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PROM Processing Guide

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
T Anyrequired amendments to an Employees or Customers profile

1 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:

2l

paytactory.co.uk
@9 01908 268871

{:} PayFactory

facebook  Linked[]  twitteryp

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

1 Employees
Customers
Timesheets

Reports and Archives

1

1

1

Document Upload
f  HMRC Starter Checklist
1

Contact Us
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PROM Processing Guide

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):

Home | Global Management | Employees | Customers | Timesheets | Reportsand Archives | DocumentUpload | HMRC Starter Checkiist | Contact Us

Employee Management
“This interface enables you to set up and manage employes information.
Find Employees by Location
Near (Postcode):
or near customer: | (use postcode)

Search

Manage Employees

3 Filter: (With skill: |[None] 2]}

=2 Forename Surname _Status Telephone E-mail L~
Florin Nedelcu inactive
Lila szalkai inactive
Marius  Salan inactive 2
Juijus Kiseliovas inactive —
Tendy Marbeko inactive
Vaisa Kilaly inactive
Anane Boateng inactive
Samanta  Kieksaite inactive
Sharon  Birch inactive v
Stevie ONeil inactive

1 Add new employee | Delete employee | [Edit employee details
= [ ighlight employees with insufficient data
Upload Exported Employee Data

IF you export employess from Sage, you can import them here to be added to the list above. This can also be used to amend employee information should you have changed it in Sage and not here. {Note that any dashes between a value set in the export and changed in the online version
will default to the imported value)

Local File; Browse Upload

facebook Linked] twitterd

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, clickonthe ! RR b S ¢ 9 b6rIhi2 Ril&iE @rompt 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 amre mandatory fields.
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PROM Processing Guide

Please use this tabbed interface to sst up employes information.
Basic || Additional || Contact || Payment || Motes |
* Title: D_‘ =
Initials:
* Forename: |
* Surname: |
Name of the employes
Status: | Active |
Reason: |
Status of the employes
Employment Status:| PAYE |
Sage ID:
PAYE Ref:
Supplier Code:
Emiployes codes as used in different exports V)
Cancel | | Reject || Accept

Manage Employee x

Please use this tabbed interface to set up employee information.
Basic || Additional || Contact |[ Payment || Notes |

Unique Taxpayer Ref:
Companies House No.:
Reference datail

Skillsst:
*D.0.B.:

* Date Started:
* Gender:
Nationality:
Marital Status:

Geaneral information

Select

Select

Select

Unknown

Single Previous Surname:

Cancel || Reject || Accept

Manage Employee x i
Please use this tabbed interface to set up employee information.
| Basic | | Additional || Contact || Payment || Motas |
* Address: A
* Postcode:
Query this postcode on Google Maps
Telephone:
Mobile:
E-mail: =
Employes address and contact details.
Emergency Contact: Relationship:
Telephone: |
Emergency contact aetails. W
Cancel | | Reject || Accept

February 2016 — V1
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Please use this tabbed interface to set up employee information.
| Basic | | Additional || ‘Contact || Payment | | Notes |
Contract sent and received dates ~
* Tax Code:
* NI Number:
* NI Code:
National Insurance details
* payment Type: |BACS [~]
* Paymeant Frea.. | Monthly |
* Account Holder:
* Sort Code:
* Account Number:|
Bank/B'soc:
Bfsoc ref:
Bank details of employes v
Cancel | | Reject || Accept

Manage Employee »

Please use this tabbed interface to set up employee information.

| Basic || Additional || Contact || Payment || Motes |

Additional Notes:

Cancel || Reject || Accept

Once you have added all required information, you need to click ¥! O Oikdiill®hen 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.

February 2016 — V1
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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):

Home | Global Management | Employees | Customers | Timesheets | Reportsand Archives | Documentupload | HMRC Starter Checkiist | ContactUs

Customer Management

‘This interface enables you to set up and manage customer information.

Manage Customers

3 e |

Name Contact Name _Telephone
- Yokohiama HPT Lt Andy Lane 07966 725176
AirRaid Clothing Ltd  NickDavies 01908 305030
1D Machinery Limited  Adam Farr 01908 321778 2
DI Limited Rosie Corlett 01908 682300 &

1 Add new customer | | Delete customer | [ Edit customer details| |Employee Search| | Print

=
Upload Exported Customer Data

Tf you export customer data from Sage, you Gan import them here to be added to the lst above. This can also be used to amend customer information should you have changed it in Sage and not here. (Note that any dashes between a value set in the export and changed in the online
‘version will default to the imported value)

Local File: Browse Upload

facebook Linkedf] Ewitterd

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, clickonthe ! RR b S ¢ / lwa thi2 Wil&HeJrompt 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 amre mandatory fields

Please use this tabbed interface to sst up customer information.
Customer Details || Request Details || Contact Details |

* Customer Name: | | A
Name of the customer

* Address:

Billing Address:
(ir different from above)

= Company Type: [ Limited v

Proprietors’ names: | |

Approve/Reject All Cancel Save

7|Page
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Manage Customer X

Please use this tabbed interface to set up customer information.
Customer Details | | Request Details | | Contact Defails |
* Address:

Billing Address:

(if different from abova)

* Company Type:  [Limited ™

Propristors’ names: |
(if non-fimitad])
* Company Reg. No. :| |

v

| Approve/Reject All | | Cancel || Save |

Manage Customer x

Please use this tabbed interface to set up customer information.
Customer Details || Request Details || Contact Details |

Customer Code: | |
Customer code, allocated by Calverton

* Maximum Credit v
Limit Required: | |
* Terms (in days): | |

(indlicate if non-standard)
Additional Notes:

Approve/Reject All | | Cancel || Save |

Manage Customer x

Please use this tabbed interface to sst up customer information.
| customer Dewils || Request Details || Contact Details |

* Tel No.:
* Fax No.:
* E-mail: =
* Contact Name:|

Contact details for the customer

Approve/Reject All | | Cancel || Save

8|Page

: PayFactory

February 2016 — V1




PROM Processing Guide

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.

Home | Global Management | Employees | Customers | Timesheets | Reportsand Archives | DocumentUpload | HMRC Starter Checkiist | ContactUs |

Manage Timesheets

Timesheet Select Week
for Week Ending 19 Feb, 2016

[ Employee | [customer = [JName on Invoice =[] Code * [JPay Rate = []Hours/Days = []Charge Rate * [ HoursfDays to Invoice =[] Expenses Code * [] Expenses Paid * [ ] Expenses Charged = []VAT Type (m]

x [none VE]  [none MO Salay  [v] [7.00 | [35.00 | [333 | [3500 ] none[v] PAYe (noVAT) [v] [
< >
Total units paid: 35 (= £245.00) Total units charged: 35 (= £326.55)
woiceumbers: [ | Clear Selected

Columns Copy Prior Week Add Row Save

 Note that any lines highlighted red indicate an entered charge rate < pay rate.
When you have finished drawing up the timesheet for this week, please press Commit below. Note that this will immediately lead to submission, and you will no longer be able to make changes or additions to this timeshest.

Autosave time: 18/02/2016 11:33:53 Restore
Export Print Print (PAYE only) print (Ltd only)

Commit

facebook Linked Ewitter

Copyight 20102012 Caleton Francs

Colbrton e s, company 40361255t reieredin z..,hna and Wales
e s Combn Pty | oot 08

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

WO Y LI 2 & S| Use the drop down to the select the employee you wish to pay

W/ dzA (0 2 Y S| Use the drop down to select the customer you wish to invoice
WhtlYS 2y If you wish to mark the invoice to the attention of a specific individual,
please state the name here
W/ 2 RS Q | Use the drop down to select the payment type

Wt | & wl ( Inputthe hourly pay rate here
Wi 2 dzZNB K § Input the hours/ days the employee has worked

W/ K NBS Input the rate this should be invoiced at
Y| 2 dzNAR Kk 5 I § Input the hours/ days to be invoiced. Please note this should match the
hours/ days to be paid to the employee

WO E LISy & S &| If paying expenses, use the drop down to select this payment type
W9 E LISy & S & Input the value of the expenses which should be paid to the employee
WO E LISy & S & | Input the value of the expense which should be invoiced to the
customer
WY+ 1 ¢ ¢ & L| Usethedrop down to select the VAT type that’s applicable to this
individual:
PAYE (No VATF)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
W+1 ¢ <1 ] InputtheVATvalue
W5 S & ONJR LJ| This field allows you to input any notes that Calverton Business Support

need to know about this payment when processing. For example:
T WY/E date
{ PO numbers

February 2016 — V1
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I If this payment is holiday pay

W{ G I G dza | 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

W2 k9 h @SN No action required

We¢ 2 G £ t| This will calculate the total amount which will be paid to the employee

we 20l f [ K This will calculate the total amount which will be invoiced to the

customer

Other features which are included on this page are:

T

W{ St S O dthig b8t i€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

AAAAA

columns, put a tick on the desired box and press Clear Selected Column$his will then
delete all information from this column

W/ 2 LRt NRiRthedcu?réntSnveeR 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

W!I RR -KiB @ilallow you to insert a new employee row onto the timesheet
W{ | €bBcany payroll data has been inputted into the timesheet, it must be saved

W9 E [J2hNHill allow the timesheet to be exported into PDF format so it can be saved
if desired

Wt N&A thisividl print the timesheet off

WwS & & hd\th&heet will automatically save after a specific amount of time. By
clicking Restorethis will restore the timesheet back to the point of where it was last
automatically saved

Wt NRA Y G 6 tifyoud tim2sifebt@obs@ts of both PAYE and Limited payroll, this
feature will allow you to print off the PAYE payroll only

Wt NR Yy G O-[If pobir tirdeghke® conSists of both PAYE and Limited payroll, this
feature will allow you to print off the Limited payroll only

W/ 2 Y ¥thislwill 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 earliest
opportunity

10| Page
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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:

[=] Reports

5] 2015

January

February

April

=] May

Week ending 1 May, 2015
Week ending & May, 2015
Week ending 15 May, 2015
Week ending 22 May, 2015
Week ending 29 May, 2015
June

=1 July

Week ending 3 Jul, 2015
Week ending 17 Jul, 2015
August

Movember

December

[=] 2016

January

February

11| Page

PayFactory

O35

February 2016 — V1




PROM Processing Guide

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:

Document Title |

a.q. Signed Timesheat, New Starter Info, efc.

Related timesheet | 14/02/2016 - 19/02/2016[v]

Please select week of relafed timeshest,

Motes

Document Browse...

Please salact file to share hera.

| Upload |

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 Archivesb, 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

= =4 =4 =4 -8 -9

Should any timesheets not meet all of the criteria, this may result in a delay in processing the
timesheet or even disapproval.

12| Page
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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:

Home | Global Management | Employees | Customers | Timesheets | Reportsand Archives | DocumentUpload | HMRC Starter Checklist | ContactUs

HMRC Starter Checklist
The HMRC Starter Checklist is available from tarter-checklist.

For a direct download link (pleass verify this is the most current version), please dick here.

facebook Linkedfl] Ewitterdd
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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:

BHSO

FILE MESSAGE | INSERT  OPTIONS
= X, Cut

o K5

Paste

FORMAT TEXT REVIEW

<la [2E :'7%@ mj (] Q I” Follow Up~ Q

ddreos. Check | Attach Attach § ! HighImportance B
Bru w.a. = = 5= Address Check  Attach Attach Signature 0om
 Format Painter = 4- = =7 Thook Mames  File Tem- - 4 Low Importance
Clipboard Basic Text 5 Names Indlude Tags 5 Zoom -
HelpDesk@calvertonbusinesssupport.co.uk
=
‘ Help Desk
Send

|
Subject \

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)

3)

4)

5)

What week should | 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 22" 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 19*" February 2016.

1 February 2016 k
MO TU WE TH FR 5A 5U
25 26 27 28 29 30 31

1 2 3 4 5 8 7

8 9 10 11 12 153 14
15 16 17 18 19 20 21
rrell 25 24 25 2 27T 28
29

| 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.

What time do | 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.

| 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.

| have been sent an ineligible employee timesheet

15|Page

b PayFactory

February 2016 — V1




6)

7)

PROM Processing Guide

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.

| 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.

How can | view historical payroll reports?
To view historical payroll reports, you need to login to the PROM. Once you have logged in,

goto ‘RS LI2 NI & | y'tBb. FromNJ2f€ o@Blidb&able to drill down on the filing
structure to view the desired reports.

PayFactiory
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