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The Information Required Before You Start

Running a computerised system requires no more information than is needed with a
manual system. It is always easiest to start a system at the start of the financial year. You
can however start at any point in a year 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 Nominal Ledger Codes can either be drawn from your accounting system or entered as
simple text.

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

Pension Scheme details again should be available or can be provided by the pension
company.

The Individual Employees

The basic required for each employee is detailed below. If some detail is unavailable, you
will have to make an entry of some sort which can be later updated with the actual
information. For example unknown dates can be entered as 01/01/80 and unknown text
simply with a ?. You may find however that RTI returns will not work until the data is complete.

Name, Date of Birth, Address

National Insurance Number

If paid by Bank Transfer, then the bank details of the employee must be entered.
Is this employee to be set as a director?

Start Employment Date

Tax Code & National Insurance Letter

Student Loan Repayments Due?

Basic Pay and/or Hourly Rates

Holiday Entitlement

Department and Cost Centre Allocation
Pension Scheme Membership and Payments
Any regular additional payments or deductions

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



Loading the Software

Please do this during normal office hours if possible. This means we can be available to
assist you should you encounter and problems.
This guide is for stand-alone PC installation. Should you require network installation please
call us.
The whole process can take some time. Please be patient, it may occasionally seem like
nothing is happening for several minutes, but it will be working in the background.
Before starting the install process, please ensure that all pending Windows updates have
been installed and restart the PC.

DVD or USB Install

Insert the DVD in the drive or the USB stick into a port.

The computer may ask what you wish to do with it. Select to run Farmdatalnstaller.

If it does not offer you a start option open up your File Explorer, E on the task bar at
the bottom of the screen. Browse to the DVD or USB on the left and open it.

Double click on the Farmdatalnstaller file.

SupportFiles File folder
:_J Autorun.anf Setup Information | KB
[ Farmdatalnstaller.exe Application 152 KB
=% Farmdatalnstaller.exe.config XML Configuration File | KB
_| paydata2{20.ico lcon 4KE

This will start the install process. You may get a restart warning if there are Windows updates
queued to install. Please restart the PC and begin again.

Reboot required *

i i 1 Setup has detected a pending reboot request. Please reboot
L this machine befaore attempting to install Farmdata.




)E Farmdata Installation b4
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Farmdata Installation

-Please select the type of inst.

® Full Install

Installs the complete application. Used for standalone computer
) Network Install
® Workstation
Installs Workstation components enly. Used for a dlient computer
where data is on a separate server on your network.

Server

Installs Server components only. Used for a data server.

Copyright € 2019-2020 Farmdata. 3 Division of Landmark Systams Limited. All rights ressrved.

ZE Farmdata Installation Full Install 4

Setup will install the fellowing components onto your system)

P [¥] Farmdata Database Engine
[¥] Farmdata Report Engine
Paydata Application

Click on Install to start the process.

Select Full Install for single PC
install.

Please consult Farmdata if a
Network install is required.

Once the selection has been made
click Next.

The list of components to be
installed will be displayed.

Should you have an existing
Farmdata or Landmark installation
on this PC it will not require the
Database Engine or Report Engine.
These will be unticked accordingly.

The whole process may take some time but will work through the first two components

without your intervention.

The final Paydata Application installation does require some action on the operator’s part.
Please do not press the cancel button during the install process.



1 Database Engine install.

The system will unpack the files and begin the install.

8 5L server 2019 setup - o 8 5L Server 2019 Setup - 0o
Install Setup Files Installation Progress
a0 update for SOL Senver Setup is found and specified 1o be included, the Update wil be installed
nstall Sctup Fles = Installation Progress
Installation Progress | E |
Tesk Status install VCRuntime 40, Cpu32_Action
Instal Setup fles In Progress
B [ Cancel e Cancel

3. Report Engine Install.

Setup will install the following components anto your system|

SAP Crystal Reports runtime engine for NET Framework (32-bit)

_@] Please wait while Windows configures SAP Crystal Reports runtime
engine for MET Framework (32-bit)

Gathering required information ...

Cancel

= !:15:3:!:-';-5:
.
The above three processes should not require any user intervention.




4. Paydata Install.

Paydata 12.1 - InstallShield Wizard

T Paydata 12, 1 requires the following items to be installed on your computer, Click Install
\.‘:J- to begin installing these requirements.

Status  Reguirement
Pending Microsoft Visual C++ 2019 Redistributable Package (x86)

T e

Cattledata 14.5 - InstallShield Wizard

The installation of Cattledata 14.5 requires a reboot. Click Yes
to restart now or No if you plan to restart later.

Some prerequisite files may be
required.

Click install and these will
download and install in order.

The first of these may require a
reboot after install.

Click Yes and the computer will
restart.

Once restarted the install should
recommence. If it does not, restart

the install from the beginning and it will continue from this point with the further

prerequisite files.

ﬁ Paydata 12.1 - InstallShiefd Wizard

Welcome to the InstallShield Wizard for
Paydata 12.1

The Installshield(R) Wizard will install Paydata 12.1 on your
computer, To continue, dick Next.

VWARNING: This program is protected by copyright law and
international treaties.

Click Next to continue.



48 Paydata 121 - InstallShield Wizard *

License Agreement

Please read the following license agreement carefully.

Copyright Information ~
9 1978-2020 Farmdata, a Division of Landmark Systems Limited
Westertown

Rothienorman

Aberdeenshire

AB318US8

This product is copyrighted and all rights are reserved by Farmdata. Copying,
duplicating, seling or otherwise distnibuting any part of this product without the

prior written consent of an authorised representative of Farmdata are prohibited W
(®)T accept the terms in the license agreement Print
(D)1 do not accept the terms in the license agreement
Installshield
< Back | Cancel
ﬁ Paydata 12,1 - InstallShield Wizard X

Ready to Install the Program

The wizard is ready to begin installation.

If you want to review or change any of your installation settings, didk Badk. Click Cancel to
exit the wizard,

Current Settings:

Setup Type:
Typical
Destination Folder:

C:\Program Files (x86) \FARMDATA\PAYROLL32Y

User Information;
Name: georgep

Company:
Installshield
et | Omm ]| o
‘_@ Paydata 12.1 - InstallShield Wizard = X

Installing Paydata 12.1
The program features you selected are being installed,

i

Please wait while the InstallShield Wizard installs Paydats 12, 1, This may
take several minutes,

Status:
Validating install

InstallShield

< Bark Next =

The Licence Agreement screen will be
displayed.

Please read this through and confirm
acceptance.

You may now move on by clicking Next.

Follow the screens through clicking
Next. Please do not change the folder
for the program files without consulting
Farmdata.

On the Ready to Install Screen click
install to proceed.

Program installing.



15 Paydata 12.1 - InstallShield Wizard X | When complete you will see the
InstallShield Wizard Completed Finish option to click on.

The InstallShield Wizard has successfully installed Paydata
12,1, Click Finish to exit the wizard,

You will now have the Paydata Icon on your screen.

2
Pk 1241



Starting the System

Once you have the system loaded onto the computer you can go ahead and start to use it.

Use the PAYdata Icon on the desktop or Go to Start, Farmdata and PAYdata.

If you have installed from a web download the first time the program is opened an Activation
Key is then asked for. Enter the Key as written on your Certificate or Installation Sheet. It is
essential to use upper and lower case as on the certificate.

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

#, Paydata Setup

Activation Key

Please enter your Activation Key. I the program is an evaluation
copy then this should be left blank it will run for 60 days):

Key: ||

s

Cancel Help

You will also be asked to nominate the server location for the data files. The destination on
the left is the standard setting set by Farmdata for standalone systems. If you are integrating
with a Landmark Keyprime accounts system please consult Farmdata.

# Paydata Setup X

Destination for Data Files

Please select the destination for the Data Files:

Server: v
Authentication: SQL Server Authertication ¥
Login: |sa p |

Password: | """ |

Previous Cancel Help

# Paydata Setup X

Folder for Comman Files

Please select the destination for Common Files:

Folder: C:\Famdata'\Payroll 32

Change

Previous Cancel Help

The Folder for Common Files may be selected. Please leave as the default | unless there is

good reason to change.

—-10-



Click OK proceed.

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

The first time you go into the program you will be asked if you wish to create a new business.
Accept and you will go into setting up the system structure as described below.

Setting up the System Structure

The first sections that must be set up are all in the Maintenance Routines Option. All the
options are described in Chapter 2 of the manual.

5 Paydata. Payroll Parameters: Manor Farm = O X
General Parameters  Nominal Ledger Codes  Employer Details  Bank Detaills  Tax Details
Payrall Name: -
Frequency * Monthly M
Mo of Houry Rates: =
Highest Cash Note: Bl S ~
Holiday Year End Month: | December v
Tax Yearin Progress: s m|
Last Pay Month: [ 4 (July)
Last Pay Date: : I@
Agency Holiday Accrual Rate: E
Passward: [ ]
Enable Sick Note Recording
Nominal Ledger for Wages Analysis: (Mone) o
Folder for Accounting Analysis: |C: \FARMDATA\PAYROLLIZ\AccAnal
* Required fems: Browse Details Verffied
oK Cancel Help

All the above data should be filled in. Tax Year is the year in which the financial year ends,
2015-2016 Financial Year is Tax Year 2016

Last Pay Period should be 0 at the start of the financial year.

Password may be blank. If blank, no password is demanded.

—11-



{5 Paydata. Payroll Parameters: Manor Farm = R

R
MNet Pay

PAYE/NI

PAYE/NI

S5P/SMP/Rnd/Sus
SSP/SMP/Rnd/Sus
SSP/SMP/Rnd/Sus
SSP/SMP/Rnd/Sus
S5P/SMP/Rnd/Sus
SSP/SMP/Rnd/Sus
SSP/SMP/Rnd/Sus

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

Nominal Ledger Codes from you accounting system should be used if available. Alternatively
text can be entered as above.

(2 Paydata. Payroll Parameters: Manor Farm O R

Enter employer details as known to HMRC and contact details for the responsible person.

—12—



(2] Paydata. Payroll Parameters: Manor Farm @ IE IR

T
= |
[sanrass |

[owoaess |
s
]

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

—13—-



Pension Schemes

Fill in the Auto Enrolment Parameters and Create your AE pension scheme by clicking the Add
button beside the default Scheme.

[ Paydata. Auto Enrolment Parameters: Manor Farm — O X

|/ Paydata. Pension Schemes: Manor Farm - O x

P o4 1

Each Pension Scheme required should be created independently. Click New and allocate a
number, fill in the detail and click Save.

—14—



Allowance / Deduction Codes

Allowance [ Deduction Codes are used to adjust pay outwith the normal basic pay and hourly
rates.

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

|2 Paydata. Addition and Deduction Cades: Manor Farm = i8] x

| After Tax Addition | Before Tax Deduction | After Tax Deduction | Gualfying Gross Pay - Standard Paymetts

- | ETIREE of6 | b M |4 X

—15-



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 and then click the
the top.

The following screen will appear.

-, Paydata. Current Employees: Manor Farm i O %

Employee  Detalls Payment Pension Costings Cumulatives/Previous Employ NI Cumulatives  Additions/Deductions  Holiday ¥ | *

Employee Number: |I}DD4

Sumame: |Kenda\| |

Forenames: | Steven |

|Huward |

Title: Mr o

Date of Bith: [8osns7e | Sex Mde  ~
NI Number. [Assoazize |
Cizenship: |uk

From a Country in the European Economic Area: [ Yes
Passport Number: | |

Address: |Cottaga No. 2 |
|Manmr Fam |
|M|dlowr| |
[MLD1 501 |

Tel Number: |7|

Starting Date: W

Save Exit Print Delete Help

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

button at

Fill 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 RTI submission, such as NI Number, Address and Date of Birth.

National Insurance Number must be in the form AA123456A.

1. Must be 9 characters.

2. First 2 characters must be alpha.

3. Next 6 characters must be numeric.

4. Final character can be A, B, C, D or space.
5. First character must not be D, F, |, Q, U, or V

—16—



6. Second characters must notbe D, F, 1,0, Q, U or V.
7. First 2 characters must not be combinations of GB, NK, TN or ZZ (the term combinations covers both GB and BG
etc.)

L Paydata. Current Employees: Manor Farm = [m] X

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

~17-



Paydata. Current Employees: Manor Farm = O x

Employee Details Payment Pension Costings Cumulatives/Previous Employ NI Cumulatives  Additions/Deductions  Holiday ¢ |

Employee: 0004 Kendall, Steven
T o
Last Pay Month [ 3] (e
Imeqular Payment Pattem; [ | Yes

Qualitying Apprentice: [ Yes
Student Loan

Deduction Plan: WA i

Postgraduate Loan

Deduction Active: [ Yes

Cash Payment: £0.00

Last Review Date [o1/04/2020 |

Basic Pay: [ £1,905.00|

Hourly Rates: No Rate

> £11.7500

2 £0.0000
3 £0.0000

Hours Nomnally Worked ag|

Save Exit Print Delete Help

Where a Tax Code is not known then use the emergency Tax Code on a Week 1 Basis with tax
letter L. Your tax office can inform you of the current emergency code.

Basic Pay should be set at the value to be paid each Pay Period. For example, where an
employee has a wage of , 250 per week but is paid fortnightly the Basic Pay should be , 500.
If he were paid 4 weekly the Basic Pay would be ,1000.

In Pensions tab. Where a business has several Pension Schemes in operation ensure the
correct one in selected for the employee. If they are in the AE pension scheme leave this blank.
The system will allocate then to it. Where the values are declared in the employee record,
these should be filled in.

In Costings set the Department if required and the Cost Centre allocation if known.

In NI Cumulative. If you don=t know the NI letter use A to deduct at the standard rate. For
employees over state pension age use C and for employees under 21 use M

In Additions/Deductions set any regular values to be added or deducted each pay period.

Click the Plus Sign on the top ribbon to add another employee record and continue with the
next employee.

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

—18—-



New Businesses

To set up a new payroll click on File and New Business. Alternatively click the closed book icon
at the top left of the screen. This will take you back to the initial start-up screen. You 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 payrolls.

Next time you start 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.

L Paydata. Select a Payroll >

Tax _Yeaf Payrall

Payroll Name Latest Pay Period B No

Month 4, 31/07/2020
Week 22, 09/09/2020

IGK Hr;ancaHHeb[

Use the main manual for further explanation when required.

If all else fails Farmdata can resurrect your records from good
backups.

—-19-—



Employee Record Entry Sheet

First Name Address
Middle
Surname
Date of Birth Post Code
Sex Male I:l Female I:l NI Number
Director Yes I:l No I:l Start Date
Tax Code Week 1 Yes I:l No I:l
NI Letter Student Loan Plan 1 2 3 UG
Paid By Cash I:l Chqg I:l Bank Tran I:l Last Review Date
Basic Pay Hourly Rate 1
Holiday Days Hourly Rate 2
Hourly Rate 3

Department CostCentre 1 %

Cost Centre 2 %

Cost Centre 3 %

Pension Scheme

Employees Cont.

AVC Value Employers Cont.
Before Tax Addn After Tax Addn Before Tax Dedn After Tax Dedn
Code
Value
Cost Ctr.
Pay to Date | £ = LEL £ EE Cont £
Tax to Date £ LEL > PT £ ER Cont £
GP For NI £ PT -> UEL £
UEL > £

-20-
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