SP69 — Monthly PAYE Payroll Process

Process Owner — Payroll Manager

V1 Issue Date

26/10/2022

Payroll Team

This document is held electronically as a controlled copy — Printouts are for reference and valid only on the day of print

Not on sheet

START

YES

Y

Download Paxton report
from Syrinx.

Y

Receive from HR the monthly
reports e.g. new starters,
leavers, holidays, sickness

etc.

Collate department signing in
sheets.

Open the Monthly Payroll
Details spreadsheet.

Y

Check each employee against
the Paxton report & HR
monthly report.

Refer to Signing In
sheets.

Refer to employee’s
line manager.

W

On sheet

l—

Proceed to update.

NO

Y

Resolved?

YES

Update the Payroll Details
spreadsheet with any
necessary changes e.g.

unpaid leave, sickness etc.

Enter on to Select Pay.

Y

Send to Finance Manager/
Controller for approval.

Y

Process Payroll.

Y

Send out payslips via email or
post.

Y

File payslips.

Y

Create Payroll journal.

Y

Post journal on to Access
Dimensions.
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