2 Farmplan

Time to grow

s,

Earnie

OpenEnrol and OpenPayslips

0
o0 — O w

www.farmplan.co.uk 01594 545022 support@farmplan.co.uk




Contents

INErOdUCHION....ccueiiiieirrcrr s e s s s a e s s s an s e sene 3
What is IRIS OpenENrol? ........ccoiiieeiiiiiiinniiiiiieniiiiiieniemessss 4
What Will IRIS OpenENrol do fOr ME? ... et e e e e e e e e aa e e e e e e e e s nrnnes 4
HOW d0ES OPENENTOI WOTK? ..cceiiieeie ettt e e et e e e e e e e e e tabb e e e e e e e e ssnabsaseaeaeaeeennsnnns 5
Steps to setting up and using IRIS OpenEnrol.........cccccccireeiirieeicireenccreennccnenen. 6
How to create an IRIS OpenEnrol account.........cceeeeeiiieeiiieenccirenncinennecenenneenens 7
How to set up OpenEnrol in the payroll software........ccccceeveireeiirencirencrennennn. 8
Administer employee pension communications using IRIS OpenEnrol ........... 9
PIINE 1ottt ettt ettt a e s e s e s s s e s s s e bbbt st s st s et a st s e s e s s e sttt 10
0 o] 1 Y=Y I U URTN 11
Y Lo L PSPPI 12
L1001 o] F= L= PUPRRN 13
What is IRIS OpenPayslips? .....cccciieeiiieniireiirnitteneienereniernneernsersnserensesnssssnnens 15
Steps to setting up and using IRIS OpenPayslips.....cccceeerreencerreencrrenncreennnnens 16
How to create an IRIS OpenPayslips account ........cccceveeeeerreecrrenncerenneerennenn. 17
How to update the payroll software ........cccoovveiiiieiiiiiiiiiicccrrccrcreen, 18
To publish payslips/P60s/P45s to OpenPayslips portal .........cccceeeeeeeeeeeeeeennns 18
o V2] 1o Y-SR 19
PBOS v.eeveeveresee s see sttt st a st a bbb a bttt a et s bbbt 19
PASS ..ottt sttt bbb bbbt 20
How the employer views the published payslips/P60s/P45s............cccceeeeeee. 21
Managing the OpenEnrol & OpenPayslips Account........ccccceciiieeniiieenicnnennnnns 21
0] 0] (o) V=TT SRR PP 22
1R @ T T= o] = o SRR 22
= [ oV =L PP PPUPPPPPPPRTPTIRE 23
Y T el =T aF- T ool SR PP P PPPPPPPRPPPPIRE 23

SA 08/17



Introduction

Welcome to your guide to setting up and using the IRIS AE Suite™ web portal.

IRIS AE Suite™ The IRIS AE Suite™ consists of several elements, including Auto
enrolment (within your Earnie software), IRIS OpenEnrol and IRIS
OpenPayslips/P60s/P45s.

Pension
Interface

For more details on the IRIS AE Suite™ please contact Farmplan on 01594
545000.

The Guide will describe setting up the cloud portal for the following elements of the IRIS AE
Suite™:

¢ |RIS OpenEnrol

¢ |RIS OpenPayslips and P60s

For instructions on setting up your Earnie data to work with Open Enrol please refer to the
Pension Guide in the program.
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What is IRIS OpenEnrol?

IRIS OpenEnrol is an element of the IRIS AE Suite™, and is a new way to distribute workplace
pension communications to employees.

Letters that need to be sent to employees, in order to comply with legislation, will be created

automatically when you run the payroll. They will then be published to a secure online portal.

The letters are emailed directly to each employee, and once they have registered with the

portal they will be able to quickly view all of their past automatic enrolment letters in an easy

to access, secure area.
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Employees receive pension communications directly via email

Letters can be accessed anywhere an internet connection is available

Quick and easy to setup with no software to install

Increases Automatic Enrolment administration efficiency

Reduces carbon footprint demonstrating an environmentally friendly solution
Reduces communication distribution costs including printing, postage and processing
Fully secure

Allows employees immediate 24/7 access to their own pension communication
information

Free 10S, Android and Windows Phone apps available for employees to securely view
their own pension communications on tablets or smartphones

Log into IRIS OpenEnrol to print any communications if an employee does not have an
email address

All published communications are date stamped for audit purposes and a copy stored
against the employee record.



Certain Automatic Enrolment triggers during the payroll run will cause a communication to be
created, which you then need to publish to the OpenEnrol secure website. OpenEnrol takes
that data and creates letters in the form of Adobe PDF files to be sent to your employees.

e |If the employee has an OpenEnrol account, an Adobe PDF version of the letter will be
emailed to the employee and stored online

e If the employee does not have an account but has an email address they will still
receive the pension communication but will also be asked if they wish to set up their
online account. The letter content is in the email, meeting the Pensions Regulator
(TPR) key requirements

e [f the employee does not have an email address, log into OpenEnrol to print the
required letter to give to them.

SA 08/17



Steps to setting up and using IRIS OpenEnrol

Create your IRIS AE Suite™
account

* Note that you will need a
nominated email address
to administer OpenEnrol.

e Enter your IRIS OpenEnrol login
any employee’s email details into the payroll
address so we recommend

that you use a generic one

— for example
payroll@farms.co.uk

Follow steps in Pension Guide to

set up payroll correctly

Publish letters from within payroll

Use the IRIS OpenEnrol portal to
manage pension communications
to your employees
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How to create an IRIS OpenEnrol account

If you already have an IRIS OpenPayslips account you do not need to set up a new account

for IRIS OpenEnrol; you can click the Login button and login as normal

1. Once you have signed up for OpenEnrol (contact Farmplan on 01594 545000) you will
receive an email confirming your IRIS OpenEnrol account has been created. Click on
the link to confirm Terms & Conditions and order details.

JIRIS ‘ OpenEnrol

SIGN-UP - IRIS OpenEnrol

Dear Test Test,
Thank you for expressing your interest in IRIS OpenEnrol. In order to process your order please follow the link below.

What do you need to do?

»  Cick on the link below to confirm your Contmct and Direct Debit Details:
h Sal istrationData/?1d=7533&token=bfe4254d-456a-487b-a04f-

lips.iris
41‘380 195dffe

2. You will then receive an email confirming your account has been created. Click on the
link in that message to complete your registration

JIRIS

Activate Your OpenPayslips Account

Dear Tom Hext,

Thank you for signing up to OpenPayslips.

To complete your registration click https:/fwww.irisopen lips.co.uk/account/confirm/163=6b9e-2{f2.

If you have any questions regarding the product please contact our Support Team who can assist on technical queries via
winw.iris.co.uk/contactsupport.

As a reminder, please note that your use of OpenPayslips is governed by the terms and conditions you agreed to when you signed
up, available here: https: x lips.co.uk/Home/TermsAndConditions.

3. Enter your New password, Confirm new password and click on the Set Password
button

OpenEnrol
JIRIS ‘ ogenpayslips

Enter your chosen password

Thank you for registering with IRIS OpenPayslips, please enter your password

below

Email address |quarrieso1ﬁce@yahoo co.uk ‘
First Name [Tom |
Last Name [Hext |

New password |

Confirm new password |

Set Password Cancel

4. Another email will be sent confirming those password details. You are now ready to
use OpenEnrol and OpenPayslips.
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How to set up OpenEnrol in the payroll software

The new Administrator - Email Address needs to be added to the payroll software. All
employees must have a valid email address.

1. Loginto Admin, click on File | Online Login Details | IRIS OpenPayslips/OpenEnrol

2. Enter the email address and password previously registered against your OpenEnrol
account and click OK

Email &ddress |

Password ||

Cancel

3. Log back into the Earnie payroll software. Each company will normally use these
default OpenEnrol login details. However, if you wish to keep each company separate,
you can set different login details for each company in Company | Alter Company
Details |Open IDs

4. All employees must have a valid email address in order to receive electronic
communications. This is entered in their Employee Details. (If they do not have an
email address you will be able to print their communications for them.)

For IRIS OpenEnrol to operate correctly it is vital for certain information to be present.
Instructions on what else you must do can be found in the Pension Guide, which you can
access Vvia the Pension menu in your payroll software

The Pension Guide also details how the letters are created and how to publish them
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Administer employee pension communications using
IRIS OpenEnrol

Go to the IRIS OpenEnrol website at https://www.irisopenpayslips.co.uk/ and click
the Login button

OpenEnrol
ni I RIS ‘ OpenPayslips
Usermname

Password

Remember me?

Forgot your password?

Login Cancel

Enter the login details you entered when you created the IRIS OpenEnrol account. The
Username is the email address you used when you registered. Click the Login button

NOTE: To receive a password reminder click the ‘Forgot your password?’ link.

The first screen you see on logging in is the Employees tab. This is a summary of what
has happened recently within the company.

Click on the OpenEnrol tab

s OpenEnrol £ Settings g Subscription / Maintenance

m Published Audit Templates

The OpenEnrol tab has four views, Print, Published, Audit and Templates. It opens by
default on the Print view.
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seectal  [EERA
ioog cfidiylksd
20 Farrah

JIRIS ‘ OpenEnrol

FRANKENSTEIN
Harry STABB

Beatrice HYDE

Gladys
EMMANUELLE

NR345678A

SAB79508D

JABB5082C

TYG82734B

NM765340A

Company Filter

All

Letter 1 - for Eligible Jobholders (no
postponement)

Letter 4 - for workers already in warkplace
pension (and itis a qualifying scheme:

Letter 4 - for workers alread
pension (and itis a qualifying st

Letter 4 - for workers already in workplace
pension (and it is a qualifying scheme
Letter 4 - for workers already in workplace
pension (and itis a qualifying scheme

Employee Search

Twilight Test  13/08/2015

CoLtd
Riverside 06/08/2015
Hospital PLC
Riverside
Hospital PLC

06/08/2015

Riverside
Hospital PLC

06/08/2015

Riverside
Hospital PLC

06/08/2015

Ideally your employees will have email addresses set up within the payroll software so that
when you click the Publish button (as described within the Pension Guide) the pension
communications will be sent automatically via email to those employees. They will also be

able to set up their own OpenEnrol accounts, and access their own communications via the

portal.

However, there may be some employees who are unable to receive their communications

this way as they do not have an email address. You are able to print their letters via the Print

section of the IRIS OpenEnrol portal and send them a physical copy, whilst retaining a record

of having sent the communication for audit purposes.

1. Use the Company Filter to view results by company, and Employee Search to find
particular individuals

2. Click the Select All box or tick the boxes to select particular letters. Then click the Print

button

SA 08/17
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You may need to resend emails or see what communications have been sent. To do this:

e C(lick the Published button to open the Published view

Company Filter Employee Search

Al .

Select Al

9 Terry NA728474A  Letter 4 - for workers already in workplace Riverside 06/08/2015
BROADBENT pension (and itis a qualifying scheme) Hospital PLC

2 Helen NB662391D  Letter 4 - for workers alread vorkplace Riverside 06/08/2015
ATKINSON pension (and itis a qualifying scheme; Hospital PLC

Amald NM342219B Letter 4 - for workers alread workplace Riverside 06/08/2015
DUNSTON pension (and itis a qualifying scheme) Hospital PLC
Tracy Taylor Letter 1 - for Eligible Jobholders (no test 30/07/2015
postponement)
El Terry NAT29474A  Letter 1 - for Eligible Jabholders (no Riverside 20/07/2015
BROADBENT postponement) Hospital PLC

JIRIS ‘ OpenEnrol

You are able to view a list of all the emailed communications, as well as resend the
emails if necessary, from this screen.

e Use the Company Filter to view results by company, and Employee Search to find
particular individuals

e Click the Select All box, or tick the boxes to select particular letters. Click the Resend
button to resend the emails previously sent through the payroll software.
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From To Document Company Filter

= =] All v All v
Employee Search
Quick Report
7 ioog cfidiylksd 13/82015 NR345678A  Letter 1 - for Eligible Jobholders (no postponement) 24 Twilight TestCo  To Be Printed
15:12 Ltd

Hilary 13182015 NR5699248  Letter 1 -for Eligible Jobholders (no postponement) 24 Twilight TestCo  Printed
Greenheld 15:08 Ltd

6 aergaer 131812015 NR562388A Letter 1 - Optinioining Scheme 2 Twilight TestCo  Printed

JRIS ‘ OpenEnrol

The Audit section is primarily so you can provide evidence to the Pensions Regulator that you
are meeting your legal obligations regarding pension communications.

e Use the filters From, To, Document, Company Filter and Employee Search to narrow
the list of entries as required

e Click the Quick Report button to download a PDF version of the data on your screen
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Auto Enrolment Is Coming Logo changed 2015-07-16

Template

2w O

Letter 1 - for Eligible Jobholders (no postponement) 2 Logo changed 2015-07-16 Template
Letter 1P - for Eligible Jobholders (Postponement Version) 2 Initial Version 2014-12-03
Letter 1T - for Eligible Jabholders (Transitional Version) 2 Initial Version 2014-12-03
Letter 1 - Opt in/Joining Scheme 2 Initial Version 2014-12-03
Letter 2 & 3 - for Non-Eligible Jobholders and Entitled Workers 2 Initial Version 2014-12-03
Letter 4 - for workers already in workplace pension (and itis a qualifying scheme) 2 Initial Version 2014-12-03
Letter & - for all workers - postponement 2 Initial Version 2014-12-03

;{“," H a1r M Displaying items 1 - 8 of 8

JIRIS | OpenEnrol

You can view the various Templates that are in use to create the letters, see what the current
versions are and edit them in order to add your own logo and signature. NB - if you require
different logos/signatures for each company you should set each company up with its own
login details.

e Click on the Templates button to open the Templates view

e Inthe View column, click on the View Template link next to the template you are
interested in

A Eo opare-

13

13 Auto Enrolment Is Coming Logo changed 2015-07-16 Template
12 Auto Enrolment Is Coming Logo changed 2015-07-16 Template
1 Auto Enrolment Is Coming Logo changed 2015-07-16 Template
Auto Enraolment Is Coming Initial Wersion 2014-05-20 Template

NI M Displaying items 1- 4 of 4

JIRIS ‘ OpenEnrol

e The screen will change to the Edit Template view. This will show the changes that

have been made to that particular template, and when they were made.
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To add your logo to the template:

Click the Edit Logo button

Edit Template

Upload New Logo: Browse. .

Upload New Signature: Browse.._

S Chars

(This screen may look slightly different if using a browser other than Internet Explorer)

e Click the Browse button next to Upload New Logo then browse for your logo on your
system and click Open

e Click Save Changes and your amended template will appear in the list as the latest
version. Click the View Template link to view a PDF of your amended template

SA 08/17
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What is IRIS OpenPayslips?

IRIS OpenPayslips is a new way to distribute payslips and P60s/P45s to employees. Payslips
and P60s/P45s are published from within the payroll software to a secure online payslip
portal. Once employees have registered with the portal they are able to quickly view all of
their current and historic payslips and/or P60s/P45s in an easy to access, secure area.

e All payslip/P60/P45 information is taken directly from the payroll software and
displayed exactly how they are usually seen

e Payslips/P60s/P45s can be accessed anywhere an internet connection is available
e Quick and easy to setup with no software to install

e Increases payroll processing efficiency

e Reduces carbon footprint demonstrating an environmentally friendly solution

e Reduces payslip/P60 distribution costs including printing, postage and processing
e Fully secure

e Allows employees immediate 24/7 access to their own pay information

e Easy access to historical pay information for both employer and employee

e Free I0S, Windows phone and Android apps available for employees to securely view
their own payslips/P60s/P45s on tablets or smartphones
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Steps to setting up and using IRIS OpenPayslips

* Note that you will need a
nominated email address
to administer
OpenPayslips.

It must not be the same as
any employee’s email
address so we recommend
that you use a generic one
— for example
payroll@farms.co.uk

SA 08/17

Visit IRIS OpenPayslips
website and Create Account

Update payroll software
with Account details

Check employee email
addresses

Publish payslips and/or
P60s/P45s

16
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How to create an IRIS OpenPayslips account

1. Visit the IRIS OpenPayslips website here. If you have not already registered for
OpenEnrol you will need to create an account.

OpenEnrol
ol I RIS ‘ OpenPayslips

Welcome to IRIS OpenEnrol and IRIS OpenPayslips

New - All your automatic enrolment communications and payslips in one place!

Employees have to be informed at key stages in the automatic enrolment process. The communications required will be set by their worker status
and what stage they are at in the process, and the triggers behind this are complex.

IRIS OpenEnrol takes care of the communications element. so you don't have to. IRIS has worked closely with The Pensions Regulator to @ TRY NOW
ensure your workers receive the right communications at the right time.

As an employer you have a legal obligation to support your employees with payslips and P60s. IRIS OpenPayslips helps automate and streamline this process,
saving time, money and helping reduce your carbon footprint.

IRIS OpenPayslips allows you to publish payslips and P60s electronically from within your IRIS payroll software to a secure online portal. Once delivered your
employees can view their current and historic payslips via their smartphone, tablet, laptop or desktop computer, whenever they want!

For more information on Pricing o to receive a quote please call 08448155700.

Benefits to the client Benefits to the employees
/ Quick and easy to setup with no software to install Allows employees immediate 24/7 access to all their
One location for all communications including automatic communications
enrolment, payslips and P60s Employees can access communications in one secure, online

~v-u\.\_f.sﬂnmwagtg:y%wolmfgsqrpphy‘&mtrywﬂ:;;aw-»._‘.;_‘,x.t- B i SR N NN o

2. Click Try Now to open the following screen:

JIRIS | S,

Create a new account

Please complete the form below to create new account for your organisation, note that only one account per organisation is required, do not use this form to
create user accounts.

To complete the registration a confirmation email will be sent to your email address with an activation link.

New Organisation Details New Administrator

Organisation Name
Email Address
Customer Reference
Confirm Email Address

Address
Forename -
Surname =~
* required
Town
i (& 1am an Accountant/Bureau
Postcode
I have read and agree to the Terms and Conditions
Country
Telephone i

Contact Email Address

Web Address Create Cancel

3. Enter the required details then click Create. An activation email will be sent to the
New Administrator - Email Address

4. Click the link in the email to be taken back to the IRIS OpenPayslips website

5. Enter a Password and click Set Password
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How to update the payroll software

The new Administrator - Email Address needs to be added to the payroll software and all
employees must have valid email addresses.

1. Log into Admin, click on File | Online Login Details | OpenEnrol/OpenPayslips

2. Enter the email address and password registered on the IRIS OpenPayslips website
and click OK

Bl IRIS OpenPayslips/OpenEnrol Lagin Deta[l ==

Ermnail Address |

Pazzword

3. Log back into the payroll and make sure all employees have up-to-date, valid email
addresses within Employee details

Bl Employee details - DUNSTON Amold (1) ==
General ] Eerind] SQIar_I,J] Eate&] la:-:.r'NI] F'a_l,l@eds] Tu:u-Datg] Eank] En&t_ing] QSP] Auto Enrol] F'gnsinn&]

Dates

Empl. Code | 1 Level (0 - Buth | 13,/02/196E6 ﬂ Age: 49
Title |Dr Statuz |Mamied - Started [12/02/2014 ﬂ LoS: 1
Sumame [DUNSTON Leit | //

Forenamel |.-’-'A.rnculd

Forename? |Wi||iam * Male Address
- 54 Rubicon Crescent
Known as |.f1‘-.rn|e " Female Thamaby
Phone No [[01642] 635352 Cleveland
Depattment |Neuology =|| | Posteode: | TS157ET
e-mail |arn0||:|.dunston@rivelside.cu.uk Courntry |United Kingdom ﬂ
User-Defined | Clone oK Save | LCancel |

SA 08/17
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To publish payslips/P60s/P45s to OpenPayslips portal

1. Go to Reports | Print Payslips

and select the required pay B Print Poysip Repog

. d Current Printer OpenEnrol/Payslips
YWPOT5685 S uppart Colour (HP CP1025) - Publish
periods
2. Click the OpenEnrol/Payslips Nurmber of copies [1 =]
Publish button in the top right of Select Period

week No ,g_j ™ week No lg_j r
Manth Mo lz_j v Manth Mo |2_j r

Year 201516 - Year

the Print Payslip Report screen

3. If some employees do not have

OpenSpace
an email address, a message will Upload to OpenSpacs
appear aSkIng if you WISh to prlnt Preview | Expart HMargins Selection LCancel

payslips for those individuals
4. Select Yes or No

5. All employees paid in the selected pay period with an email address will then be sent
an email asking them to register with the IRIS OpenPayslips website to view/print their

payslip

1. From Reports | Library Selection | Miscellaneous, and select P60 (OpenPayslips) (this
only needs to be done once)

2. Select Reports | Year-end Forms

3. Select the P60 (OpenPayslips)

4. Click the Publish button at the top of the screen

Current Printer OpenEnrol/Payzlips

|\\F'D‘I BEESAS upport Colour [HP CR10258) j Publish

To perform an integrity check on the emplopees details press Check Check
Select Period
Wweek No ,g_j d Week Mo ,g_j r
Manth Mo lz_j d Manth Mo lz_j r

ear W51~ Vear
OpenSpace
Upload to OpenSpace Mumber of copies [q j

Freview | E=port | Margins | Selection | LCancel |

5. All current employees with an email address who have been paid in the tax year will
then be sent an email asking them to register with the IRIS OpenPayslips website to
view/print their P60.
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1. From Reports | Library Selection | Miscellaneous, and select P45 (OpenPayslips) (this
only needs to be done once)

2. Go to Employee | P45 Routines | Issue P45
3. Choose the employee and click OK

4. Enter the Leaving Date and click Print

5. Select P45 (OpenPayslips)

6. Click the Publish button at the top of the screen

Bl Print P43 Report X
Cument Printer OpenE nrol/Payslips
|Hewlett-Pack ard HP Laser)et P2035 | Publish
~
- Week Mo '1_:' = wieek Mo '1_:' I
- tonth Mo '4_:' = Maonth Mo '4_:' r

ear 2017418 Year
OpenSpace
Upload to OpenSpace Mumber of copies ,1_j

TR Preview | Expart | Marging | Selection | LCancel |

7. Aslong as the employee has an email address in their record, an email will then be
sent asking them to register with the IRIS OpenPayslips website to view/print their P45

20
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How the employer views the published payslips/P60s/P45s

To view the published payslips/P60s:-

1.

in with your registered email address and password

their communications

Go to the IRIS OpenPayslips website at https://www.irisopenpayslips.co.uk/ and log

Click on an employee’s name and the screen will change on the right to show only

Select the tax year on the right that you wish to look at then click on either the

Payslips tab, P60 tab or P45 tab and the screen changes again to show the

payslips/P60s uploaded for the employee in that tax year

be viewed or printed as needed

Click on the Payslip, P60 or P45 and a new browser tab will open containing a copy to

Click back to the first browser tab to return to IRIS OpenPayslips

Managing the OpenEnrol & OpenPayslips Account

The main page has five tabs on the top left, Employees, OpenEnrol, Settings, Subscription
and Maintenance. (IRIS OpenEnrol is detailed earlier in this guide).

A Employees [E-TVSISIN]

Your Employees

© Settings @ Subscription

[ covre | o 1

- Company Name v|Y
Employee Name

® X Amold Dunston

& Beatrice HYDE

2 David Murray

& David Murray

& David Murray

& Graham Patterson

- Status

‘¥ Company Name

IRIS Software Ltd

Riverside Hospital
PLC

Riverside Hospital
PLC

Riverside Hospital
PLC

Eaton Limited

Riverside Hospital
PLC

Y Status

Inactive

Active

Registration sent

Registration sent

Registration sent

Registration sent

/ Maintenance

¥ Last Login

231052014 16:28:37

02/05/2014 11:30:10

16/08/2013 14:49:49

¥ Password

P60

il o MyAccount ~

Payslips
Description ¥ Full Name Y Year ¥ Uph ?g
a
Auto Enrolment 20n 3
Arnold Dunst 2014 =
s Coming nold Dlinsfon 16 z
e PITI S %
P602014-2015  Amold Dunston LU = @
8
LO - Auto 2 =
Enrolment Is Arnold Dunston 2014 17
Coming
Payslip M 02 121
2013.2014 Arnold Dunston 2013 14
Payslip M 01 220 9
. S
20132014 Arnold Dunston 2013 10 2
3
Payslip M 01 22n 2
2013-2014 Arnold Dunston 2013 10 ~


https://www.irisopenpayslips.co.uk/

Employees

The Employees tab displays all employees from all companies in the payroll software that
have had payslips published to IRIS OpenPayslips, along with their current Status.

The list of employees can be sorted using any of the columns; Status shows whether a
registration email has been sent and whether the employee has registered with IRIS

OpenPayslips yet.

How to edit an employee’s details

1. On the Employees tab select the individual using the radio buttons on the left, then
click Edit Employee

Edit Employee Details

Employee Details

First Name jamold

Last Name [punsTON

E-Mail Address Iarnold.dunston@ri\ferside.co.uk .
[upiio | cancr

2. Amend details, then click Update

If an employee’s email address changes, you must update it in the
payroll software AND here, as it will not sync automatically when you

publish payslips/P60s/P45s

IRIS OpenEnrol

IRIS OpenEnrol is an element of the IRIS AE Suite™ detailed earlier in this guide.

SA 08/17
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The Settings tab has two buttons on the top left, Account Details and Report.

A Employees S Opentnrol [E-EXTOLEM & Subscription  / Maintenance

Account Details Report

When the Settings tab is selected it opens by default on the Account Details view.

Account Details shows the account administrator details. These can be updated by
clicking the Edit button

From the Report button you can:

o Use the Audit Log Report to view a list of all actions taken within this account.
Use the Search box to filter the results if required

o Select Published Payslips History to create a report showing the number of
files uploaded per payroll company. Enter the relevant dates and click either
Data Export (.CSV) or Print View

o Select Changed Employee Emails to view previous email addresses and what
they have changed to

The Maintenance tab allows you to recall payslips that have been sent in error. You can recall
Payslips, P60s, P45s and Pensions information by clicking on the relevant button at the top of
the screen.

To recall a document:

Tick the box next to the relevant document or click the Select All box if you need
to recall everything

Click the Recall button

This will remove the published document from the website; it will not recall the actual sent
email (which in the case of Pensions includes a copy of the letter). If the employee tries to
click on the link to the payslip/P60/P45 in their email, it will not work.
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