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INSTALLING PROLL

Before you install Thesaurus Payroll Manager ensure that all other running applications and Toolbars are closed.

· Insert CD in drive
· Choose a program to install by clicking on one of the options 
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· Click OK
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Click  'Setup'
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· Click ‘OK’
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· Click ‘Program Icon on left hand side’ or click spacebar to continue.  It is recommended that you accept

The directory name below. 
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· Click ‘OK’ when setup is complete.  An icon will automatically appear on your desktop.

[image: image5.png][Thesaurus 2003 Payroll Setup §

Thesaurus 2003 Payroll Setup was completed successfully





Payroll Training Manual









Page 4

OPENING A NEW COMPANY

· Double Click 'Thesaurus 2004 Standard Version' Icon
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To set up new company 

· Click 'OK'
· Click 'File'
· Click 'Add New Company'

· Read the instructions on screen and Click 'Next'
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Enter required details 

· Click 'Next' to advance

· Click 'Back' to correct entries
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· Click 'Finish'
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· Select 'Weekly' or 'Monthly' as appropriate.  In the program you can easily switch between Weekly and Monthly Payroll by selecting Window and Clicking on payroll type
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ADDING A NEW EMPLOYEE

To set up employees (or amend employee details):

· Click 'Employees'
· Click 'Add/Amend employees'
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If this is your first time to use Thesaurus Payroll you will get the following message - enter week number (or month number) as appropriate and Click 'OK'
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· PERSONAL DETAILS

· Complete the blank fields

· Any unavailable information can be entered later

· If you intend to submit a P35 on disk you must complete 'Date of Birth' for each employee

· If you are paying by Credit Transfer enter the appropriate bank details for each employee
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· REVENUE DETAILS

Enter the start date (i.e. if the employee commenced employment after 1st January)

Also enter:

· PRSI Class (this is subject to change and the program will auto detect when a change is required and prompt you to accept)

· Weekly Tax Credit (or monthly)

· Weekly Standard Rate Cut-Off Point (or monthly)
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Note:

If an employee starts after 1st Jan you will have additional entries: Start Date, Start Week Number, Cumulative Gross at start and Cumulative PAYE at start 
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· ADDITIONS/DEDUCTIONS

Here you can enter the following: 

· Up to 2 Taxable Additions (e.g. Bonus/Commission)

· Up to 2 Non Taxable Additions (e.g. Mileage)

· Up to 2 Allowable Deductions (e.g. PRSAs or Pension)

· Up to 2 Non Allowable Deductions (e.g. Union, VHI etc)

How to enter PRSAs or Pensions:

· Enter the amount of PRSA or pension in Allowable Deduction using the deduction reserved for Pensions.
· Enter any Employers Contribution in the section reserved or Employers contribution.
· If the amounts being entered are percentage amounts rather than fixed amounts, specify this by ticking the percentage check box.
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· DEPARTMENTS

Here you can set up different departments, this will allow you allocate salaries to departments.

A departmental analysis report can be obtained by:

· Click Reports

· Click Audit Trail

· Select Report (as per pg 30)
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Note

You must allocate a department to each employee in Personal Details tab
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· CUMULATIVES

This is where you enter cumulatives for an employee for the year to date - this employment only 

i.e. If you are doing a Mid Year Set Up (see pg 43 for further information on same)
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· HR

(Optional)

Here you can keep Personnel details on each employee as they commence employment. 

Note:
If you enter a review date in the HR screen the payroll will now alert to the due date 
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Save Employees details

When all the details have been entered click 'Update'
[image: image18.png]
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BENEFIT IN KIND (Cars/Vans)

· Click 'Employees'

· Select 'Update Employee Benefits'

[image: image19.png]FileView P45 Repots Paysips Utiity YearEnd Window Help

Add/Amend Enployess  Cikes

Tax Deduction Card Detais
Mero Fie

Tax Cets recured

Feature payrol »




· Enter 'Make & Model'

· Enter 'Original Market Value'

· Enter 'Dates From and To'

· Enter 'Cum Business Mileage'   

(Mileage for year to date)
· Enter 'Cum Contribution'



(This is any contribution made by employee towards vehicle)
· Tick box if employee is 70% away
· Enter 'Weekly/Monthly Increment in business mileage'

(This will increment the cumulative mileage each pay period so there is no need to keep inputting the cumulative mileage) 
· When you have completed the above click 'Update file and show calculation of Notional Pay'

NOTE:
If there are changes during the year, enter subsequent vehicles where indicated

PLEASE NOTE: SEE PAGE 16 FOR BENEFIT HELP SCREEN.  
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· The following is a calculation of 'Notional Pay'
· The 'Notional Pay' will be added to the employee's Gross Income each pay period to ensure that the correct PAYE and PRSI is charged.  It is then subtracted from the Net Income.
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· For further help Press 'Click here for Help'
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BENEFIT IN KIND (Loans)

· Enter 'Amount' of Preferential Loan
· Enter 'Interest rate been charged' 
· Enter 'Date of loan'

· If subsequent loans are given please enter the details where indicated

· Click 'Update file and show calculation of notional pay'
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· The following shows the 'Total Preferential Loan Benefit'

· The 'Loan benefit' will be added to the employee's Gross Income each pay period to ensure that the correct PAYE and PRSI is charged.  It is then subtracted from the Net Income.
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BENEFIT IN KIND (Annual)

· Enter 'Description' of Annual benefit  i.e. VHI, BUPA etc

· Enter 'Cost (this year) to Employer'

· Enter 'Employee Contribution' if any

· Enter 'Start Date and End Date'
· Click 'Update file and show calculation of notional pay'
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· The following shows the 'Total Annual Benefits'
· The 'Annual Benefit' will be added to the employee's Gross Income each pay period to ensure that the correct PAYE and PRSI is charged.  It is then subtracted from the Net Income.
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BENEFIT IN KIND (ONE OFF)

· Enter 'Date'

· Enter 'Description' of One Off Benefit
· Enter 'Value' 
· Click 'Update file and show calculation of notional pay'
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· The following shows the 'Total one off benefit'
· The 'One off benefit' will be added to the employee's Gross Income each pay period to ensure that the correct PAYE and PRSI is charged.  It is then subtracted from the Net Income
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PROCESSING PAYROLL 

· PAYROLL INPUT

To enter a Gross to Net payroll weekly or monthly pay:

· Click 'Payslips'
· Click 'Weekly Input'
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Enter as appropriate Standard Hours, Time and a half, Double time, Overtime or Weekly basic
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Enter additions and deductions where appropriate
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· When all details have been entered click 'Update file' which will display the details and the payroll calculations
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Alternatively: 

To enter Net to Gross 

· Click 'Payslips'
· Click 'Net to Gross Projection'
· Enter 'desired Net pay'
· Click 'OK'
· Gross pay will display on screen

· Click 'Yes' to update weekly input with this amount
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· HOLIDAY PAY

To Enter 'Holiday Pay'

· Click 'Weekly Input'

· Enter 'Holiday Pay amount' 

· Enter 'No of weeks holidays'  - This allocates Weekly Tax Credit, Std Rate Cut-off Point and PRSI Exemption for the number of weeks entered         
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· PAYROLL PREVIEW

Once you have entered all employee’s details you should preview the payroll to check that everything is correct

· Click 'Payslips'
· Click 'Payroll Preview'
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Note

Any difference to payroll from previous week is marked ** 
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· UPDATE PAYROLL

To complete your payroll you must update payroll

· Click 'Payslips'

· Click 'Update Payslips'

[image: image35.png]File View Employees P45 Fepors [N Uity YearEnd Window Help
Net to Gross Profction
Weski nput citd
Yew »
Pyl Freview

Update Paysips cull
Beverse Update

Pt Paysips Culp
Prit Benefit Calcuations

Bark Diskette

Piint Cheques





· Enter the 'Pay date'

· Click 'Update'
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· BACKUP
· Highlight Company Name

· Select 'a' as the drive to backup to

[image: image37.png]ckup Data Files

Select a Company to Backup

Thesauns Software

Backup To

Backup

Close

It stiongly recommendied that you backup to 3 locaton ather than your c: dive.





Make sure you location specified for your backup is correct

· Click 'OK'
You will get the following standard warning:

[image: image38.png]‘Watning ! Althe s inthe diectory you are copying ta wil e deleted. Do you wish to
conliue ?





· Click 'Yes' to continue

[image: image39.png]ackup Successful

o





· Click 'OK'
Note: 
Remember to use a different floppy for each week/month.  It is also advisable to keep at least 5 weeks on different disks and rotate.
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· PRINT PAYSLIPS

· Click 'Payslips'
· Click 'Print Payslips'
· Click 'Select All'
· Select type of payslip required

· Click 'Print'
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· BANK DISKETTE (Electronic Banking)
· Click 'Payslips'
· Click 'Bank Diskette'
· Fill in bank details as below (User ID, Owner ID and file name are issued by your bank)
· Enter file number if applicable
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To send Payroll to bank by modem: 

· Click 'Browse'
· Within c: drive, double click on Bank Software i.e. BITS, ADDS, EBB, IBB etc
· Click 'Prepare'
· Click 'Copy'
· The information can then be sent to the bank through your Bank Software by modem

To send Payroll to bank by disk:

· Click 'Browse'
· Double click on a: drive
· Click 'Prepare'
· Click 'Copy'
· The information is now on the disk for your bank 
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REPORTS

· PENSIONS REPORT
· Select Weeks or Months to wish to view

· Select 'Scheme Number'
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Click 'Prepare'

· TAX CERTS REPORT

Click 'Employees Menu'
Click 'Tax Certs required'

[image: image67.png]Confirm week Number





Other reports available in the 'Reports Menu'
Overtime Report

Holiday/Bonus Report
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· PAYROLL SUMMARY

· Click 'Reports'

· Click 'Payroll Summary'
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· Select the weeks or months you wish to view
· Click 'OK'
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· AUDIT TRAIL (contains Departmental analysis)
· Click 'Reports'

· Click 'Audit Trail'
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· Select the weeks or months you wish to view
· Click 'OK'
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· P30 - Month End

· Click 'Reports'

· Click 'P30 Details'
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P45

After processing & updating payroll, issue P45 as follows:
· Click 'P45'

· Click 'Issue P45'

[image: image70.png]=z
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· Select 'employee name'

· Enter date of leaving
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· Click 'Next'

[image: image47.png]Confirm P45





· Click 'Yes'
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· Print Pro Forma P45 details 
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IF YOU NOW WISH TO SUBMIT THE P45 THROUGH WWW.ROS.IE…  See Below

Click 'P45'
Click 'Prepare ROS P45 File'
Highlight Employee Name

Click 'Add'
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Click 'Prepare File'

Enter 'Contact Name'

Enter 'Telephone Number'

Click 'OK'
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You will now be given the option to save the P45 file.  You can save this file onto your floppy disk or to the c: drive.  Click 'Save' when you have selected the location for the P45 file.  
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REVERSE/RESTORE

To make a change to payroll that has been updated: 

· Click 'Payslips'
· Click 'Reverse Update'
· The option will reverse your last update.

To reverse back more than one week or month:

· Click 'Payslips'
· Click 'Reverse Update'
· Click ‘Reverse Older Update’
[image: image49.png]This option will allow you to ‘cancel' the last update
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· Read the following warning carefully

·  Click ‘OK’ if you wish to continue or ‘cancel’ to leave this procedure

PLEASE NOTE: IF YOU USE AN INTERNAL BACKUP, A CONSEQUENCE OF THIS IS THAT ALL INTERNAL BACKUPS RELATING TO THIS COMPANY WILL BE DELETED.  ALSO BE AWARE THAT WHATEVER WEEK YOU CHOOSE TO RESTORE, THE MONTHLY PAYROLL IF APPLICABLE, WILL ALSO RESTORE TO THE POSITION IT WAS AT WHEN THAT BACKUP WAS CREATED AND VICE VERSA.
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· Select the internal backup for the week or month you wish to restore.  

· You will need to restore the backup of the previous week or month in order to be able to amend the details

for that particularly period.

For Example: If I wish to restore Week 5, I would select wpayw04.zip (the w denotes weekly) from the drop down menu or if I wish to restore Month 6, I would select wpaym05.zip (the m denotes monthly) from the drop down menu
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If you lose the payroll package due to a hard drive problem simply reinstall the software onto your PC and follow the instructions below to restore your data.

To restore from a backup

· Click 'File'
· Click 'Restore Data Files'
· Highlight Company Name

· Select the a: drive

· Click 'Restore/Create'
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YEAR END

· P35 REPORTS
· Click 'Year End'
· Select each report in turn and print same

[image: image53.png]File View Employess P45 Reports Paysips Uity PSSR window Help
P35L Repot
P35L/T Repot
P35 on Disk
Addional PRSI Class Repatt
P35 Summary

PB0 Repots





· P35 ON DISK

· Click 'Year End'
· Click 'P35 on disk'
· Enter company address, contact name & telephone
· Click 'Continue'
· Click 'Prepare File'
· Click 'Submit on Disk' 
Or 

· Click 'Submit using ROS' 
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· To Print P60

· Click 'Year End'
· Click 'P60 Reports'
· Select employee
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This P60 can be printed on pre printed Revenue Laser stationery or you can print a Facsimile P60 form 

P60 Paper can be ordered from:
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CREATE COMPANY FROM REVENUE DISK

· Go to 'File'
· Click 'Create Company from Revenue Disk'
· Click 'from Rev disk'
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· Select a: drive

· Highlight .tfa file

· Click 'Open'
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Click 'Yes'
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Enter required details 

· Click 'Next' to advance

· Click 'Back' to correct entries

[image: image79.png]
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· Enter 'password' in both boxes

· Click 'Finish'
[image: image81.png]



· Click 'weekly, monthly or both'
· Click 'Finish'
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UPDATE FROM REVENUE DISK

· Select 'Utility'

· Select 'Update from Revenue Disk'
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· Click 'Browse'
· Select File Name i.e. 6325147P.tfa

· Click 'Open'
· Click 'Update'
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RECORDING HOLIDAYS OR SICK DAYS

· Select 'Employees Menu'
· Select 'Memo File'
· Select 'Employee'
· Enter 'Date'
· Enter 'Number of days taken'
· In 'Comments' enter why the days were taken i.e. Holidays or Sick Days
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MID YEAR SET-UP

If you set-up your payroll files during the Tax Year (other than from the 1st January), you have two options

Option 1
Back date payroll to Week 1 of the Tax Year

Option 2 
Mid Year Set-Up

Follow the procedures as follows to do a Mid Year Set-Up:

· Click 'Employees'
· Click 'Add/Amend Employee details'
· Specify the 'Start week/month number'
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· Confirm week number by clicking 'Yes'
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Enter employee details in all screens as per Page 8, 9, 10, 11, 12, 13

In the Cumulatives Tab complete the details as shown (i.e. if you start the payroll on Week 22, the cumulatives must be entered for week 1-21 etc)

Select PRSI Class and enter number of weeks at that class, then hit the Enter button on your keyboard. The Class and number of weeks at that class will now show in the PRSI Class Summary box on the right.

If the class changed during the previous weeks follow the same procedure as above until the weeks at class matches the Total Insurable Weeks, then you may Update.
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Note

If an employee has left your employment since the 1st January you should enter the details as above…

Including Date of Leaving and Week Number of Cessation.

________________________________________________________________________________________

Payroll Training Manual








Page 45
WEEK 1 BASIS

If the week 1/month 1 basis applies neither the pay, tax credits nor the standard rate cut-off point are accumulated for tax purposes.  The pay for each income tax week or month is dealt with separately.

A refund of tax cannot be made while a Week 1 Basis Tax Deduction Card is in use

CUMULATIVE BASIS

On Cumulative Basis the tax credits and/or standard rate cut-off points which are not used in a pay period are carried forward and are available for use in the calculation of tax due in the following pay period.

It also ensures that refunds of tax can be made to an employee where a revised Tax Deduction Card is received increasing the employee's Tax details.

.
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NEW EMPLOYEES

WITH NO PREVIOUS EMPLOYMENT

· Employer and employee must fill out a Form 12A
· Form 12A is then sent to relevant Tax District

· Inspector of Taxes will issue Employer and employee with a Certificate of Tax Credits

and Standard Rate Cut-Off Point 

·  Input employee on computerised payroll on Emergency Tax

WITH PREVIOUS EMPLOYMENT

· IF EMPLOYEE DOES NOT SUPPLY A FORM P45
· Notify Tax Office by Form P46, by fax for in writing

· Input employee on computerised payroll on Emergency Tax
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WITH PREVIOUS EMPLOYMENT
· IF EMPLOYEE SUPPLES A FORM P45
· Employer must complete & submit Part 3 of Form P45

· Input employee onto payroll on Week 1 Basis 
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IMPORTING COMPANY FILES 

Importing data from a previous year's payroll can be done when you first run the payroll program.  After importing you must remember to enter new Tax Credits and Cut Off Points as issued by the Revenue Commissioners.  

If you have only 1 company set up on Thesaurus Software it will automatically import from a previous year's payroll.  If you have more than 1 company set up, simply follow the instructions below to import same.
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Click 'OK'
· Click 'File'
· Click 'import company files'
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· Select the location of your previous years payroll (if different)

· Click 'Send'
· Click 'Receive'
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· Click 'OK'
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Click 'File'
· Click 'Import Employee details'
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· Click 'OK'
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Highlight each company name in turn

· Click 'Import'
· Click 'OK'
· Repeat same for each company
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This process should be completed for each company before adding any new companies to Thesaurus Software.
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REGISTERING THESAURUS PAYROLL

To continue using our payroll for more than 3 weekly payroll updates/ or 1 monthly update you will need to purchase a code. 

This code will unlock the software for the remainder of the tax year.  

An Order Form may be printed from the Help screen on the program toolbar or alternatively you can pay for your code by Credit Card over the telephone

· Enter the unlock code in box provided
· Click 'Update code file'
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