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IRIS GP Payroll '%

Logging On

When you install the GP Payroll software you will be presented with an icon on your
desktop that, when you double click on it, will open up the GP Payroll software.

P E |

Enter your password

—

Pazsword Levels

Practice Manager [Master] Password

This gives access to all payroll and scheduler functions pluzs
access to confidential employee details.

Payroll Password

Thiz gives access to payrall and scheduler functions only.

Check that the "Caps Lock' key iz not depressed before
entering a password,

(= 6] [= 0]

You will be required to enter in the password, depending on the password you enter
you will either has full access to the software or you will be able to access the
payroll area and scheduler information, not the personal profile.

Hit enter to access the software.

You will be taken to the main screen where there are a number of buttons that you
can click on the take you in to different areas of the software.

Hew Change Mote an
Employee Employee Employee
Details Details Leaver
= | &

a0

Payroll Print Output / Vi

. — iew Output
Calculations Export Data - p

&Tc:gﬂ:f':? End of Year Setup/ Dptions
‘ Alerts Scheduler ‘ M':::EEES ‘

Comect Backup _

Help 9 ‘ Ermrors Restore ‘ Exit X

IRIS Online QI

© Pin Point Training
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IRIS GP Payroll

Program Set Up Options

There are various set up options that are avalible in GP Payroll, some that should be
checked or adjusted before the package is ready to use and others that may only
need to be accessed occasionally to set up or use a specific function.

To access the program set ups and option click on the Setup/Options button on the
main screen.

‘ Setup/ Options ‘

There are 15 tabs in the Setup/Options screen, as mentioned above you should
check or adjust some of these options before we use the program and others you
will use occasionally. There are also a few options that you will never change.

Setup Options

| 12 - Tax INIC Parameters | 13 - Screen Appearance | 14 - Automatic program upgrade | 135 - Previous yvears' payrolls |

| 9 - Design User-definable Summaries 10 - Rearrange Employee Order | 11 - Automatic Change of Tax Codes
| 5 - Staff Budgets | E - Define Employes Group Headings | 7 - Direct Banking | 8 - Accounts Link
Instructions | 1 - Program Options | 2 - Passwords | 3 - Practice PAYE Details | 4 - Practice NHS Pension Details |_
Instuctions

Thig collection of “cards" give the operator access bo various program settings. Choose a

card by "'clicking' on the card label. A summary of the function of each card iz listed below.

Set certain program switches which adjust the program operation.

Change the payroll and master passwords.

Enter or adjust the practice name, address ete. for zubmizzion to HMRAC.

Set the practice details for the MHS Pension Agency.

Diefine the three sources of pay that can be used to separate reimbursement claims.
Define the emplayes group headings for reimbursement claims.

Switch on direct bank. payments and enter practice bank details.

[ R« I O

Switch on the direct link to the IRIS GP Accounts software

o

Create user-defined templates for reimbursement claim forms.

—
=

Rearrange the order of employess.

jry

Automatically change employes tax codes when HMAL issue code changes.

—
()

Set or print the parameters uged for tax, MIC, 55P and SMP calculations.

jry
3%}

Adjust the speed that windows open when a button iz clicked.

—
=

Fiead an upgrade disc supplied by IRIS GP Payroll

ry
i

Install and operate previous years' payrolls

© Pin Point Training Page :9
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IRIS GP Payroll '%

Entering PAYE Details

It is useful to complete the practices PAYE details when you initially start using GP
Payroll as it allows you to use E-Filing. E-Filing is a way to submit information to the
Inland Revenue electronically, information such as P45 for joiners and leavers and
the End of Year filings, which is more efficient that submitting the detail on paper
and will become compulsory in the near future.

From the main screen click on Setup/Options and go to tab 3:

paper Filing:
| 12 - Tax I MIC Parameters | 13 - Screen Appearance | 14 - Automatic pragram upgrade | 15 - Previous years' payrolls | If you Wl ” be Subm |tt| ng
| 9 - Design User-definable Summaries | 10 - Rearrange Employee Order ‘ 11 - Automatic Change of Tax Codes |£ | nfo rmatl 0 n m an u al Iy by paper tO
5 - Staff Budgets 6 - Defing Employes Group H Banking g - Accourts Link

|
Instructions | 1 - Program Cptions ‘ 2 - Passwor 3 - Practice PAYE Details - Practice NHS Pension Details =t th e I n I an d Reve n Ue ] CO m p I ete the
Detas P14 /P50 Eiin nceie Py Details for P14/P60 section on this
Fractice name will inform you (probably in June,
| Julw‘AugLII‘st]Fif yoa ha\[ﬂ% q‘ilakﬁlffed ijor thé E-filing SC ree n

Practice Address | Incentive Payment.

| Tick this box when you are informed that
| you qualify for the e-filing incentive payment.

Electronic Filing

PastCade [ = i .

etz | If you are submitting information
Tar Dffice number T . .

ond lsence /1 | using E-Filing then you are
Details required fnrlntalmetSuhmlsslﬂn requ"‘ed to Complete the DetallS
Gateway USER ID v .
coosomnnd | « @ for P14/P60 section and the

Contact persan ancel D t |I R II‘ f r Int n t
EontaclTeI:phone :7 e a s equ ed 0 e. e

el | Submission section on this screen

address (optional]

(how to obtain the Gateway User
ID is explained in the next
chapter)

Note:

If you are entitled to the E-Filing Incentive payment check the tick box in the third
section of this screen and choose the month you want the deduction to be taken
from

© Pin Point Training Page :10



IRIS GP Payroll

Government Gateway
What is the Government Gateway?

You have the facility within Iris GP Payroll to communicate with the Inland Revenue
and submit information, such as P45's and End of Year returns, electronically
through the Government Gateway.

When you send messages/submission to the Inland Revenue from your practice
computer it doesn’'t go directly to the Inland Revenue. It will go to the Government
Gateway computer where it is passed to the relevant department; the Government
Gateway is therefore like a sorting office.

_— GOVERNMENT _—
GATEWAY

N
>

Practice Computer Inland Revenue Dept

When the department receives and accepts the message from the Gateway
Computer, it will send a reply back to the Gateway Computer which will then be sent
to the practice computer. If the practice computer is not connected to the internet it
will be held until the connection is next made.

The Government Gateway computer not only sorts out the messages and electronic
submissions, it also passes them on to the relevant departments and determines if
the practice computer is registered to send the messages before they are passed on.
It will only pass on the messages if it is entirely satisfied about the identity of the
computer and operator.

Therefore you must register first to prepare the Gateway for you electronic
submissions.

© Pin Point Training Page :11
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IRIS GP Payroll

Registering with the Government Gateway

To inform the Gateway of your practice details you must register with them on
online:

http://www.gateway.gov.uk

They will supply you with a USER ID which you will need to enter in the Details
Required for Internet Submission section on the Practice PAYE Details tab.

When you get to the above website click on Organisations and then click Register a
User ID.

=

Enter in your details as requested and follow the steps until the registration is
complete. You will receive a USER ID through the post within 7 days of registering.

Entering your Internet Submission Details

Once you get your USER ID through the post, log in to Iris, go to the Setup/Options
area and select tab 3 — Practice PAYE Details. Enter in the Gateway User ID that has
been provided, enter in your password which you created when you registered
online and complete the contact details.

Setup Options

‘ 12 - Tax / NIC Parameters ‘ 13 - Screen Appearance | 14 - Automatic program upgrade | 15 - Previous years' payrolls

9 - Design User-definable Summaries | 10 - Rearrange Employee Order | 11 - Automatic Change of Tax Codes

5 - Staff Budgets & - Define Employee Group Headings | 7 - Direct Banking | & - Accounts Link |—

Instructions | 1 - Program Options | 2 - Passwords | 3 - Practice PAYE Details | 4 - Practice NHS Pension Details

Deetails for P14 ¢ PEO E filing Incentive Payment

Practice name | The Revenue will infarm yau [probably in June!
JulpAugust] if you have qualified for the E-filing
incentive payment for 2006/7F.

Practice Address |

| r Tick thiz box when you are informed that
| wou qualify for the e-filing incentive papment.

Post Code Choose the month that the Incentive Payment is ta
. be deducted from your papment to the Revenue
Tan Office name | [on the P32 - see HELF screen).
T Office number
and reference / |

or [mbernet Subrnission

N

Gateway password |

Contact person | Cancel x

Contact Telephone ’7
rurnber

Contact e-mail | Help ?
[e3s [optional] /

© Pin Point Training Page :12
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IRIS GP Payroll '%

Entering Employees

There are three main steps to creating an employee: main employees details, salary
details and cumulative or year to date figures (if they are new employees).

To beging entering a new employee click on the New Employee button on the main
scree:

Huw
Emplopee
Dietals

Entering Main Employee details:

Essential fields are name, NI code and Tax code. Other fields should be completed
when info become avaliable. At the end of the year the file MUST have an NI
number and DOB to be accepted by the Revenue

Details of a new employee to the payroll

Employee Personal Details

Suname || Foiename |

Private address
* Female
Sex Mal
a8 Nurber | 7
Post Code
Telephone No Date of bith H oK e
Empl t Detail
Type of Emplayee [ 1] Nomal Staif - paid for a single post -l

He
Date Started [ Increment Date =
NI Mumber Hés/HB Mumber
M| Code Student loan deduction | No D
Tax Code Week 1/Month 1 tax code |No =
Number of S5F "
oo ore [0 [k paiter for 8SF [optons)

Eay
Details

Pension
Details

Banking
D etails

Cumulative
Figures

g

Employment details fields:

Type of employment if they are normal staff, have more than one post
etc...

Start Date When employment started

Increment Date The date of the employees next pay rise. This can be

left blank but if it has a date in it, the employer will be
noted on that month that a payrise is due and has not
been entered.

NI Number National Insurance Number

NI Code Codes: AB,C,D,E,F,G,J and L will be accepeted and
have their normal meaning. It is NOT the last letter of
their NI number and employees of GPs should be
given a standard A code*

Student Loan Deduction Only Y if/when get a Start Notice from Revenue or
P45 will have Y in student loan. Deductions worked
out automatically.

© Pin Point Training Page :13



Tax Code

Week 1 / Month 1 tax code

Number of SSP Qualifying
Days

IRIS GP Payroll

The tax code (if no P45, leave blank and can fill in
when doing the Cumulitive Figures)

Only Y if the Inland Revenue instructs you to use a
Wk1 or Mth 1

This is the number of days (including part days) when
the employee is avaliable to work. It is important that
this is correct or the SSP calcualtion may be worng. If
you intend to use the diary to note absences the
system must know the number of days employees are
expected to work.

You can also specify the work pattern for SSP which is
optional by clicking on the button.

*unless they have a valid “certificate of election” then they should have B. Over pension age and they have a
valid “certificate of age examption” then they should have C. Have joined the NHS pension scheme then they
should have D, unless they have a “certifiacate of election” then they have E. If they are of pension age and
have joined the NHS pension scheme then they have C.

© Pin Point Training
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IRIS GP Payroll

Entering Salary Details

Click on the pay details button to enter details :

Pay
Dietails

Depending on what type of employee you have selected, the box will be different

Staff with one post:

Employee Pay Details

Post Details
Past Title r Past reference number
Payment Details Budget Details
Hows/week. 0.00
- Monthly £ ’W Budget name  |Mot allocated to a budget hd
Salary g =
Bateshour £ 0.00

Cancel i:;‘
Show ratehour on payslip [ Percentage of Salary charged to budget 100.00 =

Overtime Rate/Hour £ 0.00 Help g

7 Percentage of employer's NIC B
Special Payments or Deductions cherged fo budget | 100.00 =

User-defined User-defined
addicns Deductiong Percentage of employer's pension
contribution charged to budget | 19000 %
Childcare Attachment
“ouchers Orders

A title for the employee job can be entered here. |t will appear on the print-outs of reimbursement statements. |f group
titles have been created [Setup screen Nao 7) thew can be entered bu clicking on the group check box.

Staff with multiple posts:

Employee with Multiple Posts

Details of Multiple Posts

Click. Payment Details Budget
Post to Post Tille or Houis per Rale per  Morthly  Overtime Click to View or
Humber  Includs Group Title week  Hou  salaw[E)  rate (] Change Details
1 ™ r 0.00 0.00 0.00 0.00 Mat allocated ta a budget
r T T T (s
r T T T (s
r T T T (s
r o T T (i)
Totals | 0.00 0.00 Show the rate per hour on the payslip [
Show each post separately on the pavslip [~
User-defined Additions # Deductions Special Deductions

[ User-defined Extia Papments ] Childcare Yauchers 0k »El
| Userdeined Exta Deguctions | Attachment Qrders
= Cancel '&'

This screen allows an employee to have up to 5 separate post, each with different rates of pay.
and different rates of reimbursement. Click on the left-hand option bos to activate a new post Help g‘
Click ‘DK when screen is complete.

Post Details

Post title: Job title but not neccessary when have one post
Post Ref Number: Employees ref number

Payment Details:

Three fields are interrelated, once you enter two the thrid will complete. The salary
is calculated: monthly salary =(weekly hours X hourly rate). Some practices may use
different, if so true montly salary should be entered.

Tick box to show on payslip and overtime rate entered if applicable.

© Pin Point Training Page :15




IRIS GP Payroll

Budget Details
Allows payments to be charged to one of ten budgets that you may have set up.
When you have entered in all of the information you can click OK and the pay details
button will have a small yellow tick next to it indicating that these details have been
saved:

Pay v

Dietails

Special Payments or Deductions

This area allows you to include up to three user defined additions and/or user
defined deductions per employee. Any information added in this area will appear in
the temportary adjustment screen ever single month, however if you need to amend
the details for a single payment you can do in the trmporary adjustment screen.

Click on either the addtions or deductions button in the employees pay set up

screen:
User-defined Uzer-defined
Additions Deductions

User-defined Additional Payments.

Enteiing User defined Addiional Papments
This

exlia payments to be made 1o the emplyes sach month

Use the "Add" button to add the detals of an extia payment. To edit of remave an entiy, highight the: entry by clicking on it
and then click the "Edi" or "Delete” button.

Name of edia payment Sanourt of additional | Inchuded before | Included befors | Mluded before
NHS pension
{85 appeats on paysip) payment tax calculstion. | NIC calevltion

(=)o) [c0]=B]=0]

Click on the add button to add a new addition/deduction:

Screan to define an Additional Payment

This it & fiedd for & reguisr sddtional payment. All of the detals can slio be sdusted each month st the
tempuary sdpsimenl soeen

Thes it vl be added bo e paymen |o e emplopes n s month. The chech buooss sow e payment
b0 b incladedd bef s cakeulstesd, or before NIC it calcidated, or befors NHS persion i coleulsted
Hate This addii 2 fedkd s desigred for special where the

bas/NIC, tant The payment wil be inchuded in BUDGET ¢ tions. |F paments
roed bz b wchuded i budg & "Cash Sulpatment” o Lhe emplopmen calegoy
with muiple pagments. [ses

Tt that wall sppest on & payilic to & [
e e pemenl.

Amourt of sddticnsl pamant £ 000 o @B
Highicht his bo i the sddtin is o ba inchaded in TAX caleulations ™ coreel 3

L is bow if the sddiion is o b haded in NIC cakeulations
T 2 ]
Highighl thes b f the addion i Ly be rchuded n NHS Py r

Enter in the name of the addition/deduction and the amount and specify if it is
subject to TAX, NI and Pension deductions by ticking the boxes accordingly.

When you have entered in all of the relevant information click the OK button.

L zer-defined
tdditions

© Pin Point Training Page :16




IRIS GP Payroll

Childcare Vouchers

Childcare vouchers can be supplied under certain conditions. The value of the
monthly amount should be entered. The amount will be deducted from the
employee; however they will save on TAX, NIC to a maximum of £243. It will be
deducted and will show on the payslip.

Childcare
Yaouchers

Child Youchers

Childeare Youchers

Enter the amount of the child vouchers supplied to the employee per month. I this
is the maximum then enter £243.00 as the calendar monthly maximum.

The program wil deduct this amaunt fram the emplaves every manth and will adjust
the tax, national insurance and pension contributions (up to the £243,00 maximum).

In England, WWales and N Ireland the value of the child voucher is deducted from the
pensionable pay before caloulstion of employee and employer pension contributions.

In Scotland there is no reduction in pension contributions when child wouchers are
taken. (see HELP screen)

Amount of childcare 0.00
vouchers in 3 month. £
Tick to reduce pensionable pay
M by the amaunt of the voucher.
(In England. *ales and M Ireland this tick box
should contain atick. The pension agencies insist Help 9‘

that the pension contributions are reduced when
child vouchers are purchased.|

Attachement Orders

Allows you to enter up to three attachements to earnings. Click to Add button to
enter details such as child support, community charge etc... The details of the
charge will be provided to the practice from the courts. There is a £1 optional charge
that the practice can withhold for admin costs.

Attachment
Orders

Attachments.

Entering Attachmenis of Eamings

an entry, highiight the entry by cicking on it and then click
the 'E Jete" button. To ch {and henc riiity), highlight an snity and Lse the "move up" bulton (the
fist entty has the highest priority]. See the Help scren far more information about the types of attachments

Protected Emplayer's

Type of Attachment Drder Calculation Method Amount E
arrings

o J e [ e fsomse (= @]

Cancel *3' l

Help ﬂ ‘

nnnnn nert of Eamings

o of samings dtachs g & The othés fiekds vl then be
axdpaibind, dogereheg on the dabia e for thet o of allachmend. See lhe Holp scioen ks
frces detads

Tyo o Duder | =

Method of Calculstion [

At Dodwin £ -
——J.

Probectod Earwgn £

Tk d the practce withes bo __I”" 0 J
cham the £1 adminitrstion v . 1
I bscen e prmgdeyee Hep 9

© Pin Point Training Page :17







IRIS GP Payroll

Entering Cumulative Figures

With P45

A wizard has been added to simply the process of entering the cumultive figures. On
each screen you will be required to make certain entries which will define the other
screens that are presented. You can use the Next and Back button to navigate

throught the Wizard.

Click on the Cumultive Figures button to start the Wizard.

Curmnulative

Figures

Cumulative Figures

o o Lo kel i

Iedesant pr yea This setof

oty merer: bk are Aorviand wsing the "Nt ol “Back tiorss. T “Hek” bty vl give pons
infcemston shout e choces on a pesticulas Toreen

ma ik come wih 45 hom & e employment

- g
' ol st o arcther commpules el ssien

Setect an opton and chok et

R

+ K g arglopes 1o Hoa pencin]|
\G Wﬂﬂmmw;m;m“
'L'mdg]ludp 6] | w4 Bash |! Hiet 53> H |

Has the employee supplied a P457

Sesct dable i the HELP cisari}

Yes-
* The ples hart proserded & P85 T

No -
bagrrng yest Thers ui
be re cumdatce data 1o be erdened
The empiopee el be abie 10 1uEo & FIES but vl ot be avalitle n e for
‘ the fst g
| conce €3 we @ | s

telnds ol th P45

% and
This irchudes amployess whese this rell be e second job.

= | ]

Hew Employon Wizasd

Delails from the P45,

The a5 i codde.

TaxCode  fowmap have shoady d this i th detals sceen]

e Cosche . r
Muld',El Month imcode  [ne =]
‘ Prevonn Emplopmend Pay ond Tax
TOMBALO G b D et § [ 000
\@ L L
Cwenl €3 W @ | 4ot finch | froweecs [ J

© Pin Point Training

Select one of the two options “A new
employee to the practice” or “The employee
details are being transfered from a manual
payroll or another computer payroll system.

If you selected in step one that they are a
new employee, in step two you will have to
confirm whether or not you have received
their P45.

Select either Yes or one of the three options
from No.

If you selected Yes in step 2 you will have to
provide the details from the P45 including
the Tax code, if the employee is on
Month/Week 1 Tax Code and the previous
employment Pay and Tax detalils.

The program has the facility to transmit part
3 of the P45 to the Inland Revenue.
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IRIS GP Payroll @L
Pages 20 — 75 removed

(Example only)
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