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Section 1: Getting Started

This quick start guide is designed to get you started with Earnie Payroll and help you
through setting up and starting to use the program. Please take time to look through our
Demonstration Data (Riverside Hospital) and plan your own set up carefully so that you get
the most out of the program and your own information.

For a more detailed instruction, we have a number of other solutions to help you get the
most out of the program and use the advanced features not discussed in this guide.

There is no substitute for personalised one-to-one training. We have a number of Farmplan
trainers around the country and we can arrange for someone, who is local to you, to visit
you for a half or full day at your business. We would recommend that two half-day sessions
are always more effective than one whole day as learning a new computer program takes a
lot of concentration. The ideal solution is one half day session to plan the initial setup and
to get you going, followed up with another half day a few weeks later to answer your
questions.

If you prefer you can come to our offices in Ross on Wye, Herefordshire or we can ‘log’ onto
your computer remotely and talk you through the training via the phone.

Every screen within the program has a Help feature; you can access this by clicking F1 on
your keyboard whilst on any screen within Earnie.

Clicking on this button will take you to detailed instructions of exactly what you should be
entering on this screen. For a more detailed view of the Help text go to the menu option:
Help — EARNIE Help.
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We have a dedicated customer support line on 01594 545022. We are available from 9am
to 5pm, Monday to Friday, by a number of experienced staff who can talk you through any
gueries that you may have about the program. Please have your customer number to hand
before you call.

Alternatively, email us with your question and customer number to
support@farmplan.co.uk and we will respond as soon as possible. Our email box is checked
regularly throughout the working day.

www.farmplan.co.uk

Keep an eye on our website for news and answers to frequently asked questions.
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Section 2: Installation Instructions

*Windows™ 8 and Windows™ 10

e The option to download the latest version of the Earnie Payroll program can []
be found under Business & accounts in the Support section of the Farmplan
website (www.farmplan.co.uk). You will need your Farmplan customer
number to hand.

e Click on Download and follow the on screen instructions. []

The exact procedure will vary according to the version of Windows and
browser that you use but just follow the instructions on the screen. You will
download a file called Farmplan.exe, supplied by Iris Group Ltd (who write
Earnie), which should then be Run.

e |f Windows SmartScreen (a warning message) appears to block the []
installation, click on More Information and then Run Anyway.

e A black box will appear on your screen during the installation. Ignore it —it will []
disappear when the installation is complete.

e When the installation is complete, you will see a confirmation message. Click []
on OK. Please ensure you reboot your PC; you can now use the program.

If you have any problems installing the program or if installing on a network and sharing
data please contact support for further assistance.
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Section 3: Logging in and Licencing

Logging in for the first time

When you first open the program, you will see the EARNIE Log in screen.

If this is the first time that you have used the program just click OK

Password I\

I~ Farmplan

C o 1

If this is a new installation, you will be prompted to enter your Licence Details.

Licence the program

Fill in the Licence No, Company Name and PIN as they appear on your licence. Your Licence
Details will then be shown.

EARMIE Licencing

Licence Mo I'I'I1'I1

Cormpary Mare |Farmplan Farm

F.LM. |.-5-.E=ED-1111-1111-1111-1111

Licence Details [+ Users, with Unlimited Companies.
Frofessional Edition, With the following modules ;-
ICosting, CIS, Spreadsheet Import, IRIS AE Suite™

Cancel

Click OK and allow the program to close.

IMPORTANT — Please keep your Licence Details safe and only give them to authorised users.
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Logging in after Licencing

From now on, when you enter the program, you will see one of the following, depending on
your licence.

Either:

For Name, type INTEX. Leave
Password blank and click OK.

K2 Farmplan

Or:

If this option appears, leave blank
and click OK.

Password I

2 Farmplan

Password security for GDPR

General Data Protection Regulation (GDPR) is an EU regulation in which the European
Parliament, European Council and European Commission have strengthened and unified
data protection for living individuals. GDPR came into effect on 25th May 2018.

To assist you with this, when a default username / password is detected at login, the payroll
software will inform you that default passwords are not secure and offer you the chance to
change it.

If you choose to change your password, the payroll software will display a screen enabling
you to do so.

You can go to the option File — Alter Password to set up or change a password if not
prompted.
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Once logged in, you will be asked to confirm the date of the next payroll. If this is the first
time that you are using the program, it will not yet be relevant so click OK to continue.

[ [C] EARNEE Log In =

Use the ‘up’ arrow to advance your payroll to the next pay

period, or use the calendar to select a date.

Company 'Biverside Hospital PLC last used

on 2 Octaber 2017 at 04:00 P /

Payroll Date | 094062017 flﬁ

T ax Calendar | 1]4 | LCancel |
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Section 4: The Home Page

The Home Page provides you with easy navigation through the program.

From the Home Page click on any of the options from the Side Bar to be taken to the
relevant section of the program.

r|:| EARNIE - 1.29.74 - (0) mm‘sﬂ!ﬁus,m -

File Ci Employee Pension Payroll Rep Online Services  E i Tools Year-end Help

= s _ - eEEe

(ERIT

s imNLss &E&EE2BE

| B

2 Farmplan

Time to grow

Software Support

01594 545022
support@farmplan.co.uk

Company

Reports

Payroll

Misc

“r'ear-end

| Pay Date; 09/06/2017 | Last Payroll - ‘wWeek: SManth 2 | TaxYear 20117118 [RTI Enabled |Employees weekly: 10 Monthly: 9 Left: 0

Alternatively, use the Tool Bar at the top of the screen. This Tool Bar can be customised —
see EARNIE Help - chapter 18 for more details.

File Company Employee Pension Payrell Reperts  Online Services  Extensions Tools  Year-end Help

6% ¢ Himbssddd» BE @

Earnie Getting Started Guide Page 10



Section 5: Setting up a Company

To create your Payroll Company, take the option Company — Create New Company. You

will then need to complete some basic details about your business.

Company Tab

Complete the company contact details:

s

B Company Details

==

Compaty I Tau I Bank. Details I Pay Hatesl Oertime I Contact Detailz | IRIS Open |DSI

Compary Hame IHiverside Hospital PLC

Addresz

Chapel Lane

Iirioiz

Bedfordshire

Posteode: | 1519487

— Directary far Data
|CAEARNIES,
|=c ~| [&3cs
I:I AR

HMALC Detailz Payment Surmmany

=
=

Cancel
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In order to submit details to HMRC, you will need to identify your business.

Tax District, Account Number (PAYE Accounts Office Reference), PAYE Ref No and District
No are mandatory. They can be found on any correspondence from HMRC e.g. the P30B

'Paying Electronically'.

This information will also be available if you log onto your HMRC PAYE account.

D Company Details

Tax
District MIDDLESBROUGH 1
Account Mo |002PY92746639 RefMa | 002/ |01

District Mo ooz Current T ax ear | 272018 j

Ilze Tax Ratez Effective Fram |,.f_-.,pri| M7 -

Child Maintenance Service Scheme Ceased

Employer Reference |R07327463473 £ ﬂ

Enter your Child Maintenance
Service Employer Reference here
if you have one.

-

55

Make sure the Current Tax Year
and Use Tax Rates Effective
From fields are correct

HMRALC Details Faprnent S urnmary ar

Cancel
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If you pay your employees electronically, the program will need to know your bank details.

|:| Company Details

Bank/Building Soc Name |k stional 'Westminster

Branch  |YARM Sort Code  |B5-81-44
Address | &0 High Street Account Mo, |DEDEE?45
R
Cleveland BACS Mo, |328474

BALS Ref. [Wages
Postcode: | T515 38H

Account Mame |Hiverside Hoszpital PLC UseinEPS [~

Bank Reference 1 | |

Bank Reference 2 |

Accaunt Mo, 1

-,

(]

Tick this box to allow HMRC to
process payments i.e. refunds for
overpayments etc.

HKMRLC Detailz Paprment Surmrmary 1] Cancel

You can add multiple Bank accounts
here if required. Just click on the
arrow to add account 2 etc.
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If your employees are paid an hourly rate or for piecework, each rate will need to be set up
with a Narrative.

If the Fixed box is ticked, it can only
be amended from this screen and
changes will globally affect all
employees using this rate. No tick
means that you can personalise the
rate against individual employees.

/

I:I Company Details \ @

Compaty ] Tax ] Bank Detail: \Eaw Rates l Oertime ] Contact Details ] RIS Open |DS]

Enter the default hourly value for this
rate if applicable. This can be left
blank if you wish to enter different
rates for each employee.

Ha Marrative Armnavint Fixed Ma%al
1 | Standard > 19 " 95000 i
2 0/T Standard > 19 noooo |
3 0/T Weekends | [
4 | Student 13-21 2000 & |
5 04T Appt Grade 1 noooo 4 -
E Casual» 19 Foooo) = |
70T casual 8.2800 @ |
g8 04T student a28000 & |
| |
| N
Add new
Click on ‘Add New’ to add a new
rate.
HMALC Detailz Payment Surmmmany ok | E¥ncel |

If the Manual box is ticked, this rate
can be overridden at the time of
running the payroll.

Rates can be allocated to each employee within the Employee Record Card (Employee —
Alter Current Employee).
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If you pay overtime based on multiples of particular rates, for example time and a half (1.5),
enter a Factor Description and multiplication factors under Value and click OK.

U Company Details [

Compaty ] la:-:] Bank, Details] Pay Rates | Overtime l Contact Details | 1RIS Open IDs]

Mo Factar Description Walle
1 |Bazic 1.0000
2 | Owertime 1.0000
3 [0wvertime | 15000
Fl
3
B
7
a
9
10
11
12

MEB. Factor 1 iz not avertime and as such its value cannat be changed

Complete the contact details of the person responsible for dealing with HMRC if they differ
from the business, for example in the case of a payroll bureau.

-

B Company Details ==

RIS Open IDs |

I:u:umpan_l,l] Ia:-:] Bank Details] Pay Hates] Owertime .,

Contact Name |

Address

Poztocode: |

Telephone Mumber |

Email Address | J

You do not need to enter information into the IRIS Open IDs tab at this stage. This is for
more advanced use requiring multiple log-ins for OpenEnrol (as part of the Auto Enrolment
module).
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The Menu Company — Alter Company Options allows you to set the behaviour of the
program when being used. It is unlikely that you will need to change most of the default
settings however, you should check the Employment Allowance, Apprenticeship Levy and
Small Employer Relief boxes if required.

O

Company Options

Compary l Ea_l,lru:ull] Menus ] Abzence ] Starting and Leaving ]

Employes Code Format

{« Mumerc -
Digitz [Max] (4 -
" Test

| Archived Compary

MHet Pay Founding
[ Active

Mearest | £1

Period Cloze-Diown

Cazh Analyziz Highest Denomination

Employment Allowance v /

b amimum Employment allowance

Apprenticeship Lewy [ «— ||

Apprenticeship Leswy allowance

Mo -

f20note -

3000.00

15000.00

Autamatic Cantra | SSP Only

Small Employer Relief v <

=

Does this business claim the
Employment Allowance? If so this
will normally be left ticked unless this
payroll is only one of several payrolls
in the same business and this is being
claimed elsewhere. Please check your
eligibility on the HMRC website

Does this business claim the
Apprenticeship Levy
Allowance? If so, tick this box
to show the £15000. To check
eligibility please go to the
HMRC website

Full HMRC W alidation [

bethod |Mearest HR Synchronization | Dizabled j
Annual Scheme N
ok Cancel

Does this business qualify for Small
Employer Relief (check your total NI
bill for the previous tax year to see if
it is under the threshold - £45,000 in
2016/17- 2017/18). This will affect
how much can be claimed for some
statutory payments such as Statutory
Maternity Pay etc. (Please check with
HMRC for up to date information).

You may also wish to enable a warning to ensure that your pay rates do not fall below the
current National Minimum and Living Wage — see the Company - Alter Company Options -

Payroll Tab.

Full details of the other options can be found in Help (press F1).

Earnie Getting Started Guide

Page 16




Alter Payments / Deductions

In addition to basic salaries or hourly rates, you may have additional payments such as
reimbursed expenses, a bonus, pension contributions etc. or deductions such as loans, court
orders, pensions etc.

To add payments or deductions, select Company - Alter Payments/Deductions. This option
will allow you to set up payments and deductions and specify how they should be treated in
relation to Tax and National Insurance.

Each payment or deduction will be If appropriate you can allocate a

allocated a name to help you identify standard amount or % as a default to

it. be applied to all employees who use
this rate or it can be left blank and

customised in the employee details.

\
Mo Dezcription Standard & Wwieekly | Wweekly Account
Lower IJpper

Pension Employes 1.00 %) LOWER UPPER
Penszion Employer 3.00
S5P COMTRA Q.00
Court Order Q.00

Loan Repayment 0.00
Dog allowance 0.00
Paternity Contra 0.00
Expenzes 0.00
0 | AVC Pension 2.00

1
2
3
4
5 Metto Grozs Q.00
B
7
a
9

Formulaz Add Mew Inzert ] Cancel

Clicking Add New will allow you to
set a new payment or deduction —
either by using the step-by-step
wizard or by entering all the
necessary details on one screen.
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Payments / Deductions — Wizard

The Company Payments & Deductions wizard is made up of a series of screens. Examples of

various types of payments and deductions can be found in Help.

Give the payment/deduction a name. |

Enter a name for the payment/deductione

IBonus|

% Payment

™ Deduction The programmable option is only for
complex formulae and is unlikely to

~ Programmable Payment/Deduction be used.

You should then decide whether this
Isita...? is going to be added or deducted
from someone’s pay.

Click Next to continue which will lead
you through a series of screens.

Payment/Deduction Wizard
[
Is the payment...?
Payment/Deduction Wizard
oA
\ Crd| K

| \ A Is the payment to be made...?

|

| oy
I_ Pe

| ™ % Before both Tax and NI are calculated:

| | e . -

| |  After Tax has be Payment/Deduction Wizard
tifhat " After NI has bee

" After both Tax &

Hel |
_ teb | i

I~ Subtract Basic R

Help | < Back | :

N |

The screens will vary depending on the answers given at each |

The Payment/Deduction has now been
configured. You may change the
configuration later if necessary.

[~ Skip this screen in the future

stage. |
N
Keep clicking on Next to continue to the next stage. The final (
screen will let you Finish and return to the summary screen. |
1 Help | < Back Cancel |
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Payments / Deductions — Edit

If you need to edit an existing payment or deduction, highlight it in the summary list and

click on Edit.

You may also prefer to set up new payments and deductions like this, i.e. without the

wizard.

The exact payment or deduction for each employee can be personalised in their employee
record card or at the time of running the payroll.

-
D Settings for Bonus

b_rﬂ__l-‘

1D Murnber |'|4 NamelBDnus

Categany «—

As well as tax and NI treatment, the list of options includes
more specialist payroll items such as a variety of attachment
of earnings. The program will use the appropriate calculation
and tables relevant to each one.

I.-’-'-.ppl_l,l Before Taw & Ml Calzulation

Particular categories may

automatically complete the rest of
the boxes for you if appropriate.

Clear to-date tatalz

=l
+r -
IP'a_l,lment LI
| Type
I: I\:"alue ;I
I = .
i Fange check % Seftings . |
INDne LI
’ .
N Fepart Graup Settings ... |
|<N|:|ne> LI

w I.-'i‘-.nnuall_lrl

[T Pension
[T Eenefitin kind

[T Employer Ml Saving

;I Vml Subtract Bazsic

Do you want the cumulative total to

Fate T ax
[T Qualifying Earmings
[T Pensionable Earnings

[~ Include in TP Tier Calc

clear down to 0 at the end of the Tax
'I year? If this is a loan repayment, for
example, you may wish it to stop
being deducted when the loan
balances reaches zero.

What are Qualifying &
Pensionable E armings?

Cancel |

h W

Earnie Getting Started Guide
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Holiday Set Up

From the Company menu, select Holiday Set up

Accrual Bate

Default Holiday &llowance iz I 25.00 IDa_l,ls

At a Rate of I 000 PerDay

=

Reset Holidays ]

Lancel

Once in the set up screen enter the
Default Holiday Allowance for all
employees and the daily rate.

If necessary individual holiday
allowance and rates can be edited in
the employee record card.

Press F1 for more help on setting up
Holidays or Accrual Rates.

Reset Holidays

This will reset all remaining holidays at
the end of the holiday year and put it

back to the default settings — you will be given the chance to carry forward remaining

holiday if required.

Once Default Holiday Allowance is allocated to the employee, you can then record any
absence, including holiday in the Employee menu — Absence Diary during or before their

payroll run so the absence is shown in the relevant pay period.

Configure Departments

Employees can be allocated to a department for the purpose of reporting.

Select Company from the
tool bar and choose

Configure Departments.

Department Mame

Click Add New and enter
the name of the
department. You can also
enter notes and location
if you wish.

Farm

Office / Management
Houze

D airny

Directors

Earnie Getting Started Guide

Dept Location
Flump Hil _ Deete |
Mitcheldean

Glos D £dd New I

| Save
| GL17 05N

Dept Maotez

Toinclude all arable workers and

farmn fareman ok |
LCancel |
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The Payroll Calendar allows you to define the start and end date for work period in the year.
It is used for Statutory Maternity Pay, Statutory Paternity Pay and Statutory Adoption Pay to
calculate the correct weeks to be paid in the payroll run. It is also used when calculating

Auto enrolment pension deductions.

[ ] Payroll Calendar - Configuration  [s3s]

* Manthly
£ wWesk| ] ;
ey Pick the pay frequency you wish to
" Two Weekly configure and click on Next.
i Four'Weekly
" Quarterly

Cloze

If you are editing an existing frequency click on the Configuration button at the bottom of

the summary screen.

Enter the date of your next payroll

Payroll Calendar - Configuration - Monthly - 2017/2
Select Mext Pay Date ﬂ
kanthly Payrall Date Configuration
f+ Last calendar day of the montké © Last working nth If appropriate, enter the day of the
month that you calculate the payroll.
" Same day each month " Last |Monday of the month
wiark Period
Enter firgt day work, waz done for the pay date ﬂ

Processing Dates

Remate Diata Enty
Payrall cut-off date Working daps before payroll date

The first date/day that the
work being paid for was
actually carried out.

|ezue new spreadshest to client wWiorking daps after previous payrall date

BALCS Papment File
[ 1will be creating a BACS output file from the payrall software

BALCS Creation date ’_ Working daps before payroll date

BACS Processing date ’_ Wwiorking daps before payrall date

Bark Holidays |England & Wales |

Cloze | Back

Mext

Earnie Getting Started Guide
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Once you have entered these basic details in the Configuration screen, start and end dates

for each period will automatically populate to the end of the year. Dates must be

sequential.
I 5 - ——
El Payroll Calendar - Configuration - Monthly - 2017/2018 =]
2072018 -
Manthly Payroll Calendar
T ax Calendar Wwiork, Period BALCS Remote D'ata Entiy
MTUT'::h ‘ Payroll Date Start Date End Date Start Date End D ate Creation Date | Processing Date SDILSaS;:heet Payrall Cut-off

1 Fri 28/04/417 Thu 06/04417 Fri 05/05/17 Sat01/0417 Sun 30/0417

2 Sun 28/0517 Sat 06/05/17  Mon 08/06A17  Mon 01/05A17 ‘Wed 31/06417

3 wied 28/06/17 Tue 06/06AF  wed 05/0717 Thu 01406417 Fri 300617

L] Fri 280717 ThuOB/OFAY 5at05/08A17 Sat01/07417) Mon 31/0747

5 Mon 28/0817 Sun 06/0847 Tue 05/0317 Tue 0140817 Thu 31/08117

g Thu 28409417 ‘Wed 06/09/17 Thu 05410417 Fri01/09417 Sat 3040917

7 Sat 281017 Fri 06/10:17 Sun 0511417 Sun 014017 Tue 311017

8 Tue 28A1147 Mon 06A11A17 Tue 0841217 Wed 011147 Thu 3041147

9 Thu 2841217 Wed 0641247 Fri 05/01 /418 Fridl 1247 Sun 3111217

10 Sun 28/01418 Sat 06/MA18 Mon058/02418  Mon01/01418 Wed 31/01418

11 wied 28/02/18 Tue 06/02418 Mon 05/03418 Thu 0140218 wed 28/02418

12 Wed 28/03/18 Tue 06/03418  Thu05/04418  Thu 01403418 Sat 31/03418

ConNguration | FReset/Remove Generate 201 8/2019 Save Frint LCloze Back Finigh

change.

You can edit one-off Payroll dates if you need to,
for example if you pay early for Christmas.

Do this by clicking directly in the grid and
overtyping the existing date that you wish to

Earnie Getting Started Guide
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Section 6: Employee Details

From the Employee menu - Add New Employee

You may get the message - Do you want to use a Template? — For the first employee click
No and work your way through the tabs displayed to enter the employee information.
Templates may be used subsequently to copy the details of an existing employee or you can
use a pre-defined template with default options.

Fill in the basic details of the employee.

If boxes are highlighted in yellow, they are mandatory and must be completed before the
record can be saved.

Employee Code is normally numeric and will be
automatically generated. However, it can be
overwritten and the format can be changed in
Company — Alter Company Options.

/

|| Employee details - Wilkie Carol (2) (s

General Eer\od‘ Sglary‘ Rates IEIK}'N|‘ Pa)f.@eds‘ TofDaTg‘ Eank} Costing ‘ §SP‘ Auto Enro\‘ Pgna\ona‘

Dates

Ernpl Code | 2 Level |0 < Birth |01/03/1972 @ | Age 46

Title |Mrs Status  |Married @ Started |01/10/1995 m | Los 22
Surname ‘W”k‘e Left | //

Faorenamel ‘Carol

Forename? ‘MEW ~ Male Address

15 Prospect Terrace

Carol
K & ‘ @ Eemale Ross-on-wye

Phone No ‘m B34 BB7I62 Herefordshire

Department |Ofﬁcef Managernent j Postcode: |HR9 7rH
e ‘ Country ‘Umted Kingdon j
User-Defined ‘ Clone QK ‘ Cancel ‘

When this screen is complete move onto the Period tab.
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Period Tab

Select how often this employee is to be paid. If
they are temporarily not working for you but
have not left, they can be put on hold and
reinstated when they next need paying.

/

/

/

How are they going to be
paid? If they are being paid
electronically select BACS.

[ Employee details - wﬁe(:aml @

General| Period Sglary| Bates'

a><fNI| Pay/Deds | To—Datg' Eank| Costmg| SSP

0 Enrol| Pgnswons|

- Pay Period - Pay Method rRounding————
© Weekly © Cash / Active? r
© 2'Waskly  Bank Credit B 0.00
© 4 Waskly © Cheque
0.00
& Monthly & BACS aF
© Quarter,
ol If they are not likely to be
o] . o .
paid every period, tick the
Irregular Payment box.
Ermployment Status_ [Normal - Il I One-off
™ Pay Annually
Is this is a casual
3 |Farm Secretary gew '(Ij’ax Fey | =
worker? Or maybe a s ’j
student? The status of
the employee can be
changed if necessary.
User-Defined Clone ak | / Save | Cancel

Earnie Getting Started Guide

In Next Tax Pay Period put the next tax
week/month number for which the employee is
due to be paid.
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If the employee is paid a salary each period, put the figure in either the Period or Annual
Salary fields. Hourly rates will be added at the next stage.

[_] Employee details - Wilkie Carol (2) @

general\ Period [Salary Bates‘ IB}(I"N|‘ Pay/Deds ‘ To—Datg‘ Eank\ Costmg} §SP‘ Auto Enrol\ Pgnswons‘

Salary Huoliday Pay

200000
Fenod Holiday Rate | 0.0000 [Per Diay -
24000 00
AT Entitlement 2000 payg

The default entitlement from
Company - Holiday Set up will be

Rounded 0.00
DEj7s L 16.00 populated here but can be

overwritten for individuals.
To-Date 000 1 Diary day represents 100 Da

Normal Hours

Narmal Hours \Worked per Week |D -30.00 hrs or more j

/

Pick the appropriate option from the
drop down list.

Clone ak Save Cancel

Days Left are automatically calculated by the program. Use the option under the menu
Employee — Absence Diary to enter holiday dates. This information will show up when you
run the payroll for that date.

Remember to enter the remaining balance in Days Left if you are setting up partway
through your holiday year.
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This screen is only available once you have pay rates set up within the Company menu -
Alter Company Details. If you do not pay on an hourly rate, you can ignore this tab.

This screen is divided into 2 sections. The top half lists all available rates and their values,
along with a cumulative record of how many hours this employee has worked this year on
that rate.

Hourly Rates for this Mo Rate EiHour Tg—osierse £ To-Date
Employee
1 |Standard =19 95000
2 QfT Standard = 19 _
3 OfTWeekends
4 Student 19-21 72500
b QT Appt Grade \ -
If the rate value is grey, it can be If the rate value is blue it has been
overtyped and changed to give a fixed in Company — Alter Company
specific value to this employee. Details and cannot be changed in
here.

The bottom half of the screen shows the rates applied to an individual employee. Additional
rates can also be selected at the time of running the payroll if required.

Hours Rate Factor LI by
Fay Screen Default for
this Employee 39.00 Basic Basic 1.0000
0.00 Cvertime lovertime | 1.0000

A\

Click on this line to see a drop
down list of all available rates.
Select the ones that are
normally applicable to this
employee.

The factor is selected to reflect
if this is a basic rate or an
overtime rate.

Enter the number of hours
that the employee
normally works (or leave
blank if this varies).
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Enter the Tax Code and National Insurance details for this employee.

|| Employee details - (1)

Qeneral‘ Eer\od‘ S@Iary‘ Rates [TaxNI | Pay/Deds ‘ TofDaTg‘ Eank} Cost}ng} §SP‘ Auto Enrol‘ Pgnswons‘

Tax

Tax Code |1200L

W1 Mth 17 r
S}ar’rer Detalls ‘ Student Loan ‘
P45 Petails
Gross Pay 0.00
Tax Paid 0.00

their Starter Details.

If this employee is new to your
employment, you should fill in
their P45 details and complete

National Insurance

NI Number T11234b6A

NI Rate |- Normal -

Director ? r \
There are special rules for

Norrmal NI r directors. Please refer to the
Help for more details.

Apprent. End -

If this employee has a student
loan, use this button to say if it
is Plan Type 1 or 2.

X

ak Saye Cancel ‘

Earnie Getting Started Guide

D Starter Details for Online Services @

MHew Starter T Persioner T Expat

Your Present Circumstances

A - Thiz is my first job since last B April and | have not been receiving
taxable jobseeker's allowance o tazable Incapacity Benefit or a state [
penzian,

OR
B - Thiz iz now my only job but since last B April | have had another job,

of have received taxable jobseeker's allowance or taxable Incapacity [+
Benefit, | do not receive a state or occupational pension.

OR

C-l hav_e anather _iol:- or | am in receipt of a state penzsion or r
occupational pension,

OR

P45 Mot Complete N

Prezent Circumsztances

This iz not a new employee N

Previous Employes Code

ok Cancel |
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Payments and Deductions are payslip items that are additional to the Salary and Hourly

rates. They are created in Company — Alter Payments / Deductions.

D Employee details - Wilson Juliet (5)

Qeneral\ Period Sglary‘ Bates‘ TaMl

Pay/Deds

To—DaTg‘ Eank\ Costlng\ §SP‘ Auto Enrol\ Pgnswons‘

;

Mo Description Standard Eerlod FEABE To-Date Carry Over | H RIETErEnES
ower Upper Nurnber

3 SEPCONTRA 0.00

5 |Netto Gross 0.00

6 Loan Repayment 10.00 0.00

7 [Dog allowance | 16.00 60.00 =]

9 | Expenses 23.20

12 Autosnralment pension EEs 5.00 38.16

13 |Autoenrolment pension ERs 3.00 3251

To pick a new payment or
deduction click on the next
spare line and select it from
the drop down list.

To interrogate any year to
date values click on the ‘clock’
symbol that appears when you
select this line.

User-Defined

Clone

O\ |

Cancsl

\

If the amount (or %) involved
is the same every period, enter
it in the Standard field.

If the value varies, leave this
field empty and adjust during
the payroll run screen.

One-off payments or deductions can be added as part of the payroll run rather than in this

screen.

Earnie Getting Started Guide
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This screen shows the employee’s to date totals for each category so far this year.

If you are starting to use the software at the beginning of a new tax year, you should make
no entries on this card.

If this is a new starter, this screen will automatically be populated with their P45 details
from the Tax/NI tab.

[ ] Employee details - Wilson Juliet (5)

general‘ Period

Statutory Payments

Sglary‘ Batea‘ Iaxf'NI‘ PaylDeds | To-Date.

Eank} Costlng} §SP‘ Auto Enrol‘ Pgnswons‘

NI & Net Details

SSP 000 m | Nlable Gross 24086 |
SMP 0.00 ﬂ Employse's NI 0.00 ﬂ
SAP 0.00 ﬂ Employer's NI 0.00 ﬂ
i 22400
app ’7000 ﬂ Earnings 1a L) |
’7 Earnings 1b 1686 ﬂ
<hpe 000 ﬂ amings
Eamings 1c 0.00 ﬂ
Tax Details V\
o ' NI Earmings 1d 000 ﬂ
) .
Taable Gross Net Pay 255 028 | Click on the ‘clock’ at the end
Tax Paid 000 ® | of any line to see a breakdown
ctdent Loan ’70_00 . | Actual Pay 266 02 ﬂ of the figures in any box.
User-Defined Clone ak Cancel

If you are starting to use Earnie part way through a tax year, we recommend that you

contact Farmplan support on 01594 545022 for guidance to ensure that you are

entering the correct figures on this screen.

Earnie Getting Started Guide
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Complete the employee’s bank details on this card if the employee is paid electronically
(payment type BACS) and you are going to export a file to your bank from Earnie.

D Employee details - Tapp Victor (7) @

general\ Eemod\ Sglary‘ Bates‘ IB}(I"N|‘ Pay/Deds ‘ To-Date Bank ‘ Costlng\ §SP‘ Auto Enrol\ Pgnswons‘

Sort Code  [25-48-89 Accourt No (04587889

Bank/Building Soc Mame |Na‘rionwwde

Bank Branch |Newent

Account Name |ViCT0fTapp

Building Society Roll Humber |045"'_’88888_"'9

Bank Ref 1 [Bobs/Aautopay) |1258498874

Bank Reference 2 |

Frorm Company Account |1 - Greenway Farms j « >

Account 1

User-Defined Clone ak Cancel

If you are setting up a new payroll it is unlikely that you will need to enter anything on this

tab. Itis only used if you have account groups set up and you wish to export your payroll to
an accounts package for analysis.
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This tab is to record an employee’s usual working days for SSP purposes, tick the
appropriate days.

E| Employee details - () ==

generall Eenad‘ Sglary} Batea} Iax/N\l Pay/Deds I TafDatg} Eank} Costing §SP§ Auto Enm\l Pgma\ona‘

Gualifying Days Previous Gross

Mot sty |7 w|T|F]|s = Wk No g [
ks ’17 j L

1 [C I S G ‘Week 45(LY) 000

O o o o o o o ‘Week 45(LY) 000

O o o o o o o Wweek 47(LY) 000

oo o o o o o Wwaek 48(LT) 000

O O o o o o o Week 49(LT) 0.00

O O o o o o o Week BO(LY) 0.00

O O oD o o g g Week B1(LT) 0.00
O O oD o o g g Week 52(LT) 0.00 «

Previous Employment

Frevious Sickness Ended i ] For 0 ﬂ Weeks

You can also enter the details of any previous sickness in an earlier employment during this
payroll year.

K"Both of these tabs are for use with the Auto Enrolment Suite and do not need \
completing at this stage, unless you have this module.

Use the Guides that are available in the Pension menu for further help to set up the AE
Module correctly before your staging date. If your staging date has passed, please call
Farmplan Support on 01594 545022 for further assistance.

\_ J

*The majority of fields on the Employee Details - Auto Enrol and Pensions tabs will be
populated via the Auto Enrolment feature during the payroll run.
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Section 7: Running the Payroli

Once you have completed the set up you are ready to run your first payroll. We recommend
you run it in parallel with your existing system for a few periods to ensure everything has
been entered correctly and is calculating as expected.

4 )

IMPORTANT

Before you go any further, please ensure you take a copy of your data using File —
Backup (see page 41). Backups should be taken after every payroll and kept away from
your computer to safeguard your data. /

Every time you go into the program, it will ask you to set the current payroll date. It is
essential that the payroll date is the date the employees are paid, not the date they are
paid up to. Please check the HMRC website for guidance.

'l N . .
E] Payroll Date I& Clicking on the upward arrow

will advance the date to the
/ next pay period.

Payroll Date | 28/04/2017 _|ﬂ

-

Tax Calendar | Cancel |

You can also access this date screen from the Tool bar by clicking on this icon:

-ports  Online Services  Extensions  Tools v

£ 8 &&d 2 BlE @

The bottom of the Home Page will show you the last time you ran a payroll and the pay
period that it covered.

Pay Date: 28/04/2017 | Last Payrall - Week: 4 Manth: 1 Taxvear 2017418  |RTI Enabled
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Payroll Run — Employee Selection

You can choose to start a payroll run by selecting Payroll on the Menu bar followed by

Do/Redo Payroll.

Alternatively click on this icon on the Tool Bar:

ayroll

§ =

Reports

NEE &&

INE Services

Rt

Select the pay frequency(s)
that you wish to pay. Weekly
includes any multiple including
fortnightly and 4 weekly.
Remove the tick if you want to
process weekly & monthly
separately.

payroll for? These are

the system, based on the

normally be overridden.

Which week and/or month
number are you running the

generated automatically by

Payroll Date and should not

All will present employees in
numerical order. Select Now
lets you pick individuals in the
Selection Criteria box below.
Select at Run Time lets you
pick the employees in your

= Select at Run Time

—Haow to Process

£ Automatically %w
Field | Condition | Detail - \

&+ Manualy Individuals can also be picked
by clicking on this button to be
taken to a list of employees.

Running the payroll Manually hal

will display each employee \\

one at a time allowing you to \

make changes before you Ok SOL | Clear Lancel

continue. Automatically runs \ |
each employee without \

stopping — for example on a
payroll where nothing varies.

— Selection Criteria

own order.
/
il B
\g Select Employees - Payroll Run / /@
_}NQE'-"'EE Type & Period K/ —'ho To Pay 7
v YWheek Mo ITﬁ Al
" Select Mow
Monthly W b anth Mo I'I_ﬁ

To pick specific employees based on

Code, Department or Name. Click
on the first Field line and pick the
condition (e.g. =) and the detail
(e.g. Code).

Re-run Payroll - The payroll for the current period can be rerun for all employees or
individuals to make any amendments using the same option. This can be done for this
period as often as you need until the next period is run.

Earnie Getting Started Guide
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Pay details already entered against the employee record card in Employee — Alter Current

Employee are presented as defaults during the payroll run.

Changes to this payroll run can be made to any white boxes. Yellow boxes are fixed and

cannot be changed. Permanent changes to the defaults for this employee should be made in
Employee — Alter Current Employee (this can be accessed while you are still in the payroll
run). The Revert button will update or refresh the changes.

This is the basic salary for this
period but can be overwritten

Check that the period (Week
or Month) is correct.

The number of hours worked
against each rate can be
entered here.

Any statutory leave should be
entered first in Employee —
Absence Diary for (SSP) or
Employee - Statutory
Payments. The program will
automatically calculate any
statutory payments due and
the detail will be displayed.

Payments and deductions are
listed at the bottom of the
screen. To add an additional
one in this payroll run click on
the next spare line.

|| Input / Edit Payroll[Details ==
Employee Perio Statutory Payments
Code: 2 7 Hurnber of Periods 1 Previous
HName Wilkie, Carol glou None 0.00
Dept: Offite / Management Cancel
FSRUmEY PensErEel Py Click arrow to view or alter
¥ Preview
Assurndd Pay 000 || Salary: 2000.00 detalls
Auto
Hours Rate Efhr Factor Mult. By To Pay
Revert
10.00/0/T Weekends 160000 Basic 1.0000 160.00
0.00 O/ student 8.2600 Basic 1.0000 0.00 Skip
$—— | 7o add an additional rate in this
run, click on the next spare line. Advance
= Holiday
Mo FayiDed Amourt Standard To-Date Lower Upper
1 Pension Employes 50.00 5000 -50.00 BTI
2 Pension Employer 100.00 100.00 100.00
3 SSP CONTRA 0.00 0.00 0.00
b Net to Gross 0.00 000 0.00
10 AVC Pension 0.00 0.00 0.00 =
1 Borus 50.00 0.00 0.00
12 Autognrolment pension EES 5.00 % A DOD 0.00 -
f Process
/

The standard figure is the
default set against this
employee but can be altered
for this payroll run by
overtyping the Amount.

When you are happy that all
is correct, click on Process to
move onto the next
employee.

To view the full payslip details whilst running the payroll, click on Preview.
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Section 8: Real Time Information (RTI)

All payroll details must be submitted to HMRC electronically on or before the day that
employees are paid via a Full Payment Submission (FPS). Additional details may also need
to be submitted at the end of the payroll month via an Employer Payment Summary (EPS).

The following notes are only a brief overview of RTIl. There is a detailed guide on RTI that
can be found in Online Services — RTI Guide that we strongly recommend that you read
before making your first submission.

Make sure that you have entered your HMRC log in and contact details so that Earnie knows
how to communicate with the Government Gateway on your behalf. This can be done in
Online Services — Configure.

Is this payroll one of several
belonging to the same PAYE
reference? If so have a look in

- the RTI tab.
E] Cnline Services Configuration / —@

General T RTI T RTI % armings

Faor Tax District Reference Wo ‘00231

Contact Details

Title Forename Surmame
Ibdrs |Carol Pfilkirs

. This business’s HMRC log in
e-mail Address |carul@greenwayfarms.m.uk details should be entered here.

Telephone Ma. ||:|-| R94 R4E0Z2 (Use the Check button to

/- make sure that they are

: correct).

Log In Detals )

S Check
|

Sender Statusz |Empl-:|_|,ler j Role |P'rinu:i|:ual

D I54124 Fassword

Receive From HMRLC |F'r|:|m|:|t at Login ﬂ

AN

Ik | [ IS

HMRC may send messages
back to you with important I
information e.g. tax code
changes. Do you wish to be
prompted if there are new
messages?

Earnie Getting Started Guide Page 35



Full Payment Submission

Following every payroll run you need to send a Full Payment Submission to HMRC via the
Government Gateway. It should be sent for every payroll on or before payday.

We recommend the following as a payroll process:

Print Create

Add Do Payroll Payslips BACS file Process

Starters Run and other and pay Leavers

Reports employees

Once you are happy that you have completed the payroll run, including taking a backup of
your data (see page 41), you are ready to submit the FPS.

Go to Online Services — Send Full Payment Submission. The first time that you do this you
will asked if this is the business’s first submission or whether you have made previous ones
using a different system.

|:| Full Payment Submission for 2017/2018 23 / Ensure that the pay period is
correct.

Thiz iz niat the first Full Payrent Subrission

—Emploves Type & Period

r
| Al :
week [5 WeekNo[4 To continue to the next stage
Month [F MonthNo [ = " Gelected click on Next at the bottom of
S ubmission the screen.
Submizsion Type ILiVE 'l I~ Final Submission for Year
R eazon for Late
Reporting I <Mone> ;I
" Selection Criteria |
Fiald I Fandbion | Tiatsil )
|| Full Payment Submission Week 4 and Month 1 2017/2018 - Final Confirmation Screen

Mote: Any employees not paid this period will not be displayed on the FPS, with the exception of un-paid leavers.

 Full Payrent Submission

Employees Paid in Week 4 or Month 1 ‘Week 4 and Month 1 Totals

MNew Employees 1] Tax 2.34.06
Current Employees 13 Employees M| 267.29
Leavers 1] Emplaoyers NI 434 53
Tatal 13 Student Loan 0.00

~ Submission Summar

Check that these details are

correct. The two print options Murber of employees included in the file and paid in Week 4 or Month 1 13
at the bottom Of the screen Mumber of leavers included in the file but not paid in \wWeek 4 or Month 1 1]
will give a breakdown Of Total Murnber of employees included in the file 13
figures.
~ Reason for Late Reporting

When you are happy to i
proceed click on Send. “Vear To Date

Tax 2.314.068 Emplovees NI 267.29

Student Loan 0.00 Employers NI 48453

Frint Surnmary Print Details < Back Send | Lancel |
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To calculate how much money is due to HMRC at the end of the month, you should produce
the Month End Report which is found in Reports — Month end Summary.

-
|:| Month-end Summary I,ﬁj
— Figures
banth Murber |l ;| . Check that you are producing
" Since Lazt Cleardown .
this report for the correct
* Bazedon Tax Calendar month. We recommend that
The title for this report will be it is based on Tax Calendar
e.g. April will cover all payrolls
Manth-end Summary for [ ﬂ between 6 April to 5" May.
[f thiz iz hat corect please amend it here
2k, Cancel

The month end summary will give you a list of all employees with their Taxable Pay, Tax, and

NI etc.
At the bottom of the report it will tell you how much is due to be paid to HMRC.

Calculation of Net Income Tax

Incom e Tax Student Loans NetIncome Tax
2314.06 0.00 231406

Calculation of National Insurance Contributions

Gross Apprenticeship SMP NI SPP NI ShPP NI

NI Levy Recovered Compensation SMP Becovered Compensation SPP Recovered Compensation ShPP

751.82 0.00 0.00 0.00 0.00 0.00 0.00 0.00
SAP NI Employm ent

Becovered Compensation SAP Allowance Total Payments Total Deductions Net NI Amount Due

0.00 0.00 48453 751.82 48453 26729 258133

If you have no statutory deductions calculated this month then HMRC will already know this
from the Tax and NI on the Full Payment Submissions that you have made during the month

and you need take no further action.

However, if the program has calculated an amount of SMP, SPP etc. compensation based on
the whole period’s figures, then you will need to make an additional submission called an
Employer Payment Summary (EPS) at the end of the month. This will tell HMRC why the
amount due is different from the amount based on the Full Payment Submissions that they
have already received. (See Page 386).

Upon printing the Month End Summary, answer Yes to the question Do you want to
perform month end processing? This will update the required reports. You will also be
asked if you wish to send your online Employer Payment Summary to HMRC.
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You need to do an Employer Payment Summary when there are changes to the payment

that HMRC are expecting based on your Full Payment Submissions for the month. For

example, if you are paying an employee Statutory Maternity Pay (SMP) you will have

reduced your payment to HMRC by the SMP Recovered amount — see Month End Summary.

An EPS should also be sent if this is the first time that you have used Earnie, the first period in

each year or if there are no employees to be paid this month.

Ensure that the
correct period
has been
selected.

[=] Employer Payment Summary 2017/2018 &J
This iz the first Employer Payment Summary
Subrnission
Month hd Submission Type  |Live -
|
Period Infarmation
L
Mo Employees Paid In Curent Month r 1
Date From | / / J Date To A4 J
Mo Employess Wil Be Paid In Future Months r
Date From | / / J Date Tao I J
Ernplayment Allowance ¥ \
Final Payment For “ear M
Final Emplayer Payrment Surmary for T ax Y'ear r
Date Scheme Ceased
Close | Mext |

Remember to tell HMRC if you
are not paying anyone this
month or do not intend to pay
anyone in future months.

/

In order to claim the
Employment Allowance, we
recommend that you send an
EPS for the first period of each
year.

The relevant boxes will be populated if the program has calculated any additional details on

this payroll. However, you may need to overtype the figures on the Current Month line if

you are adding in details, such as SMP compensation, from a related payroll.

[ ] Employer Payment Summary April 2017/2018 Live Submission

===

Month | Date Sent | SMP Rec

SMFP Comp | SPF Rec

SFPP Comp | ShPFP Rec

ShPFP Comp | SAP Rec

SAP Comp | CIS Suf |App, Le

Current Month
Aapril
b ay
June
July
August
September
October
Movernber
Decernber
January
February
b arch

0.00
0.00

0.00
0.00

0.00
0.00

0.0o0
0.0o0

0.00
0.00

0.00 0.00
0.00 0.00

0.00
0.00

0.00
0.00

0
0

Save | Cloze | Back

Mext

If you are happy with the summary shown, click on Next and then Send.
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Section 9: Reporting

Earnie has an extensive range of reports that can be found in the Reports menu.

Initially you will find that there are some default reports in each option as a standard. You
will need to choose the exact reports that you would like to use from the Library Selection.

This contains all available reports in a variety of formats. For example, there are several
variations of payslip layout using both plain and pre-printed stationery options.

Print Payslips

Print Summaries

Print Bank Credit [] Selzct Payslip Repart =
Print Cheques S

Print BACS

Print Multi Period Reports DS3E(Fin =

Print Other Reports :m}l: [-ETEE;;'M Laser Paysip

RIS Papslip [Lazer/Inklet]
IRIS Paysl)

Laser Payslip

Lager Payslip with Address
Year-to-date Summary Pegasus 215
Pegasus 220 e

Plain Paper Payslip [C15 Only) -

Meonth-end Summary

Year-end Forms

Choose a report to be copied out of the library.

Quick Report Writer

Advanced Report Writer Select Close
Library Selection 3 Payslips
Report Table Summaries

Bank Reports/BACS
Multi Period Reports

Report Options

Absence Reports
Costing Reports

Miscellaneous

Highlight the payslip layout(s) (for example) that you want to use click on Select. Once
selected it will then appear under the main Print Payslips menu option. You can add as
many as you like. If you pick one that you subsequently decide is not for you, go to the
Report Table option where you will be able to remove it from your list.

-

Bank Reports/BACS — if you intend to pay your employees electronically by creating a

file from Earnie, remember to select the correct Bank Report from the Library.
Printing or previewing this report (Print BACS) will automatically create the required
file in your Earnie folder on your computer — probably c:\earnie. Please contact us for

\more details on 01594 545022. /
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Any reports installed from the Library are now available to print.

Go to Reports and select the appropriate option. Highlight the report that you wish to

produce and click on Select.

E] Select Report

Search |

list are the ones that have

Dezcription

Hiztary Summary
Tax/Ml Code Changes
F11 Warking Sheet
Histary Surmary [D'epartment Tatals By Penod)

the Library.

The reports that appear in this

been previously selected from

Select

LCloge

., AN

You can choose the level of
detail shown on the report —in
this case perhaps a line
summary for every
department or maybe every
single payment for this period.

Make sure you are covering
the correct payroll periods.
You will be able to look back
at previous years if you have
accumulated enough data
(not available of all levels of
Earnie).

E] Print Multi Report

Current Printer

|HP Lazer)et 2300 Series PCL S

Mumber of copies [{ j
Start Period(z)
Week No ,1_j v

Fanth Mo ,1_j v

> - Detail Level

(" Company T okals
" Department Totals

End Period(z]
Week No ,Tj ™
Fanth Mo ,1_j v

Reports can be printed, previewed on screen or exported to a range of applications.

Earnie Getting Started Guide

20718 - ‘rear 2017418 -
Print Freview Export | « Selection LCancel
/
/
The selection tab will allow
you to access a wide range of
filters to allow you to
customise which employee
details are shown on the
report.
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Section 10: Back-Up Company Data

For the security of your data, it is essential that you back it up after every payroll run.
Although the information is saved within the computer, it is potentially vulnerable because
if the computer was to break down, even if only through a temporary power failure, that
information may be irretrievably lost or damaged.

This option allows you to make a copy of your data to be stored — either on your computer
or on a removable device such as an external drive or memory stick.

Take the option File — Back-up & Restore — Back-up Company Data.

[] Back-up Companies Iﬁ
Place a tick against each company you wish to back up. -
Ta change the Back-up destination click in Backup To. Shows |'6'" COMPAnEs ﬂ
Company Mame Backup fram Backup to
Greerway Fammsz C:hearnie201 74 C:AEARMIE backups'Green

O Wew Farm C:hearnie201 74 / C:AEARMIE backupsh2017
(| This is where the backup is going to be made. To
| Make sure there is a tick change this location click on the Browse button
| against the company that you and choose the location that you would like to use.
U want to back up. Alternatively make a new folder, type the location
O in Backup to e.g. C\Earnie back up\Month 1
|
= i
0 When you are ready, click on

/ Back-up to make a copy of
your data.
Al | Browze | Save | Back-up Cloze | J

Back-ups to Removable Devices - Whilst backups on the C: drive (the hard disk on your

computer) are useful for every day back-ups, they could be lost or damaged if something
happened to your machine. For that reason, we recommend that you backup to a
removable device, which can be stored away from your computer.

Ensure you plug the device into your computer before you go into the Backup option and it
will appear when you go to Browse you may see something like Removable Disk E:

Rotation of Back-ups - It is advisable to keep a minimum of two back-ups at different

stages on different sources. We suggest making sub-folders for every payroll so you have
backups at different stages in time. Accidents will happen, so ALWAYS BACK-UP YOUR DATA
AFTER EACH PAYROLL RUN!

(NEVER just, rely on one backup, for example a single memory stick, which could get lost or
broken).
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