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Receive details of new 
starter from HR.

Print & check LF045 
New Starter form.

Check if HR010 New 
Starter Pack has been 

received & print if 
required.

Enter new starter 
details on to Select Pay. 
(If weekly paid, add to 

Syrinx as well).

PAYE or CIS?PAYE CIS

Dispose of completed 
new starter forms in 

the confidential waste 
bin.

Enter operator pay 
rates on to their 
individual Syrinx 

record.

Update the CIS Payroll 
spreadsheet.

Update the New Starter 
Rate Changes 
spreadsheet.

Send a copy of the New 
Starter Rate Changes 
spreadsheet to the 

Directors.

Scan LF045 form & 
create a file and save in 

the Payroll Operator 
folder on the Payroll 

Drive.
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