Introduction to SAGE Payroll


This 2 day course has been designed to give first time or recent users the skills they need set up a payroll system. The course is 100% hands-on, with exercises to help delegates practice the new skills they learn.

Prerequisites

Delegates must be familiar with the operation of a PC and window based software. Some knowledge of accounting principles would be useful.

Course Content

Overview of Program/Company Setup

· Access Rights/Password Protection

· Company Settings

· Government Legislation

· Pay Elements

· Holiday Schemes/Absence Diary

· Pension Schemes

Employee Setup

· Create New Employee

· Employee Records/Amend

· Leavers

· Enter Employee year-to-date values

· Maintain Absence Diary

· Entering Holiday Pay/Advance Pay

· Employee Absence Diary

Payroll Processing

· Process Monthly/Weekly Payroll

· Printing Monthly/Weekly Reports

· Updating Records

Statutory Payments

· Process SSP, SMP, SAP and SPP

· Tax Credits

· Student Loans

Month End Process

· Inland Revenue Payments

Year End Process

· Reporting

· Electronic submission

Security

Backup/Restore Procedure
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