
Cheques
235
Cheque/Cash List
237
Gross Pay Analysis
239
Note And Coin Analysis
241
Autopay Report
243
Provisional Payments List
245
Payroll Calculation Report
247
Pension Providers Report
249
P35
251
NIC Payments
253
SSP Payment List
255
SMP Payment List
257
Payroll Reconciliation Report
259
Department Details Report
261
Holiday Register
263
P14 and P60 Certificates
264
Print P45s
265
Print Labels
266



For each report, we explain how and when you may generate it, the possible ranges and sequences of reporting and the status of the data covered by the report. 

Figure 121 – The Payroll Reporting Window
CURRENT PAYROLL REPORTS

These reports relate to all the payroll calculation runs performed in the current period. They are available for printing up until the time you close the period and can be printed as many times as you like. 

The above figure shows the list of current payroll reports. The status of each report is ‘Printed’, ‘Part printed’ or ‘Not printed’. If a report is described as ‘Printed’ the report has been printed for the full range of employees in the current period. If the report is described as ‘Part printed’ the report has been printed in the current period but the full range of employees was not selected. If the report is described as ‘Not printed’ the report has not been printed in the current period.

By keying R, D or S you will step through the employee range, the departments or the sort orders respectively. Alternatively you can key a line number to update the selection criteria for a single report. If you press ESCAPE at any point on the screen, you will be taken to the baseline prompt. To select a report to print key Y to the Print? option by keying P to baseline and stepping through the options for each of the reports, or by keying a line number followed by Y to the Print? option.

If you have selected one or more reports to print press RETURN to the baseline to print the report. Before the first report is printed you will be offered the opportunity to view the reports on the screen. Key V to view each report on the screen or RETURN to print each report without displaying. Note that if you abandon a report all subsequent reports will be abandoned. If you amend the print unit, the priority, the number of copies or the password for a report using the option screen all subsequent reports in that print run will be printed accordingly. See the appendix ‘Report Options and Viewing Facilities’ for details.

Employee range. You will be asked to key a range of employee numbers on which you wish to report. Keying ? to either of the prompts will cause the employee name search facility to be displayed. You can then select a line number from list. Key . to the upper limit of the range to process a single employee. Key space to the lower or upper limits to process from the first employee or to the last employee respectively.

Dept. Key a department number if you want to process a single department. Key space to process all departments.

Sort by. You will only be offered this prompt if you have selected to print for all departments. Key E to print in employee order, or D to print in department order. For the credit transfer list and credit transfer slips key S to print in bank sort code order.

ZDD. This option relates to the Deductions List. Enter Y to exclude employees with zero deductions from the report, N to include them. The default is N.

NIC. This option relates to the payments list XE "Payments list" . Leave the prompt set to Y to include a detailed breakdown of NI’able pay across the lower earnings limit, the employee’s earnings threshold, the employer’s earnings threshold and the upper earnings limit. Enter N to suppress this detail.

OCR. This option is offered when printing credit transfer slips. Enter H if you want the optional OCR line to be printed on line eight of the credit transfer slip. Enter L if you want the OCR line to be printed on line nine. (Note that the line will only be printed if you have previously selected the ‘Print OCR line on Credit Transfer Slips XE "Credit transfer slips" ‘ on page three of System Parameters).

AMT. This option is offered when printing cheques. Enter H if you want the amount in figures to be printed in the standard position. Enter L if you want it to be printed one line lower, in a position compatible with APACS standards.

Department subtotals. This relates only to the Gross Pay Analysis eport. Enter Y to produce subtotals for each department in addition to totals for the entire payroll. Enter N to produce payroll totals only.

Note that you should print the reports in the order they appear on screen. You can print any report at any time; however, some reports only provide complete information when run in sequence.
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                                                     COMPANY PERMANENT DETAILS                           THURSDAY 06/04/00 09.35

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

SYSTEM PARAMETERS

─────────────────

    Company Name    Arthur Wheeler & Company Ltd                Tax Reference  123C99/58/4802B        A/C Name  A.Wheeler & Co Ltd.

         Address    69 Shoe Lane, Upper Biddleston, Halifax.    Tax District   North East               Number  030024563

        Postcode                                                Tax Table      Monthly               Sort code  40-27-53

                                                                Periodicity     1

    Bank Account    Midland Bank Limited                        Bacs Number    159852                Reference  A.Wheeler

                    125 High Street, Halifax.                   Employer's Contracted-out Certificate number    E3123456A

     Net Pay Rounding     DOWN                   NOTE AND COIN      VALUE    MIN         REPORTING SEQUENCE     ─────BY─────

     Rounding Amount       0.05                  ─────────────               QTY         ──────────────────

     Method of Payment    CRTR                        ANALYSIS       0.01      0            Payroll List          Employee

     Automatic Pension    Y                           ────────       0.02      0            Accumulators List     Employee

     Ages to be Reported  18 21 25 60 65                             0.05      2            Deductions List       Employee

     Posting to Nominal Ledger?  N                                   0.10      1            Credit Trans List     Employee

     Posting to Cash Manager?    N                                   0.20      1            Payment List          Employee

     Clock Card Rounding  Down                                       0.50      1            Credit Trans Slips    Employee

     Quantity Prompt      Decimal                                    1.00      2            Payslips              Employee

     Default Pay Element   0                                         5.00      2            Cheques               Employee

     Default Quantity                0.00                           10.00      1            Cheque/Cash List      Employee

     Set Class 1A NICs?          Y                                  20.00      0

 GROSS PAY ELEMENTS                                                   CONTRIBUTIONS

 ──────────────────                                                   ─────────────

                          TAX NI  SUP RT

       1. Basic Pay       Y   Y   Y   S                               1.  Emp'er Pen1

       2. Commission      Y   Y   Y   S                               2.  Emp'er Pen2

       3. Bonus           Y   Y   Y   S                               3.  Emp'er Reb2

       4. Expenses        N   N   N   S                               4.  Comp Loan

       5. Ldn Weight      Y   Y   Y   S                               5.  Adjustment

       6. Adjustment      Y   Y   Y   S                               6.

       7. Holiday Pay     Y   Y   Y   S                               7.

       8. Sick Pay        Y   Y   Y   S                               8.

       9. Xmas Bonus      Y   Y   Y   S                               9.

      10. Shift Allow     Y   Y   Y   S                              10.

      11. Car Allow       Y   Y   Y   S

      12. Basic Hours     Y   Y   Y   A

Company Permanent Data XE "Company permanent data" 
This reporting option enables you to print extra copies of the company payroll data, in addition to those produced automatically during end of session whenever you amend any item of company payroll data using the system maintenance functions.

When you select this option from the Reporting menu the one-page company payroll record is printed immediately.

HOW AND WHEN IT IS RUN

Run this report from the Reporting menu. You can run it at any time.

SELECTION OPTIONS

There are no selection options for this report.
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                                                    EMPLOYEE PERMANENT DETAILS                         THURSDAY 06/04/00 09.44

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

BASIC DATA

──────────

Employee Number 10027Q Cook Donald                                   Address  1 Chefs House

Sex             Male                                                          Kitchen Parade

Department       4                                                            Maryland

Narrative       Sales                                                Postcode

Marital Status

Date of Birth   14/08/1956 Age 43

Date of Joining 01/10/1985

Personnel Codes 1 0 2

PAYROLL DATA                                                          BANK ACCOUNT

────────────                                                          ────────────

Tax Code              338L            P45 Gross               0.00      Bank     30-97-81 LLoyds Bank Plc

Tax Basis         Cumulative          P45 Tax                 0.00                        Sothampton Row, London

NI Number         YD 14 78 52 B       SSP Pay Band                      Account  45612385            D. Cook

NI Rate           D                   SSP Paid        

Method of Payment CRTR

                                      Pension Scheme Y        Scheme  2 A.Wheeler C-Out Pension

Directors NI Rules Apply  N

ENH Available     N

          GROSS PAY ELEMENTS                    DEDUCTIONS                             CONTRIBUTIONS

          ──────────────────                    ──────────                             ─────────────

           1 Basic Pay        3,000.00           2 Emp'ee Pen2          0.00

           4 Expenses             0.00           3 Emp'ee Reb2          0.00

           3 Bonus                0.00          16 AVC Pen2           100.00

           2 Commission           0.00

Employee Permanent XE “Employee:permanent data report"  Details

This program prints extra copies of the employee permanent data records which are automatically printed during end of session, whenever you add an employee or change any item for an existing employee.

HOW AND WHEN IT IS RUN

This report is accessed from the Reporting menu. It can be run at any time.

SELECTION OPTIONS

The following selection options are available:

Employee range XE “Employee:range" . You will be asked to key a range of employee numbers on which you wish to report. Keying ? to either of the prompts will cause the employee name search facility to be displayed. You can then select a line number from the list. Key . to the upper limit of the range to process a single employee. Key space to the lower or upper limits to process from the first employee or to the last employee respectively.

Department.  XE “Department:employee permanent data report" Key a department number if you want to process a single department. Key space to process all departments.

Employee name order? Key Y to print the report in employee name order.

Department order? Key Y to print the report in department order. If you have also selected employee name order, the report will be printed in name order within department order.
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SERIAL NUMBER     62                                    CONTROL LIST REPORT                              THURSDAY 06/04/00 15.19

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

   10021J   Beck                     Paul                   SEE PERSONAL RECORD CARD FOR DETAILS

****** COMPANY DETAILS AMENDED ******

          NEW EMPLOYEES                  0                  ACCUMULATORS ADJUSTED    1.            0       6.            0

          LEAVERS                        0                                           2.            0       7.            0

          REVERSALS                      0                                           3.            0       8.            0

          GROSS PAY TO DATE              0                                           4.            0       9.            0

          TAX PAID TO DATE               0                                           5.            0      10.            0

          NI (EE) TO DATE                0                                          11.            0

          NI (CO.UR) TO DATE             0                                          12.            0

          NI (TOTAL) TO DATE             0

          SSP (TOTAL) TO DATE            0

          SMP (TOTAL) TO DATE            0

          RECOVERABLE ENH                0

          ER's NIC REBATE                0

BASIC DATA

──────────

Employee Number 10021J Beck Paul                                     Address  21 Alderson Gate

Sex             Male                                                          Wembley

Department       1                                                            London

Narrative       Junior Prog                                          Postcode NW12 3TY

Marital Status

Date of Birth   05/05/1972 Age 27

Date of Joining 01/06/1989

Personnel Codes 1 1 0

PAYROLL DATA                                                          BANK ACCOUNT

────────────                                                          ────────────

Tax Code              478L            P45 Gross               0.00      Bank     20-05-78 Barclays Bank Plc

Tax Basis         Cumulative          P45 Tax                 0.00                        54 Theobalds Road London WC1X

NI Number         YY 15 97 53 A       SSP Pay Band   N                  Account  70160385                                          

NI Rate           A                   SSP Paid       N                  Auto Ref                     

                                                                        Autopay Number       

Method of Payment CHQE

Directors NI Rules Apply  N

ENH Available     N

          GROSS PAY ELEMENTS                    DEDUCTIONS                             CONTRIBUTIONS

          ──────────────────                    ──────────                             ─────────────

           1 Basic Pay        1,000.00          17 CSL                  0.00

Control List XE "Control list" 
This report prints all employee data entered, or updated, during the session. Control totals are printed on the report. These can be used to check against those printed on the payroll reconciliation report that is produced during the close period processing.

For each employee whose permanent data has been changed, a one page record sheet is produced. Each record sheet shows the serial number of the previous record sheet for that employee, to make it easy to trace back through all the changes you have made for a particular employee. Permanent data is defined as information that is not affected by a period end, for example name and address and permanent pay amount.

For each temporary data adjustment that you have made in a session, a line is printed describing the change. Temporary information is defined as information that is cleared on end of period, for example clock card data.

HOW AND WHEN IT IS RUN

This report is run from the End of Session menu. You must run it at the close of session; however, you can run it at any time for the current pay period.

SELECTION OPTIONS

There are no selection options for this report.
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SERIAL NUMBER     62                                       PAYROLL LIST                                  THURSDAY 06/04/00 11.32

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

                                                      ──────GROSS PAY ELEMENTS───────  ────DEDUCTIONS─────    ───CONTRIBUTIONS───

                                                            DESC.      AMOUNT  RATE    DESCRIPTION     AMOUNT DESCRIPTION     AMOUNT

10021J     Beck Paul                                  Basic Pay       1000.00

NI NUMBER  YY159753A        PAYMENT METHOD  CHQE

TAX CODE       478L             TAX PERIOD   1

NARRATIVE  Junior Prog

                CUMULATIVE                THIS RUN

GROSS PAY           1000.00                  1000.00

TAXABLE PAY         1000.00                  1000.00

NIABLE PAY          1000.00                  1000.00

C-OUT NIABLE           0.00                     0.00

TAX                  127.24                   127.24

NI (EMP'EE)           67.10                    67.10

NI (TOTAL)           144.57                   144.57

EMP'EE PENSION         0.00   DEDUCTIONS        0.00

                            ROUNDING B/F        0.00                                                             PREVIOUS UPDATE

                                     C/F        0.01                                                             SERIAL NO.    61

                                        ───────────

                                 NET PAY      805.65

10023L     Jenkinson Lenny                            Basic Pay       1250.00          Loan            100.00

NI NUMBER  YY852456B        PAYMENT METHOD  CRTR

TAX CODE       478L             TAX PERIOD   1

NARRATIVE  Programmer

                CUMULATIVE                THIS RUN

GROSS PAY           1250.00                  1250.00

TAXABLE PAY         1250.00                  1250.00

NIABLE PAY          1250.00                  1250.00

C-OUT NIABLE           0.00                     0.00

TAX                  184.74                   184.74

NI (EMP'EE)           92.10                    92.10

NI (TOTAL)           200.07                   200.07

EMP'EE PENSION         0.00   DEDUCTIONS      100.00

                            ROUNDING B/F        0.04                                                             PREVIOUS UPDATE

                                     C/F        0.00                                                             SERIAL NO.    61

                                        ───────────

                                 NET PAY      873.20

Payroll List XE “Payroll:list" 
This report is the office copy of the payslips. Details for each employee include the ten elements of gross pay, the three contribution amounts and the ten deductions.

HOW AND WHEN IT IS RUN

This report is run from the Current Payroll Reports option in the Reporting menu. You can run it at any time for the current pay period.

SELECTION OPTIONS

You can print this report in employee number or employee number within department sequence, depending on how you have set the Default Reporting Sequence XE "Reporting sequences" 

 XE "Default reporting sequence"  option on page three of the system parameters. If ‘suppress employee details’ is selected in system parameters, then only the company totals (and department totals if department order is selected) are printed.




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
















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








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Accumulator List

 XE "Accumulator list" This report prints the value of each accumulator for all employees on the payroll, including those who have left during the current tax year. The amounts shown are as at the end of the last payroll calculation and do not include any subsequent adjustments.

HOW AND WHEN IT IS RUN

This report is run from the Current Payroll Reports option in the Reporting menu. You can run it at any time for the current pay period.

SELECTION OPTIONS

Department totals are printed if you enter D (Department) at the ‘Sort By’ field. If you set the field to E (Employee), totals are only given for the whole company.
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Deductions List XE "Deductions list" 
This report prints the amount of each deduction made for each employee whose pay has been calculated during the current period.

HOW AND WHEN IT IS RUN

You can run this option from the Current Payroll Reports option in the Reporting menu. You can run it at any time for the current pay period.

SELECTION OPTIONS

If you select department sequencing, totals are provided for the entire payroll and for each department.

ZDD. Enter Y to exclude employees with zero deductions from the report, N to include them. The default is N.
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











Credit Transfer List XE "Credit transfer list" 
This is a plain paper listing of the credit transfer slips.

HOW AND WHEN IT IS RUN

This report from the Current Payroll Reports option in the Reporting menu. You can run it at any time for the current pay period.

SELECTION OPTIONS

You can select a range of employees, process one or all departments, print the report in employee name order or in department order.
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SERIAL NUMBER     62                                       PAYMENTS LIST                                 THURSDAY 06/04/00 11.54

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

EMPLOYEE

NUMBER   EMPLOYEE NAME                     GROSS PAY  DEDUCTIONS     TAXABLE     NI'ABLE    TAX/CODE          TOTAL  NI      NET PAY

10021J   Paul Beck                           1000.00        0.00     1000.00     1000.00      127.24          144.57 (A)      805.65

                                                                   Up to LEL      291.00        478L EE:       67.10

                                                                  LEL to EET       38.00             ER:       77.47

                                                                  EET to ERT       36.00 EE NI REBATE:          0.00

                                                                  ERT to UEL      635.00 ER NI REBATE:          0.00

10023L   Lenny Jenkinson                     1250.00      100.00     1250.00     1250.00      184.74          200.07 (A)      873.20

                                                                   Up to LEL      291.00        478L EE:       92.10

                                                                  LEL to EET       38.00             ER:      107.97

                                                                  EET to ERT       36.00 EE NI REBATE:          0.00

                                                                  ERT to UEL      885.00 ER NI REBATE:          0.00

10024M   Janet Jackson                       1667.00       33.34     1633.66     1667.00      280.88          292.64 (A)     1219.00

                                                                   Up to LEL      291.00        437H EE:      133.80

                                                                  LEL to EET       38.00             ER:      158.84

                                                                  EET to ERT       36.00 EE NI REBATE:          0.00

                                                                  ERT to UEL     1302.00 ER NI REBATE:          0.00

10025N   Jack Nicholson                      1500.00       39.34     1460.66     1500.00      233.27          202.78 (D)     1129.05

                                                                   Up to LEL      291.00        478L EE:       98.36

                                                                  LEL to EET       38.00             ER:      104.42

                                                                  EET to ERT       36.00 EE NI REBATE:         -0.61

                                                                  ERT to UEL     1135.00 ER NI REBATE:         -2.22

10027Q   Donald Cook                         3000.00      207.45     2792.55     2319.00      609.33          430.01 (D)     2016.05

                                                                   Up to LEL      291.00        338L EE:      167.16

                                                                  LEL to EET       38.00             ER:      262.85

                                                                  EET to ERT       36.00 EE NI REBATE:         -0.61

                                                                  ERT to UEL     1954.00 ER NI REBATE:         -2.22

10028R   Marie Helven                        1000.00       35.00     1000.00     1000.00      170.71          144.57 (A)      727.20

                                                                   Up to LEL      291.00        252H EE:       67.10

                                                                  LEL to EET       38.00             ER:       77.47

                                                                  EET to ERT       36.00 EE NI REBATE:          0.00

                                                                  ERT to UEL      635.00 ER NI REBATE:          0.00
Payments List

The payment list shows, for each employee, the gross pay, deductions, how much of the pay is taxable and NI’able, the total NI paid and the employee’s net pay.

You can print a breakdown of NI’able pay and Total NI on the next four lines for each employee. In the NI’able column are shown:

· NI’able earnings up to the Lower Earnings Limit,

· NI’able earnings between the Lower Earnings Limit and the Employee’s Earnings Threshold,

· NI’able earnings between the Employee’s Earnings Threshold and the Employer’s Earnings Threshold,

· NI’able earnings between the Employer’s Earnings Threshold and the Upper Earnings Limit.

The total NI’able pay is the sum of these.

In the Total NI column are shown:

· the employee’s NI payable,

· the employer’s NI payable,

· any employee’s NIC Rebate due on earnings between the Lower Earnings Limit and the Employee’s Earnings Threshold.

· any employer’s NIC Rebate due on earnings between the Lower Earnings Limit and the Employer’s Earnings Threshold.

The total NI payable is the sum of the employee’s and employer’s NI, less any employee’s and employer’s rebates.

HOW AND WHEN IT IS RUN

This report is run from the Current Payroll Reports option in the Reporting menu. You can run it at any time.

SELECTION OPTIONS

You can select a range of employees, process one or all departments, print the report in employee name order or in department order.
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Credit Transfer Slips XE "Credit transfer slips" 
Credit transfer slips XE "Credit transfer slips"  can be produced for those employees whose method of payment has been specified as credit transfer. If the credit transfers are to be paid via AutoPay or BACS you would not print the credit transfer slips but you should still print the credit transfer list.

If an employee’s method of payment is credit transfer but no bank details have been supplied, the credit transfer will not be produced but details of the employee’s pay will instead appear on the cheque/cash list.

You will be prompted to load the preprinted credit transfer stationery before printing begins. An OCR-B encoded line is printed at the bottom of each credit transfer slip if requested in the system parameters as described on page 166.

HOW AND WHEN IT IS RUN

This report is run from the Current Payroll Reports option from the Reporting menu. You can run it at any time.

SELECTION OPTIONS

You can select a range of employees, process one or all departments, print the report in employee name order or in department order.

OCR. Enter H if you want the optional OCR line to be printed on line eight of the credit transfer slip. Enter L if you want the OCR line to be printed on line nine. (Note that the line will only be printed if you have previously selected the ‘Print OCR line on Credit Transfer Slips XE "Credit transfer slips" ’ on page three of System Parameters).
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Payslips XE "Payslip" 
A payslip is produced for each employee who received pay in the last calculation run. The payslip will be printed on the stationery type selected in the general option on page three of system parameters.

HOW AND WHEN IT IS RUN

This report is run from the Current Payroll Reports option in the Reporting menu. You can run it at any time.

SELECTION OPTIONS

You can select a range of employees, process one or all departments, print the report in employee name order or in department order.
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Cheques XE "Cheques" 
Cheques can be written by hand or printed on the computer. The stationery shown is a stock layout which you can have overprinted with your own bank details. The company name will be printed on the cheques if you selected to do so on the third page of system parameters as described in the System Parameter section of the Reference Section of this manual.

If you are using automatic posting to Cash Manager, you will be asked to enter the cheque numbers which you have printed. The cheque number prompt screen will appear when all the current reports you selected on the initial screen have been printed. Wait until the cheques have been fully printed out before you enter the cheque. You can then be sure that the numbers that you enter are the actual cheque numbers on the cheque and therefore the numbers that will appear on your bank statement.

HOW AND WHEN IT IS RUN

This report is run from the Current Payroll Reports option in the Reporting menu. You can run it at any time.

SELECTION OPTIONS

You can select a range of employees, process one or all departments, print the report in employee name order or in department order.

AMT. Enter H if you want the amount in figures to be printed in the standard position.  Enter L if you want it to be printed one line lower, in a position compatible with APACS standards.

The Global Payroll Tailoring Kit can be used to further tailor the cheque print to different stationery formats including other variants of the APACS standards.





















Cheque/Cash List XE "Cheque/Cash List" 
This program produces a report that gives details of those employees whose method of payment is cash or cheque, or credit transfer where no bank details have been supplied. (This does not apply where an employee has not given bank details but an autopay number has been set up. In this case the employee will appear on the Autopay report.) For each such employee the report shows the name, number and the net pay amount calculated in the payroll run. Net pay totals are given for the whole payroll. The cheque number is printed if available. Department totals are printed if department order is selected.

HOW AND WHEN IT IS RUN

This report is run from the Current Payroll Reports option in the Reporting menu. You can run it at any time for the current pay period.

SELECTION OPTIONS

You can select a range of employees, process one or all departments, print the report in employee name order or in department order.
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SERIAL NUMBER     65                                    GROSS PAY ANALYSIS                                THURSDAY 06/04/00 15.11

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

              TAX PERIOD    2                        TOTALS FOR DEPARTMENT    1 Technical

                    Gross pay elements:                                                Contributions:

                    Basic Say        17933.67                                          Emp'er Pen1          0.00

                    Commission           0.00                                          Emp'er Pen2        100.85

                    Bonus                0.00                                          Emp'er Reb2         56.43

                    Expenses             0.00                                          Comp Loan            0.00

                    Ldn Weight           0.00                                          Adjustment           0.00

                    Adjustment           0.00                                                               0.00

                    Holiday Pay          0.00                                                               0.00

                    Sick Pay             0.00                                                               0.00

                    Xmas Bonus           0.00                                                               0.00

                    Shift Allow          0.00                                                               0.00

                    Car Allow            0.00

                    Basic Hours          0.00                                 TOTAL CONTRIBUTIONS         157.28

                    O'time Hrs           0.00

                    Bonus Hrs            0.00

                    Sat'day Hrs          0.00

                    Sunday Hrs           0.00

                    Unauth Abs           0.00

                                         0.00

                                         0.00                               NAT. INS. CONTRIBS           1476.22

                                 ────────────                               RECOVERABLE SSP                 0.00

             TOTAL GROSS PAY         17933.67                               RECOVERABLE SMP               219.14

                                                                            NI COMP. ON SMP PAID            0.00

             GROSS SSP PAID              0.00                               TOTAL EE's NIC REBATE           0.00

             GROSS SMP PAID            238.20                               TOTAL ER's NIC REBATE           2.25

                                 ────────────                                                       ────────────

             GROSS TOTAL PAID        18171.87                               NAT. INS. CONTRIB. DUE       1254.83
Gross Pay Analysis XE "Gross pay analysis" 
This report prints the total amount of each of the thirty gross pay elements, the ten contribution amounts and the employer’s National Insurance contribution, SSP and SMP payments and National Insurance compensation for the pay period. The report can thus be used to derive the company costs for the payroll to generate manual postings to your Nominal Ledger, if you are not using the automatic postings to the Global 2000 Nominal Ledger.

HOW AND WHEN IT IS RUN

This report is run from the Current Payroll Reports option in the Reporting menu. You can run it at any time for the current pay period.

SELECTION OPTIONS

Key Y to the Department Subtotals prompt if you want the report to produce totals for each department.  If you key N, totals will only be produced for the entire payroll.



















Note And Coin Analysis XE "Note and coin analysis" 
The report provides a breakdown by paypoint of the quantity of each denomination of note and coin required to make up the individual pay packets. This analysis takes account of the minimum quantities of each note and coin specified in the company payroll options. A total line for the whole payroll is provided at the end of the report. This report is only produced when the method of payment in the company payroll options, or for at least one employee, is specified as cash. 

HOW AND WHEN IT IS RUN

This report is run from the Current Payroll Reports option in the Reporting menu. You can run it at any time for the current pay period.

SELECTION OPTIONS

There are no selection options for this report.











































Autopay Report

 XE "Autopay report" This report is an alternative to the credit transfer slips: it lists the AutoPay reference number and payment amount for each employee with an AutoPay number whose payment method is credit transfer. The reference number is provided by the Bank when each new employee’s bank details are supplied to it under the AutoPay scheme.

HOW AND WHEN IT IS RUN

This report is run from the Current Payroll Reports option in the Reporting menu. You can run it at any time.

SELECTION OPTIONS

There are no selection options for this report.
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SERIAL NUMBER     63                                 PROVISIONAL PAYMENTS LIST                           THURSDAY 06/04/00 16.05

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

Number Employee Name                           Qty        Rate Description         Amount  Warnings

10021J Beck Paul                                              Basic Pay         1,000.00  EMPLOYEE HAS BEEN PAID FOR THIS PERIOD

                                                                          ──────────────

                                                                                1,000.00

10023L Jenkinson Lenny                                        Basic Pay         1,250.00  EMPLOYEE HAS BEEN PAID FOR THIS PERIOD

                                                                          ──────────────

                                                                                1,250.00

10024M Jackson Janet                                          Basic Pay         1,667.00  EMPLOYEE HAS BEEN PAID FOR THIS PERIOD

                                                                          ──────────────

                                                                                1,667.00

10025N Nicholson Jack                                         Basic Pay         1,500.00  EMPLOYEE HAS BEEN PAID FOR THIS PERIOD

                                                                          ──────────────

                                                                                1,500.00

10027Q Cook Donald                                            Basic Pay         3,000.00  EMPLOYEE HAS BEEN PAID FOR THIS PERIOD

                                                              Expenses              0.00

                                                              Bonus                 0.00

                                                              Commission            0.00

                                                                          ──────────────

                                                                                3,000.00

Provisional Payments List

 XE "Provisional payments list" This report prints a list of the total gross pay currently set up for each employee. From it, you can check that all adjustments and clock card data have been entered, before performing the payroll run.

HOW AND WHEN IT IS RUN

This report is run from the Payroll Calculation menu. You can run it at any time.

SELECTION OPTIONS

You can select a range of employees, process one or all departments, print the report in employee name order or in employee number within department order.

Omit Leavers from Report? Key Y to completely exclude from the report any employees who are leaving in this pay period.  If you key N, leavers will be included in the report, but will be marked with the message ‘Employee leaves after this period’ and the amount shown against the employee will not contribute to the report total.
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                                                  Payroll calculation run report                         THURSDAY 06/04/00 16.07

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

PERIOD INFORMATION                      Tax Period  1    Number of Pay Periods  1

──────────────────

RUN INFORMATION                         Payslip Date 30/04/00   Credit Transfer Date 30/04/00

───────────────

                                        All employees processed.

MULTIPLIERS    (a) Pay elements         Basic Pay    1 Commission   1 Bonus        1 Expenses     1 Ldn Weight   1 Adjustment   1

───────────                             Holiday Pay  1 Sick Pay     1 Xmas Bonus   1 Shift Allow  1 Car Allow    1 Basic Hours  1

                                        O'time Hrs   1 Bonus Hrs    1 Sat'day Hrs  1 Sunday Hrs   1 Unauth Abs   1 -            1

                                        -            1 -            1 -            1 -            1 -            1 -            1

                                        -            1 -            1 -            1 -            1 -            1 -            1

               (b) Deductions           Emp'ee Pen1  1 Emp'ee Pen2  1 Emp'ee Reb2  1 Social Club  1 Tea Money    1 Union Fees   1

                                        Staff Assoc  1 Shares       1 Adjustment   1 O'paid Exps  1 Court Order  1 Maintenance  1

                                        Season Tkt   1 Recovery     1 Loan         1 AVC Pen2     1 CSL          1 -            1

                                        -            1 -            1 -            1 -            1 -            1 -            1

                                        -            1 -            1 -            1 -            1 -            1 -            1

               (c) Contributions        Emp'er Pen1  1 Emp'er Pen2  1 Emp'er Reb2  1 Comp Loan    1 Adjustment   1

                                        -            1 -            1 -            1 -            1 -            1

PAYMENTS                                Number of employees processed for first time       0

────────                                Number of employees re-processed                  41

                                        Total number of employees processed               41

                                        Before run      After run          Change

                                        ──────────      ─────────          ──────

              Gross pay                   56616.35       56616.35            0.00

              Gross (taxable) pay         56014.66       56014.66            0.00

              Tax paid                     9989.26        9989.26            0.00

              Employee NI paid             3517.25        3504.58          -12.67

              Total NI paid                7893.52        7791.79         -101.73

              Total NI'able pay           48906.68       48906.68            0.00

              Earnings

                up to LEL                 10767.00       10767.00            0.00

                between LEL and EET        1406.00        1406.00            0.00

                between EET and ERT        1332.00        1332.00            0.00

                between ERT and UEL       35390.00       35390.00            0.00
Payroll Calculation Report

 XE “Payroll:calculation report" 

 XE “Current:payroll reports" This action report prints the results of the payroll calculation.

HOW AND WHEN IT IS RUN

Run the report after the payroll calculation. You can only print it after you have run the calculation.

SELECTION OPTIONS

You can print a long report, which lists the number of all employees processed in the calculation, or a short report, which lists only those employees for which a message is displayed.
























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Pension Providers Report XE “Pension:providers report" 
A number of pension schemes operating under recent legislation require the employer to supply the pension provider with a list of all employee and employer contributions to the scheme, on a monthly basis. This report is to be printed within fourteen days of the end of each tax month.

HOW AND WHEN IT IS RUN

Run this report from the Reporting menu. You can run it at any time.

SELECTION OPTIONS

You can select the schemes for which the reports are required.

When the reports have been printed, you are given the option of clearing the accumulators from which the report is printed. You must do this before the first calculation run in the new tax month. If you are satisfied with the contents of the report, type C to proceed with accumulator clearance, otherwise make the appropriate adjustments to the accumulators, using the adjustment facility in employee data, and then reprint the report and clear the accumulators.
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



P35 XE "P35" 
This report shows the tax deducted or refunded for each person employed during the tax year, the National Insurance paid (including Class 1A NICs if these are being paid via PAYE) and any SSP or SMP payments. Totals to be carried forward to the P35 certificate are shown at the end of the report.

HOW AND WHEN IT IS RUN

This report is run from the Reporting menu.

SELECTION OPTIONS

There are no selection options for this report.
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                                                         CAR DETAILS LIST                                THURSDAY 06/04/00 10.44

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

Current year   2000                                                                                                                

Last update by Nuri on 05/04/2000                                                                                                  

Last calculation by  Nuri on 05/04/2000                                                                                            

Last purge by       on 01/04/2000                                                                                                  

REGISTRATION                                CAR   DATE OF FIRST            CYLINDER       ORIGINAL                                 

      NUMBER    DESCRIPTION                TYPE    REGISTRATION     AGE    CAPACITY   MARKET VALUE  FUEL TYPE                      

    N439 KUY    Ford F24/10                  1         22/02/97      3      1200.00        6500.00     PETROL                      

    P840 AMY    Peugeot 331                  1         02/05/96      3      1300.00        6500.00     PETROL                      

    P939 JRQ    Isuzu Piazza                 1         02/05/96      3      2200.00       10000.00     PETROL                      

    R127 UVB    Citroen TZ4                  1         12/08/96      3      1600.00       12000.00     PETROL                      

GLOBAL PAYROLL                                     Arthur Wheeler & Company Ltd                          OPERATOR doma   PAGE   1

                                                     INTERIM NIC PAYMENT LIST                            THURSDAY 06/04/00 10.44

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

                                             FROM/ MILEAGE  PRIVATE USE  ORIGINAL     ACCESSORIES     EMPLOYEE        LIABILITY    

                 MAKE AND MODEL              TO     BAND   PAYMENT  FUEL  VALUE       SUPPL/ADDED      CONTR        FUEL      TOTAL

10024M Jackson  Janet                      06/04/97   B     500.00  N    6500.00   200.00   300.00    2000.00       0.00      75.00

        N439 KUY Ford F24/10               05/04/98                                                                                

10025N Nicholson  Jack                     06/04/97   A       0.00  N    6500.00     0.00   200.00       0.00       0.00     234.50

        P840 AMY Peugeot 331               05/04/98                                                                                

10027Q Cook  Donald                        14/08/97   C       0.00  Y   10000.00     0.00     0.00       0.00     121.68     218.26

        P939 JRQ Isuzu Piazza              05/04/98                                                                                

                                           06/04/97   B       0.00  Y   12000.00   400.00     0.00       0.00      45.59     156.00

        R127 UVB Citroen TZ4               13/08/97                                                                                

                                                                                       EMPLOYEE TOTAL             167.27     374.26

                                                                                                              =====================

                                                                                       GRAND TOTAL                167.27     683.76

                                                                                                              =====================

─────────────────────────────────────────────────────────── END OF REPORT ──────────────────────────────────────────────────────────

_

                                                                                                              =====================_

                                                                                                                                   _

─────────────────────────────────────────────────────────── END OF REPORT ──────────────────────────────────────────────────────────

_

NIC Payments

This report prints the total NIC 1A payment for the company.

HOW AND WHEN IT IS RUN

Run this report from Class 1A NIC menu. You can run it at any time.

SELECTION OPTIONS

You can print either employee details or car details, or both for each employee; select a range of employees for printing; select a range of car details for printing. For employee details and car details, you can purge all details, or past details (i.e. details which are two or more years old).
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SERIAL NUMBER     64                                     SSP PAYMENTS LIST                             THURSDAY 06/04/00 16.25

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

                                                                                                                   TAX PERIOD  2   _

                                                                    C U M U L A T I V E                  T H I S   P E R I O D     _

                                                        WORKING   SSP DAYS              DAYS  EQUIV                 SSP      SSP   _

NUMBER  EMPLOYEE NAME                                   DAYS/WK   ──DUE───   -SSP  AMT- PAID  WEEKS     -SSP  AMT- DAYS     RATE   _

                                                                                                                                   _

10021J  Beck Paul                                           5           20       238.20    4   0.80         238.20   20   0.0000   _

10023L  Jenkinson Lenny                                     5           15       178.65    0   0.00         178.65   15   0.0000   _

10024M  Jackson Janet                                       5           10       119.10   22   4.40         119.10   10   0.0000   _

10027Q  Cook Donald                                         5            5        59.55    0   0.00          59.55    5   0.0000   _

                                                                     =====  =========== ====           =========== ====            _

****Totals for company                                                  50       595.50   26                595.50   50            _

                                                                     =====  =========== ====           =========== ====            _

─────────────────────────────────────────────────────────── END OF REPORT 
SSP Payment List XE "SSP:payment list" 
This report prints details of the SSP due to an employee and the amount recoverable, on a cumulative and a period basis.

HOW AND WHEN IT IS RUN

This report is run from the Reporting menu. It can be run at any time.

SELECTION OPTIONS

You can select a range of employees, process one or all departments, print the report in employee name order or in department order.
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SERIAL NUMBER     65                                     SMP PAYMENTS LIST                                THURSDAY 06/04/00 16.46

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

                                                                                                                   TAX PERIOD  2   

                                                                                           C U M U L A T I V E     T H I S         

                                                                                                                   P E R I O D     

                                          EXP.DATE OF   SMP START    AVERAGE    SMP UPPER    SMP AMOUNT   WKS     SMP AMOUNT WKS TO

NUMBER  EMPLOYEE NAME                     CONFINEMENT        DATE        PAY         RATE    THIS YEAR    PAID                  PAY

10035F  Baker Julie                          25/05/99   15/03/99      384.69       384.69        238.20     14        238.20      4

                                                                                            ===========  =====   ===========  =====

****Totals for company                                                                           238.20     14        238.20      4

                                                                                            ===========  =====   ===========  =====

─────────────────────────────────────────────────────────── END OF REPORT ──────────────────────────────────────────────────────────

_

SMP Payment List XE "SMP:payment list" 
This report prints details of the SMP due to an employee and the amount recoverable, on a cumulative and a period basis.

HOW AND WHEN IT IS RUN

This report is run from the Reporting menu. It can be run at any time.

SELECTION OPTIONS

You can select a range of employees, process one or all departments, print the report in employee name order or in department order.
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SERIAL NUMBER     63                               Payroll Reconciliation Report                         THURSDAY 06/04/00 17.14

────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────────

                         B/FORWARD         DELETED      STARTERS         CHANGES        THIS RUN       C/FORWARD          (LEAVERS)

 NO. OF EMPLOYEES             0                1            0                                              41                 0

 GROSS PAY                    0.00            0.00                          0.00        56616.35        56616.35              0.00

 GROSS TAXABLE PAY            0.00            0.00                          0.00        56014.66        56014.66              0.00

 PAYE TAX PAID                0.00            0.00                          0.00         9989.26         9989.26              0.00

 UNPAID TAX REFUND            0.00            0.00                          0.00            0.00            0.00              0.00

 EMPLOYEES NI                 0.00            0.00                          0.00         3504.58         3504.58              0.00

 EMPLOYERS NI                 0.00            0.00                          0.00         4287.21         4287.21              0.00

 GROSS NI                     0.00            0.00                          0.00         7791.79         7791.79              0.00

 TOTAL SSP DUE                0.00            0.00                          0.00            0.00            0.00              0.00

 TOTAL SMP DUE                0.00            0.00                          0.00            0.00            0.00              0.00

 TOTAL SSP PAID               0.00                                                          0.00            0.00

 RECOVERABLE SSP              0.00                                                          0.00            0.00

 TOTAL SMP PAID               0.00                                                          0.00            0.00

 RECOVERABLE SMP              0.00                                                          0.00            0.00

 NIC COMP. ON SMP             0.00                                                          0.00            0.00

 REBATE LEL-EET               0.00                                                          2.44            2.44

 REBATE LEL-ERT               0.00                                                          8.88            8.88

 P45 GROSS                                                  0.00

 P45 TAX                                                    0.00

 TOT DED FROM NI              0.00                                                         11.32           11.32

 NET NI                       0.00                                                       7780.47         7780.47

 TOTAL AMOUNT DUE             0.00                                                      17769.73        17769.73

 ACCUMULATORS    :

  1. Emp'ee Pen1           5172.56            0.00                          0.00           75.00         5247.56              0.00

  2. Emp'ee Pen2          21775.81            0.00                          0.00          410.00        22185.81              0.00

  3. Emp'ee Reb2           8861.76            0.00                          0.00          116.69         8978.45              0.00

  4. Emp'er Pen1          12931.42            0.00                          0.00          187.50        13118.92              0.00

  5. Emp'er Pen2          27516.04            0.00                          0.00          442.50        27958.54              0.00

  6. Emp'er Reb2          15691.75            0.00                          0.00          218.79        15910.54              0.00

  7. Season Tkt            8244.28            0.00                          0.00          155.16         8399.44              0.00

  8. Loan                  3700.00            0.00                          0.00          100.00         3800.00              0.00

  9.                          0.00            0.00                          0.00            0.00            0.00              0.00

 10.                          0.00            0.00                          0.00            0.00            0.00              0.00

          TAX PERIOD   1      NO. OF PAY PERIODS   1

          END OF YEAR - LAST RUN

_

Payroll Reconciliation Report XE “Payroll:reconciliation report" 
This report prints a reconciliation of control totals for the entire payroll. For further information on this report, please see the Payroll Reconciliation report section in Close Pay Period.

HOW AND WHEN IT IS RUN

This report is printed when you have run End of Period.

SELECTION OPTIONS

There are no selection options for this report.
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                                                      DEPARTMENT DETAILS REPORT                           THURSDAY 06/04/00 17.20

‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑

DEPT   DESCRIPTION                                      RATE A       RATE B       RATE C       RATE D       RATE E       RATE F

  1    Technical                                        7.6923       7.6923      11.5830      15.3846      20.4700       0.0000

  2    Accounts                                        10.2564      10.2564      15.3846      20.5128      20.5128       0.0000

  3    Personnel / Admin.                               0.0000       0.0000       0.0000       0.0000       0.0000       0.0000

  4    Sales                                            0.0000       0.0000       0.0000       0.0000       0.0000       0.0000

  5    Customer Services                                6.1538       6.1538       9.2307       9.2307      12.3076       0.0000

Department Details Report XE "Department details report" 
This report prints details of clock card rates for departments.

HOW AND WHEN IT IS RUN

Run this report by selecting the Print option from the baseline menu of the Amend Departments window. You can run it at any time.

SELECTION OPTIONS

There are no selection options for this report.

































































Holiday Register

 XE “Holiday:register" This report prints details of holiday entitlement and holiday taken for each employee in each holiday year.

HOW AND WHEN IT IS RUN

This report is run from the Reporting menu. It can be run at any time.

SELECTION OPTIONS

You can select a range of employees, a range of holiday years, one or all departments and print in employee name order or in employee number within department.

P14 and P60 Certificates

P14 and P60 certificates XE "P60:certificates"  are printed for each person employed during the previous tax year. The certificates are printed in employee number sequence. Samples of these can be downloaded from the Inland Revenue website.

The certificates can be printed on continuous three part stationery containing a copy of the P14 for the DSS, a copy of the P14 for the Inland Revenue, and a P60 for the employee. In this case you are prompted to load the pre-printed P60 stationery XE "P60:stationery"  before printing begins.

Alternatively the certificates can be printed on laser printer stationery. When this kind of stationery is used, you need to run the program three times: to print the P14s for the DSS on laser sheet 1, to print the P14s for the Inland Revenue on laser sheet 2 and to print the P60s for the employees on laser sheet 3.

P60 certificates for employees qualifying for the Employer’s NIC Holiday Scheme show the total employer’s NIC reclaimed in the Employer’s NIC Holiday Reports up to the end of the payroll year.

HOW AND WHEN THESE ARE RUN

These reports are run from the Reporting menu after the end of year procedure has been completed.

SELECTION OPTIONS

You can select a range of employee numbers for which to print. You can key ? to the employee number prompt to invoke the employee name search. You can optionally exclude leavers from the run.

You specify the stationery to be used in the third page of System Parameters. Both types of stationery are provided by the Inland Revenue.

If you are using laser printer stationery, an additional prompt appears:

Printing P60s (laser sheet 3). Enter Y when you are printing the employees’ P60s, so that the date of birth, SSP, SMP, and start and leaving dates are not printed. Enter N when you are printing P14s for the DSS or the Inland Revenue, so that these details are printed. 

You can set the Landscape or Portrait stationery prompt to L or P depending on the stationery used.

Print P45s

 XE "P45:certificates" This report prints employee’s P45s. The question “Is box 5 on your P45 stationery titled “Continue Student Loan Deductions (Y)?” is designed to let Payroll lay out the report according to whether you have the new or old P45 preprinted stationery. Leaving the default set to “Y” means you have the new stationery; entering “N” means you have the old stationery.

Note: P45’s can only be printed on continuous stationery. Printing of P45’s on laser printers is not supported.

HOW AND WHEN IT IS RUN

Run this report from the Reporting menu after closing a period in which one or more employee left the payroll.

SELECTION OPTIONS

You can select a range of employees to print.

Print Labels XE "Label print" 

 XE "Print labels" 
This facility enables you to print address labels for employees.

The details of the format of the labels, such as the number of columns, lines per label etc. are set up on page six of System Parameters. 

HOW AND WHEN IT IS RUN

Run this facility from the Reporting menu. It can be run at any time.

SELECTION OPTIONS

You can select a range of employees, process one or all departments and print labels in employee name order or department order.

Print labels XE "Print labels"  for all employees? Key Y if you want to print labels for all employees regardless of status. Key N if you want to print labels only for those employees who have a status of New, Current or Leaver XE "Leaver" .

Internal or External Format. Key I if you want the labels to be printed in internal format, i.e. name and department only, key E for external format i.e. name and home address.

Note: the baseline menu provides an option to align the stationery on the printer. When you select this option, the message ‘Please mount label stationery’ appears. Press <Return> when you have mounted the label stationery. The program then prints a label alignment pattern and displays the message ‘Is alignment satisfactory Y/N’. Enter N for a further alignment pattern. When you enter Y, the baseline menu reappears with the standard print options.

Error Messages

 XE "Error messages" Listed below in alphabetical order are some of the error messages that may appear during operation of Global Payroll. Where necessary, guidance is given as to the action to be taken. Any other messages will be either self-explanatory or will originate from Global System Manager and are explained in the Global Operating Manual.

A CAR RECORD EXISTS FOR EMPLOYEE XXX CANNOT DELETE

You cannot delete an employee record when there is a car record associated with it.

A CONTRACTED-OUT PENSION SCHEME IS IN USE

When creating the End of Year Returns file for the submission of end of year results on magnetic media, the contracted-out number is a mandatory parameter if any of the pension schemes defined in system parameters is a contracted-out scheme.

‘A’ FOR AFTER, ‘B’ FOR BEFORE

For each company deduction defined, you should key A if it is to be applied after tax or B if before, then A if after National Insurance or B if before.

AGED REPORTING VALUES MUST BE IN ASCENDING ORDER

The values selected in System Parameters for the ages at which you wish Payroll to report must be in ascending order.

ALL AVAILABLE RATE LETTERS IN USE

No letters are available to define more National Insurance rates as they have all been used in system parameters already.

ALL CURRENT EMPLOYEES MUST BE PROCESSED BEFORE END OF PERIOD IS RUN

It is not possible to run Close Period unless each employee has been included in a payroll calculation run.

ANALYSIS OF PAYROLL DATA HAS FAILED ON PR$DATA

A file exception occurred during the analysis of the payroll history. Please contact the Service Centre for advice.

AUTOMATIC PENSION HAS NOT BEEN SET UP IN SYSTEM PARAMETERS

You cannot set up details for a particular pension scheme unless you have entered system parameters and replied ‘Y’ to the ‘Automatic pension or rebate calculations in use?’ prompt. Once you have selected this option, you will be able to set up the company pension schemes.

BASIC ACCUMULATOR DETAILS NOT FOUND ON MASTER FILE

These details cannot be found on the file. The data is corrupt: please restore from backup.

CALCULATE NIC PAYMENTS MUST BE DONE

For the NIC report to be printed, the NIC payments must first be calculated.

CALCULATION OVERFLOW FOR EMPLOYEE xxxxxx ELEMENT NO. NOT UPDATED

Multiple employee updates has caused an employee’s gross pay element to exceed the maximum amount. It has not been updated.

CALCULATION RUN HAS NOT BEEN DONE

In order to close the period, the calculation run must be performed.

CALCULATION TYPE MUST BE ‘C’ - CUMULATIVE OR ‘P’ - PERIODIC

The valid automatic pension scheme types are ‘Cumulative’ and ‘Periodic.’ Please reply ‘C’ to obtain the former and ‘P’ for the latter.

CANNOT AMEND CAR DETAILS WITHIN EMPLOYEE UPDATE

Car details can only be amended using the ‘Create/Amend Company Car’ function.

CANNOT AMEND NUMBER OF EXISTING RECORD

Whilst creating the Class 1A NIC file you cannot amend the employee number.

CANNOT AMEND THE STATUS OF AN EXISTING EMPLOYEE

The status of employees who are on the payroll cannot be changed from the Class 1A NIC’s maintenance function. Use the appropriate functions on the Employee Data menu. Only the status of employees who are no longer on the payroll can be changed from the Class 1A NIC maintenance function.

CANNOT AMEND VALUE AFTER A CALCULATION RUN

This System Parameter cannot be changed between doing a Calculation Run and closing the period. Change the parameter after you close the period, or restore from a backup taken before the first calculation was run in the period.

CANNOT BE MORE THAN 366 DAYS

The number of days for which SSP is to be paid may not exceed one year, because Payroll resets certain values at end of year which would subsequently give false payment values.

CANNOT CREATE FILE XXX ON XXXX UNIT

Possible reasons include insufficient space on the unit referred to in this message.

CANNOT CREATE HEADER RECORD ON SUBMISSION FILE

Please contact the Service Centre for advice.

CANNOT CREATE SUBMISSION FILE ON xxxx

Possible reasons include lack of space on the work unit.

CANNOT CREATE WORK FILE

A process in payroll has failed because there is insufficient space on the work volume. To correct this, restore from your most recent backup, increase the size of your work volume, or delete any redundant files and re-run the process. 

CANNOT DELETE - ACCUMULATOR IN USE BY EMPLOYEE xxxxxx

An accumulator cannot be deleted whilst it is still in use. You will need to remove each reference to this accumulator in ‘Employee Data Amend Payments and Deductions’.

CANNOT DELETE - ACCUMULATOR IN USE BY PENSION SCHEME

As above, but remove references to the accumulator using ‘Amend Pension Schemes’.

CANNOT DELETE - TEMPORARY DATA FILE, TDF IS NOT EMPTY

To delete an accumulator the TDF file must be empty. You must perform a Payroll Calculation run and then try to delete the accumulator again.

CANNOT DELETE EMPLOYEE RECORD WITH CAR DETAILS ATTACHED

This employee record has car details associated with it. You need to delete the associated car details before you delete the employee record.

CANNOT DELETE WORK FILE ON WORK VOLUME

A process in payroll has failed because it cannot delete a work file present on the work volume. This could occur because the file was in use, in which case you need to ensure that all other users are out of Payroll and try again. Alternatively you will need to restore from your most recent backup, ensure that the work volume is empty and re-run the process.

CANNOT GO BACK FURTHER

The first item in the list is displayed. You cannot go back further.

CANNOT HAVE MORE THAN 2 PRIORITY/ NON-PRIORITY COURT ORDERS

You cannot register more than two court order type deductions for one employee. However additional court order deductions can be set up for an employee using a non-court order type deduction that has been set up in system parameters to record additional court order deductions. Court order deductions set up in this way will not be able to ensure a minimum level of pay.

CANNOT OPEN CONVERTED FILE

Upgrade of data to a new version of Global Payroll has failed due to file corruption.

CANNOT OPEN DMAM DATABASE

The DMAM database PR$DATA cannot be opened for several reasons including: it is not present on PRD or the unit is locked.

CANNOT OPEN MASTER FILE

The Master File PMF cannot be opened for several possible reasons, including: not present on unit PRD or unit locked.

CANNOT OPEN PRINT FILE

The message will normally appear if the spooler unit is full or, more seriously, when your drive head has furrowed its way through your disk; or when the spooler unit is locked.

CANNOT OPEN WORK FILE WORK3 ON UNIT PRW

Possible reasons are that there is no space on PRW or PRW has not been assigned.

CANNOT PRINT FINAL REPORT. ECR FILE ALREADY EXISTS FOR TAX YEAR XX

The Final Class 1A NIC Payments Report has already been printed for the tax year. It cannot be run again until after the end of year unless you first restore from a backup taken prior to running the final report.

CANNOT READ RATES FILE

Payroll is unable to read the tax and NI rates file. Please restore from backup.

CANNOT READ RECORD FROM XXX FILE

One possible reason is that Global Payroll is being used on another workstation, in which case you need to run this program again when all other users have logged off. Another possible reason is that your data is corrupt, in which case you need to restore your data from your most recent backup.

CANNOT RETRIEVE DATA FROM END OF YEAR FILES

The program cannot open or read data from either the EYF or ECR file.

CANNOT WRITE CAR DETAILS RECORD

The PDP file is full. Use the Reallocate Data Files option on the System Maintenance menu to increase the size of the file. Then re-run the program.

CANNOT WRITE RECORD - DEPARTMENT FILE (PDP) IS FULL

The PDP file is full. Use the Reallocate Data Files option on the System Maintenance menu to increase the size of the file. Then re-run the program.

CANNOT WRITE RECORD - FILE IS FULL

This message is no longer used.

CANNOT WRITE RECORD TO XXX FILE

One possible reason is that Global Payroll is being used on another workstation, in which case you need to run this program again when all other users have logged off. Another is that your data is corrupt, in which case you need to restore your data from your most recent backup.

CANNOT WRITE RECORD TO SUBMISSION FILE

There is insufficient room on the tape or diskette to create your submission file.

CAR DETAILS ALREADY EXIST

You are trying to enter a registration number that already exists on the file. Either amend the existing record or create a new record with a registration number that does not already exist on the file.

CAR USAGE FILE IS FULL, INCREASE SIZE OF PR$DATA AND RE-RUN PERIOD END

Use the Reallocate Data Files on the System Maintenance menu to increase the size of the file and then run the End of Period program again.

CASH MANAGER INTERFACE FILE IS FULL

Close period has terminated because the Cash Manager file, the YCM, is not large enough. Please restore from your most recent backup, use file reallocation to increase the size of this file and re-run close period.

CASH MANAGER INTERFACE FILE NOT VALID TO POST

The cash manager interface file is corrupt.

CLASS 1A NIC’s FLAG NOT SET UP IN SYSTEM PARAMETERS

To be able to use class 1A NIC’s you must set the ‘Set Class 1A NIC’s’ flag to Y on page two of system parameters.

CLOSE SESSION HAS NOT BEEN RUN

Close session must be run before a calculation run is performed.

CODE INCREASE TOO LARGE FOR EMPLOYEE xxxxxx

The change in the tax code selected by multiple employee updates has caused the employee’s tax code to exceed the maximum limit. To correct this, use multiple employee updates to enter the correct change to the employees’ tax code.

COMPANY DATA UPDATE HAS FAILED

Changes made to your company data have not been written to disk. This is probably caused by a file error on your disk. COMPANY PAYROLL DATA RECORD NOT PRESENT ON END OF YEAR FILE

The company data cannot be found on the payroll files. The payroll data is corrupt. Please restore from backup.

COMPANY PAYROLL DATA RECORD NOT PRESENT ON MASTER FILE

The company data cannot be found on the payroll files. The payroll data is corrupt. Please restore from backup.

CONTRACTED-OUT CERT. NUMBER IS NOT OF A VALID DSS FORMAT

The contracted-out reference specified when creating the End of Year Returns file for submission of end of year results on magnetic media should be of the format EnnnnnnnX, where n is numeric and X is in the range A to Z (upper case).

CONTROL LIST FILE FULL - RECORD WILL NOT BE PRINTED

There is insufficient room on the spool unit to print the control list. Please increase the amount of space available or print direct to a printer.

CONTROL LIST FILE HEADER NOT FOUND

The control list file is corrupt. Please restore from backup.

CONTROL LIST PRINTED

The control list has already been printed. You are now able to reprint it if you wish. 

CONVERSION OF DATA HAS FAILED

Upgrade of data to a new version of Global Payroll has failed. This can be due to corrupt data or insufficient space to upgrade the files. Please ensure that the work unit is of sufficient size to upgrade the data.

CONVERSION OF NEW END OF YEAR FILE HAS FAILED

The End of Year process has failed to generate data for the new end of year files. Please restore from backup, increase the size of your Payroll data and work volumes and re-run the process.

CONVERSION SUCCESSFUL

Upgrading of data to the new version of Global Payroll has succeeded. You can now run the new version of Global Payroll on your data.

CONVERTED FILE NOT PRESENT ON DATA UNIT

The file has not been found on the payroll data unit. The upgrade has failed. Please restore from backup and try the upgrade again.

CORRUPTION DETECTED IN CONTROL LIST FILE

The control list file is corrupt. Restore from backup.

CORRUPTION DETECTED IN MENU FILE

The menu file needs to be restored.

CORRUPTION DETECTED IN PR$DATA

When attempting to update the employee history, the PR$DATA file was found to be corrupt. Please restore from backup and retry.

CORRUPTION DETECTED IN PR$DATA - DUPLICATE UNIQUE INDEXES

The PR$DATA file is corrupt. Restore from backup.

CORRUPTION DETECTED ON THE NIC TABLE

The NIC table is corrupt. Restore from backup file PRR.

CURRENT PAY FILE NOT LARGE ENOUGH TO CONTAIN ALL EMPLOYEES

The calculation run has detected that there will not be enough room on the CPF file for all the employees’ details. Use data file reallocation to increase the size of the file until there is at least one record per employee. The calculation can then be run. There is no need to restore from backup.

DATE ENTERED DOES NOT CORRESPOND TO ANY EXISTING RATES FILE

The date entered is being used to select a rates file. No rates file can be found with this date.

DATE MUST BE IN ASCENDING ORDER

When entering the Period Date Range, you must enter a ‘From’ date that is before the ‘To’ date

DATE OF JOINING SHOULD BE LATER THAN DATE OF BIRTH

This may be a simple case of mis-keying the dates, or it may be that the employee was born prior to 1950 and you entered the year as two digits, e.g. 49. In this case the year defaults to 2049.

DAYS UNAVAILABLE ARE GREATER THAN DAYS PROVIDED

The ‘days unavailable’ is the number of days that the car is unavailable out of the total number of days that the car is provided. The number of days that the car is unavailable should not, therefore, be more than the total number of days it is provided.

DEPARTMENT xx NOT FOUND

The department selected does not exist on the Payroll files.

DETAILS FOR FIXED NOMINAL CODE 4 (ER’S SSP) ARE NOT CORRECTLY SET UP

The Amend Nominal Codes function must be used to set up posting account details for fixed element 4 (employer’s recoverable SSP) before posting can take place.

DETAILS FOR LABELS NOT SET UP CORRECTLY

Label details are set up on page six of System Parameters.

DMAM PROCESS HAS FAILED WITH CODE xxxx

An error has occurred while processing the PR$DATA file. Please refer to the DMAM or System Manager Utilities manual for an explanation of the code.

ECR FILE IS OUT OF DATE

The ECR file is more than two years old and cannot be used.

‘E’:EMPLOYEE NO. ORDER, ‘D’:DEPT. ORDER OR ‘S’:BANK SORT CODE ORDER

Key whichever letter is appropriate for the order of information you want to print.

EFFECTIVE DATE MUST BE EARLIER THAN END DATE

The effective date in Tax Rates and Bands file maintenance must be earlier than the end date of the rates file.

EFFECTIVE DATE MUST BE SET UP

The effective date, the date at which this set of tax and NI rates becomes valid for use, must be set up.

ELEMENT NUMBER NOT SELECTED FOR THIS EMPLOYEE

You cannot delete a gross pay element, deduction, contribution or clock card item for an employee unless they already possess it.

ELEMENT NUMBER NOT SET UP

The gross pay element, deduction, contribution or clock card data that you have selected does not have a title. This must be set up system parameters.

ELEMENT TABLE FULL

The maximum number of gross pay elements, deductions and clock card data items is ten of each for every employee. The maximum number of contributions is three.

EMPLOYEE xxxxxx HAS AN INVALID TAX CODE

The calculation run has detected an employee with an invalid tax code. It will set this employee’s code to ‘NT’ and proceed. After the calculation run is complete, you should insert the correct tax code for the employee using the employee update options and re-run the calculation for that employee.

EMPLOYEE xxxxxx HAS MORE THAN FOUR NI CONTRIBUTION RATES

An employee cannot have more than four NIC rate letters in a year. This is the maximum number that can be handled by the End of Year Returns file and the P60 print.

EMPLOYEE xxxxxx HAS NEGATIVE NI - RUN ABANDONED

The Inland Revenue magnetic media returns specification does not allow negative values. Correct the employee’s details on the End of Year Data screen and then run the extract again.

EMPLOYEE xxxxxx INCONSISTENCY ON xxx FILE

The payroll data files are seriously corrupted. Restore from backup.

EMPLOYEE xxxxxx IS NOT A MEMBER OF PENSION SCHEME x

Amend Payments and Deductions will not allow a superannuation deduction type 1, 2 or 3 to be used against an employee if the employee is not a member of the pension scheme for which cumulative data is to be updated by this deduction.

EMPLOYEE xxxxxx RATE LETTER SET TO ‘A’.

The calculation run has detected an employee with an invalid NI rate letter. It will set the letter to ‘A’ and proceed with the calculation. After the calculation run is complete, you should alter the NI rate letter if needed and re-run the calculation for that employee.

EMPLOYEE DOES NOT QUALIFY FOR SMP

Only female employees may qualify for SMP.

EMPLOYEE NOT IN DEPARTMENT xx

The employee number selected in list employees using the ‘Get’ function is not in the department selected for display.

EMPLOYEE NUMBER ALREADY EXISTS

You have entered a new employee number equal to an employee number already entered into the payroll. Please select a new unique employee number.

EMPLOYEE NUMBER NOT FOUND

The employee number selected is not present on the payroll.

EMPLOYEE NUMBER NOT FOUND ON END OF YEAR FILE

The employee number selected does not possess any end of year details.

EMPLOYEE WILL BE SUSPENDED FOR 99 PERIODS

The period of suspension has exceeded the maximum of 99 pay periods. The calculation run automatically sets this value to 99.

EMPLOYER NI HOLIDAY NOT APPLICABLE

If the employee joined before 6 April 1996 or after 1 April 1999 they are not eligible for the Employer NIC Holiday Scheme. You should therefore set the ENH Certificate prompt to N.

END DATE MUST BE LATER THAN EFFECTIVE DATE

The date at which a rates file ceases to be valid must be later than the effective date, the date at which the rates file becomes valid.

END DATE MUST BE SET UP

The date at which a rate file ceases to be valid must be set up.

END OF FILE

You are keying N for next to view more information (e.g. employee information), but there is no more to view.

END OF SESSION HAS BEEN RUN

End of session has already been run.

END OF YEAR WILL BE TAX WEEK xx

The final week of the tax year will be 53 (54 for bi-weekly payrolls, 56 for four weekly payrolls).

ENTER -10 TO 10

There may be up to 10 Contributions. An accumulator may be added to by giving the positive number, or subtracted from by giving the negative number.

ENTER -30 TO 30

There may be up to 30 Gross Pay Elements and Deduction Elements. An accumulator may be added to by giving the positive number, or subtracted from by giving the negative number.

ENTER ‘1’ TO ‘99’ OR ‘ALL’

Valid options are a number between 1 and 99, or ‘All’. ‘All’ selects all departments.

ENTER 1 TO 10

There can be a maximum of 10 Contributions.

ENTER 1 TO 30

There can be a maximum of 30 Gross Pay Elements or Deduction Elements.

ENTER 1 TO 99

Valid Cash Manager Company numbers and Cash Book numbers are limited to the range 1 to 99.

ENTER 21 OR 22

Number of lines on Credit Transfer Slips must be 21 or 22.

ENTER A, B OR C

P60 stationery type must be A, B or C.

ENTER A DEPARTMENT NUMBER FROM 0 TO 99

Payroll has a limit of 100 departments, numbered 0 - 99.

ENTER A TO G, S, X OR SPACE

NI Code must be A to G, S, or X or accept the default by pressing the space bar.

ENTER ‘A’ TO ‘F’ OR ‘S’

Valid rates for gross pay elements are ‘S’ for standard, or ‘A’,‘B’,‘C’,‘D’,‘E’ or ‘F’ for clock card elements.

ENTER ‘AUTOMATIC’, ‘MANUAL’, ‘PENSION’ OR ‘YEARLY’

Valid accumulator types are Automatic etc.

ENTER ‘CRTR’, ‘CHQE’ OR ‘CASH’

Payment method can be CASH (for cash payments), CHQE (for cheque payments), or CRTR (for payments by credit transfer slips, BACS or National Westminster ‘Autopay’).

ENTER ‘DECIMAL’ OR ‘TIME’

The clock card quantity can be expressed in hours and minutes, or in decimal quantities. Type T for time, or D for decimal quantities.

ENTER ‘EMPLOYEE’ OR ‘DEPARTMENT’

Reports can be printed either in employee number sequence or by employee number within department.

ENTER ‘EMPLOYEE’, ‘DEPARTMENT’ OR ‘SORT CODE’

The credit transfer slips and the credit transfer list reports can be printed in employee number, department or bank sort code order.

ENTER ‘ENVELOPE’ OR ‘PLAIN’ STATIONERY TYPE

Payslip stationery type is either envelope or plain.

ENTER ‘GPE’ - GROSS PAY ELEMENT, ‘DED’UCTION OR ‘CON’TRIBUTION

Key GPE for gross pay element, DED for deduction or CON for contribution, depending on the accumulator you are defining.

ENTER ‘HOLIDAY’, OR ‘SUSPEND’

As holidays and suspensions are treated identically to each other by payroll, they share the same screen. To determine whether a holiday or suspension is required enter ‘HOLIDAY’ or ‘SUSPENSION’, or the first letters of either.

ENTER ‘I’, OR ‘E’

Enter I if you want your labels printed in internal format, i.e. name and department. Enter E for external format, i.e. name and home address.

ENTER ‘NONE’, ‘UP’, ‘DOWN’ OR ‘NEAR’

Valid options for net pay rounding are UP, DOWN, or NEAR. If no rounding is required, key NONE.

ENTER ‘UP’, ‘DOWN’ OR ‘NEAR’

Valid options for clock card rounding are UP, DOWN or NEAR to indicate that gross pay calculated by rates is to be rounded UP, e.g. 0.1 - 0.9 -> 1.0, DOWN, e.g. 0.1 - 0.9 -> 0.0 or to the nearest penny, e.g. 0.1 - 0.4  -> 0.0, 0.5 - 0.9 -> 1.0.

EXPECTED DAY OF CONFINEMENT IS NOT VALID

The expected day of confinement is invalid in relation to the start of SMP.

xxxxx FILE FULL - RUN FILE REALLOCATION AND INCREASE SIZE

The stated file is full. Increase its size using the Reallocate Data Files option from the System Maintenance menu.

xxx FILE NOT FOUND

A possible reason is that the file has not been created.

FILE ON WORK UNIT IS NOT CORRECT TYPE

You are trying to upgrade to a later version of Global Payroll, but either the employee details data file (PMF) or the end of year data file (EYF) is corrupt. Restore these two data files from backups taken from the old version of Global Payroll and then attempt the upgrade again.

FILE TO UPGRADE IS CORRUPT - KEYS OUT OF SEQUENCE

You are trying to upgrade to a later version of Global Payroll but this has failed as the file shown is corrupt. Cancel the upgrade, restore this file from backup, run Reorganise data files and then upgrade. 

FIRST 2 CHARACTERS MUST BE ALPHABETIC

The first two characters of any NI number are always letters.

GROSS PAY CALCULATION HAS FAILED. RESTORE FROM BACKUP

During the gross pay calculation an error has occurred, resulting in partially updated records. To ensure all the records are correctly written, restore your data from backup and run the payroll calculation again. 

xxx HEADER NOT PRESENT

A header record cannot be found on the specified file.

HOLIDAY FILE FULL, HISTORY RECORD WILL BE CREATED AT PERIOD END

Increase the size of PR$DATA using the Reallocate Data Files option on the System Maintenance menu. The history record will then be created during Close Period.

HOLIDAY FILE FULL, INCREASE PR$DATA AND RUN START HOLIDAY YEAR

Increase the size of PR$DATA using the Reallocate Data Files option from the System Maintenance menu and run Start Holiday Year again. 

HOLIDAY REGISTER NOT ENABLED

The holiday register is enabled by setting the ‘Holiday Register in Use’ flag to Y on the seventh page of system parameters.

INCONSISTENCIES DISCOVERED BETWEEN FILES xxx AND xxx

Restore the data files from the most recent security copy and repeat all processing done since then.

INCORRECT FILE ORGANISATION

You are trying to upgrade to a later version of Global Payroll but the file displayed is corrupt. Restore the file from a backup and then try to upgrade again.

INCORRECT PAYSLIP TYPE SELECTED

Payslip types are ‘E’ for envelope or ‘P’ for plain.

INSUFFICIENT HISTORY RECORDS TO CALCULATE AVERAGE PAY

It is necessary to retain eight weeks payslip history for Global Payroll to calculate average pay for SMP or SSP purposes.

INSUFFICIENT SPACE IN PR$DATA INDEX TO ADD NEW EMPLOYEE

The DMAM Payroll database (PR$DATA) is too small. Select the Reallocate data file function from the System Maintenance menu to increase its size. 

INSUFFICIENT SPACE IN PR$DATA TO ADD CAR USAGE TO HISTORY SET

Use the Reallocate data file function on the System Maintenance menu to increase the size of the file. The Reorganise data file function may also free some space on the file.

INSUFFICIENT SPACE IN PR$DATA TO ADD CURRENT PAYSLIPS TO HISTORY SET

Use the Reallocate data file function on the System Maintenance menu to increase the size of the file. The Reorganise data file function may also free some space on the file.

INSUFFICIENT SPACE ON CASH MANAGER POSTINGS FILE

Use the Reallocate data file and the Reorganise data file functions on the System maintenance menu to free space on the file.

INSUFFICIENT SPACE ON CURRENT PAY FILE (CPF) TO ADD EMPLOYEES

Use the Reallocate data file function on the System Maintenance menu to increase the size of the file. The Reorganise data file function may also free some space on the file.

INSUFFICIENT SPACE ON TDF FILE TO ADD EMPLOYEE xxxxxxx DETAILS

Use the Reallocate data file function on the System Maintenance menu to increase the size of the file. The Reorganise data file function may also free some space on the file.

INSUFFICIENT SPACE ON xxx - RUN FILE REALLOCATION AND INCREASE SIZE

The file xxx has exhausted all of its allocated space, i.e. used all the free records. You need to increase the space using the ‘Reallocate Data Files’ function, so more records can be created. 

INSUFFICIENT SPACE TO COPY

There is insufficient space on the data volume to upgrade to a later version of Global Payroll. Increase the spare space on the data volume before trying again.

INSUFFICIENT SPACE TO CREATE NEW RATES FILE

Create space on the unit by deleting any unwanted files from it. You may be able to free some space by running the Reorganise data files and the Reallocate data files functions on the System maintenance menu.

INSUFFICIENT SPACE TO GENERATE CASH MANAGER WORK FILE

Create space on the unit by deleting any unwanted files from it. You may be able to free some space by reorganising the remaining files.

INSUFFICIENT SPACE TO GENERATE NOMINAL LEDGER POSTINGS

The Nominal Ledger Interface data file (PRN) is too small. Select the Reallocate data file function from the System Maintenance menu to increase its size.

INSUFFICIENT WORK SPACE TO SORT RECORDS

Possible reasons are that the work area is too small, in which case it can be increased by deleting spurious files or assigning it to a work unit with more space, or there is not enough memory.

INVALID DATE

Dates must be of the format dd/mm/yy or dd/mm/yyyy where dd = day of month etc.

INVALID DENOMINATION

The denominations defined in Note and Coin Analysis must be those for which coins or notes exist (0.01 is 1p, 1.00 is £1, etc). They must be specified in ascending sequence.

INVALID NI RATE LETTER - EMPLOYEE xxxxxx HAS RATE LETTER ...

The National Insurance rate letter can be A, B, C, D, E, F, G, S or X. A rate letter of X means that NI does not apply to this employee.

INVALID PERIODICITY

Periodicity is the number of weeks or months between payroll calculation runs. For weekly payrolls it must divide exactly into 52 and for monthly payrolls it must divide exactly into 12.

INVALID PIW START DATE

Perhaps you have mis-keyed the Period of Incapacity for Work start date. You should key the day first, then the month, then the year, with a “/” separating them as in 07/03/1996. The Inland Revenue leaflet CA30 tells you how to define the start date of a period of incapacity for work.

INVALID RATE LETTER

You are trying to amend the NI cumulative data for an employee who has used more than one NI rates letter in the current tax year, but you have keyed a rates letter which he hasn’t used. Those which he has used are displayed; key the appropriate one.

INVALID RATES FILE

The rates file selected is not valid for the payslip date of the calculation run.

INVALID TAX CODE SUFFIX

Standard tax code suffixes are H, L, P, V and T.

INVALID TAX PERIOD

Perhaps you have mis-keyed this number. It must be in the range 1 to 53.

KEY N FOR CUMULATIVE; Y FOR WEEK1/MONTH1

Key Y if the employee’s tax is to be calculated on a week 1/month 1 basis. Key N if it is to be calculated on a cumulative basis.

LAST CHARACTER MUST BE ‘A’ TO ‘F’ OR ‘M’

The final character of a National Insurance number must be A, B, C or D. If the NI number is not known and you have decided to key a dummy number, the final character must be M or F.

LEAVING DATE EARLIER THAN JOINING DATE

An employee must have joined to be able to leave. Please re-key a later leaving date.

LIMITS MUST BE IN ASCENDING ORDER

The levels of gross pay must be entered into the Company Pension Rules threshold table in ascending order.

MAXIMUM MULTIPLIER VALUE IS xx

The value you specify as a multiplier must not exceed the number of pay periods you wish to cover.

MAXIMUM SUSPENSION PERIOD EXCEEDED FOR EMPLOYEE xxxxxx

The maximum suspension period is 99 pay periods.

MILEAGE BAND MUST BE A, B OR C

Mileage bands A and B correspond to the bands in Class 1A NIC Scale Charges Maintenance. C corresponds to mileage above the upper threshold for band B.

MINIMUM MULTIPLIER VALUE IS 1

A zero multiplier is not allowed when amending holiday or leaver details.

MINUTES MUST BE IN THE RANGE 0 TO 59

The clock card data quantity must be entered in hours and minutes.

MONTHLY LIMIT CANNOT BE LESS THAN ITS WEEKLY EQUIVALENT LIMIT

Within each band of NI rates, the monthly limit must be more than the weekly limit.

MULTIPLE VALID RATES FILES DETECTED

More than one rates file exists for this date.

NAME MUST BE SET UP

You must key the name of the new employee.

NARRATIVE MUST BE SET UP TO ENABLE IDENTIFICATION OF RATES FILE

The narrative you key here will appear on the Payroll run parameters screen to tell you which rates file will be used for the payroll calculation. This narrative should consist of the range of dates valid for the tax rate file you are creating or amending.

NIC TABLE NOT SET UP

The table of National Insurance contributions has not been created.

NO CAR DETAILS STARTING AT xxxxxxxx TO DISPLAY

There are no car details which start at the specified date.

NO CAR USAGE HISTORY INFORMATION IS AVAILABLE

There is no car usage history information available. Car usage information only becomes available to the car usage history enquiry after the payroll year has been closed.

NO CAR USAGE HISTORY INFORMATION IS AVAILABLE FOR EMPLOYEE xxxxxxx

There is no car usage history information available for this employee.

NO CURRENT PAYSLIP FOR EMPLOYEE NUMBER xxxxxx

No current period payslip can be displayed as there isn’t one for the employee you are enquiring about.

NO EARLIER CAR USAGE HISTORY FOR EMPLOYEE xxxxxxx

There are no car usage history records for this employee prior to the earliest one displayed.

NO EMPLOYEE RECORD ON MASTER FILE

A list of employees cannot be displayed as there are no employees on the master file.

NO EMPLOYEES IN THIS DEPARTMENT

A list of employees cannot be displayed as there are no employees in the department you are enquiring about.

NO EMPLOYEES TO DISPLAY

A list of employees cannot be displayed as there are none to display.

NO HOLIDAY HISTORY INFORMATION IS AVAILABLE

There is no holiday history information available. This may be because the Start Holiday Year has not been run. Information entered through Amend Days Holiday only becomes available to the holiday history enquiry after the Payroll Calculation has been run. 

NO HOLIDAY HISTORY INFORMATION IS AVAILABLE FOR EMPLOYEE xxxxxxx

There is no holiday history information available for this employee. Information entered through Amend Days Holiday only becomes available to the holiday history enquiry after the Payroll Calculation has been run.

NO LATER CAR USAGE HISTORY FOR EMPLOYEE xxxxxxx

There are no car usage history records for this employee after the latest one displayed.

NO MORE EARLIER PAYSLIPS FOR EMPLOYEE xxxxxx

Payslip history is determined by system parameters. After the specified number of periods payslips are deleted. There are no payslips for this employee earlier than the earliest one shown. Either earlier ones have been deleted, or they never existed.

NO MORE EMPLOYEES IN DEPARTMENT xx

There are no more employees to amend in the department you have chosen.

NO PREVIOUS PAYSLIP INFORMATION IS AVAILABLE

There is no payslip history for the employees you are enquiring about.

NO PREVIOUS PAYSLIP RECORD AVAILABLE FOR EMPLOYEE xxxxxx

There is no payslip history for the employee you are enquiring about.

NO RATES FILE EXISTS FOR TODAY’S DATE

The system date set for your computer does not correspond with any rates file available. You must check to see if there is a rates file available for the current date or reset the system date if this is incorrect.

NO RECORD EXISTS FOR THIS REGISTRATION NUMBER

Car details must be set up using the Create/Amend Company Car option before the car can be registered against an employee.

NO RECORDS POSTED

The posting program found no records to post.

NO SCHEMES IN USE

No pension providers report can be printed as no pension schemes are in use.

NO TAX DEDUCTION WILL BE CALCULATED OR MADE FOR THIS EMPLOYEE

The tax code for this employee has become corrupt. After this payroll calculation run, use Amend employee to correct the tax code, and then re-run the payroll calculation for this employee alone. Data corruption might be more widespread, in which case you will have to restore from backup rather than simply amend this employee.

NOMINAL CODE IS xxxxxxxx IN LENGTH

The nominal code must conform with the length specified in page 2 of system parameters, which can be in the range 1 to 10 but must be the same as that specified in Nominal Ledger’s system parameters.

NOMINAL CODE MUST BE NUMERIC

The alphanumeric code defined in system parameters specifies that nominal codes cannot contain letters as well as digits. This itself is dependent on the equivalent System Maintenance set within Nominal Ledger.

NOTE AND COIN ANALYSIS VALUES MUST BE IN ASCENDING ORDER

For Payroll to function correctly the note and coin analysis must be entered in increasing order of value.

NUMBER OF COLUMNS CANNOT BE GREATER THAN xx

The maximum number of columns allowed is two.

OVERFLOW IN TOTALS FOR PREVIOUS CALCULATIONS

The overflow message on the previous run has been ignored and this employee’s pay is still larger than anticipated. Check the pay figures for this employee.

OVERFLOW ON EMPLOYEE NUMBER xxxxxx

The figures on this employee are too large for the target field.

OVERFLOW WHILE CALCULATING TAX PAID FOR EMPLOYEE xxxxxx

During the tax calculation run, the total tax deduction for an employee has exceeded the maximum figure. Restore from backup.

PAYSLIP DATE IS 3 WEEKS OR MORE LATER THAN TODAY

This is the date which will appear on the payslips and which selects the rates file to be used for this calculation run. However, you have specified a date three weeks later than today. Perhaps you have mis-keyed it.

PAYSLIP DATE MAY NOT BE LATER THAN LEAVING DATE

Self explanatory.

PENSION DETAILS NOT FOUND ON MASTER FILE

The pension providers report cannot be printed as the pension details cannot be found on the master file. The file is corrupt: restore from security backup.

PERIOD END IN PROGRESS

This function cannot be run at the same time as the Close Period program.

PERIODICITY INCONSISTENT WITH TAX TABLE

Periodicity must divide exactly into 52 for weekly payrolls, or into 12 for monthly payrolls.

PIW DATE EARLIER THAN LAST PAY DATE

You may have mis-keyed this date. If not, then this employee’s incapacity for work was not taken into account when he/she was last paid.

PLEASE ENTER THE CALCULATION RUN AND SET THE TAX PERIOD

You have specified that the holiday/leaver employee is to be included in the next payroll run, so you can perform the calculation run now.

PLEASE INCREASE FILE SIZE AND RE-RUN CLOSE PERIOD

Use the ‘Reallocate data file’ function on the System Maintenance menu to increase the size of the file, and then repeat ‘Close pay period’.

PLEASE PRINT FINAL NIC PAYMENTS FIRST

You must print the Final NIC Payments Report before you proceed with the P60/P14, P35 or End of Year Return.

PLEASE RESTORE DATA PRIOR TO PRINT FINAL NIC PAYMENTS

You need to restore from a backup taken before you printed the Final NIC Payments report.

PLEASE SET UP P60 FORM TYPE AS ‘A’, ‘B’, OR ‘C’

Before you can print P60s, you must specify on page three of system parameters which one of three types of P60 stationery you will be using.

PLEASE USE ‘UPDATE EMPLOYEE DETAILS’ TO REMOVE CAR DETAILS

You cannot set the Company Car prompt to N if there are car details on file for the employee. The prompt is automatically set to N when you delete the details in Update Employee 1A NIC Details.

POSTING TO CASH MANAGER NOT SET UP

Before automatic postings to Cash Manager can be made, you must define the appropriate parameters on page two of System Parameters.

POSTING TO NOMINAL LEDGER NOT SET UP

Before automatic postings to Nominal Ledger can be made, you must define the appropriate parameters on page two of System Parameters and use the eighth System Maintenance function to set up nominal codes.

POTENTIAL OVERFLOW IN TOTALS

The payments or deductions you are entering for this employee result in excessive totals (see the lower right section of the screen).

PREVIOUS RUN PAYSLIP DATE DOES NOT CORRESPOND TO ANY RATES FILE

You are trying to repeat a calculation run from earlier in the period, but the rates file has been amended since then. You need to amend the rates file back to what it was when you originally performed the calculation run which you are now trying to repeat.

PRICE OF xxxxxx EXCEEDS 80000 - NIC NOT CALCULATED

National Insurance contributions are not calculated on values in excess of 80,000.

RANGE MUST BE IN ASCENDING ORDER

When defining the employee range for the payroll calculation run, you must key the lower employee number first and then key the higher employee number.

RANGE SPECIFIED DOES NOT COVER ALL THE CHEQUES PRINTED

You have entered a smaller range of cheque numbers than required.

RATE LETTER MUST BE ‘A’ - ‘F’

When defining clock card parameters, you must use the letters A to F as clock card rate indicators. Each clock card element has a rate letter associated with it (you can view these using help).

RATE LETTER NOT EQUAL ‘S’.

The rate letter S should be used for gross pay elements which are not clock card elements.

RATES FILE DETAILS NOT OPERATIVE UNTIL xxxxxxxx

The file you have selected is not for use before the date shown.

RATES FILE NAME DOES NOT CORRESPOND TO ANY FILE PRESENT ON DATA UNIT

The name you have specified as the tax rates file you want to amend cannot be found. Perhaps you have mis-keyed the name. 

RATES FILE NOT FOUND ON DATA UNIT

A rates file cannot be found for this payroll calculation run.

RECONCILIATION RECORD NOT FOUND ON CPF. RESTORE FROM BACKUP

Restore the file from the most recent security copy and repeat all processing done since then.

RECONCILIATION UPDATE HAS FAILED. RESTORE FROM BACKUP

The update has failed due to data corruption. Restore from the most recent security copy.

REORGANISATION OF MASTER FILE HAS FAILED

There may not be enough space on the work volume or the data volume to reorganise the Payroll master file. Check the available space on these volumes and make sure no one else is using the work volume, before trying the reorganisation again.

SCHEME ALREADY SELECTED

You have already specified this pension scheme for this employee.

SECOND SCHEME NUMBER MUST BE GREATER

If the employee belongs to two pension schemes, you must key the scheme with the lower number (as set up in System Maintenance) first.

SESSION HAS BEEN CLOSED - NOTHING TO PRINT

The control list cannot be printed after the session has been closed. One must have been printed before the session was closed. 

SSP HAS BEEN PAID IN THIS PIW - EARNINGS BAND HAS BEEN CALCULATED

Since SSP has already been paid in the period used to calculate average pay, the earnings band will have been calculated on that occasion. There is no need to calculate it again.

START DATE CANNOT SUCCEED DATE OF CONFINEMENT

You have specified a start date for SMP which is the same as, or later than, the expected date of confinement.

TAX CALCULATION HAS FAILED

Data corruption - restore from backup and re-run calculation. 

TAX PERIOD DOES NOT CORRESPOND TO THE NUMBER OF PAY PERIODS

The tax period and number of pay periods which you specify must be consistent with the previous tax period used.

TAX PERIOD INDICATES END OF YEAR

For a monthly payroll, you have entered tax period 12 in the payroll parameters but keyed N to the end-of-year prompt.

TAX PERIOD NOT SET UP FOR THIS PAYROLL DATA

The period you have specified as the final tax period for a leaver has not been set up yet. For monthly payrolls it is possible for an employee to leave after the normal calculation run but before the tax period actually ends: in this case you should key the tax period used in the previous calculation run.

TAX TABLE MAY ONLY BE CHANGED AT END OF YEAR

You can change from a weekly tax table to a monthly tax table (or vice-versa) only at the end of the year, after running tax period 52 for weekly payrolls or 12 for monthly.

TAX TABLE MUST BE WEEKLY OR MONTHLY

Key W for weekly tax table or M for monthly.

THE CONTROL LIST HAS NOT BEEN PRINTED

You cannot close the session until the control list has been printed.

THIS DEDUCTION UPDATES CUMULATIVE DATA FOR SCHEME x

Pension scheme maintenance will not accept a deduction which has superannuation type 1, 2 or 3 as this indicates that the deduction is intended to record Additional Voluntary Contributions and will be used to update employee cumulative data for scheme 1, 2 or 3.

THIS DEPARTMENT NUMBER IS ALREADY IN USE

This department number already exists and you are trying to create another with the same number.

THIS DEPARTMENT NUMBER IS NOT ALLOWED

Department numbers must be in the range 1 - 99.

THIS DEPARTMENT NUMBER IS NOT ON SCREEN

To select the desired department, you must first display it on the screen, using Back or Next.

THIS IS NOT A SUPERANNUATION DEDUCTION

Deductions used in company pension schemes must be set up as superannuation deductions with a superannuation type of zero.

TOO LARGE FOR TARGET FIELD

If the gross pay exceeds 9999.99 then it cannot be displayed on the Adjust End Of Year Data screen.

UNABLE TO ADD NEW EMPLOYEE DETAILS TO ALPHA INDEX

Insufficient space on Alpha Index, expand PR$DATA file.

UNABLE TO CONVERT TEMPORARY FILE

You are trying to upgrade to a later version of Global Payroll, but this has failed because the file specified is corrupt. Restore this file from backup and repeat the Upgrade.

UNABLE TO COPY NEW FILE TO DATA UNIT

You are trying to upgrade to a later version of Global Payroll, but this has failed because the file specified is corrupt. Restore this file from backup and repeat the Upgrade.

UNABLE TO CREATE NEW RATES FILE

Check the available spare space on the data volume before repeating the attempt.

UNABLE TO OPEN CAR USAGE HISTORY FILE

The PR$DATA file is corrupt. Restore your data from the most recent security copy and repeat all the processing you have done since then.

UNABLE TO OPEN HOLIDAY HISTORY FILE

The PR$DATA file is corrupt. Restore your data from the most recent security copy and repeat all the processing you have done since then.

UNABLE TO PERFORM CALCULATION FOR EMPLOYEE xxxxxx

Check the work volume for spare space, and ensure that no one else is using it, before re-running the calculation.

UPPER LIMIT NOT SET

You have not set the limit of weekly/monthly pay above which no additional employee National Insurance is deducted. The first line of figures on the NI Rates Maintenance screen shows the limit below which no NI is deducted, the penultimate line should show the upper limit, with the last line showing the rate of employer’s NI to be deducted on any pay in excess of this upper limit.

VALID RESPONSES ARE ‘H’ AND ‘L’

When printing credit transfers slips, the optional OCR line will be printed on line eight if you set this parameter to H, or on line nine of the form if you set it to L.

When printing cheques, the amount in figures will be printed in the standard position if you set this parameter to H, or one line lower, in a position compatible with APACS standards, if you set it to L.

VALID ROUNDING AMOUNTS ARE 0, 0.05, 0.10, 0.50, 1.00 OR 2.00

Net pay can be rounded up, down or to the nearest multiple of 5p, 10p, 50p, £1 or £2, or not at all. Whichever of these rounding amounts you choose should be specified on the second page of system parameters as a decimal of one pound, i.e., 0.05, 0.10, 0.50, 1.00, 2.00 or 0 respectively.

VALUE CANNOT BE NEGATIVE

The number of days or weeks to be paid must not be negative.

VALUES MUST BE IN ASCENDING ORDER

To function correctly payroll requires the thresholds to be entered in ascending order of value.

VALUE MUST BE xx DIGITS

This is a numeric item, you must enter digits.

WARNING - ACCUMULATOR IS NOT TYPE ‘PENSION’

You have tried to specify a pension accumulator without first defining it on the fourth screen of system parameters.

WARNING - ACCUMULATOR TOTAL IS NEGATIVE

The adjustment you have just keyed is more than the amount from which it is to be deducted. Perhaps you have mis-keyed this sum.

WARNING - AVERAGE PAY AMOUNTS NOT SET UP IN ASCENDING ORDER

The three bands of average weekly pay must be set up in ascending order on the Maintain other rates maintenance screen in System Maintenance before you can amend SSP/SMP for an employee.

WARNING - BANK DETAILS NOT COMPLETE

Bank account number, bank sort code and bank name are required if the employee is to be paid by credit transfer.

WARNING - BRANCH NAME NOT SUPPLIED

You do not have to key anything here, but this message is a warning in case you do want to record the branch name.

WARNING - CHEQUES PRINTED DISAGREES WITH EXPECTED NUMBER OF CHEQUES

There is a discrepancy between the number of employees payable by cheque and the number of cheques printed.

WARNING - COMPANIES AND PC’S RIGHT JUSTIFIED DURING FILE CREATION

The company and profit centre information used in building the interface file for General Ledger or Cash Manager has not been entered in a form matching the justification requested in system parameters. Check that system parameter settings match those in the system to which information is being sent. If a General Ledger translation table is in use, use department maintenance to adjust the company and profit centre IDs used in translation to match system parameters.

WARNING - CONTRACTED OUT NI PAID EXCEEDS NI PAID

This message warns you that this employee’s cumulative data records a higher figure for contracted-out National Insurance contributions than for the whole of his/her NI contributions.

WARNING - CONTRACTED OUT NI’ABLE PAY EXCEEDS NI’ABLE PAY

This message warns you that this employee’s cumulative data records a higher figure for the pay from which the contracted-out portion of his/her NI was calculated, than for the pay subject to all NI contributions.

WARNING - CUMULATIVE NI FIGURES MAY REQUIRE ADJUSTMENT

You should review whether the amendment you have made will require you to adjust the cumulative NI figures.

WARNING - CUMULATIVE NI FIGURES WILL REQUIRE ADJUSTMENT

You have made an amendment which requires cumulative NI figures to be adjusted.

WARNING - CUMULATIVE SMP FIGURES MAY REQUIRE ADJUSTMENT

If you change the SMP start date of an on-going pregnancy and SMP has already been paid, you should review whether you need to amend the gross pay to date, gross SMP paid to date and weeks to date figures for this employee.

WARNING - DATE ENTERED IS EARLIER THAN TODAY’S DATE

If you are entering a date for a calculation run then this date would be the one appearing on payslips, dated in the past. If you are creating a rates file, then it is possible that past payslips would disagree with those calculated using the same details.

WARNING - DATE ENTERED IS LATER THAN TODAY’S DATE

You have entered a car registration date that is later than today. Perhaps you keyed the date incorrectly.

WARNING - DEDUCTION HAS NOT YET BEEN SET UP AND CANNOT BE VALIDATED

The deduction specified as the employee deduction for a company pension scheme has not yet been set up in the Amend Deductions option of the System Maintenance Menu. Therefore the company scheme validation cannot check that this is a deduction with the superannuation flag set to Y and the superannuation type set to zero.

WARNING - EMPLOYEE NI PAID EXCEEDS NI’ABLE PAY

This message warns you that the figure recorded in this employee’s cumulative data for ‘total National Insurance paid’ is greater than the figure for ‘total pay to date subject to NI contributions’.

WARNING - EMPLOYEE xxxxxx HAS BEEN PAID IN THIS TAX PERIOD

You have already calculated pay for this employee. Any changes to their status would affect the values for the next payroll but not the present one, unless pay is recalculated. 

WARNING - EMPLOYEE HAS BEEN EMPLOYED FOR LESS THAN 26 WEEKS

To qualify for SMP an employee needs to be employed for more than 26 weeks.

WARNING - EMPLOYEE HAS LEFT

If an employee has left, no changes will normally be made to their status.

WARNING - EMPLOYEE HAS NO PAYMENTS, DEDUCTIONS OR CONTRIBUTIONS

For an employee to be paid any amount during a payroll run, they would have to have a payment, deduction or contribution. None have been entered for this employee.

WARNING - EMPLOYEE IS GOING ON HOLIDAY

You are entering an employee as a leaver when he/she is going on holiday.

WARNING - EMPLOYEE IS GOING ON SUSPENSION

You are entering an employee as a leaver when he/she is going on suspension.

WARNING - EMPLOYEE NI PAID EXCEEDS NI’ABLE PAY

This message warns you that the figure recorded in this employee’s cumulative data for ‘total National Insurance paid’ is greater than the figure for ‘total pay to date subject to NI contributions’.

WARNING - EMPLOYEE NI PAID EXCEEDS TOTAL NI PAID

This message warns you that this employee’s cumulative data records a higher figure for his/her NI paid to date than for the total of his/her NI plus the employer’s NI paid to date.

WARNING - EMPLOYEE WILL NO LONGER BE ON HOLIDAY

This message warns you that the employee’s status as on holiday will be removed if you key suspension details.

WARNING - EMPLOYEE WILL NO LONGER BE SUSPENDED

This message warns you that the employee’s status as suspended will be removed if you key holiday details.

WARNING - EMPLOYEE’S PAY MUST BE RECALCULATED BEFORE CLOSE PERIOD

This employee’s details have been amended since the last calculation run, so his or her pay must be recalculated before the close of period.

WARNING - EMPLOYER’S SSP POSTS TO ONE DEPARTMENT ONLY

Employer’s recoverable SSP is calculated on the basis of the total SSP per tax month that exceeds a percentage of total NICs for the same period. (A tax month is defined as the period from the sixth day of one month up to and including the fifth day of the next month). The totals referred to are company totals. The posting program has found more than one nominal analysis record for fixed posting item 4 (employer’s recoverable SSP). The information from the first of these records will be used.

WARNING - ENH CLAIM DATE NOT SET UP

The employee has been recorded as qualifying for the NIC Holiday for Employers Scheme, but the claim date has not been entered on the Amend Employee Details window.

WARNING - HOLIDAY DETAILS WILL BE REMOVED

This message warns you that this employee’s holiday details will be removed if you change his status to ‘suspended’.

WARNING - INSUFFICIENT CONTRIBUTION ELEMENTS TO SUPPORT PENSION

Employee only allowed three contribution elements but you require more to support pension.

WARNING - LAST YEAR’S CLASS 1A NICS ARE MISSING

You can continue, but no Class 1A NIC information will be included.

WARNING - LATEST BACKUP OUT OF DATE

This message warns you that you have not taken a security copy of your payroll data since the last run. It would be advisable to take a backup at this point.

WARNING - MAXIMUM % IN K CODE (MAXRATE) NOT SET UP

You have not set up maximum limit for K code, when operation gives rise to a high tax liability.

WARNING - MILEAGE BAND xx EXPECTED

The mileage band you have entered does not correspond the mileage band calculated by the program. Check that you have entered it correctly before you proceed.

WARNING - NI’ABLE PAY ZERO

This message warns you that the figure recorded in this employee’s cumulative data for the total pay to date subject to NI contributions is zero.

WARNING - NO FREE RECORDS REMAINING IN THE CONTROL LIST FILE

Use the ‘Reallocate data file’ function to increase the size of the file. You may be able to free some space by using the Reorganise data file function.

WARNING - NO RATE OR BAND SET UP BETWEEN 0.00 AND xxxxxx

This message warns you that no statutory sick pay band has been set up to cover average pay below the above figure.

WARNING - NUMBER OF WEEKS AT HIGHER RATE NOW EXCEEDED

The number of weeks for which the higher rate of SMP is to be paid has been exceeded.

WARNING - ONLY xx FREE RECORDS REMAINING IN THE CONTROL LIST FILE

The control list file will soon be full. Use the ‘Reallocate data file’ function to increase its size. You may be able to free some space by using the Reorganise data file function.

WARNING - PERCENTAGE RATE IS xxxxxxx %

Normally a percentage rate should be zero or in the range 1 to 100, but payroll will permit you to override these limits.

WARNING - SMP RATE NOT SET UP

If no SMP standard rate is entered then any qualifying employee will have their SMP as zero. 

WARNING - SSP RATES ARE NOT IN ASCENDING ORDER

Payroll requires the SSP rates to be in ascending order to ensure correct functionality.

WARNING - STARTING POSITIONS ARE NOT IN ASCENDING ORDER

Code positions are not in ascending order.

WARNING - SUPERANNUATION AND COURT ORDER SET

You have keyed Y to both Court Order and Superannuation for the deduction you are defining. A deduction can either be a superannuation deduction, or a court order deduction, but not both.

WARNING - TAX BAND IS xxxxxxxxx

The tax band should normally exceed the average band.

WARNING - TAX PAID EXCEEDS TAXABLE PAY

This message warns you that the figure recorded in this employee’s cumulative data for ‘tax paid to date’ is greater than the figure for ‘taxable pay to date’.

WARNING - TAX PARAMETERS NOT SET UP

The first tax band is not valid.

WARNING - TAX RATE IS xxxxxx %

The tax rate should normally be in the range 1 to 100.

WARNING - TAXABLE PAY EXCEEDS GROSS PAY

This message warns you that the figure recorded in this employee’s cumulative data for ‘taxable pay to date’ is greater than the figure for ‘gross pay to date’.

WARNING - THESE FIGURES SHOULD ONLY BE CHANGED ON RECEIPT OF A P6(T)

Employee figures for P45 Gross Pay and P45 Tax should only be changed after receipt of a form P6(T) from the Inland Revenue.

WARNING - YEAR DOES NOT CORRESPOND TO TODAY’S DATE

The entered year should be equal to the year of today’s date viewed as a tax year. This is because the first three months of a calendar year are in the preceding tax year.

WORK FILE NOT FOUND ON WORK VOLUME

The payroll calculation has failed. Check that no one else is using the work volume before re-running the calculation.

WORK FILE NOT LARGE ENOUGH

The payroll calculation has failed. Make sure there is sufficient spare space on your work volume before re-running the calculation.

WORK FILE UPDATE HAS FAILED

The payroll calculation has failed. Check the work volume for spare space before re-running the calculation.
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Appendix A

PENSION HANDLING IN GLOBAL PAYROLL XE “Pension:handling in Global Payroll" 
This appendix provides an overview of pensions in Global Payroll and detailed instructions for using it to operate your own particular pension scheme.

Introduction

Pensions constitute one of the most varied and changeable topics faced by employers today. Countless different pension schemes are offered by pension providers and in addition to finding the most appropriate scheme for their company, employers using a computerised payroll need to be sure that their payroll software can cope with the pension scheme or schemes they elect to use.

Global Payroll handles up to three schemes with any two of the three selectable for each employee. Each scheme’s operation is tailored to your own requirements through an extensive range of options.

Global Payroll offers flexibility and control when calculating pension deductions and contributions for a payroll run. For each scheme, the total employee pension deduction and the total employer contribution in a run can be built up from any or all of the following:

· Fixed amounts, set up once and then included in every payroll run.

· Temporary amounts, set up specifically for one particular run.

· Automatic pension amounts derived from pensionable pay in the run or in the year to date.

· Employee and employer contracted out rebates derived from the band earnings arising from the employee’s NI’able pay in the run.

Employee and employer contracted out rebates can be accumulated separately for Contracted Out Money Purchase (COMP) pension schemes.

A report, listing for each employee their roll number, name, National Insurance number and pension deductions and contributions accumulated across all payroll runs in the current tax period is available from Global Payroll. The report, referred to as the Pension Providers Report, contains the information which for some pension schemes must be submitted to pension providers by employers within fourteen days of the end of each tax month.

Figure 122 - The Company Pension Rules Window

USING THE PENSION PROCEDURES

 XE "Automatic pension" Global Payroll can handle up to three completely separate pension schemes. To include a pension scheme in the operation of your payroll you must:

· Define the scheme as part of your company payroll data using the Company pension rules XE "Company pension rules"  screen shown above.

· Include any deductions and contributions XE "Contributions"  used by the scheme in the list of deductions and list of contributions which form part of the company payroll data.

· Include any accumulators used by the scheme in the list of accumulators which forms part of the company payroll data.

· Update the payroll details of each employee belonging to the scheme to indicate that they are included in the scheme.

· Add any deductions used by the scheme to the list of deductions of each employee belonging to the scheme.

· Add any contributions used by the scheme to the list of contributions of each employee belonging to the scheme.

Once the above steps have been taken, during every payroll run, for each employee belonging to a pension scheme, your Global Payroll will:

· Calculate and make pension scheme deductions for each scheme to which the employee belongs.

· Calculate and report upon corresponding company pension scheme contributions for that employee.

· Update the employee cumulative data to include both company and employee pension amounts for the run.

· Update the employee’s pension accumulators to include company and employee pension and contracted out rebate amounts for the run.

Before the first payroll run in each tax month, the new Pension Providers Report printed from the Reporting menu provides you with a report showing total deductions and contributions per employee for the closing month as well as allowing you to clear the pension accumulators in readiness for the new month.

Each employee can belong to any two of the three pension schemes defined for the payroll. Separate sets of cumulative data are held for each pension scheme to which an employee belongs. These show the total automatic pension deducted for the employee and the total automatic pension contributed by the employer in the year to date plus the overall employee pension including automatic deductions, fixed and temporary deductions, additional voluntary contributions (AVCs) and, where appropriate, contracted out rebate deductions for the scheme in the year to date.

Contracted Out Rebates

Contracted-out rebates vary according to the type of pension scheme. At the time of printing, the rebate for members of a Contracted-out Salary Related pension scheme (COSRS) is a flat rate of 4.6%, split 1.6% to the employee and 3.0% to the employer.

The rebate for members of a Contracted-out Money Purchase pension scheme (COMPS) now has a dual system of administration which incorporates the Age Related Rebate (ARR) announced in the 1995 Pensions Act. A flat rate rebate based on the lowest ARR level is initially applied. At the time of printing, this is 3.1%, split 1.6% to employees and 1.5% to employers. The National Insurance Contributions Office’s Contracted Out Employments Group calculates and pays any further ARR which is due after the End of Year Summary (P14) has been received.

NI rate letters of D, E and C (contracted-out) identify COSRS employees. NI rate letters of F, G and S identify COMPS employees.

Adding The Scheme To The Company Payroll Data

 XE "Adding pension scheme to the company payroll data" To include a scheme in the operation of your Global Payroll, select the System Maintenance entry from the Payroll main menu.

Then select the System Parameters entry from the System Maintenance menu. On the sixth page of System Parameters, set the automatic pension option to Y for yes. Then press ESCAPE to exit from system parameters.

Select the ‘Amend Pension Schemes’ from the System Maintenance menu. Pension scheme one is displayed and the following prompt appears on the baseline:



Press ESCAPE to return to the System Maintenance menu, press RETURN to display details of company pension scheme two, or key A to amend the details of company pension scheme one. The items for which you are prompted are as follows:

Pension scheme name XE “Pension:scheme name" . Enter the 30 character description indicating the scheme is in use, which forms the title of the Pension Providers Report printed at the end of each tax month.

Scheme C-OUT number XE “Pension:scheme c-out number"  XE “Contracted out:certificate number" . This is a 9-character reference referred to as the scheme contracting out number. It should have the format SnnnnnnnX, where n is numeric and X is in the range A to Z (upper case). It is supplied by the Contracted-out Employment Group (COEG) for qualifying schemes. If the pension scheme is not contracted-out, set this prompt to spaces.

The number is printed on the Pension Providers Report and on P14s and P60s. When an employee belongs to a Contracted-out Money Purchase scheme, the number is printed on the P14 and P60 against the relevant NI rate letter (generally F, G or S) in the NI table.

Calculation type XE "Calculation type" . Key C to perform a cumulative automatic pension calculation or P to perform a periodic calculation. Cumulative pension calculation subtracts the pension paid in the tax year to date from the pension due on pensionable pay in the tax year to date, to give the pension due for this payroll run. Periodic pension calculation determines the pension due for this payroll run directly from the pensionable pay in the run.

 XE "Banded calculation" Banded calculation? Key Y to use banded automatic pension calculation. Key N to use non-banded automatic pension calculation. Banded calculations apply the percentage associated with each individual threshold band by the width of that band applying to the employee and sum the results to give the pension due. Non-banded calculations apply the percentage associated with the band within which the employees pensionable pay falls to the entire pensionable pay less the ‘Lower pension limit XE "Lower pension limit" ’.

Lower pension limit XE "Lower pension limit" . This applies to non-banded schemes only; for banded calculations it is set to zero. Enter a fixed amount to be subtracted from each employee’s pensionable pay before it is used to calculate the automatic pension contributions. For periodic calculations this amount relates to a single payroll period. For cumulative calculations, it is an annual value pro-rated by tax period. If subtracting the lower pension limit reduces any employee’s pensionable pay below zero, that employee is regarded as having zero pensionable pay.

Threshold table XE "Threshold table" . Enter up to three levels of pensionable pay in ascending order to give four income bands for which different employee deduction and employer contribution percentages can be specified. For periodic pensions, the threshold levels are per pay period and the employee’s pensionable pay in the run is compared directly with the threshold levels set up in the table. For cumulative pensions the threshold levels are annual figures, pro-rated by pay period and compared with the employee’s pensionable pay in the year to date to give a constant pension deduction for a given salary throughout the tax year. If automatic pension calculations are not required for your particular pension plan, all entries in the threshold table must be set to zero.

To complete the pension scheme definition you need to specify deductions, contributions and accumulators used by the scheme. Each scheme can involve two deductions, two contributions and four accumulators as follows:

 XE "Automatic pension" Pension deduction XE “Pension:deduction" . Set this to the number of the deduction to which payroll must add any automatic pension calculated for an employee during a payroll run. Payroll specifically adds any automatic pension to the deduction so that fixed and temporary pension deductions for the employee can also be made through the same deduction, allowing the overall pension excluding contracted out rebate to appear against this single line on the payslip. If this deduction number is set to zero, it is assumed that no employee deductions are made for the scheme, with the possible exception of the employee contracted out rebate. This deduction must have been set up with the superannuation flag set to Y and the superannuation type set to zero.

Contracted out rebate deduction XE “Contracted out:rebate deduction" . Set this to the number of the deduction to which payroll adds the contracted out rebate calculated for a contracted out employee during a payroll run. If this is set to the same number as the pension deduction described above, the contracted out rebate is added to any other pension deductions made for the employee. If it is set to zero, the contracted out rebate calculation of the employer contribution includes the employee rebate percentage. If the employer contribution number is also zero, no contracted out rebate is calculated. This deduction must have been set up with the superannuation flag set to Y and the superannuation type set to zero.

Pension contribution XE "Contributions" 

 XE “Pension:contribution" . Set this to the number of the contribution to which payroll must add any automatic pension contribution made by the employer for an employee. As with the pension deduction, fixed and temporary amounts can be set up in this contribution prior to a payroll run and any automatic pension contribution calculated during the run will be added to these amounts. If the contribution number is set to zero, no employer contribution is calculated for the scheme.

Contracted out rebate contribution XE “Contracted out:rebate contribution" . Set this to the number of the contribution to which Payroll adds the employer’s contracted out rebate calculated for a contracted out employee during a payroll run. If this is set to the same number as the pension contribution described above, the contracted out rebate is added to any other pension contributions made by the employer for the employee.

If the contracted out rebate contribution number is set to zero, no employer contracted out rebate is calculated. If the employee’s contracted out rebate deduction number for the scheme is zero and this contribution number is not zero, the contribution is calculated from the sum of the employee and employer contracted out rebate percentages times band earnings from NI’able pay in the run. Otherwise it contains just the employer contracted out rebate. 

Scheme accumulators. For each of the four items, employee pension deduction, employee contracted out rebate, employer pension contribution and employer contracted out rebate, set up the number of the accumulator in which that particular item is accumulated across each tax month. This tells the payroll where to find the relevant information when printing the Pension Providers Report at month end. Pension accumulators must be set up with components in the same way as other accumulator types. At least one component should indicate the pension deduction or pension contribution. If any of the four accumulator numbers in the scheme definition are set to zero, the associated item is not included in the Pension Providers Report

Once the deduction, contribution and accumulator numbers have been entered, the pension scheme definition is complete. You now must add the deductions, contributions and accumulators used by the pension scheme to your company payroll data and to the relevant employee records.

Setting Up Pension Deductions And Contributions

 XE "Setting up pension deductions and contributions" 

 XE "Deductions" Pension deduction XE “Pension:deduction" s and contributions are set up via the ‘Amend deductions’ and ‘Amend contributions’ entries in the System Maintenance menu in exactly the same way as other deductions and contributions used by your payroll. Pension deductions are normally set to be before tax but after NI. If a pension deduction is not marked as a superannuation deduction, it will still be used in the scheme calculations but the deductions arising through it will not be included in the superannuation figure shown on payslips and in the end of year data.

If a deduction is marked as a superannuation type deduction, but is not defined in the pension scheme selected for an employee, it will contribute to the set of cumulative pension data for that employee according to the superannuation type set up for the deduction. 

Setting Up Pension Accumulators

Pension accumulators are added to the payroll’s accumulator list in much the same way as other accumulators used in the payroll, i.e. on the fourth page of System Parameters, via the System Parameters entry in the System Maintenance menu. Accumulator definitions should contain deduction and contribution numbers defined as part of the scheme in which the accumulator is used and the accumulator type must be set to “P”. This new type prevents the accumulator being cleared until the Pension Providers Report has been printed at the end of each tax month.

Adding Employees To A Pension Scheme

 XE "Adding employees to a pension scheme" Having set up the necessary company data to define the operation of your pension scheme, you must now amend the payroll records of the employees belonging to the scheme. This is done via the Employee Data option on the main Global Payroll menu.

Figure 123 - The Amend Employee Details Window

Amend Employee Details

Select this entry in the Employee Data menu to add an employee to a pension scheme. Key the employee number and the employee details are displayed. Key P to update the pension details and then key Y to the ‘Pension’ prompt to indicate that the employee has a pension. You are then prompted for the scheme numbers of the first and second schemes to which the employee belongs. Company pension schemes are numbered from 1 to 3 in the order in which they are presented by the Company pension rules screens. Enter the number of the first company pension scheme to which the employee belongs in reply to the first ‘Scheme no.’ prompt and the number of the second company pension scheme to which the employee belongs to the second ‘Scheme no.’ prompt. If the employee belongs to only one pension scheme, key 0 to the second ‘Scheme no.’ prompt.

Employee Deductions And Contributions XE “Employee:deductions and contributions" 
Select the ‘Enter Payments and Deductions’ function from the Employee Data menu to add the deductions and contributions of the employee’s scheme or schemes to the employee’s list of deductions and list of contributions.

Key P to amend the employee’s deductions. Here you should set up the appropriate deduction, or deductions specified for the relevant scheme in system parameters. (This is true even if the deduction amount is zero). The pension deduction amount is then calculated, according to the pension scheme rules, during the payroll calculation, and added to any permanent amounts already set up for that deduction. Pension deduction XE “Pension:deduction" s can also be entered manually and you should set up a different ‘superannuation’ deduction XE "Superannuation deductions"  to do this. Both types of pension deductions can be increased or decreased temporarily.

Key C to amend the employee’s contributions. Here you should set up the appropriate contribution or contributions specified in system parameters for the relevant scheme. Any automatic pension contribution to be made by the employer will then be added to the permanent and temporary amounts already set up for these contributions.

Figure 124 - The Amend Employee Cumulative Data Window (Third screen)

Employee Cumulative Data

 XE "Cumulative data" 

 XE “Employee:cumulative data" For cumulative pension schemes it may be necessary to adjust the cumulative data of the employee joining the scheme. This is done via the Adjust Cumulative Data entry on the Employee Data menu. Key the employee number as prompted and the first cumulative data screen is displayed. Enter F twice to go to the third Cumulative Data screen (shown above), where the fields relating to the pension calculation are displayed.

Key P to adjust these fields. You can enter either the adjustment you wish to apply to the amount held (the new result is then also displayed) or the result itself (the appropriate adjustment is then also displayed). Four fields are provided for each scheme:

 XE "Automatic pension" Employee auto pension XE “Employee:auto pension" . This is the amount paid by the employee into the automatic pension scheme. This should be set up during the initial take-on of employees into schemes involving cumulative pension calculation, to prevent the payroll making an excessive deduction from the employee’s first payslip.

Employer auto pension XE "Employer auto pension" . This is the amount paid by the employer into the automatic pension scheme. It should be set during the initial data take-on for the same reason as employee auto pension.

Non-pensionable pay to date XE "Non-pensionable pay to date" . If any taxable pay in the current employment is exempt from this pension scheme (for example because the employee joins during the tax year) then this field should be adjusted.

Employee total pension to date. This is the total of all automatic pension deductions calculated by the payroll, plus any other superannuation type deductions set up manually, plus any contracted out rebates. It is added to the equivalent field in the employee’s second scheme and printed on the payslip and shown in the end of year data. It can be adjusted to allow take-on of new employees requiring transfer of existing pension rights into a company scheme.

Figure 125 – The Pension Providers Report XE “Pension:providers report"  Window
Printing The Pension Providers Report

A number of pension XE "Pension"  schemes operating under recent legislation require the employer to supply the pension provider with a list of all employee and employer contributions to the scheme within fourteen days of the end of each tax month. Global Payroll includes an entry in the Reporting menu, the Pension Providers Report to cover this requirement. Select this entry from the Reporting menu to display the report screen shown above. You are asked to select those company pension schemes for which a report is to be printed and are then offered the baseline prompt:



Press ESCAPE to exit without printing the report, key <CR> to print the reports for the selected schemes, or key A to amend the selection of schemes for which reports are to be printed.

Once the reports have been printed satisfactorily you are prompted on the baseline as follows:



Press ESCAPE to return to the Reporting menu without altering the contents of the pension accumulators XE “Pension:scheme accumulators"  associated with the company pension schemes.

Key C if you are satisfied with the contents of the Pension Providers Report and wish to clear the pension accumulators prior to the first run in the new tax month. You are then asked to indicate which scheme’s accumulators are to be cleared and are then offered the baseline prompt:



Press ESCAPE to exit without clearing the accumulators.

Key C to proceed with accumulator clearance. The pension accumulators of all employees belonging to selected schemes are cleared and you are returned to the reporting menu.

Key A to amend the selection of accumulators to be cleared.
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Appendix B

FILE STRUCTURE DEFINITION XE "File structure definition" 
This appendix describes the file structures and relationships for Global Payroll. It is intended mainly for use by those developing their own tailored reports, either using Global Reporter or directly amending source code supplied by TIS Software Limited. It may also be of interest to developers of applications which interface with Global Payroll.

These notes should be read in conjunction with the data dictionary supplied as part of the Record Layouts product. This is called S.PRn.n, where n.n is the version code, e.g. 6.6. You should copy this file to the Reporter data unit and use Reporter’s Print data dictionary function to obtain a field by field specification of the files.

Please note that file structures and relationships may alter from one release of the software to the next.

EXAMPLE PROGRAMS XE "Example programs" 
Two sample Reporter programs that can be run with Global Reporter are distributed with the Record Layouts product. The purpose of these programs is to demonstrate some of the linkages between files in Global Payroll. They will also give a good introduction to Global Reporter. The Reporter programs are based on existing Global Payroll programs although changes have been made.

The programs are as follows (where nn is the 2 digits of the version code, e.g. 66 for Global Payroll version 6.6.

PRnnACo
This is based upon the Accumulators’ list. It demonstrates the way in which the employee record (type ED) refers to the accumulators record on the PMF (type C3).

PRnnGP
This is based upon the Gross pay analysis print. It demonstrates the way in which the Current pay record for an employee (type CP) refers to the gross pay elements and accumulators records on the PMF (types C2 and C3 respectively). You will require a user area of at least 50K to compile this report and one of at least 43K to run the report.

Note: In general, the Reporter example report programs are slightly simpler than the equivalent business software reports, as they do not cater for all the options that can be set up using system parameters. For example, the example reports supplied ignore the possibility of multi-currency. All the report programs have been set up to work with the sample data. This keeps the reports fairly simple and is realistic as in practice you will write a report for a specific installation and can take advantage of how the system parameters are set to take short cuts in the report. For example, there is no point in catering for alphabetic account codes if you only use numeric codes. Because of these simplifications, you must not assume that the reports supplied will work unchanged on your data.


Figure B1 - File Structures and Relationships

THE FILES - THEIR TYPES AND USAGE

 XE "File types and usage" 

 XE "File:descriptions" \r "FileDescriptions" 

 XE "File:linkages" \r "FileDescriptions" 

 XE "File:names" \r "FileDescriptions" 

 XE "File:structure" \r "FileDescriptions" The files used by Global Payroll are listed in the following pages. Figure B1 is a file structure diagram which represents their relationships.

File Name:
PMF 

File Description:
Payroll Master file 

Organisation:
Indexed sequential 

Record length:
768 bytes 

Key length:
6 bytes

GENERAL INFORMATION

The PMF holds the permanent information in the Global Payroll system.

FILE STRUCTURE

For Global Payroll V2.0A the file contains five header records with types HI, C1, C2, C3 and C4. For later versions of Global Payroll the file contains six header records with types HI, C1, C2, C3, C4 and C6. These records, hold some permanent details for the system which are not specific to an employee. In addition the file contains one record, with type ED, for each employee on the Global Payroll. These records hold the permanent details for a single employee.

FILE LINKAGES

The PMF file is linked to the TDF via two pointers on the ED record: EDETRE holds the record number of the corresponding ET record for an employee; EDCDAR holds the record number of the corresponding CA record for an employee.

The PMF file is linked to the PR$DATA file via four unique keys and eight non-unique keys on the C3 and ED records.

The PMF file is also linked to the BDF via four pointers on the ED record: EDBARE holds the record number of the corresponding BA record for an employee; EDBPRE holds the record number of the corresponding BP record for an employee; EDBNRE holds the record number of the corresponding BN record for an employee.

RECORD FORMATS

 XE "Record:formats" \r "FileDescriptions" 

 XE "Record:lengths" \r "FileDescriptions" The file has six record formats in Global Payroll V2.0A and seven in Global Payroll V3.0 and later versions:

HI
The Header record. Key of low-values.

C1
Company payroll data record 1. Key of #000000000041. Holds the system parameters for the payroll system. 

C2
Company payroll data record 2. Key of #000000000042. Holds the Gross Pay Element details. 

C3
Company payroll data record 3. Key of #000000000043. Holds the last pay run details and the basic accumulator details (e.g. the description).

 C4
Company payroll data record 4. Key of #000000000044. Holds the deduction details. 

C6
Company payroll data record 5. Key of #000000000046. Holds the Pension scheme details. This record only exists in Global Payroll V3.0 and later versions. 

ED
Employee data record. Key of employee number. Holds permanent details and cumulative figures for an employee. 

File Name:
PGF

File Description:
Employees’ Extra Details file

Organisation:
Indexed sequential

Record length:
340

GENERAL INFORMATION

The PGF file holds additional employee information.

FILE STRUCTURE

The file contains one employee record per employee.

FILE LINKAGES

Keys match employee details on the PMF file.

RECORD FORMATS

EE
Holds employee records.

File Name:
PRR 

File Description:
Payroll Rates file 

Organisation:
Relative sequential 

Record length:
80 bytes

GENERAL INFORMATION

The PRR holds the National Insurance, Taxation and SSP rates and bands.

FILE STRUCTURE

The file contains twenty-two records. The types are listed under Record Formats below.

FILE LINKAGES

None.

RECORD FORMATS

The file has twenty-two record formats:

HA
Header record. Record number 1.
Holds the operative dates and the rebate figures of the tables that follow.

RB
Record number 2.
Holds the taxation bands.

TR
Record number 3.
Holds the taxation rates.

NA
Record number 4. (copy book N1)
Holds the National Insurance parameters for table A.

NB
Record number 5.
Holds the National Insurance parameters for table B.

SA
Record number 6.
Holds the Statutory Sickness Pay parameters.

NC
Record number 7.
Holds the National Insurance parameters for table C.

ND
Record number 8.
Holds the National Insurance upper limits.

TA
Record number 9.
Holds general information for ‘Scale charge’ tables.

The following records apply to fuel and car charges for cars having a cylinder capacity:

TB
Record number 10.

TD
Record number 11.

TE
Record number 12.

TF
Record number 13.

TG
Record number 14.

The following records apply to cars without a cylinder capacity:

TI
Record number 15

TJ
Record number 16

TK
Record number 17

TL
Record number 18

TM
Record number 19

TN
Record number 20

TP
Record number 21

SR
Scottish Tax Rates

File Name:
BDF

File Description:
Bank details file 

Organisation:
Relative sequential 

Record length:
63 bytes

GENERAL INFORMATION

The BDF holds the bank details for each employee.

FILE STRUCTURE

The file contains five record types HB, BA, BN and BP.

FILE LINKAGES

The field EDBARE on the PMF file for an employee holds the record number of the corresponding BA record.

The field EDBNRE on the PMF file for an employee holds the record number of the corresponding BN record.

The field EDBPRE on the PMF file for an employee holds the record number of the corresponding BP record.

RECORD FORMATS

The file has five record formats:

HB
Header record. Record number 1.

BA
Bank account record.
Holds the bank account details for one employee.

BN
Bank name record.

Holds the bank name details for one employee.

BP
Autopay record.
Holds the autopayment details for one employee. 

File Name:
TDF

File Description:
Temporary data file XE "Temporary data file" 

Organisation:
Relative sequential 

Record length:
400 bytes

GENERAL INFORMATION

The TDF holds the temporary data for each employee.

FILE STRUCTURE

The file contains three record types HR, CA and ET.

FILE LINKAGES

The field EDCDAR on the PMF file for an employee holds the record number of the corresponding CA record. The field EDETRE on the PMF file for an employee holds the record number of the corresponding ET record.

RECORD FORMATS

The file has three record formats:

HR
Header record. Record number 1.

CA
Employee temporary data.
Holds the cumulative data and accumulator changes for one employee.

ET
Employee temporary data.
Holds temporary data for an employee. 

File Name:
CPF

File Description:
Current pay file 

Organisation:
Relative sequential 

Record length:
450 bytes

GENERAL INFORMATION

The CPF holds the current pay information for each employee.

FILE STRUCTURE

The file contains six record types HR, R1, R2, R3, R4 and CP.

FILE LINKAGES

The field EDCPRE on the PMF file for an employee holds the record number of the corresponding CP record.

RECORD FORMATS

The file has six record formats:

HR
Header record. Record number 1.

R1
Payroll reconciliation record 1. Record number 2.

R2
Payroll reconciliation record 2. Record number 3.

R3
Payroll reconciliation record 3. Record number 4.

R4
Payroll reconciliation record 4. Record number 5.

CP
Current pay record. 
Holds the current pay details for one employee. 

File Name:
EYF

File Description:
End of year file 

Organisation:
Indexed sequential 

Record length:
420 bytes 

Key length:
6 bytes

GENERAL INFORMATION

The EYF holds the end of year information for each employee.

FILE STRUCTURE

The file contains three record types HY, EC and EY.

FILE LINKAGES

None

RECORD FORMATS

The file has three record formats:

HY
Header record. Key of low-values.

EC
Company data record. Key of #000000000041.
Holds company details.

EY
Employee end of year data. Key of employee number.
Holds the end of year data for one employee. 

File Name:
PNC

File Description:
Payroll nominal codes file

Organisation:
Indexed sequential

Record length:
60 bytes

Key length:
2 bytes

GENERAL INFORMATION

The PNC holds the nominal code information for the Global Payroll system.

FILE STRUCTURE

The file contains two record types PH and PN.

FILE LINKAGES

None.

RECORD FORMATS

The file has two record formats:

PH
Header record. Key of low-values:

PN
Company data record. Key of department number and element number.
Holds nominal account details. 

File Name:
PRN

File Description:
Nominal posting file

Organisation:
Relative sequential

Record length:
64 bytes

GENERAL INFORMATION

The PRN holds the Nominal Ledger posting information.

FILE STRUCTURE

The file contains two record types NH and NA.

FILE LINKAGES

None.

RECORD FORMATS

The file has two record formats:

NH
Header record.

NA
Details record. 
Holds the details for a single Nominal Ledger posting transaction. 

File Name:
YCM

File Description:
Cash Manager posting file

Organisation:
Relative sequential

Record length:
128 bytes

GENERAL INFORMATION

The YCM holds the Cash Manager posting information.

FILE STRUCTURE

The file contains two record types IH and IT.

FILE LINKAGES

None

RECORD FORMATS

The file has two record formats:

IH
Header record.

IT
Details records.
Holds the details for a single Cash Manager posting transaction.

File Name:
PR$DATA

File Description:
DMAM file

Organisation:


Record length:
704 bytes

GENERAL INFORMATION

The PR$DATA is a DMAM XE "DMAM payroll database"  (data management) file.

FILE STRUCTURE

The file contains seven record types AI, HP, HL, HN, CH, HH and YD.

FILE LINKAGES

None.

RECORD FORMATS

The file has seven record formats:

AI
The record for the DMAM alpha index record set.

HP
The payslip history record.

HL
The payroll leaver record.

HN
This record holds the history of any changes made to the descriptions of gross pay elements and deductions.

CH
Car history usage.

HH
Holiday history.

YD
Employee year to date totals.

File Name:
PDP

File Description:
Car/benefit details file XE “Car:details file" 

Organisation:
Indexed sequential

Record length:
160 bytes

GENERAL INFORMATION

This file stores car/benefit details and Global 3000 ledger translation details.

FILE STRUCTURE

The file contains three record types HD, DP and CD.

FILE LINKAGES

None.

RECORD FORMATS

The file has three record formats:

HD
Header record

DP
Department and Global 3000 General Ledger translation detail records.

CD
The car/benefit details record file

File Name:
PCR/ECR

File Description:
Class 1A NIC file XE "Class 1A NIC file" 

Organisation:
Indexed Sequential

Record length:
160 bytes

GENERAL INFORMATION

These are the Class 1A NIC files, giving employee car, benefit, mileage and fuel data. The PCR file is copied to the ECR file when the option to print the final NIC Class 1A report is taken.

The ECR file is used in the printing of end of year documents if Class 1A information is required on them.

FILE STRUCTURE

Each file contains two record types HC and EV.

FILE LINKAGES

None.

RECORD FORMATS

Each file has two record formats:

HC
The header record.

EV
The employee car/mileage and benefit/fuel data record.

Appendix C

SAMPLE DATA FOR GLOBAL PAYROLL

 XE "Sample data for Global Payroll" \r "SampleData" This appendix gives an overview of the sample data provided with Global Payroll.

The sample data is intended to illustrate the various facilities of Global Payroll. This appendix should indicate which pieces of data are best featured in particular aspects of Global Payroll.

INTRODUCTION

The employee numbering sequence has been retained from the sample data of previous versions of Global Payroll, as this is the sequence with which you are probably familiar and to maintain continuity with other Global modules.

The sample data contains the accumulation of four monthly runs from January 2000 to April 2000, which is the current period. The Payroll Calculation for the April period has been run.

There are two examples of a pension:

Scheme 1
This is a cumulative, non-banded pension. Two percent is contributed by the employee, five percent by the employer. 

Scheme 2
This is a periodic, banded pension with varying percentage contribution rates for both the employee and employer. This scheme also has the ‘contracted out’ option and an associated deduction for Additional Voluntary Contributions (AVCs) set up.

Outlined below are some of the features specific to some of the individual employees. In addition to these, different tax codes, NI rates and methods of payments have been used, and the holiday register is set up for the current holiday year and history has been retained for the previous holiday year.

EMPLOYEE SPECIFIC DETAILS

 XE “Employee:details" Listed below is a selection of the employees in the sample data. The relevant Global Payroll functions demonstrated by each employee are noted.

10021J - Paul Beck
Four days of SSP has been paid in a previous period.

10023L - Lenny Jenkinson
Method of payment is Natwest AutoPay.
Overtime and Saturday hours paid via clock card data in various periods.

10024M - Janet Jackson
Pension scheme 1 with one associated deduction.
Current and historical SSP.
Class 1A NIC details recorded.

10025N - Jack Nicholson
Pension scheme 2 with one associated deduction.
Contracted out with one associated deduction.
Class 1A NIC details recorded.

10026P - Emilly Miller
Marked as a leaver in current April period.

10027Q - Donald Cook
Pension scheme 2 with one associated deduction.
Contracted out with one associated deduction.
Pays Additional Voluntary Contributions.
Various extra pay elements e.g. expenses.
Pays tax at higher rate.
Class 1A NIC details recorded.
(Two company car used within tax year).

10028R - Marie Helven
Various extra pay elements e.g. bonus.

10030A - Mike Johnson
Pension scheme 2 with one associated deduction.
Contracted out with one associated deduction.
Pays tax at higher rate.

10033D - Gary Cooper
Pension scheme 1 with one associated deduction.

10034E - Niel Armstrong
Pension scheme 2 with one associated deduction.
Contracted out with one associated deduction.
Pays tax at higher rate.

10035F - Julie Baker
SMP is being paid.

10038I - George Butler
Pension scheme 2 with one associated deduction.
Contracted out with one associated deduction.
Director.
Pays tax at higher rate.

10039K - Richard Whittington
Paid via clock card data with regular and overtime hours.

10041T - Joanne Farmer
A season ticket loan with associated deduction.

10055E - Marjorie Sommersby
On holiday for May period.

10063b - Stuart Baker
Court Order deduction.

10067H - Jenny Suchet
A joiner in this current April period.
Taxed as W1/M1.
No NI details provided.

10060E – Molly Snodbury
A married woman with NI letter B
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EXAMPLE OF A PAYROLL CALCULATION XE "National Insurance" 

 XE "National Insurance" \t "See NI or NIC" 

 XE "Example of a payroll calculation" 

 XE "Tax" 
Figure C1 shows the current payslip for employee 10024M - Janet Jackson.

The various calculations are explained below (these are for guidance only as the actual calculations used are too complex to document here):

Tax

Taxable pay
= Basic pay - tax free deductions (pension)
= 1667.00 - 33.34 
= 
1633.66

Exclude tax allowance: 

1633.66 - (4379 * 1/12) = 1268 (taxable pay rounded down into pounds)

Tax at lower rate (10%)
= (1500 * 1/12) * 10% 
=

12.50

Tax at middle rate (23%) 
= [1268 - (1500 * 1/12)] * 23% 
=
262.89

Tax at higher rate (40%) 

=
0.00

Total tax

275.39

National Insurance - Standard rate, not contracted out.

Employee calculation on total NI'able pay of 1667.00



Earnings up to and including 
Employee Earnings Threshold (EET) 329.00 at 0%

0.00


Earnings between EET and 
Upper Earnings Limit (1667 - 329) at 10%
133.80



Total employee NI

133.80

Employer calculation on total NI'able pay of 1667.00



Earnings up to and including 
Employer Earnings Threshold (ERT) 365.00 at 0%

0.00


Earnings above ERT (1667 - 365) at 12.2%
158.84





158.84

Total NI


292.64

Pension 

Pension Scheme 1



Employee contribution
2% of £1667 = 

33.34
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Appendix D

REPORT OPTIONS AND VIEWING FACILITIES XE "Report options and viewing facilities" 
The report options and viewing facilities provided in Global 2000 modules enable you to view a report on the screen as it is being printed. You will be able to view a report in whole or in part, reformat it on the screen by suppressing columns selectively, or search for particular names or figures. Full functions are only available on Version 6.0 operating systems from October 1987; earlier versions of the operating system do not possess this facility. 

You can also alter the spool options before actually printing the report: these allow you to change the name of the report, the unit to which it is to be sent and, when printing to a spooler, to specify the priority of the report, the number of copies required and whether or not it is to be ‘held’. You can also associate a password with the report, so that only a user who knows the password can print it.

INVOKING THE REPORT VIEWING FACILITIES XE "Invoking the report viewing facilities" 
The report viewing facilities can be invoked at two separate points. First, before starting the print, you can key O or V in reply to the following prompt:



Keying O leads you to the Options screen, explained below.

Keying V causes the first screenful of the report to be displayed. The facilities available in this case are explained in detail later in Appendix D.

Alternatively, while the report is actually printing, you can interrupt it by keying <CTRL G> to the baseline prompt:



This causes the following prompt to appear:



Keying I at this point causes the text currently being printed to be displayed on the screen, with further viewing choices which are described under the Inspect option below.

When the report is being viewed, the ‘Report printing’ baseline prompt always appears to give you the opportunity to interrupt. This prompt also appears when the report is printing without being viewed. 

Keying O leads to the Options screen, explained below. Note, however, that once you have started printing the report, the spool options cannot be changed. Key V to view the first screenful of the report, if that much has been printed. See the section on viewing the report for further details.

RETURN takes you back to the previous prompt and ESCAPE allows you to cancel the printing of the report.

Figure 126 – The Options Window
THE OPTIONS SCREEN

 XE "Options screen" Keying O to the first baseline prompt causes the screen illustration in the figure above to appear. This enables you to change the title of the report, and the screen and spool options from their default settings.

You are prompted on the baseline as follows:



Key T to change the title of the report to be printed. Up to 67 characters are permitted.

Key D to alter the Display options and you are prompted for the following items:

Switch screen into wide mode XE "Switch screen into wide mode" ? This prompt only appears on screen with a wide mode facility, one that can display compressed characters in order to fit a report of 132 characters in width on the screen. Key Y or N as required.

Pause printing conditions XE "Pause printing conditions"  (1-5). The various print options are detailed below:

1  At end of report

Display report while printing? N  Report is printed but not displayed. If you are printing to a spooler, an options prompt appears at the end enabling you to inspect the report on screen or abandon it if necessary.

Display report while printing? Y  Report is displayed on screen while printing. If printing to a spooler, options are now available to inspect report or abandon it at the end.

2  Find text string

Display report while printing? N  Enables you to search for a string of up to 15 characters. When the first occurrence of the string is found, the line on which it occurs is highlighted and displayed as the first report entry on screen. You can inspect the report on screen, change the display options, continue or abandon the print.

Display report while printing? Y  Report is displayed as it prints, but stops at the screenful containing the first occurrence of the searched-for string, which is highlighted. You can inspect the on-screen report, change screen options, continue printing and displaying the report, or abandon it.

3  Don’t stop at all

Display report while printing? N (The default.)  Report is printed in the standard fashion, but can be interrupted for inspecton or to change display options.

Display report while printing? Y  Report is displayed as it prints, and can be interrupted at any point for inspecton, altering display options, or for abandoning the print.

4  Stop at page number

Display report while printing? N Report is printed up to but not including the page specified, which is displayed. At this point, a prompt appears, allowing you to inspect the report or change display options.

Display report while printing? Y  Report is displayed as it prints up to but not including the page specified. At this point, you can inspect the report, alter display options, continue printing or abandon the print.

5  Stop after each screenful 

Report is displayed as it prints. As each screenful is printed, you can inspect the report as printed so far, alter display options, continue or abandon the print.

Display report while printing? You have the option to key Y or N, as required. Note that the default here changes according to your reply to the previous prompt. Also, displaying the report while printing will slow down the printing considerably.

Key S to alter the Spool options and you are prompted for the following items:

Name. The file name of the report to be printed, as it will appear on the spooler, can be changed at this point. Up to eight characters can be used. Note that selecting the Unit XE "Unit" , Priority XE "Priority" , Copies, or Hold options causes the last four characters of the report file name to be blanked out, with replacements appearing according to your choice. The Priority, Copies and Hold options only work under V6.0 and later of the operating system.

Unit XE "Unit" . The printer unit used can be changed too, if necessary.

Priority XE "Priority" . Press RETURN to accept the default priority displayed, or select an alternative spooler priority number in the range 1 to 9. If you alter the default, the new priority will be reflected in the 8th character of the report file name. Note that if you change the priority, you will not be able to put the report on Hold as well.

Copies. Press RETURN to accept the default number of copies, or select another number of copies in the range 1 to 99. If you alter the default number of copies, the number chosen will appear in the position of the 6th and 7th characters of the report file name.

Hold. Press RETURN to accept the default N, in which case the report will be scheduled for printing in the normal way. If you haven’t altered the Priority XE "Priority"  (see above), you can key Y to hold the report on the spooler. If a priority has already been set up on the spooler, it will override this instruction. Note that if you choose Y, an H appears in the position of the 8th character of the report file name. 

Password XE "Password" . Type a password of up to eight characters which can be used to prevent unauthorised access to the report, or press RETURN to leave the report unprotected. This facility can only be used when printing to disk units. 

When you have selected the Title, Display or Spool options you require, press RETURN to continue and print the report in accordance with the parameters selected, or press ESCAPE to abandon the report.

VIEWING THE REPORT

 XE "Viewing reports" If you key V to the View prompt, the first screenful of the report is displayed on screen. Users with Global System Manager V6.0 or later will be able to use <SYSREQ> L or <SYSREQ> R to access the left or right hand sides of the screen respectively.

In order to fit each 132 column report onto a typical 79 or 80 column screen, certain columns will be truncated or omitted: vertical lines on the screen indicate the break points. Users of screens with a wide mode capability can alter the Display options (see previous page) in order to display the entire width of the report on one screen.

You are prompted on the baseline as follows:



This offers you a number of choices:

Columns XE "Columns" . Key C to cause a horizontal line of xxxs to appear (initially over the first entry of the report) as well as the following baseline prompt:




The xxxs mark the columns to be displayed on screen, and spaces indicate those to be suppressed. Using this facility, you can omit columns you don’t want to look at, so that only relevant information appears on screen, or you can cause columns that occur several fields apart to appear side by side for comparison. 

The xx in Excess chars stands for the number of characters outstanding in the width of the report which will not fit onto your screen. Each time you press the space bar to suppress a column, one will be subtracted from this number.

At this stage, users without wide screen facilities can key HOME, which will cause the screen to fill with the next width of data. Cursor and tab keys can be used to move to the appropriate points along the line, as well as up and down the screen. In addition, certain function keys may be used:

F1 reinstates the xxxs to the right of the cursor

F2 reinstates all the xxxs on the line

CLEAR will erase the xxxs to the right of the cursor

The column suppression line is not fixed on the top line of the report entries on the screen, but can be positioned wherever you require by using the cursor up and down keys. Note that using the Columns option does not affect the layout of the actual printed report in any way, although you can print out individual screens using the screen print facility <SYSREQ> P.

Like the Inspect facility, Columns is only available to those users who can use the system request function.

Inspect XE "Inspect" . Key I to cause the following prompt to appear:

Key nnn/-nnn, Columns, Find, Page, Resume:

This contains a number of options for looking at and manipulating data on screen, provided that it has already been written to disk. Inspection facilities are not available when printing directly to a printer, or when using a version of Global without the user system requests.

You can check if the user system request facility is available on your V6.2 operating system by pressing <SYSREQ> followed by the letter E. If you obtain a prompt ‘SYSTEM REQUEST’, then this facility is available and you can use the Inspect XE "Inspect"  function.

You can move from screen to screen, go to a particular line or page, search for a particular character string, or use the Columns options explained above. These facilities are described in detail in the section entitled Features of the Inspec Option.
After causing either the next screenful or next few lines of the report to appear, the prompt changes to include an additional option to press RETURN for the next screenful. When the end of the report is reached, this option changes to press RETURN to go back a screen.

Options. Key O to get the Options screen appearing again; the facilities available there have already been described above.

Note that because you are now viewing the report, you will only be able to change the Display options, not Spool options, as at the outset. If you have reached the end of the report and you choose Options, it will only be possible to view the Options screen, you will not be able to change either set of parameters.

Scroll. Key S to look through the whole report, which will automatically appear, screenful by screenful, until the end is reached.

RETURN. Press RETURN to continue to obtain the next screen of the report, with the same baseline prompt as on the first screen. Press RETURN repeatedly to reach the end of the report and the prompt:



By keying I to inspect at this point, you can manipulate the text and go back to the beginning of the report if necessary.

ESCAPE. Press ESCAPE to cause the following baseline prompt to appear:



Pressing ESCAPE to abandon the report and exit from the report viewing options; the baseline message, ‘Report cancelled’ will appear.

Keying P causes as much of the report as has appeared on screen so far to be printed.

Pressing RETURN causes the View options baseline prompt to appear again. 

FEATURES OF THE INSPECT OPTION XE "Features of the inspect option" 
Additional facilities offered by accessing Inspect XE "Inspect"  are as follows:

nnn/-nnn. Key the number of lines you wish to jump over to get to a certain line in the report, which will then be displayed on screen as the first report entry. To go back rather than forward, key in a negative number. Key + or - on their own to go forward or back a screen.

Find. Key F to find a string of up to 15 characters. Note that the Find facility is case-sensitive. If the string is found, the line in which it occurs will appear highlighted as the first report entry on the screen. To find the next occurrence of the same string, press RETURN twice.

If the string cannot be found, then the message NOT FOUND will appear at the foot of the screen.

Note that even if the searched-for string is in a suppressed column and does not appear on screen, the line in which it occurs will be highlighted and become the first report entry. To examine it, you can use the Columns option.

Only those parts of the report that have been printed can be searched.

Page. Key P to go to a particular page of the report on screen, by keying in the appropriate page number. Like Find, this function operates on parts of the report that have already been printed and not on those that haven’t.

Resume. Key R to exit from the Inspect XE "Inspect"  option, to go to the point in the report at which you entered Inspect and get the following baseline prompt:



This prompt also appears when you choose the View 1st screen option.

Note that pressing ESCAPE at this point has the same function as Resume.

RETURN. If this option appears, press RETURN to view the next screenful of the report, if there is one and if there isn’t, press RETURN to view the previous screen.

Finally, if you want to edit a report or part of a report using Writer, then you can do so by assigning $BW and BWA to appropriate units on your system. Having Writer as an option causes the following baseline prompt to appear:



Note that if you have used the Writer option to print a report the next time you want to print another report using the Writer option, the following prompt appears:




Where uuu is the unit assignment for the Writer work unit.

Key D to delete the existing print file and print the latest version of the report instead.

Pressing ESCAPE will cause the following baseline prompt to appear. The options it contains have already been documented:



Appendix E

EMPLOYEE HOLIDAY/SUSPEND HANDLING

 XE “Employee:holiday/suspend handling" 

 XE "Holiday/Suspend handling" 

 XE "Set holiday pay/suspend employee" This appendix provides examples of the use of the holiday pay and suspension features.

Figure 127 The Amend Holiday Pay Window 
HOLIDAY PAY

 XE “Holiday:pay" This is calculated for future payroll periods, i.e. the holiday will start after the current period.

The above figure shows the holiday screen for employee 10055E. She is to go on holiday for a month after the current period. She will therefore be paid for two periods, 1 (the current period) and 2 (the holiday period). Period 2 is therefore displayed as the end of holiday tax period. This is the period shown on the payslip. She will be next included in the calculation for period 3.

Figure 128 - The Amend Holiday Pay (Suspension XE "Suspension" ) Window

SUSPENSION XE "Suspension" 
This will exclude an employee from a specific number of calculation runs. The suspension can start from the current period if required.

The above figure shows the suspension screen for employee 10050E. He is to be suspended for one period starting next period. (This is because he has been included in the current payroll calculation).

(NB After the calculation run this employee will not be able to be suspended for this period, as he will have had all his payroll cumulative figures updated. The suspension facility cannot “undo” this.)

He will be included for this period’s calculation run (period 1) then suspended for period 2 and included in the calculation for period 3.

Figure 129 – The Amend Holiday Pay Window
REDUCING THE LENGTH OF HOLIDAY XE "Reducing the length of holiday" 
During a holiday, the holiday screen displays the length of holiday in number of periods and each end of period will reduce this figure by one.

The above figure shows the holiday screen for employee 10055E after one end of period has been run. There is still one ‘holiday period’ outstanding before the employee is included in a calculation run.

At this stage the figure can be amended, but a warning message will be displayed to inform you that the employee is on holiday, or that she will no longer be on holiday if the length is reduced to 0.

NB If an employee has a holiday period reduced so that they will be calculated for the same period twice then ‘end of period’ will not be able to proceed due to an inevitable duplicate record key.

The ‘end of period’ will detect this and display a Payslip History Check window. At this point a recovery procedure will be needed. It is advisable to return to an ‘end of session’ backup and amend the employee details so that the situation is avoided, or, if it was intended, return to a ‘calculation’ backup and re-run the calculation but with a different payslip date for the relevant employee.
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Appendix F

For the tax year ending 5th April 2000, the Inland Revenue have revised existing P14/P60 layouts and introduced a portrait version for laser printers. The stationery is now available from the Inland Revenue Employer’s Orderline in the following formats:

1.
End of year summary - impact printers - landscape

2.
End of year summary - impact printers - portrait

3.
End of year summary - laser printers - landscape

4.
End of year summary - laser printers - portrait

Global provides facilities for printing all of the above formats. All formats are printed using 6 lines per inch and 10 columns per inch.

Aligning continuous stationery

An alignment pattern for the first printed line on the P14’s is provided to align the continuous stationery formats for printing.

Aligning laser stationery

Normally you align stationery on laser printers using the alignment controls provided by your printer. If your hardware does not provide sufficient controls to print these forms satisfactorily, some print control facilities are available through Global System Manager. For details, see the printer customisation utility, $CUSP, documented in the Global System Manager manual.

Shown below are the settings used by Global Business Systems to control printing of the new forms on a Hewlett Packard Laserjet 5M printer during testing of the landscape format.

Test thread one, using printer hardware only.

Paper
A4

Wide A4
no

Orientation
L (landscape)

Courier
regular

Form
49 lines

Manual feed
off

Ret
medium

Economode
off

Pitch
10.00

Sym set
PC-8

Test thread two, using a format letter in a printer control file and standard printer settings.

Printer control file format letter settings (functions and sequences):

Reset 
1B45
reset printer

Portrait
1B266C304F
page orientation

10 CPI
1B2873313048
10 char per inch

6 LPI
1B266C3843
8/48 inches per line

Top margin
1B266C3145
top margin of 1 line

Text length
1B266C343746
70 text lines to bottom margin

LH margin
1B2661304C
left hand margin of 0

Printer hardware settings:

Paper
A4

Wide A4
no

Orientation
P (portrait)

Courier
regular

Form
64 lines

Manual feed
off

Ret
medium

Economode
off

Pitch
10.00

Sym set
PC-8

Index



A

Accumulator list, 223

Accumulators, 13, 95, 147, 181–82

Add a new employee, 70, 76

Adding employees to a pension scheme, 303

Adding pension scheme to the company payroll data, 60, 299

Additonal Voluntary Contributions (AVC’s), 59, 193

Address, 37, 74, 149, 175

Adjust cumulative data, 40, 89–95

Adjustment Amount/Percentage, 115

Age reporting, 180

Allocating

backup diskettes, 27

data files, 56

the data volume on the hard disk, 23

the work volume on the hard disk, 26

Attachment of earnings, 79

Automatic pension, 60, 94, 177, 195–98, 298, 301, 305

Autopay number and reference, 38, 75

Autopay report, 243

Average pay for SMP, 105

Average weekly pay for SSP, 88

B

Backup and restore data, 208

Backup diskettes, 27

Banded calculation, 196, 300

Bank account details (company), 175

Bank account details (employee), 37, 74

Benefit details file, 57

Benefits in kind

subject to NI, 57

Business miles, 134

C

Calculate average pay

SMP, 105

SSP, 87

Calculate NIC Payments, 126, 137

Calculation run, 15, 46, 120–23

Calculation type, 196, 300

Car

capacity limit, 140

description, 129

details, 129–41

details file, 325

type, 140

usage history enquiry, 161

Carried forward pay, 90

Cars without cylinder capacity, 140

Cash book, 75

Cash Manager interface, 57

Cash manager postings, 16

Cheque/Cash List, 237

Cheques, 180, 235

Class 1A NIC file, 57, 326

Class 1A NICs, 16, 126–29, 178

Clock card

data, 67, 85

defaults, 52, 178, 183

rounding, 178

Close period, 33, 124, 143–48

Nominal Posting Date, 144

Close session, 44, 117

Code number, 200

Columns, 337

Company car, 126–39

Company pension rules, 60, 196, 298

Company permanent data, 215

Contracted out

certificate number, 176, 196, 300

employee NI, 84, 94

rebate contribution, 198, 301

rebate deduction, 197, 301

Contributions, 59, 82, 130, 195, 298, 301

Control list, 43, 117, 183, 219

Control list file, 56

Court order deductions, 79

Court orders, 12, 81, 95, 182

C-out employee NI, 84, 94

Credit transfer list, 227

Credit transfer slips, 10, 213, 231

Cumulative data, 63, 89, 304

Current

holiday year, 189

payroll reports, 14, 247

period payslip enquiry, 154

tax period, 120

Cylinder capacity, 130, 134

D

Data entry, 10

Data volume, 23, 176

Date of

birth, 37, 74

joining, 37, 74

leaving, 37, 74

Days car provided, 134

Days car unavailable, 134

Debit and credit accounts, 201

Deductions, 11, 59, 77, 192, 302

Deductions list, 225

Default element, 178

Default payment method, 177

Default quantity, 178

Default reporting sequence, 179, 221

Department, 36, 71, 114, 119

amend departments, 202

employee permanent data report, 217

payroll calculation run, 122

Department description, 202

Department details report, 261

Diesel engine, 130, 142

Director’s NI rules, 92, 133

Director's NI Rules

director's NI on account, 93

Directors’ NI Rules, 73

DMAM payroll database, 25, 57, 204, 324

DSS permit number, 150, 178

E

Employee

auto pension, 94, 305

benefits, 131, 136

contribution, 130

cumulative data, 89, 304

deductions and contributions, 77, 303

details, 76, 183, 328

details (payroll master file), 57

expenses, 83

holiday/suspend handling, 99, 341

name search, 68

NI paid, 42, 84, 91

number, 62

permanent data report, 217

range, 47, 114, 119, 138, 206, 217

Employer auto pension, 94, 305

Employer NI paid, 84

Employer's NIC holiday, 12, 37, 73, 92

End of period, 14, 33, 98, 124, 143–48

End of session, 43, 116

End of year

data, 61, 67, 107–12

reports, 15

returns, 125, 149

run, 146

ENH certificate, 12, 37, 73, 92

Enquiries, 10, 152, 174

Error messages, 267

Example of a payroll calculation, 331

Example programs, 309

Expected date of confinement, 104

Expenses, 83

F

Fax, 175

Features of the inspect option, 339

File

descriptions, 311–26

linkages, 311–26

names, 311–26

structure, 311–26

File space requirements, 25

File status enquiry, 164

File structure definition, 309

File types and usage, 311

Final tax period, 97

Fuel, 127, 135, 140, 142

G

Global 2000, 9, 166

Global 3000, 9, 199

Gross pay analysis, 15, 239

Gross pay elements, 58, 191

Gross pay, taxable pay and tax paid to date, 90

Gross SSP and SMP to date, 90

H

High mileage reduction rate, 135

Higher rate of SMP, 106

Holiday

entitlement, 101, 190

pay, 99, 341

register, 16, 144, 263

- enquiry, 163

year, 151

Holiday/Suspend handling, 99–103, 341

I

Inspect, 338, 339

Installation, 19

Integration, 9

Invoking the report viewing facilities, 333

J

Justification, 186

L

Label print, 266

Label stationery parameters, 178

Leaver, 14, 39, 96, 148, 206, 266

Length of suspension, 103

Link with previous payable PIW?, 87, 88

List employees, 153

Lower pension limit, 196, 197, 300

M

Make a security copy, 43, 117, 125, 209

Market value limit, 140

Maximum days holiday to be transferred, 190

Memo, 68

Mileage band, 135, 141

Multiple employee updates, 113

Multipliers, 97, 100, 122

Multi-user facilities, 16

N

National Insurance, 331. See NI or NIC

NI

adjustment, 42, 84

compensation on SMP, 172

contributions to date, 91

director's rules, 13, 93

number, 37, 72

on benefits in kind, 131, 136

rate letter, 37, 73

rates, 62, 169

NI’able pay, 73, 92

NIC

Fuel rates maintenance, 140

holiday for employers. See Employer's NIC holiday

payments print. See Print NIC payments

Nominal

account codes, 57

codes, 62, 199

posting date, 144

Nominal Ledger interface, 57

Nominal Ledger postings, 16, 62

Non-pensionable pay to date, 94, 305

Note and coin analysis, 241

Notepad, 69, 176

Number of

cars used, 133

pay periods, 121

qualifying days per week. See SSP

O

OCR line on credit transfer slips, 180

Options screen, 334

Original value, 130

Overview, 9

P

P35, 251

P45

certificates, 265

gross pay and tax, 37, 72

P60

certificates, 264

stationery, 264

Parallel running, 63

Password, 174, 336

Pause printing conditions, 335

Pay frequency, 9

Payment method, 9, 36, 37, 71, 97, 100

Payments and deductions, 11, 77

Payments list, 213

Paypoint, 36, 71

Payroll

action report, 123

calculation, 14, 44, 120–23

calculation report, 247

list, 14, 182, 221

reconciliation report, 146, 259

run parameters, 46, 120

Payslip, 233

date, 47, 97, 100, 122

history enquiry, 155

stationery, 14, 180

Pension, 37, 61, 74, 94, 195, 306

contribution, 83, 198, 301

deduction, 78, 197, 301, 302, 304

handling in Global Payroll, 297

providers report, 249, 306

scheme accumulators, 198, 306

scheme c-out number, 196, 300

scheme name, 196, 300

Periodicity, 150, 176

Periods of holiday, 99

Periods of payslip history records to keep, 180

Personnel code, 36, 71

PIW - Period of Incapacity for Work. See SSP

Posting to

Global 2000 Nominal Ledger/Global 3000 General Ledger, 54, 83, 184

Global 2000/3000 Cash Manager, 16, 54, 146, 150

PRD, 28, 176

Previous tax period, 97, 99

Print company name on cheque stationery, 180

Print control list, 43, 63, 117

Print labels, 266

Print NIC payments, 127, 138, 139

Priority, 80, 81, 336

Private use, 135

Profit centre, 202

Protected pay, 79

Provisional payments list, 15, 119, 245

PRW, 28, 150, 176

Purge history, 165, 206

Purge option, 139

Q

Quantity prompt, 178

R

Rates, 62, 167

Reallocate data files, 50, 151, 204

Record

formats, 311–26

lengths, 311–26

Recoverable

ENH to date, 92

SSP, 172

Recovering the data, 209

Reducing the length of holiday, 343

Refund authorisation, 72

Registration number, 129, 134

Reinstate leavers after end of period, 98

Reorganise data files, 205

Report options and viewing facilities, 333

Reporting sequences, 179, 221

Rounding parameters, 178

S

Sample data for Global Payroll, 28, 31, 50, 327–29

Sample reports, 212–66

Scale charge rate, 141

Scottish variable rate, 11, 72

Search criteria, 115

Search window, 68

Securing the data, 209

Security, 17

Security disk cycles, 208

Set holiday pay/suspend employee, 99–103, 341

Set leavers, 39, 96, 98, 183

Setting company pension rules, 196

Setting up pension deductions and contributions, 302

Set-up, 49

Sex, 36, 71

SMP, 11, 104–6

payment list, 183, 257

rates, 62, 104, 171

SMP and SSP history enquiry, 160

SSP, 11, 87–88

payment list, 255

period of incapacity for work, 87

recoverable, 172

Standard rate letter, 115

Start new holiday year, 102, 124, 151, 189, 190

Starters, 147

Statutory maternity pay. See SMP

Statutory sick pay. See SSP

Student Loans

collection rates, 171

deductions for collection of, 192, 193

Submission file name, 150

Submission of end of year returns on magnetic media?, 178

Superannuation deductions, 59, 192, 304

Suspension, 14, 99, 103, 176, 342

Switch screen into wide mode, 334

System maintenance, 165–207

System parameters, 50, 175–90

T

Tax, 331

code, 37, 72, 114

code suffix, 114

credit, 191

district, 149, 176

district code, 149

period, 100

rates, 62, 168

reference, 149, 176

table, 150, 176

year, 133, 137, 149

Temporary data file, 57, 318

Threshold table, 197, 301

Translation table for posting to Global 3000, 202

U

Unit, 150, 336

Unpaid maternity leave, 104, 106

Unpaid tax refund, 90

Upper limit, 141

V

Viewing reports, 337

W

Week 1/Month 1, 72

Week 53 taxable pay and tax, 90

Week1/Month1 basis, 37

Weekly payroll, 121

Weekly rate, 171

Window facility, 40, 69

Work volume, 26, 176



Readers’ Comments

Please use this form to note any errors or omissions you find in this manual. Attach it to a standard fax form and fax it to the Global Hotline on 0171-404 2378.

Manual: Global 3000 Payroll Manual Version 6.6

Your name: 

Job Title:

Company:

Address:



Please describe the problem:

 (More space over)


























































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



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┌─────────────────────── AMEND EMPLOYEE CUMULATIVE DATA ──────────────────────┐


│                                                             Tax period  1   │


│ Employee number 10065F Brightman Sarah-Jayne                Department  5   │


├─────────────────────────────────────────────────────────────────────────────┤


│                                               Amount  Adjustment      Result│


│                                               ──────  ──────────      ──────│


│                                                                             │


│ NI at rate A     Earnings up to LEL           291.00        0.00      291.00│


│ ────────────     Earnings LEL to EET           38.00        0.00       38.00│


│                  Earnings EET to ERT           36.00        0.00       36.00│


│                  Earnings ERT to UEL          843.00     -208.00      635.00│


│                  Total NI paid                190.82      -46.25      144.57│


│                  Employee NI paid              87.93      -20.83       67.10│


│                  Employee's NI rebate           0.00        0.00        0.00│


│                  Employer's NI rebate           0.00        0.00        0.00│


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Back, Forward, Help, NI, <CR> to confirm
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






























































┌────────────────────────── PAYROLL RUN PARAMETERS ───────────────────────────┐


│                                                                             │


│                                                                             │


│              Previous tax period                               12           │


│              Current tax period                                 1           │


│              Number of pay periods                              1           │


│                                                                             │


│                                                                             │


│                                                                             │


├─────────────────────────────────────────────────────────────────────────────┤


│                                                                             │


│              Last run performed by Nuri at 17.15 on 30/04/00.               │


│                                                                             │


│                                                                             │


│                  Employees processed  - First to Last                       │


│                  Credit transfer date - 30/04/00                            │


│                  Payslip date         - 30/04/00                            │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘





Key <CR> to continue, <ESC> to exit 





_







































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























┌───────────────────────── SYSTEM PARAMETERS - PAGE 2 ────────────────────────┐


│                                                                             │


│    General     Automatic pension or rebate calculation in use?          Y   │


│    ───────     Include SSP and SMP in pension calculations?             N   │


│                Automatic generation of employee number in use?          N   │


│                Next employee number                                         │


│                Default payment method                                Crtr   │


│                Net pay rounding (Up/Down/Near/None)                  Down   │


│                Rounding amount                                       0.05   │


│                Set Class 1A National Insurance Contributions?           Y   │


│                Submission of End of Year returns on Magnetic Media?     Y   │


│                  DSS permit number        123456789                         │


│                                                                             │


│    Clock Card  Rounding (Up/Down/Near)                               Down   │


│    ──────────  Quantity prompt (Time/Decimal)                     Decimal   │


│                Default element                                              │


│                Default quantity                                             │


│                Allow default values for clock card rates?               N   │


│                                                                             │


│    Labels      Label stationery: Number of columns  2  Depth in lines  80   │


│    ──────      Start positions        5   45                                │


│                Depth of labels    6             Lines between labels    2   │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Back, Clock card, General, Labels, <CR> to continue, <ESC> to exit











































































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





















































┌───────────────────────── SYSTEM PARAMETERS - PAGE 6 ────────────────────────┐


│                                                                             │


│GL/NL posting  Post to Global 2000 Nominal Ledger?  (Y/N)                 N  │


│─────────────  Post to Global 3000 General Ledger?  (Y/N/O)               N  │


│                G3000 Units: Parameters      Gen Ledger       Programs       │


│                Company in General/Nominal Ledger                            │


│                Alphanumeric codes         Account code length               │


│                Default NL codes from preceding screen?                      │


│                Post net pay?                                                │


│                Use translation table for posting to GL3000?                 │


│                Payroll system-id        Last file sequence number           │


│                Right Justify:                                               │


│                 Company id's?    Profit Centre ID's?    Account Codes?      │


│                                                                             │


│CM posting     Post to Global 2000 Cash Manager?  (Y/N)                   N  │


│──────────     Post to Global 3000 Cash Manager?  (Y/N/O)                 N  │


│                G3000 Units: Parameters      Cash Manager      Programs      │


│                Company in Cash Manager     Leading zeros on cheque nos?     │


│                Single Cash Book?           Default Cash book                │


│                Use translation table for posting to CM3000?                 │


│                Payroll system-id        Last file sequence number           │


│                Right Justify Cash Book Codes?                               │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Back, GL/NL posting, CM posting, <CR>, <ESC> to exit










































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





































































































┌────────────────────── AMEND EMPLOYEE STATUTORY SICK PAY ────────────────────┐


│                                                             Tax period  2   │


│ Employee number 10021J Beck Paul                            Department  1   │


├─────────────────────────────────────────────────────────────────────────────┤


│                                                                             │


│      Start of this PIW                  01/05/00                            │


│      Link with previous payable PIW?           N                            │


│                                                                             │


│      Calculate average weekly pay?             Y                            │


│      Average weekly pay for SSP           230.76                            │


│                                                                             │


│      Days for which SSP payable this run      20                            │


│      Number of qualifying days per week        5                            │


│      Pay SSP as a separate element?            N                            │


│                                                                             │


│      Days for which SSP payable this year     20                            │


│      SSP days paid since joining               4                            │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Help, <CR> to confirm





┌─────────────────────── AMEND EMPLOYEE CUMULATIVE DATA ──────────────────────┐


│                                                             Tax period  1   │


│ Employee number 10056E Hopgood Alison                       Department  5   │


├─────────────────────────────────────────────────────────────────────────────┤


│                                               Amount  Adjustment      Result│


│                                               ──────  ──────────      ──────│


│                                                                             │


│ Pay              Gross pay to date            583.33        0.00      583.33│


│ ───              Taxable pay to date          583.33        0.00      583.33│


│                  Carried forward pay            0.01        0.00        0.01│


│                                                                             │


│                                                                             │


│ Tax              Tax paid to date              25.80        0.00       25.80│


│ ───              Unpaid tax refund              0.00        0.00        0.00│


│                                                                             │


│                                                                             │


│ SSP              Gross SSP to date              0.00        0.00        0.00│


│ ───                                                                         │


│                                                                             │


│ SMP              Gross SMP to date              0.00        0.00        0.00│


│ ───                                                                         │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Forward, Help, Pay, Tax, SSP, MP, <CR> to confirm


_











┌─────────────────────── AMEND EMPLOYEE CUMULATIVE DATA ──────────────────────┐


│                                                             Tax period  1   │


│ Employee number 10038I Butler George                        Department  4   │


├─────────────────────────────────────────────────────────────────────────────┤


│                                               Amount  Adjustment      Result│


│                                               ──────  ──────────      ──────│


│                                                                             │


│ NI at rate D     Earnings up to LEL             0.00        0.00        0.00│


│ ────────────     Earnings LEL to EET            0.00        0.00        0.00│


│                  Earnings EET to ERT            0.00        0.00        0.00│


│                  Earnings ERT to UEL            0.00        0.00        0.00│


│                  Total NI paid                  0.00        0.00        0.00│


│                  Employee NI paid               0.00        0.00        0.00│


│                  Employee's NI rebate           0.00        0.00        0.00│


│                  Employer's NI rebate           0.00        0.00        0.00│


│                  C-out Employee NI              0.00        0.00        0.00│


│                  C-out NI'able pay              0.00        0.00        0.00│


│                                                                             │


│                  Director's NI'able pay      3333.00        0.00     3333.00│


│                  Director's employee NI         0.00        0.00        0.00│


│                  Director's total NI            0.00        0.00        0.00│


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Back, Forward, Help, NI, <CR> to confirm
































































































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┌─────────────────── AMEND EMPLOYEE END OF YEAR GENERAL DATA ─────────────────┐


│                                                 Tax year to 5th April 2000  │


│ Employee number 10021J Beck Paul                             Department  1  │


├─────────────────────────────────────────────────────────────────────────────┤


│ Gen    NI no.      YY159753A    Tax code       478L      Tax basis    Dir N │


│ ───    Superann.        0.00    Wk 53 gr pay       0.00  Wk 53 tax     0.00 │


│        SMP pay          0.00    SSP pay            0.00  Date left          │


│                                                                             │


│                            This employment        Previous           Total  │


│                            ───────────────        ────────          ──────  │


│ Tax   Gross (taxable) pay         12000.00            0.00        12000.00  │


│ ───   Tax paid                     1529.29            0.00         1529.29  │


│                                                                             │


├───────────────NI CONTRIBUTIONS AT CURRENT AND PAST THREE RATE───────────────┤


│   Employee  Pay subject to  Employee NI at  Pay subject to  Employee   Rate │


│   NI paid    employee's NI  contracted out   employee's NI  + employer      │


│                             (upper) rate     at C-out rate  NI paid         │


│     856.80       12000.00             0.00            0.00      1792.32  A  │


│       0.00           0.00             0.00            0.00         0.00     │


│       0.00           0.00             0.00            0.00         0.00     │


│       0.00           0.00             0.00            0.00         0.00     │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, General, Tax, NI, <CR> to confirm
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┌─────────────────────────UPDATE EMPLOYEE 1A NIC DETAILS──────────────────────┐


│                                                                             │


│ Employee number 10027Q Cook                  Donald           Department  4 │


├─────────────────────────────────────────────────────────────────────────────┤


│ General      Employee status       CURRENT NI number              YD147852B │


│ ───────      Number of cars used         2 Tax year car used           1999 │


│              Apply director's rule?      N Tax year for Class 1A NIC   2000 │


│              Total Class 1A NIC     374.26                                  │


│                                                                             │


│ Car details  Registration number  P939 JRQ Isuzu Piazza                     │


│ ───────────  First registration   02/05/96 Original market value   10000.00 │


│              Diesel engine?              N Accessories fitted          0.00 │


│              Cylinder capacity     2200.00 Accessories added           0.00 │


│                                            Employee contribution      0.00  │


│                                                                             │


│ Business use Start of use         14/08/97 End of use              05/04/98 │


│ ──────────── Days car provided         235 Days car unavailable           0 │


│              Business miles       13600.00 Mileage band                   C │


│                                                                             │


│ Private use  Private use payment     0.00  NIC due on private fuel?       Y │


│ ───────────                                                                 │


│ Class 1A NIC Fuel contribution      121.68 Total NIC on this car     218.26 │


└─────────────────────────────────────────────────────────────────────────────┘


Key employee, Amend, Gen, Car, Bus, Priv, Del, <ESC>


_








┌─────────────────────────── CALCULATE NIC PAYMENT ───────────────────────────┐


│                                                                             │


│                                                                             │


│                                 Options                                     │


│                                 ───────                                     │


│                                                                             │


│                  Employee range  First   to  Last                           │


│                                                                             │


│                  Calculation date  31/01/00                                 │


│                  PRR12                                                      │


│                                                                             │


│                                                                             │


│           Last calculation performed by Nuri on 25/04/00                    │


│                                                                             │


├─────────────────────────────────────────────────────────────────────────────┤


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Calculate, <ESC>








┌──────────────────────────── PRINT NIC PAYMENTS ─────────────────────────────┐


│                                                                             │


│                       Contributions for tax year 2000                       │


│                                                                             │


│                                                                             │


│             Report option (All, Car, Employee, Final)  A                    │


│                                                                             │


│                                                                             │


│                                                                             │


│                          ──────── Range ────────        Purge option        │


│                                                                             │


│      Employee details   First      to   Last               None             │


│                                                                             │


│      Car details        First      to   Last               None             │


│                                                                             │


│                                                                             │


├─────────────────────────────────────────────────────────────────────────────┤


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


_
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┌──────────────────── AMEND EMPLOYEE STATUTORY MATERNITY PAY ─────────────────┐


│                                                             Tax period  2   │


│ Employee number 10035F Baker Julie                          Department  1   │


├─────────────────────────────────────────────────────────────────────────────┤


│                                                                             │


│                                                                             │


│         Expected date of confinement  25/05/00                              │


│         SMP start date         15/03/00                                     │


│                                                                             │


│         SMP to be paid?        Y                                            │


│         SMP weeks to pay         4                                          │


│         SMP weeks to date      14                                           │


│                                                                             │


│         Calculate average pay? N                                            │


│                                                                             │


│         Higher rate of SMP          384.69                                  │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Help, <CR> to confirm
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









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

















┌────────────────────────── PAYROLL RUN PARAMETERS ───────────────────────────┐


│                                                                             │


│                                                                             │


│              Previous tax period                               51           │


│              Current tax period                                52           │


│              Number of pay periods                              1           │


│              Is this the last period of the current tax year?   Y           │


│                                                                             │


│                                                                             │


├─────────────────────────────────────────────────────────────────────────────┤


│                                                                             │


│              Last run performed by doma at 16.45 on 28/01/00.               │


│                                                                             │


│                                                                             │


│                  Employees processed  - First to Last                       │


│                  Credit transfer date - 28/01/00                            │


│                  Payslip date         - 28/01/00                            │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘
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
























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
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









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





































































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6.6                            GLOBAL - PAYROLL


                               ────────────────


                                 END OF PERIOD


                       ─────────────────────────────────


                       Make a security copy. . . . . . 1


                       Class 1A NICs . . . . . . . . . 2


                       Close period. . . . . . . . . . 3


                       End of Year Returns . . . . . . 4


                       Start new holiday year. . . . . 5


                       Exit. . . . . . . . . . . . .<CR>





                       Please select a function       :



































┌────────────────────────────CREATE NIC 1A FILE───────────────────────────────┐


│                                                                             │


│ Option       Name order(Y/N)  N           Tax year from 6 April 1999        │


│ ──────                                                                      │


├─────────────────────────────────────────────────────────────────────────────┤


│                                                            Dir. B/fits  No. │


│No Number Surname              Other names    Dept  Status  rule? Y/N   Cars │


├─────────────────────────────────────────────────────────────────────────────┤


│ 1 10021J Beck                 Paul             1  CURRENT    N    N      0  │


│ 2 10023L Jenkinson            Lenny            1  CURRENT    N    N      0  │


│ 3 10024M Jackson              Janet            2  CURRENT    N    Y      1  │


│ 4 10025N Nicholson            Jack             3  CURRENT    N    Y      1  │


│ 5 10026P Miller               Emilly           3  DELETED    N    N      0  │


│ 6 10027Q Cook                 Donald           4  CURRENT    N    Y      2  │


│ 7 10028R Helven               Marie            4  CURRENT    N    N      0  │


│ 8 10030A Johnson              Mike             1  CURRENT    N    N      0  │


│ 9 10033D Cooper               Gary             2  CURRENT    N    N      0  │


│10 10034E Armstrong            Niel             5  CURRENT    N    N      0  │


│11 10035F Baker                Julie            1  CURRENT    N    N      0  │


│12 10038I Butler               George           4  CURRENT    Y    N      0  │


│13 10039K Whittington          Richard          1  CURRENT    N    N      0  │


│14 10040D Ashpole              Jackie           1  CURRENT    N    N      0  │


└─────────────────────────────────────────────────────────────────────────────┘


Key line number, Amend, Create, Get, Option, <CR> page, <ESC>
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────────────────────────────────────────────────────────────────────────────────





6.6                            GLOBAL - PAYROLL


                               ────────────────


                                 CLASS 1A NICS


                       ─────────────────────────────────


                       Create/update NIC 1A File . . . 1


                       Create/amend Company Cars . . . 2


                       Create/amend Other Benefits . . 3


                       Update Employee Car Details . . 4


                       Update Emp'ee Benefit Details . 5


                       Calculate NIC Payments. . . . . 6


                       Print Payments. . . . . . . . . 7


                       Update Scale Charge Tables. . . 8


                       Exit. . . . . . . . . . . . .<CR>





                       Please select a function       :













































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
































┌────────────────────────── AMEND OTHER BENEFIT DETAILS ──────────────────────┐


│                                                                             │


│ No   Benefit type                   Benefit code  Description               │


│                                                                             │


│  1   A   Assets transferred           ASSET       Garage 99                 │


│  2   B   Payments made                PAYMNT      CC 5409 4359 5309 2919    │


│  3   C   Vouchers                     VOUCHR      LV 3500                   │


│  4   D   Living accommodation         ACCOMM2     Penthouse Suite           │


│  5   D   Living accommodation         ACCOMM3     14 The Vale               │


│  6                                                                          │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key line, Amend, Start, <ESC> to exit






















































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



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












































┌───────────────────────────── PAY RUN DETAILS ───────────────────────────────┐


│                                                                             │


│      Employee number  10024M  Jackson Janet                                 │


│                                                                             │


│      Payslip Date 30/04/00                            Net Pay     1219.00   │


│                                                                             │


├─ Clock card ──┬──── Payments ──────┬─── Deductions ───┬─ Period ─┬ Tax Code ┤


│ Rate     Qty  │                    │                  │    1     │ 437H     │


│               │Basic Pay    1667.00│Tax pd.     280.88├─ NI no ──┼─ NI let ─┤


│               │                    │Nat Ins     133.80│YY159852A │    A     │


│               │                    │Emp'ee Pen1  33.34├──────────┴──────────┤


│               │                    │                  │   Figures to date   │


│               │                    │                  │   ───────────────   │


│               │                    │                  │                     │


│               │                    │                  ├─ Gross ──┬─ Sup An ─┤


│               │                    │                  │   1667.00│     33.34│


│               │                    │                  ├─ Taxable ┼─ Tax pd ─┤


│               │                    │                  │   1633.66│    280.88│


│               │                    │                  ├── SSP ───┼── SMP ───┤


│               │                    │                  │      0.00│      0.00│


│               │Total Pay    1667.00│Tot ded     448.02├─ NI EE ──┼─ Tot. NI ┤


│               │B/Fwd Pay       0.03│C/Fwd Pay     0.01│    133.80│    292.64│


└───────────────┴────────────────────┴──────────────────┴──────────┴──────────┘


Key employee number, Search, <CR> for next, <ESC> to exit





┌────────────────────────────── PAYSLIP HISTORY ──────────────────────────────┐


│                                                                             │


│   Employee number  10024M  Jackson Janet                                    │


│                                                                             │


├─────────────────────────────────────────────────────────────────────────────┤


│     Payslip                                                                 │


│       date    Prd/Yr        Gross pay    Tax paid     NI paid    Net pay    │


├─────────────────────────────────────────────────────────────────────────────┤


│ 1  30/04/00     1/2000         1667.00      280.88      133.80     1219.00  │


│ 2  31/03/00    12/1999         1667.00      280.89      138.10     1214.65  │


│ 3  29/02/00    11/1999         1667.00      281.12      138.10     1214.45  │


│ 4  31/01/00    10/1999         1667.00      281.12      138.10     1214.45  │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key line number, Window, <ESC> to exit





┌────────────────────────────── SSP/SMP HISTORY ──────────────────────────────┐


│                                                                             │


│   Employee number  10035F  Baker Julie                                      │


│                                                                             │


├─────────────────────────────────────────────────────────────────────────────┤


│  Payslip         ── SSP Paid ── ─────── Period ────── ──── Year to Date ─── │


│    date  Prd/Yr   days    rate       SSP        SMP        SSP        SMP   │


├─────────────────────────────────────────────────────────────────────────────┤


│ 30/04/00  1/2000     0   0.0000       0.00       0.00       0.00       0.00 │


│ 31/03/00 12/1999     0   0.0000       0.00       0.00       0.00    2638.05 │


│ 29/02/00 11/1999     0   0.0000       0.00       0.00       0.00    2638.05 │


│ 31/01/00 10/1999     0   0.0000       0.00       0.00       0.00    2638.05 │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key employee number, Search, <CR> for next, <ESC> to exit













































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         This program installs Global Payroll.


         It starts by asking you a series of questions to decide how


         the installed software and data is to be arranged, then


         prepares the required hard disk volumes, copies the software


         to them, and updates the GSM menu on your computer to


         include a line for Payroll.





                  You can press ESCAPE at any prompt to abandon the


         installation if you make a mistake, and then start again.


         The computer you are currently using is attached to other


         computer(s) as part of a network environment.


         Please type the identification letter of the computer onto


         which you wish to install Payroll, or press


         RETURN to install onto the computer you are using:























┌────────────────────── TAX RATES AND BANDS MAINTENANCE ──────────────────────┐


│                                                                             │


│                  Band   Std UK Rates (%)   Scottish Rates (%)               │


│                  ────   ────────────────   ──────────────────               │


│         1     1500.00              10.00                10.00               │


│         2    26500.00              23.00                23.00               │


│         3        0.00              40.00                40.00               │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│        Maximum rate for K codes    50.00                50.00               │


├─────────────────────────────────────────────────────────────────────────────┤


│                                                                             │


│ System data     Effective date 06/04/00    End date 31/03/01                │


│ ───────────     Narrative  Valid from 06/04/00 - 31/03/01                   │


│                 Rates file name PRR14                                       │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Maximum rates, System data, <CR> to confirm





┌─────────────────────────── NI RATES MAINTENANCE ────────────────────────────┐


│                                                                             │


│ Table                            Table A         Table B         Table C    │


│ ───── Week   Month   Year       EE%     ER%     EE%     ER%     EE%     ER% │


│                                                                             │


│  1   67.00  291.00   3484    0.0000  0.0000  0.0000  0.0000  0.0000  0.0000 │


│  2   76.00  329.00   3952    0.0000  0.0000  0.0000  0.0000  0.0000  0.0000 │


│  3   84.00  365.00   4385   10.0000  0.0000  3.8500  0.0000  0.0000  0.0000 │


│  4  535.00 2319.00  27820   10.0000 12.2000  3.8500 12.2000  0.0000 12.2000 │


│  5 *** above UEL ***                12.2000         12.2000         12.2000 │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│ Limits   Lower  1  EE Threshold  2  ER Threshold  3  Upper  4               │


│ ──────                                                                      │


│                                                                             │


│                                                                             │


│                                                          COSRS       COMPS  │


│ Rebates  Standard rate c-out rebate (%)  EE  1.6000  ER  3.0000  ER  0.6000 │


│ ───────  Reduced rate c-out rebate  (%)  EE  0.0000  ER  3.0000  ER  0.6000 │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Table, Limits, Rebates, <CR> to confirm





┌──────────────────────────── MAINTAIN OTHER RATES ───────────────────────────┐


│                                                                             │


│                                                                             │


│  SSP             Weekly rate                    60.20                       │


│  ───             Recover employers SSP?             Y                       │


│                  Recovery threshold             13.00 %                     │


│                                                                             │


│                                                                             │


│                                                                             │


│  SMP             Standard rate of SMP           60.20                       │


│  ───             NI compensation on SMP          5.00                       │


│                  Percent reclaimable            92.00                       │


│                  No. of weeks to pay SMP           18                       │


│                  Weeks prior to EWC for QW         15                       │


│                  Higher rate percentage         90.00 for  6 weeks          │


│                                                                             │


│                                                                             │


│                                                                             │


│  CSL             Collection Percentage           9.00 %                     │


│  ───             Annual Threshold               10000 p.a.                  │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, <CR> to confirm
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┌───────────────────────── SYSTEM PARAMETERS - PAGE 2 ────────────────────────┐


│                                                                             │


│    General     Automatic pension or rebate calculation in use?          Y   │


│    ───────     Include SSP and SMP in pension calculations?             N   │


│                Automatic generation of employee number in use?          N   │


│                Next employee number                                         │


│                Default payment method                                Crtr   │


│                Net pay rounding (Up/Down/Near/None)                  Down   │


│                Rounding amount                                       0.05   │


│                Set Class 1A National Insurance Contributions?           Y   │


│                Submission of End of Year returns on Magnetic Media?     Y   │


│                  DSS permit number        123456789                         │


│                                                                             │


│    Clock Card  Rounding (Up/Down/Near)                               Down   │


│    ──────────  Quantity prompt (Time/Decimal)                     Decimal   │


│                Default element                                              │


│                Default quantity                                             │


│                Allow default values for clock card rates?               N   │


│                                                                             │


│    Labels      Label stationery: Number of columns  2  Depth in lines  80   │


│    ──────      Start positions        5   45                                │


│                Depth of labels    6             Lines between labels    2   │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Back, Clock card, General, Labels, <CR> to continue, <ESC> to exit
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
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









































┌───────────────────────── SYSTEM PARAMETERS - PAGE 6 ────────────────────────┐


│                                                                             │


│GL/NL posting  Post to Global 2000 Nominal Ledger?  (Y/N)                 N  │


│─────────────  Post to Global 3000 General Ledger?  (Y/N/O)               N  │


│                G3000 Units: Parameters      Gen Ledger       Programs       │


│                Company in General/Nominal Ledger                            │


│                Alphanumeric codes         Account code length               │


│                Default NL codes from preceding screen?                      │


│                Post net pay?                                                │


│                Use translation table for posting to GL3000?                 │


│                Payroll system-id        Last file sequence number           │


│                Right Justify:                                               │


│                 Company id's?    Profit Centre ID's?    Account Codes?      │


│                                                                             │


│CM posting     Post to Global 2000 Cash Manager?  (Y/N)                   N  │


│──────────     Post to Global 3000 Cash Manager?  (Y/N/O)                 N  │


│                G3000 Units: Parameters      Cash Manager      Programs      │


│                Company in Cash Manager     Leading zeros on cheque nos?     │


│                Single Cash Book?           Default Cash book                │


│                Use translation table for posting to CM3000?                 │


│                Payroll system-id        Last file sequence number           │


│                Right Justify Cash Book Codes?                               │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Back, GL/NL posting, CM posting, <CR>, <ESC> to exit




























































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┌───────────────────────────── PURGE HISTORY FILE ────────────────────────────┐


│                                                                             │


│                                Purge Options                                │


│                                ─────────────                                │


│                                                                             │


│                      Employee range First  to  Last                         │


│                                                                             │


│                                  Dept All                                   │


│                                                                             │


│                    Purge payslips dated before 06/04/1999                   │


│                                                                             │


│                        Purge printed P45 details? N                         │


│                                                                             │


│                               Leavers only? N                               │


│                                                                             │


│                  Purge holiday register before year   2000                  │


│                  Purge car usage details before year  2000                  │


│                  Purge employee yearly totals before  1999                  │


├─────────────────────────────────────────────────────────────────────────────┤


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, P to purge the database, <ESC> to exit





































































































































































































































































































































































































┌─────────────────────── AMEND EMPLOYEE CUMULATIVE DATA ──────────────────────┐


│                                                             Tax period  2   │


│ Employee number 10038I Butler George                        Department  4   │


├─────────────────────────────────────────────────────────────────────────────┤


│                                               Amount  Adjustment      Result│


│                                               ──────  ──────────      ──────│


│                                                                             │


│ Pension sch. 2   Employee auto pension        176.64        0.00      176.64│


│ ──────────────   Employer auto pension        243.30        0.00      243.30│


│                  Non pensionable to date        0.00        0.00        0.00│


│                  Total employee pension       228.38        0.00      228.38│


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Back, Forward, Help, Pension, <CR> to confirm










































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















































 30/04/00 Arthur Wheeler & Company Ltd   Janet Jackson        10024M    CRTR





                Basic Pay   1667.00    TAX          275.39    1        437H





	NATIONAL IN   133.80�	Emp'ee Pen1    33.34





YY159852A    133.80


1667.00       33.34


1663.66      275.39


   0.00     1224.50
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         1667.00                442.53
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YY159852A    133.80


1667.00       33.34


1663.66      275.39


   0.00     1224.50





	NATIONAL IN   133.80�	Emp'ee Pen1    33.34





	Basic Pay   1667.00   TAX          275.39    1          437H





30/04/00 Arthur Wheeler & Company Ltd   Janet Jackson       10024M    CRTR
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For and on behalf of�Arthur Wheeler & Company Ltd





19/04/00  P. Beck			 ****750.10


**********************SEVEN FIVE ZERO
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┌──────────────────────── END OF YEAR PAY ELEMENT TOTALS ─────────────────────┐


│                                                 Tax year to 5th April 2001  │


│ Employee number 10027Q Cook Donald                           Department  4  │


├───────────────────────────────────────┬─────────────────────────────────────┤


│ Payments                        Total │ Payments                      Total │


│ ────────                              │ ────────                            │


│  1 Basic Pay                  9000.00 │ 16 Sunday Hrs                  0.00 │


│  2 Commission                    0.00 │ 17 Unauth Abs                  0.00 │


│  3 Bonus                         0.00 │ 18                                  │


│  4 Expenses                      0.00 │ 19                                  │


│  5 Ldn Weight                    0.00 │ 20                                  │


│  6 Adjustment                    0.00 │ 21                                  │


│  7 Holiday Pay                   0.00 │ 22                                  │


│  8 Sick Pay                      0.00 │ 23                                  │


│  9 Xmas Bonus                    0.00 │ 24                                  │


│ 10 Shift Allow                   0.00 │ 25                                  │


│ 11 Car Allow                     0.00 │ 26                                  │


│ 12 Basic Hours                   0.00 │ 27                                  │


│ 13 O'time Hrs                    0.00 │ 28                                  │


│ 14 Bonus Hrs                     0.00 │ 29                                  │


│ 15 Sat'day Hrs                   0.00 │ 30                                  │


│                                       │                                     │


└───────────────────────────────────────┴─────────────────────────────────────┘


Key item no, Amend, <CR> to confirm





┌─────────────────── AMEND EMPLOYEE END OF YEAR GENERAL DATA ─────────────────┐


│                                                 Tax year to 5th April 2000  │


│ Employee number 10021J Beck Paul                             Department  1  │


├─────────────────────────────────────────────────────────────────────────────┤


│ Gen    NI no.      YY159753A    Tax code       478L      Tax basis    Dir N │


│ ───    Superann.        0.00    Wk 53 gr pay       0.00  Wk 53 tax     0.00 │


│        SMP pay          0.00    SSP pay            0.00  Date left          │


│                                                                             │


│                            This employment        Previous           Total  │


│                            ───────────────        ────────          ──────  │


│ Tax   Gross (taxable) pay         12000.00            0.00        12000.00  │


│ ───   Tax paid                     1529.29            0.00         1529.29  │


│                                                                             │


├───────────────NI CONTRIBUTIONS AT CURRENT AND PAST THREE RATE───────────────┤


│   Employee  Pay subject to  Employee NI at  Pay subject to  Employee   Rate │


│   NI paid    employee's NI  contracted out   employee's NI  + employer      │


│                             (upper) rate     at C-out rate  NI paid         │


│     856.80       12000.00             0.00            0.00      1792.32  A  │


│       0.00           0.00             0.00            0.00         0.00     │


│       0.00           0.00             0.00            0.00         0.00     │


│       0.00           0.00             0.00            0.00         0.00     │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key employee no, Window, Search, <CR> for next employee, <ESC>





┌─────────────────── AMEND EMPLO┌─────────── EMPLOYEE NAME SEARCH ────────────┐


│                               │                                             │


│ Employee number 10021J Beck Pa│   Searching for all employees.              │


├───────────────────────────────│       (including prior year leavers)        │


│ Gen    NI no.      YY159753A  │   Name                                Number│


│ ───    Superann.        0.00  │                                             │


│        SMP pay          0.00  │ 1 Hopgood             Alison          10056E│


│                               │ 2 Jackson             Janet           10024M│


│                            Thi│ 3 Jenkinson           Lenny           10023L│


│                            ───│ 4 Johnson             Mike            10030A│


│ Tax   Gross (taxable) pay     │ 5 Jones               Joseph          10046E│


│ ───   Tax paid                │ 6 Ladd                Barry           10061D│


│                               │ 7 Masters             Gary            10044E│


├───────────────NI CONTRIBUTIONS│ 8 McAllen             Liam            10058S│


│   Employee  Pay subject to  Em│ 9 McKenzie            Jason           10043F│


│   NI paid    employee's NI  co│10 Miller              Emilly          10026P│


│                             (u│11 Nicholson           Jack            10025N│


│     856.80       12000.00     │12 Owensby             Matthew         10051E│


│       0.00           0.00     │13 Peters              Charlotte       10067B│


│       0.00           0.00     │14 Prendell            Peter           10042C│


│       0.00           0.00     │15 Prescott            Thomas          10049G│


│                               │16 Priest              Racheal         10045F│


└───────────────────────────────└─────────────────────────────────────────────┘


Key line number to transfer, Back, First, <CR> for next, <ESC>





┌──────────────────────── END OF YEAR DEDUCTION TOTALS ───────────────────────┐


│                                                 Tax year to 5th April 2001  │


│ Employee number 10027Q Cook Donald                           Department  4  │


├───────────────────────────────────────┬─────────────────────────────────────┤


│ Deductions                      Total │ Deductions                    Total │


│ ──────────                            │ ──────────                          │


│  1 Emp'ee Pen1                   0.00 │ 16 AVC Pen2                  300.00 │


│  2 Emp'ee Pen2                 180.00 │ 17                                  │


│  3 Emp'ee Reb2                  66.34 │ 18                                  │


│  4 Social Club                   0.00 │ 19                                  │


│  5 Tea Money                     0.00 │ 20                                  │


│  6 Union Fees                    0.00 │ 21                                  │


│  7 Staff Assoc                   0.00 │ 22                                  │


│  8 Shares                        0.00 │ 23                                  │


│  9 Adjustment                    0.00 │ 24                                  │


│ 10 O'paid Exps                   0.00 │ 25                                  │


│ 11 Court Order                   0.00 │ 26                                  │


│ 12 Maintenance                   0.00 │ 27                                  │


│ 13 Season Tkt                    0.00 │ 28                                  │


│ 14 Recovery                      0.00 │ 29                                  │


│ 15 Loan                          0.00 │ 30                                  │


│                                       │                                     │


└───────────────────────────────────────┴─────────────────────────────────────┘


Key item no, Amend, <CR> to confirm





┌───────────────────── END OF YEAR CONTRIBUTION TOTALS ───────────────────────┐


│                                                 Tax year to 5th April 2001  │


│ Employee number 10027Q Cook Donald                           Department  4  │


├─────────────────────────────────────────────────────────────────────────────┤


│                                                                             │


│                                                                             │


│                   Contributions                  Total                      │


│                   ─────────────                                             │


│                   1 Emp'er Pen1                   0.00                      │


│                   2 Emp'er Pen2                 270.00                      │


│                   3 Emp'er Reb2                 124.38                      │


│                   4 Comp Loan                     0.00                      │


│                   5 Adjustment                    0.00                      │


│                   6                                                         │


│                   7                                                         │


│                   8                                                         │


│                   9                                                         │


│                  10                                                         │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key item no, Amend, <CR> to confirm





┌───────────────────────── END OF YEAR NAME AND ADDRESS ──────────────────────┐


│                                                 Tax year to 5th April 2001  │


│ Employee number 10027Q Cook Donald                           Department  4  │


├─────────────────────────────────────────────────────────────────────────────┤


│                                                                             │


│                                                                             │


│                                                                             │


│                   Surname      Cook                                         │


│                   Forename     Donald                                       │


│                                                                             │


│                   Address      1 Chefs House                                │


│                                Kitchen Parade                               │


│                                Maryland                                     │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, <CR> to confirm





┌───────────────────────── UPDATE EMPLOYEE BENEFITS ──────────────────────────┐


│                                                                             │


│ Employee number 10027Q Cook                  Donald           Department  4 │


├─────────────────────────────────────────────────────────────────────────────┤


│ General      Employee status       CURRENT NI number              YD147852B │


│ ───────      Apply director's rule?      N Tax year of benefit         1998 │


│                                            Tax year for Class 1A NIC   1999 │


├─────────────────────────────────────────────────────────────────────────────┤


│ No Benefit    Description                    Amount  Adjustment      Result │


│ ── ───────    ───────────                    ──────  ──────────      ────── │


│  1 A ASSET    Garage 99                      750.00        0.00      750.00 │


│  2 B PAYMNT   CC 5409 4359 5309 2919        1500.00        0.00     1500.00 │


│  3 D ACCOMM2  Penthouse Suite               2000.00        0.00     2000.00 │


│  4                                             0.00        0.00        0.00 │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key line, Benefits, General, Start, <CR> to accept, <ESC> to exit








┌─────────────────────── AMEND PAYMENTS AND DEDUCTIONS ───────────────────────┐


│                                                             Tax period  1   │


│ Employee number 10021J Beck Paul                            Department  1   │


├──────────────────────────────────────┬──────────────────────────────────────┤


│ ┌───── STUDENT LOAN DETAILS ───────┐ │ Deductions      Permanent  Temporary │


│ │                                  │ │ ──────────                           │


│ │ Start Date          20/04/2000   │ │ 17 CSL               0.00       0.00 │


│ │                                  │ │                                      │


│ │ Stop Date           20/04/2001   │ │                                      │


│ │                                  │ │                                      │


│ └──────────────────────────────────┘ │                                      │


│                                      │                                      │


│                                      │                                      │


│                                      │                                      │


│                                      │                                      │


│                                      │                                      │


├──────────────────────────────────────├──────────────────────────────────────┤


│ Contributions   Permanent  Temporary │                                      │


│ ─────────────                        │ Total payments          1000.00      │


│                                      │ Total clock card           0.00      │


│                                      │ Total deductions           0.00      │


│                                      │ Total contributions        0.00      │


└──────────────────────────────────────┴──────────────────────────────────────┘


_








┌─────────────────────── AMEND EMPLOYEE CUMULATIVE DATA ──────────────────────┐


│                                                             Tax period  1   │


│ Employee number 10024M Jackson Janet                        Department  2   │


├─────────────────────────────────────────────────────────────────────────────┤


│                                               Amount  Adjustment      Result│


│                                               ──────  ──────────      ──────│


│                                                                             │


│ Pension sch. 1   Employee auto pension         33.34        0.00       33.34│


│ ──────────────   Employer auto pension         83.35        0.00       83.35│


│                  Non pensionable to date        0.00        0.00        0.00│


│                  Total employee pension        33.34        0.00       33.34│


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Back, Forward, Help, Pension, <CR> to confirm


_








┌──────────────────────── CURRENT YEAR DEDUCTION TOTALS───────────────────────┐


│                                                 Tax year to 5th April 2001  │


│ Employee number 10027Q Cook Donald                           Department  4  │


├───────────────────────────────────────┬─────────────────────────────────────┤


│ Deductions                      Total │ Deductions                    Total │


│ ──────────                            │ ──────────                          │


│  1 Emp'ee Pen1                   0.00 │ 16 AVC Pen2                  100.00 │


│  2 Emp'ee Pen2                  75.00 │ 17 CSL                         0.00 │


│  3 Emp'ee Reb2                  32.45 │ 18                                  │


│  4 Social Club                   0.00 │ 19                                  │


│  5 Tea Money                     0.00 │ 20                                  │


│  6 Union Fees                    0.00 │ 21                                  │


│  7 Staff Assoc                   0.00 │ 22                                  │


│  8 Shares                        0.00 │ 23                                  │


│  9 Adjustment                    0.00 │ 24                                  │


│ 10 O'paid Exps                   0.00 │ 25                                  │


│ 11 Court Order                   0.00 │ 26                                  │


│ 12 Maintenance                   0.00 │ 27                                  │


│ 13 Season Tkt                    0.00 │ 28                                  │


│ 14 Recovery                      0.00 │ 29                                  │


│ 15 Loan                          0.00 │ 30                                  │


│                                       │                                     │


└───────────────────────────────────────┴─────────────────────────────────────┘


Key employee no, Window, Search, <CR> for next employee, <ESC>





┌──────────────────────── CURRENT YEAR PAY ELEMENT TOTALS ────────────────────┐


│                                                 Tax year to 5th April 2001  │


│ Employee number 10027Q Cook Donald                           Department  4  │


├───────────────────────────────────────┬─────────────────────────────────────┤


│ Payments                        Total │ Payments                      Total │


│ ────────                              │ ────────                            │


│  1 Basic Pay                  3000.00 │ 16 Sunday Hrs                  0.00 │


│  2 Commission                    0.00 │ 17 Unauth Abs                  0.00 │


│  3 Bonus                         0.00 │ 18                                  │


│  4 Expenses                      0.00 │ 19                                  │


│  5 Ldn Weight                    0.00 │ 20                                  │


│  6 Adjustment                    0.00 │ 21                                  │


│  7 Holiday Pay                   0.00 │ 22                                  │


│  8 Sick Pay                      0.00 │ 23                                  │


│  9 Xmas Bonus                    0.00 │ 24                                  │


│ 10 Shift Allow                   0.00 │ 25                                  │


│ 11 Car Allow                     0.00 │ 26                                  │


│ 12 Basic Hours                   0.00 │ 27                                  │


│ 13 O'time Hrs                    0.00 │ 28                                  │


│ 14 Bonus Hrs                     0.00 │ 29                                  │


│ 15 Sat'day Hrs                   0.00 │ 30                                  │


│                                       │                                     │


└───────────────────────────────────────┴─────────────────────────────────────┘


Key Payments, Deductions, Contributions, <ESC>





┌──────────────────────── CURRENT YEAR PAY ELEMENT TOTALS ────────────────────┐


│                                                 Tax year to 5th April 2001  │


│ Employee number 10027Q Cook Donald                           Department  4  │


├───────────────────────────────────────┬─────────────────────────────────────┤


│ Payments                        Total │ Payments                      Total │


│ ────────                              │ ────────                            │


│  1 Basic Pay                  3000.00 │ 16 Sunday Hrs                  0.00 │


│  2 Commission                    0.00 │ 17 Unauth Abs                  0.00 │


│  3 Bonus                         0.00 │ 18                                  │


│  4 Expenses                      0.00 │ 19                                  │


│  5 Ldn Weight                    0.00 │ 20                                  │


│  6 Adjustment                    0.00 │ 21                                  │


│  7 Holiday Pay                   0.00 │ 22                                  │


│  8 Sick Pay                      0.00 │ 23                                  │


│  9 Xmas Bonus                    0.00 │ 24                                  │


│ 10 Shift Allow                   0.00 │ 25                                  │


│ 11 Car Allow                     0.00 │ 26                                  │


│ 12 Basic Hours                   0.00 │ 27                                  │


│ 13 O'time Hrs                    0.00 │ 28                                  │


│ 14 Bonus Hrs                     0.00 │ 29                                  │


│ 15 Sat'day Hrs                   0.00 │ 30                                  │


│                                       │                                     │


└───────────────────────────────────────┴─────────────────────────────────────┘


Key employee no, Window, Search, <CR> for next employee, <ESC>





┌─────────────────────── AMEND EMPLOYEE CUMULATIVE DATA ──────────────────────┐


│                                                             Tax period  1   │


│ Employee number 10065F Brightman Sarah-Jayne                Department  5   │


├─────────────────────────────────────────────────────────────────────────────┤


│                                               Amount  Adjustment      Result│


│                                               ──────  ──────────      ──────│


│                                                                             │


│ Pay              Gross pay to date           1208.33     -208.33     1000.00│


│ ───              Taxable pay to date         1208.33     -208.33     1000.00│


│                  Carried forward pay            0.01        0.00        0.01│


│                                                                             │


│                                                                             │


│ Tax              Tax paid to date             145.67      -42.34      103.33│


│ ───              Unpaid tax refund              0.00        0.00        0.00│


│                                                                             │


│                                                                             │


│ SSP              Gross SSP to date              0.00        0.00        0.00│


│ ───                                                                         │


│                                                                             │


│ SMP              Gross SMP to date              0.00        0.00        0.00│


│ ───                                                                         │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key Amend, Forward, Help, Pay, Tax, SSP, MP, <CR> to confirm








┌───────────────────── CURRENT YEAR CONTRIBUTION TOTALS ──────────────────────┐


│                                                 Tax year to 5th April 2001  │


│ Employee number 10027Q Cook Donald                           Department  4  │


├─────────────────────────────────────────────────────────────────────────────┤


│                                                                             │


│                                                                             │


│                   Contributions                  Total                      │


│                   ─────────────                                             │


│                   1 Emp'er Pen1                   0.00                      │


│                   2 Emp'er Pen2                 105.00                      │


│                   3 Emp'er Reb2                  60.84                      │


│                   4 Comp Loan                     0.00                      │


│                   5 Adjustment                    0.00                      │


│                   6                                                         │


│                   7                                                         │


│                   8                                                         │


│                   9                                                         │


│                  10                                                         │


│                                                                             │


│                                                                             │


│                                                                             │


│                                                                             │


└─────────────────────────────────────────────────────────────────────────────┘


Key employee no, Window, Search, <CR> for next employee, <ESC>
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