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Receive LF085 or 
LF085A rate change 
form from relevant 

manager.

Check form.Check form.

Update Select Pay with 
new pay rates.

PAYE or CIS?PAYE CIS

Update Select Pay & 
Syrinx with new pay 

rates.

Update Syrinx with new 
pay rates.

Update CIS Payroll 
Details spreadsheet 

with new rates.

Update the Operator 
Rate Change 

spreadsheet and send a 
copy to the Directors.

Scan LF085 form & 
create a file and save in 

the Payroll Operator 
folder on the Payroll 

Drive.

Weekly or 
Monthly?

MonthlyWeekly

Update the Operator 
Rate Change 

spreadsheet and send a 
copy to the Directors.

Update the Weekly 
PAYE Employees 

spreadsheet.

Dispose of the Rate 
Change forms in the 

confidential waste bin.

Update Payroll Details 
spreadsheet.

Update Monthly Wages 
spreadsheet.

Internal Use


	SP66 - Payroll - Rate Change process - V1 26.10.22.vsdx
	Page-1


