Creating a Pay Run

Process for Creating a Pay Run

1. Go to "Payroll > Pay employees"

Dashboard Business Accounting Payroll Contacts

Overview
Employees
Bank Current Account 001 Time off

83-17-13-00182849
Timesheets

Reconcile 3 items Be{_Pay employees 3
St 4

Pension filings

C’/W\% RTI filings

Taxes & filings
24 Apr 1 May 8N 21

2. Select whether the pay run is either:
1. A standard pay run (Monthly pay run, runs on the 27th)

2. Unscheduled pay run (can be run anytime e.g. leaver pay run)
Pay Runs

New Pay Run:

Monthly - 31 May 2022 - '

Pay your employees

Process new or unscheduled Pay Runs

3. Then click "Process Pay Run"


https://manual.maticmedia.co.uk/uploads/images/gallery/2022-05/image-1653422712957.png
https://manual.maticmedia.co.uk/books/payroll/page/making-an-employee-a-leaver
https://manual.maticmedia.co.uk/uploads/images/gallery/2022-05/image-1653422868602.png

Process Pay Run

4. Enter the date the employees are to be paid

Payment Date:

‘ 26 May 2022 )

5. You can add a message to be written on the payslips here

Payslip Message:

6. Select the employees to be included in the pay run

Employee

] Adrian McCombe

] Andrew Roddie

] Brendan Caldwell

] Brian Johnston

O Frances McCorry

O Gary Leckie

O Graham Halley

Unscheduled Pay Runs

When you select an unscheduled pay run, you have to select the tax year and the pay period that
the unscheduled pay run is relevant.
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Pay calendar Tax year Pay period @

Monthly Current tax year April 2022
2021/2022 May 2022
2020/2021

@ Why create an unscheduled pay run? ‘ Cancel ‘
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