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About PROM 

PROM is a web based platform which our PayFactory clients use to upload payroll data. 
Typically the following information can be uploaded for processing during the current weekly 
payroll:  

¶ Any new starters 

¶ Any required amendments to an Employees or Customers profile 

¶ Upload weekly payroll using the timesheet facility 

 
To access PROM, go to the following web page: https://prom.payfactory.co.uk/ 

 
Once you are there, you will then be greeted with the following login page, where  you’ll be 
required to login with your login details:  

 

Once you have logged in, you will then land on the home screen page where you will see the 
following tabs: 

¶ Employees 

¶ Customers 

¶ Timesheets 

¶ Reports and Archives 

¶ Document Upload 

¶ HMRC Starter Checklist 

¶ Contact Us 

 

https://prom.payfactory.co.uk/
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Employees 

Under the employees tab, you will find a list of all the employees who are registered under 
your payroll scheme. You will also find the facility to add new employees located here (1). To 
find an employee, you can either through the list using the scroll bar on the right hand side (2) 
or you can search using the filter box (3):  

 

To view an employee’s data, double click on their name. You can then navigate through their 
profile accordingly.  
 

Add a New Employee 

 
To add a new employee, click on the ‘!ŘŘ bŜǿ 9ƳǇƭƻȅŜŜΩ box. This will the prompt a new 
screen to open, where you will need to work through each tab and input the new employee’s 
information. The notes tab provides space for any additional notes to be added, which  are 
specific to that particular employee.  

Please Note: All fields marked with an * are mandatory fields.  

1 

3 

2 
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Once you have added all required information, you need to click Ψ!ŎŎŜǇǘΩ. This will then save this 
employee onto the system. A notification will then be sent to the Calverton Business Support team, 
who will finalise the setup of the new starter.  
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Customers 

Under the customers tab, you will find a list of all employees who are registered under your 
payroll scheme. You will also find the facility to add new customers located here (1). To search 
for a customer, you can either scroll through the list using the bar on the right hand side (2) or 
you can search using the filter box (3):  

 

To view customer data, double click on the company name. You can then navigate through 
their profile accordingly.  
 

Add a New Customer 

To add a new customer, click on the ‘!ŘŘ bŜǿ /ǳǎǘƻƳŜǊΩ box. This will the prompt a new 
screen to open, where you will need to work through each tab and input the customer 
information.  

Please Note: All fields marked with an * are mandatory fields.  

 

1 

3 

2 
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Timesheets 

The timesheets tab is where the payroll data for the current week is inputted. Once completed, 
the timesheet must then must be committed by the agreed deadline.  

Please note: Prior to entering the payroll data, please ensure you can selected the correct week.  

 

Below is a breakdown of each field you will find on the timesheet:  

Ψ9ƳǇƭƻȅŜŜΩ Use the drop down to the select the employee you wish to pay 

Ψ/ǳǎǘƻƳŜǊΩ Use the drop down to select the customer you wish to invoice 

ΨbŀƳŜ ƻƴ LƴǾƻƛŎŜΩ If you wish to mark the invoice to the attention of a specific individual, 
please state the name here 

Ψ/ƻŘŜΩ Use the drop down to select the payment type 

Ψtŀȅ wŀǘŜΩ Input the hourly pay rate here 

ΨIƻǳǊǎκ 5ŀȅǎΩ Input the hours/ days the employee has worked 

Ψ/ƘŀǊƎŜ wŀǘŜΩ Input the rate this should be invoiced at 

ΨIƻǳǊǎκ 5ŀȅǎ ǘƻ LƴǾƻƛŎŜΩ Input the hours/ days to be invoiced. Please note this should match the 
hours/ days to be paid to the employee 

Ψ9ȄǇŜƴǎŜǎ /ƻŘŜΩ If paying expenses, use the drop down to select this payment type 

Ψ9ȄǇŜƴǎŜǎ tŀƛŘΩ Input the value of the expenses which should be paid to the employee 

Ψ9ȄǇŜƴǎŜǎ /ƘŀǊƎŜŘΩ Input the value of the expense which should be invoiced to the 
customer 

Ψ±!¢ ¢ȅǇŜΩ Use the drop down to select the VAT type that’s applicable to this 
individual: 
PAYE (No VAT) – If the employee is on the PAYE scheme 
Limited (VAT) – If the employee is paid through an Umbrella company 
Limited (No VAT) – If the employee is self employed 

Ψ±!¢ ±ŀƭǳŜΩ Input the VAT value 

Ψ5ŜǎŎǊƛǇǘƛƻƴΩ This field allows you to input any notes that Calverton Business Support 
need to know about this payment when processing. For example: 

¶ W/E date 

¶ PO numbers  
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¶ If this payment is holiday pay  

Ψ{ǘŀǘǳǎΩ Use the drop down to indicate when the payment is ready for 
processing: 
Scheduled – Payment entry is in progress 
Confirmed – Payment is ready to processed 

Ψ²κ9 hǾŜǊǊƛŘŜΩ No action required 

Ψ¢ƻǘŀƭ tŀƛŘΩ This will calculate the total amount which will be paid to the employee 

Ψ¢ƻǘŀƭ /ƘŀǊƎŜŘΩ This will calculate the total amount which will be invoiced to the 
customer 

 

Other features which are included on this page are:  

¶ Ψ{ŜƭŜŎǘ ²ŜŜƪΩ – this button is located at the top of the screen. Prior to entering in your 
current payroll, please ensure you have selected the correct week. You can also use this 
button to select a historical week, to view what was processed  

¶ Ψ/ƭŜŀǊ {ŜƭŜŎǘŜŘ /ƻƭǳƳƴǎΩ – at the top of each column there is a check box. To clear 
columns, put a tick on the desired box and press Clear Selected Columns. This will then 
delete all information from this column 

¶ Ψ/ƻǇȅ tǊƛƻǊ ²ŜŜƪΩ – if the current week payroll is the same as the previous week, you 
can click this box which will then copy the previous week’s payroll into the current 
week. This will save you from having to re-input the payroll 

¶ Ψ!ŘŘ ǊƻǿΩ – this will allow you to insert a new employee row onto the timesheet 

¶ Ψ{ŀǾŜΩ – once any payroll data has been inputted into the timesheet, it must be saved 

¶ Ψ9ȄǇƻǊǘ’– this will allow the timesheet to be exported into PDF format so it can be saved 
if desired 

¶ ΨtǊƛƴǘΩ –  this will print the timesheet off  

¶ ΨwŜǎǘƻǊŜΩ – the timesheet will automatically save after a specific amount of time. By 
clicking Restore this will restore the timesheet back to the point of where it was last 
automatically saved 

¶ ΨtǊƛƴǘ όt!¸9 ƻƴƭȅύΩ – if your timesheet consists of both PAYE and Limited payroll, this 
feature will allow you to print off the PAYE payroll only 

¶ ΨtǊƛƴǘ ό[¢5 ƻƴƭȅύΩ  - If your timesheet consists of both PAYE and Limited payroll, this 
feature will allow you to print off the Limited payroll only 

¶ Ψ/ƻƳƳƛǘ’ – this will commit the timesheet. Once the timesheet has been committed, 
you will be unable to make any further amendment or add any additional information 
to the timesheet. If you commit your timesheet in error or if you wish to make any 
amendments, you will need to contact Calverton Business Support at your ear liest 
opportunity  
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Reports and Archives 

Here you can view all the standard reports for the current and any historical submissions, based on 
the data entered into your timesheet. 

To view the reports, drill down in the below file structure to the desired month/ week you wish to 
view:  
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Document Upload 
 
This feature allows you to upload documents such as employee timesheets and P45’s which are 
relevant to a particular committed timesheet, should you wish:  
 

 
 
To upload, please complete the fields as instructed and click upload. This will then send a 
notification to the Calverton Business Support team. The document will then be stored under the 
Reports and Archives tab, in the relevant week.  
 
Please note: to ensure all employee timesheets are processed in time to meet the deadline, please 
ensure the following criteria are meet before sending the timesheets across to Calverton Business 
Support:  

¶ Clearly states the employees name 

¶ Clearly states the customer’s name and address  

¶ Clearly states the date which the employee worked 

¶ Clearly states the hours which the employee worked 

¶ Clearly states the total hours which the employee worked 

¶ Clearly shows a signature of authorisation for this timesheet 
 
Should any timesheets not meet all of the criteria, this may result in a delay in processing the 
timesheet or even disapproval.  
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HMRC Starter Checklist 

 
This document is issued by the HM Revenue & Customs. The HMRC Starter Checklist replaced the 
P46 document in April 2014. Any new employees who haven’t received their P45 from their previous 
employer, should complete the HMRC Starter Checklist to ensure they are placed on the correct tax 
code at the start of employment and to avoid any taxation issues.  
 
This can be downloaded directly from this page or you can click on the link provided which will take 
you to the gov.uk website, where you can download the form from there: 
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Contact Us 
 
This page will open a link to a draft email which will be sent to the Help Desk at Calverton Business 
support. You may include any questions or queries you have and a member of the team will get back 
to you: 
 

 
 
Alternatively, you can also contact the Calverton Business Support team via the following telephone 
number 01908 268882 
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Frequently Asked Questions 

 
1) What week should I be entering my payroll onto in the timesheets tab? 

Weekly payrolls we process a week in arrears. Therefore when you’re entering in your 
payroll, it needs to be on the timesheet which has the week ending date of the previous 
Friday.  
 
For example; please see the below calendar. You are inputting the payroll for the current 
week, which in this case is W/C 22nd February 2016. However as this is a week in arrears, you 
need to input this on the timesheet which has a week ending date of 19th February 2016. 

 

 
 

2) I am unable to commit my timesheet 
To commit your timesheet you need to have completed all of the fields on the timesheet 
template, for all the employees you are paying. For further guidance please see page 9 of 
this booklet. If you are still experiencing an issue, please contact the Calverton Business 
Support team. 
 

3) What time do I need to have committed my timesheet and have sent over the employee 
timesheets?  
A weekly day and time would have been agreed and included in the terms of your contract. 
To confirm your agreed day and time, please contact Calverton Business Support.  
 

4) I cannot/ may not be able to meet my submission deadline for the current week? 
If you are unable or if it looks likely that you will not be able to meet your submission 
deadline for the current week, please contact your payroll specialist immediately, where you 
will be advised accordingly. 
  

5) I have been sent an ineligible employee timesheet 
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If you have been sent an ineligible employee timesheet, please contact your payroll 
specialist at your earliest convenience. A decision will then be made based on the payment 
value, if the payroll will be processed or if a new copy of the employee timesheet will have 
to be obtained first. For further guidance on what criteria must be meet prior to submitting 
employee timesheets, please see page 12 of this booklet.  
 
 
 
 

6) I have a new Umbrella company  
If you are using a new Umbrella company, please advise your payroll specialist at your 
earliest convenience. If a weekly remittance needs to be sent, please provide the according 
contact details. 

 
7) How can I view historical payroll reports? 

To view historical payroll reports, you need to login to the PROM. Once you have logged in, 
go to ‘RŜǇƻǊǘǎ ŀƴŘ !ǊŎƘƛǾŜǎΩ tab. From here you will be able to drill down on the filing 
structure to view the desired reports. 

 
 


