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Logging in:

Log into http://portal.paycheck.co.uk

Your initial welcome email will assist you in setting up your password and inform you of your username and company

code going forward.

Your password must be a minimum of 8 characters with 2 non-alphanumeric characters, for example: ? or ! or * or /

PayCheck

p ePay Portal

Username:

Password:

Company code:

- u
i forgot password? |
-, S s |

To upload Payroll Instructions:

Select ‘Client Input’ on the Menu bar:

Client Input

Click on the pay frequency (Monthly) and
M12 = March)

the pay period you are uploading instructions for (example M01 = April to

[TeamSpiritpaycheckReportFiles/Portal/Client” *  12018-2019/Monthly/M08

El- 4 Monthly
-1 M01
-1 M02
-1 M03
-1 M04
-1 MO5
-3 M06
-3 M07

b= vioc)

- M09

Browse to find your documents to attach:
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http://portal.paycheck.co.uk/

You can select more than one document to upload at one time, as long as the total file size does not exceed 10MB.
You cannot upload Outlook emails — all text needs to be in a Word, Excel or PDF document.

Click *Open’ and click on the ‘Upload’ icon

A Name Date modifit

£ ABCD Company Instruction - May18 is.
£1] ABCD Company Starter Template - May1... 3
HMRC Starter_checklist_v1.0.pdf

Select ‘Send Email’ icon to send Pay Check an email to notify the payroll instructions have been uploaded and any
comments you wish to reference to them. Click ‘Submit’

Email TO paycheck@paycheck.co.uk
Email CC paycheck@paycheck.co.uk
Subject $$$: Company Namel
Message

e TP

Hi Pay Check

| have uploaded the payroll instructions.

Please ensure you give all staff a £200 bonus.

./ Design | €>HTML @ Preview Words: 18 Characters: 103

Pay Check will now process the payroll and let you know when reports have been uploaded.

If you need to delete a document/s select the documents and click on the delete icon. Select ‘OK’ for each document

This site says...

Avre you sure you want to delete this Files?

OK Cancel
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View/check Pay Check payroll reports:

Select ‘Pay Check Reports’ on the Menu bar:

Pay Check Reports

Select the tax year you wish to view ‘2018-2019' then the pay frequency ‘Monthly’, select the tax months you wish to
view reports for:

Pay Check Report

Select Company Name ZVEGBE_ZVE

¥ Download | ™ Approval to Payroll I 4 Download All Files as Zip

[TeamSpiritpaycheckReportFiles/P:

k}'ZVEfZDlBQOlQ}MontthfMOE

B ZVE 63
B3 2018-2019
I~ Misc
B 4 Monthly
4 M01
I~ 5 M02
|~ M03
I~ M04
M0O5

|~ M12
S T71plate v \

You can download the reports to your PC) tablet or phone.

Once reviewed and checked one can amend/action/approve the payroll with a written message to your account
manager:
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View/manage payslips:

Under the Main Menu select

1. HR Access
2. Admin Payslips

]
Email TO

Email CC
Subject

—

B E Az

payroli@abedcompany.com

ZVE: ABCD COMPANY
LTDApproval Email

[Fom e [ren ] [

S Desgn 3 ML dreves

Words 0 Characwes 0

ET ]

Employee Access

HR Access

Admin
Announcements

Document
Management

Admin Payslips

Searching for the right employee(s): 2 options

Option 1: Fill in the criteria of the employee

Admin Payslips

Admin Payslip Details

Save

PDF/
Send
mail

Emplor
Cod:

Select Pay Frequency Al ~

Search Criteria Employee Code B

Match Criteria Anywhere v
Choose Year —-Select Month--  |»| -- Choose Year - |

Refresh

e “ o o

yee Employee Full
le Name

=1 | ! Xl I 4 \ I\ | M|
1 “@ & A = JOE BLOGGS JOE BLOGGS September 2018 28/09/2018 Monthly
2 a & h @2 JOE BLOGGS JOE BLOGGS August 2018 31/08/2018 Monthly
3 a & B o= JOE BLOGGS JOE BLOGGS luly 2018 31/07/2018 Monthly
4 a & A = JOE BLOGGS JOE BLOGGS lJune 2018 29/08/2018 Monthly
5 a & B = JOE BLOGGS JOE BLOGGS May 2018 31/05/2018 Monthly
(] @ @ A = JOHN SMITH JOHM SMITH September 2018 28/09/2018 Monthly
7 a & B o= JOHN SMITH JOHM SMITH August 2018 31/08/2018 Monthly
8 a & B = JOHN SMITH JOHN SMITH luly 2018 31/07/2018 Monthly
9 a & B = JOHN SMITH JOHN SMITH lJune 2018 29/08/2018 Monthly
10 a . B = JOHN SMITH JOHN SMITH May 2018 31/05/2018 Monthly

Option 2: Use the search bar filters
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This will narrow down the search

To view and manage payslips:

Select the icon for the magnifying glass to view the payslip

Employee Full Name

Employee
Code
I | v

v

‘
| | I

= /&

1 4 & A = 1 JOE BLOGGS
2 = 1 JOE BLOGGS
3 4 & A_m 1 JOE BLOGGS
4 & & A = 1 JOE BLOGGS
5 4 & A = 1 JOE BLOGGS

To download the payslips to PDF select the save icon

View/manage P45’s:

Under the Main Menu select

Main Menu

1. HR Access

) Employee Access
2. Admin P45 SIips\>

HR Access

Admin
Announcements

Document
Management

Admin Payslips

Admin Tax Uploaded
Details

Admin P45 Slips

JOE BLOGGS

JOE BLOGGS

JOE BLOGGS

JOE BLOGGS

JOE BLOGGS

September
August
July
June

May
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Searching for the right employee(s): 2 options

Option 1: Fill in the criteria of the employee

Admin View P45 Details

\
Select Pay Frequency Al ~
Search Criteria Employee Code ~
Match Criteria Anywhere ~
Choose Year --Select Month-- ~| --Choose Year -- v

= Employee Employee Full
View/Print | PDF/Send 05 First Name Surname 22 Department
i Code Name
mail

v| v | M

1 S A = 2 JOHN SMITH SMITH JOHN September

Option 2: Use the search bar filters

This will narrow down the search
To view and manage P45’s:

Select the icon for the magnifying glass to view the P45
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Admin View P45 Details

Select Pay Frequency All ~

Search Criteria Employee Code =

Match Criteria Anywhere >
Choose Year --Select Month-- ~ | --Choose Year -- ~

S Employee Employee Full
View/Print | PDF/Send L First Name Surname L Department
; Code Name
mail
= | |

— M vl | ¥|
1 S A = Z\JQHN SMITH SMITH JOHN September

the payslips to PDF select the save icon

To download

View/manage Payroll Template Instruction:

Select ‘Pay Check Reports’ on the Menu bar:

Pay Check Reports

Select the tax year you wish to view '2018-2019’ then the pay frequency ‘Monthly’, select the ‘Template’ folder
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Pay Check Report

Select Company

=- & AVE
—aM
B M

-

U A U U U Y T T

¥ Template

¥ Download

B3 2018-2019

Name

= Approval to Payroll

[TeamSpiritpaycheckReportFiles/Portal/PayCheck/ZVE/2018-2019/Monthly/Template

isc 'ZQ

onthly ZVE

MO1 TEMPLATE TEMPLATE

MO2 M09 xlsx
MO3
MO4
MO5
MO6
MO7
MO8
M09
M10
M11
M12

¥ Download All Files as Zip

IVE

M10 xlsx

\

You can download the template required by selecting the *‘Download All Files as Zip’

Your template will be uploaded at the start of each tax month
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