YOUR
PAYROLL SYSTEM

This is our process map showing the steps involved in getting your payroll prepared and processed. This is so that you
can pay your staff in a timely manner and deduct the right amount of taxes to pay across to HMRC. This ensures
compliance and avoid penalties from HMRC.

Payroll Month Ends

Request, receive,
review information
via template or
email

Check HMRC inbox for
tax code and student
loan updates and apply

accordingly to ensure
correct tax deducted

Check tax code appears
correct / notify you if
possibly wrong to check
with employee

Process the pay
information = enter

data for each employee

to calculate gross pay,
employers NI & pension

Generate the
payslips and payroll
reports

as well as employee
deductions and net pay

DAY 1 9 DAY 10

Save and store
confirmation of

1.Check the reports:

a.Expected pension Submit pension

contributions Print and securely Submit payroll information to reports submitted
b.Expected PAYE & store reports and information to pension scheme
NI contributions payslips HMRC provider on their Note any

portal information relevant
to the next pay run

c.Compare to
previous payruns

9 DAY 15 9 DAY 30
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