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Copyright Information

© 1987-2009 Farmdata Limited
Westertown
Rothienorman
Aberdeenshire
AB51 8US

The information contained in this manual and the accompanying software program are copyrighted and al rights are reserved by
Farmdata Ltd.

Farmdata L td reserve the right to make periodic modifications of this product without the obligation to notify any person or entity
of such revision. Copying, duplicating, selling or otherwise distributing any part of this product without the prior written consent of
an authorised representative of Farmdata Ltd are prohibited.

Information contained in this document is subject to change without notice and does not represent a commitment on the part of
FarmdataLtd. The software described in thismanual isfurnished under alicense agreement. The software may be used or copied only
in accordance with the terms of this agreement.

Limitations of Liability

In no event will Farmdata Ltd or any other person involved in the creation, production or distribution of the Farmdata software be
liable to you on account of any claim for any damages, including any lost profits, lost savings, or other special, incidental,
consequential, or exemplary damages, including but not limited to any damages assessed against or paid by you to any third party,
arising out of the use, inability to use, quality or performance of such Farmdata software and user manual, even if Farmdata Ltd or
any such other person or entity has been advised of the possibility of such damages, or for any claim by any other party. In addition,
Farmdata Ltd or any other person involved in the creation, production, or distribution of Farmdata software shall not be liable for
any claim by you or any other party for damages arising out of the use, inability to use quality or performance of such Farmdata
software and user manual, based upon principles of contract warranty, negligence, strict liability for the negligence of Farmdata Ltd
or other tort, branch of any statutory duty, principles of indemnity or contribution, the failure of any remedy to achieveits essential
purpose, or otherwise.

This does not affect your statutory rights.

Thisbooklet isdesigned to help you get started. It should be used in conjunction with the
following manuals.

Rdated Documents

paydata Manual
Windows Manud

Windows Tutorid
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The Information Required Before You Start

Running a computerised system requires no more information then is needed with amanud system.

Itisawayseadest to sart asystem a the sart of thefinancid year. Y ou can however Sart a any point
in ayear by entering the cumulative figures to date.

The Business Details

The basic required information should be readily available from existing records. Payroll name,
frequency, last pay period and date, and tax year will be fairly obvious.

The Nomind Ledger Codes can either be drawn from your accounting system or entered assmpletext.

Details of the Name and Address and the Bank Account from which the payroll isdrawn are required.
The Tax Office Name and Numbers should be obtainable from the payments record booklet.

Penson Scheme details again should be available or can be provided by the pension company.
The Individual Employees

The Minimum required for each employeeis detalled below. If some detall is unavailadle you will have
to make an entry of some sort which can be later updated with the actua information. For example
unknown dates can be entered as 01/01/80 and unknown text smply with a?.

Name, Date of Birth, Address

Nationd Insurance Number

If paid by Bank Trangfer then the bank details of the employee must be entered.
Isthis employee to be as a director

Stat Employment Date

Tax Code & Nationd Insurance Letter
Student L oan Repayments Due?

Basic Pay and/or Hourly Rates

Holiday Entitlement

Department and Cost Centre Allocation
Pension Scheme Membership and Payments
Any regular additiona payments or deductions
Tax Creditsin operation.

An Employee Record Template which may be useful for data entry isincluded at the end of
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this booklet.

Loading the Software

The system hasto be loaded onto a computer running Windows 95 or above. Windows 3.1 or 3.11
will not run this program.

Insart the CD and the system should autometically begin ingtdlation.
If not, sdlect Start and Run from the Windows Desktop.

In the Command Linetype d:\Setup (whered isthe drive letter of the CD-ROM) and click OK.

The screen below will gppear from which you can sdlect Paydatato ingtdl.

& Farmdata Installation CD

* CATTLErata m DAIRY data
3* SHEEFUa %ﬁ’ C207daly
-

3‘% PAY data FINANCIAL dats
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=
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Farmeata 1d. We=ertown, Rothienoman, Aberdecnshire, ABS13UIS
Ted pbb (07 1407 OF 1407 Fan 1k 0 1407 07 145
wwy fammdaa.co.uk support Efamdata.co.uk
0 Al products ment oned ane registered tredemarks or tedemarks of their respective companies.

T O e T T Iy T SN (R POV [y} e g S

Select PAYdata, and if you wish to ingdl the manua, select Adobe Acrobat Reader after.
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The PAY data for Windows Ingtaler screen will now appear. A regidtration screen will ask you for
your Name and Organisation as below. Click OK to proceed and fileswill be copied.

i'-:iﬂd DAIRY data - InstrallShield Wirard

Customer Infermation

Flease erter vour information.

Uszr Merre:

| earg= Paterann

Qrydrizd dur
|:.=|r'n'|.=|+=| I id

Install this application “or:
(&) Arvone wha usec e computer (3l ugare)

¢ only Sor nz ()

Follow the Ingtdl Shield wizard through. The program will now be ingtdled. Y ou should now have a
PAY data lcon on your desktop.



Starting the System

Once you have the system |loaded onto the computer you can go ahead and gart to useit.
Use the PAY data Icon on the desktop or Go to Start, Programs, Farmdata and PAY data.

If thisisthe firg time the program has been opened an Activation Key isthen asked for. Enter the Key
as written on your Certificate or Ingtdlation Sheet. It isessential to use upper and lower caseasonthe
certificate.

If you are ingtdling a demongtration program you will have no Activation Key, the system will work for
60 days and then ask for an Activation Key. No datawill be lost but you will not be able to access it
until you obtain an Activation Key from Farmdata

PAY data Setup

Plegse erilen yown aclivalion koy.

aclivation Few: |

Hel k. Canccl

Y ou will then get a screen showing you which directory the data files will be loaded into.
C\FARMDATA\PAYROLL 32\ isthe suggested directory. If thisisnot acceptable, click Browse and
sdlect your preferred directory.

f PAYdata Setup

Plzase selzul the dedinaglionn o be dala Giles.

Destnation: - 4E armdatatH eprollas

Framze

Help (0] Cancel




Click OK proceed.

Y ou will be asked if you wish to ingdl sample files. This is example data which can be ingdled for
demonstration purposes. It will give you anideaof how the system operates without having to enter any
data of your own. This data can be removed & a later dateif you wish. Y ou should take careto creste
anew business for your own data, rather than add yours to the samplefiles.

£ PAYUala Selup

Fleaze select wkether pou wish o irztal zample file:s:

Help | [1]4 Cancel

The system will then check for the necessary disk space on your computer. The setup routine now adds
PAY data to the Farmdata group box, unless you choose to put it esewhere. You will now have a
Farmdata group in Windows, with a PAY data for Windows Icon.

Thefirg time you go into the program the following screen will gppear if you haveingdled samplefiles.
Y ou can now familiarise yoursdf with the system. When you are ready to start entering your own
business data, select File as shown in the window below, and then New Business.



PAY data- Payrell Caleulation and Management System : Farmdata Ltd. r._“’E”.il

Flz  Utlitics  Help
= e Al
| Conten:s
Farrndata Ltc.

1 3 Crphkyes Nescrds

4]~ Repartz & Lisings

i I3 Mairteranes Rautire:

(2] Payroll Hur
S:ahus “411//2002 03:56

When you are ready to start entering your own business data, select File and then New Business and
you will follow the same process.

If you did not ingtdl samplefiles, thenfill in the next screen with your own details. The machine will then
spend a short time cresting the database for this business.



Setting up the System Structure

The firgt sections that have to be set up are al in the Maintenance Routines Option. All the options are
described in Chapter 2 of the manud.

T Manor karm Ltd : Payroll Parameters

Gzneral Parametsrz | Mominal | edger Cncdes | Froplnaer Dietails | Perwnn 5 rkbeme I'-.-'Iainrﬁnannﬁl

Pavioll M arre |Mar-,.;.- [ Laz: Pzu Period | 0

Pay Fraqueacy weeky v Las: Pap Date | 01/05/2002

Highest Cazh Mate o - TyrF_e nl Frrplrpee |D_'r' Cosl Centre
Cozting:

Holiday v'ear End .

HDD:_tﬁ'I'I SarEn December Persion Schemes) ™ Yes 4 Mo

trploper Lontracted ¢ ver (8 No

Mt

Type ol Bank. Tarilen a0 po | et — P oz |

Outprit | ¥ J |

Tar'ear inProgresz 2003

delp Save | Print | Ext

All the above data should befilled in.

Tax Year isthe year in which the financid year ends, 2002-2003 Financid Year is Tax Year 2003
Last Pay Period should be O &t the sart of the financid year.

Password may be blank. If blank, no password is demanded.
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% Manor Farm Ltd : Payroll Parameters

Gerwral Faanelas  Mominal _ecger Codes l Ennployzn Details | Persion Schene vanlear oe

Ihcone ~ax

M Contributions

Bank Account

Recoverable S5F Payments
Recorcrable SHP Payrents
Recoverable SPP Paymnents

Fiecoveiable SaF Papenls:

|MIC

|I:I.:nk

|55P

|SHF

|SFP

|5.-‘-‘-I—'

Save |

Frint |

— it

Nomina Ledger Codes should be filled in. Blank is not an option.

Nomina Ledger Codes from you accounting system should be used if available. Alternatively text can

be entered as above.
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T Manor Farm Lid : Payrall Haramatars [T][E|r§|

Rl ='.=|'.=m|=.r|=.m] Mrminal | e13er Codrs I ooz D2iEil: | Prazion Srbere r-1.=|'n'|=r'.=n't=e]

Friplngers Fam=

P 313

Fozlcodz

Daqs boamms
RAa< Rranch

Daqs Accoanl

|h‘arn:\r Fair _Ic I3 Ithre FHsms: |I:cnt|i: -
|w Arer Fairn T =% Jffce Moamaz a1
||rwcrun'c | an Heter=nce “urrker Q05407
|r5.I:-E:'|:EE:’|3hi'E

ABED 2

|I’J_|,rhm'l.=|lﬁ Fiark FIT.

|¢bc'u:u:m

|h-' arre Faim 10

Eclp

Tax Office Name, Number and Reference can be found on the Payment Deduction Book or any
correspondence with the tax office.

T Manor Farm Ltd : Payrell Parameters

Lianeral I-'ara‘natalal Monna Ledgar L'u:ude:] Emplaver Delzil:  Fersicr Schem= Mairtenance

Perzaun 3202 e Nunde 1 z % Enwraiyz : Cunliioiun " -1
pe:} = + [ L u

£ cheme Mane b anor Farr Lid Emacyz: Conlriz_sion oz
| Parcan:aga ol Erplopess |
“taceholds Soas o N .
Ao s * e £ Mo Cozt Code “cr Emplapess ||:E: S il
et Toaw D Lshion S i Lanfrioulions
o1 Tax Dz Lacliun Zerizion aoter © Mo . .
Sk Indialo [zt Code “rr Frinky e |cF{3 Pereon

-
CLON b Irdocton b ZC Febae 'wiCO o yvax e o
Firac Arourt Decuct Emaopzz:

IHaC T EC| 127 21 B . )

I-'er:e:-.lege 3 ey |F|xeu:l ArrcLrt Cecuction j Eitﬁ;i _avec il Irom ~ & 1A

Fer-enl=oF frr WAiahie
RITRNIZ0R Ala Lian ot v anth Frewous Maonts | 15

Deductchn Schemsz

Dzilaed r Enpoves Recond

Confriaulions

Fayments are Mg

Mew | D=zete |

Pint | Esit |

Each Pension Scheme required should be created Independently. Click New and alocate a number, fill
in the detail and click Save.
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Allowance/ Deduction Codes

Allowance / Deduction Codes are used to make adjustments to pay outwith the norma basic pay and
hourly retes.

Within the system you can st up alist of these to suit your business. A basic set are dlocated when a
business is created but this can be amended as required.

E Manor Farm Ltd : Allowance¥Deduction Code Maintenance |;||E||X|

l after Tax Additian ] Before T ax Deduciion ] £fter T ax Deduclion |

Murnber |Descrip:il:un |Bef:ure Hl | Cost Zode
1 Borus e
2 Cthzr Pay ez

K Othzr B=fore MI e

T4 Othzr Banus Tes

T et

Description |

Before Maional Insurance o Yes © Mo

Coszt Code

Help Save | MNew | Delete | Fint | E xit
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Entering Employees

Each employee has to be created in the Employee Records. It may help to use copies of the sheet at the
end of this book to collect the required information before entry into the system.

To create the first employee click the Employee records button at the top.

The following screen will gppesar.

iiiﬂﬂnnr Farm Ltd : Employee Recards @ Current

Cmiplopee kurber I E| F"m-in||si| Met » | Eind | —7137ge

Frphee b ame

Feliday Fecerd: ] Gizences Foods | Avcrage Earnings ]

Parzonal Detal: l Pavmcnt D=izil: ] Curnulabive & Previaaz Empl-:-_'-lncnt] MI Cumulatives | Pernanca: Addkians D educt cre ] Tar Clccit3]

S rnFme |Evcm¢ Mationa ke rArre (LD 22466S Ciertarz bl Rulas

P urnber arpl Flag £ ¥es & N>
Sueranefs] |J ares ;
: Feprerbbertand {300k Trangfe = First Pay ==vind A
|H alirecty
Rierk M am= .
Jate o 2k g CEAD] & |L|jfv e ﬁtartlcr r 1l 22/
raplnurent T ale
- Bicrk. Bieris IFrierur e
EEY ™ hrala ™ Ferrzla | Leawvhg Dlals
Borls Soft Zodz 24490173
Allews M1, Letizge
|Hd|.l S Bark: Account ||:||:I' 26824
||m"9"-"9 &itnpay Hoarhers

Joslends |aBI0LF

Iseprons  [0-467 334324

Helx |

Each employee should be dlocated a payroll number. Enter this at the top.

Hll in the detail as available. Where the correct information is not available you may need to make a
fictitious entry until the correct information is discovered. Some detail must be correct before the first
Payrun is started such as Tax code, NI Letter and Basic Pay. Other entries have to be correct before
the year end, such as NI Number and Address.

Nationd Insurance Number must be in the form AA123456A.

Where Bank Transfer is the Payment Method then the Bank Details must be completed.

-14-



E] Manar Farm 1 14 : Fm)sloyee Recorls : Cunren|

Croipl == Hurnbee: | El Frafi-:-usg| Mewt > | -nhd | gf.:rg:|

Fropl-w=rs HAme

Haoliczy Records | & chhass =acoice | feeeraga B arnings
Frersod Celeil: Mavmert [=caiz l Cunidalive & P esoz E aplos l::rll] HI Cundalive: | Pamaerladdir 2 Deduzioe | Tex Cediz |

Seolls 1 aade - ves @ Mo Cazh Pawner | WL Deaalinenl Zoee o)

Fale ndizzto

T “uile 15 Lask Hoseowe L2k -0 e Lot Lzebic 1 |F.=|r'n | 17T

: i
wierk 1 Rass i~ Yea & HNo R azie: Pay AEOCTC BolEERi 2 | | u
Cuzl Coridie 3 | | T
Taw _etler L = [zl M= E.ZICC
FlllTi':JPlHIiI q JTI:I H 1 II_,I H" H ; U.J-LL PHII';C.I r HI } FlIE r']IJ 1 IIHI
. Harl Fae = b F=rmLic.

Maliona Ineuroc |ﬁ "l ol Rae 0.20CC |1 - ahol Farm

(K} Cuondes Lislien . ) - . P —
[121das Ll et C Crgloves Mensiaa Costnbulion | 2EC

Skadert Loan i~ Yes & No .
M=z Hiidaw b SE— SE—

Repagrrcntz Sppy D:?Ia niawtn Ermplayer Fare on Loninioutce 17T

L=st Pan Period 1

. Thail, Crehiburing [iTun AT 0= & Amcont © Porecriage
Charily Cost Code Addiioral*alata Cartabulion | 300
Helr SR | R | Fivr | Fut |

Care should betaken to ensure Tax Code, Letter and NI Letter are set correctly. Entering thewrong NI
letter may create considerable problems which are difficult to correct.

Where a Tax Code is not known then use the emergency Tax Code on aWeek 1 Basis with tax |etter
L. If you don't know the NI letter use A to deduct at the standard rate. Y our tax office can inform you
of the current emergency code.

Basic Pay should be set at the valueto be payed each Pay Period. For example, where an employee has
awage of £250 per week but is paid fortnightly the Basic Pay should be £500. If hewere paid 4 weekly
the Basic Pay would be £1000.

Where abusiness has severd Pension Schemes in operation ensure the correct one in selected for the
employee. Where the values are declared in the employee record, these should be filled in.
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{E] Manor Farm | 1 - Fmployee Recorels © Currend

Foupl =B g hie |'| 3 Frovous € | Mexl & I Mind | Crame |

Ewplapes Mare Jame: H Zwers

[ lclider M=zard: I Gicknzss Mecords I Eovzragz Camings I
Serzona Detals I ==ymenl Cietals I Curdative & Pravioe Errq:iu:u_l.lrna’tl Pl Curilatives  Permanert dddkions/Jeductons | Tax Era:ltsl

Sefore Tawiddton  alf= Ta Adrdtnn I Sefore Tam [lecLckcn I Lfter Tae [Ie:I.I:ti:hI

Hirnhri Cnzt MR

0 Dagalowace C1Caa [arm

Mr=zripina | AN .nr|

Nz | =it I Lhzlclc |

Hel Sirur | M | Birl | =l |

Where and employee has additions and deduction which recur each pay period these can be set in
Permanent Additions/ Deductions.

Sdect the required addition / deduction and click New. Sdlect the type of addition / deduction from the
dropdown lit, enter the Value and the Cost Centre and click save.
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'{ﬁ Manor Farm Ll : Fmployee Recorels @ Corren|

Craplog== Hurmbe: || EI Frawi-:-usgl Mert > I -nhd | E’u:ﬂg:|

Froplw=r: Herme  lates - Fuas

Haliczy Reconds | 5 chness Sacoicg | mwerags Eanings |
Frrzod Celeil: I Pawmer LD zaiz | Cumddlive & P esiocs E aplo unll I Euul.ldlj\.'uxl Pamaer LadUtir s Tedusire  Tex Cedis I

Starl Dtz EndDize O aiy, Tatd|  Firs: Last Faymztk bo Zlatz al Stop
R abc Fayrmen: | Papnent Dcte “otec

CE W =l02 |25 Aug =002 £2E t2E6.ER C I Z0.on

N Zuil | D:ul:l

Helr SFkR | WA | Fivr | Fur |

Where an employee has atax credit select Tax Credits and Click New.
Enter, from the Order, the Start Date, End Date and Daily Rate.

If there has dready been payment made under thisorder the enter then vaue dready paid in the Payment
to Date Box.
Click Saveto complete.

Click New at the bottom to Create another employee record and continue with the next
employee.

Once all the employees have been entered you can proceed to the Payroll Run.
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New Businesses

To st up anew payrall click on File and New Business. Alternaively click the closed book icon at the
top left of the screen. This will take you back to the initid start up screen. Y ou then follow the same
routine for each new payroll.

If your business has different frequencies of payment to staff, for example weekly and monthly payments,
these will have to be set up as separate payralls.

Next time you dart the program you will be given the business option screen to pick from as shown
below. If you wish to swap between businesses whilst working in the program, click File and Change
Payroll. Alternatively click the open book icon at the top of the screen.

Select a Payroll EJ@IE|

2 Manor Fam Ltd

Usethe main manual for further explanation when required.

If all elsefailsFarmdatacanresurrect your recor dsfrom good backups.
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Employee Record Entry Sheet

First Name Address

Middle

Surname

Date of Birth Post Code

Sex Mde ? Femde ? NI Number

Director Yes ? No ? Start Date

Tax Code Week 1 Yes ?No ?

NI Letter Student Loan Yes ?No ?

Pad By Cash ? Chg ? Bank Tran ? Last Review Date

Basic Pay Hourly Rate 1

Holiday Days Hourly Rate 2

Hourly Rate 3

Department Cost Centre 1 %
Cost Centre 2 %
Cost Centre 3 %

Penson Scheme Employees Cont.

AVCVdue Employers Cont.

Tax Credit | Start Date End Date Daly Rete

Before Tax Addn After Tax Addn Before Tax Dedn | After Tax Dedn

Code

Vdue

Cost Ctr.
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