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Dear Customer

Welcome to your guide to setting up and using the IRIS AE Suite™ web portal.

IRIS AE Suite™ The IRIS AE Suite™ consists of several elements, including Auto enrolment

(within your payroll software), IRIS OpenEnrol and IRIS OpenPayslips/P60s.
For more details on the IRIS AE Suite™ please contact Sales on 0844 815
5656.

Pension
Interface

The Guide will describe how to set up and use each function on the web and
also within your payroll software.

The Guide contains instructions on setting up the cloud portal for the following elements of the
IRIS AE Suite™:

¥ IRIS OpenEnrol
@ RIS OpenPayslips and P60s

Further help can also be found on our website.
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IRIS OpenEnrol is an element of the IRIS AE Suite™; a new way to distribute workplace pension

What is IRIS OpenEnrol?

communications to employees. Letters that need to be sent to employees, in order to comply with
legislation, will be created automatically when you run the payroll. They will then be published to a
secure online portal. The letters are emailed directly to each employee, and once they have
registered with the portal they will be able to quickly view all of their past automatic enrolment
letters in an easy to access, secure area.

What will IRIS OpenEnrol do for me?

= Employees receive pension communications directly via email

= Letters can be accessed anywhere an internet connection is available

= Quick and easy to setup with no software to install

= Increases Automatic Enrolment administration efficiency

= Reduces carbon footprint demonstrating an environmentally friendly solution

= Reduces communication distribution costs including printing, postage and processing

= Fully secure

= Allows employees immediate 24/7 access to their own pension communication information

= Free IOS, Android and Windows Phone apps available for employees to securely view their
own pension communications on tablets or smartphones

= Loginto IRIS OpenEnrol and print any communications if an employee does not have an email
address

= All published communications are date stamped for audit purposes and a copy stored against
the employee record
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Certain Automatic Enrolment triggers during the payroll run will cause a communication to be

How does IRIS OpenEnrol work?

created, which you then need to publish to the IRIS OpenEnrol secure website. IRIS OpenEnrol
takes that data and creates letters in the form of Adobe PDF files to be sent to your employees.

= |f the employee has an IRIS OpenEnrol account an Adobe PDF version of the letter will be
emailed to the employee and stored online

= If the employee does not have an account but has an email address they will still receive
the pension communication but will also be asked if they wish to set up their online
account. The letter content is in the email, meeting the TPR key requirements

= If the employee does not have an email address, log into IRIS OpenEnrol to print the

required letter

www.iris.co.uk/customer



Steps to setting up and using IRIS OpenEnrol
Create your IRIS AE Suite™

Account

Enter your IRIS OpenEnrol login
details into the payroll

Follow steps in Pension Guide to
set up payroll correctly

Publish letters from within payroll

Use the IRIS OpenEnrol portal to
manage pension communications
to your employees

JIRIS
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If you have an IRIS OpenPayslips account you do not need to set up a new account for IRIS

How to create an IRIS OpenEnrol account

OpenEnrol; you can click the Login button and login as normal

1. Once you have signed up for the IRIS AE Suite™ you will receive an email confirming your
IRIS OpenEnrol account has been created. Click on the link to confirm your Contract and
Direct Debit details

JIRIS ‘ OpenEnrol

SIGN-UP - IRIS OpenEnrol

Dear Test Test,
Thank you for expressing your interest in IRIS OpenEnrol. In order to process your order please follow the link below.

What do you need to do?

»  Cick on the link below to conflm'l ','Dur Contract and Direct Debit Details:
Sales/ReviewSalesRegistrationData/?1d=7533&token=bfe4254d-456a-487b-a04f-

hi ips.i
41‘380 1954ff6

2. You will then receive an email confirming your account has been created. Click on the link
in that message to complete your registration

JIRIS

Activate Your OpenPayslips Account

Dear Tom Hext,

Thank you for signing up to OpenPayslips.

To complete your reqgistration click https:/fwww.irisopen lips.co.uk/account/confirm/163=6b9e-2{f2.

If you have any questions regarding the product please contact our Support Team who can assist on technical queries via
www.iris.co.uk/contactsupport.

As a reminder, please note that your use of OpenPayslips is governed by the terms and conditions you agreed to when you signed
up, available here: h lips.co.uk/Hom

3. Enter your New password, Confirm new password and click on the Set Password button

OpenEnrol
"IRIS OEenPra]yslips

Enter your chosen password

Thank you for registering with |RIS OpenPayslips. please enter your password

below

Email address !quarriesnfﬁce@y;ihoo.co.uk |
First Name [Tom |
Last Name {Hoxt |
New password | *

Confirmm new password | | i
Set Password Cancel

4. Another email will be sent confirming those password details. You are now ready to use
IRIS OpenEnrol
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The New Administrator - Email Address needs to be added to the payroll software and all
employees must have a valid email address.

How to set up IRIS OpenEnrol in the payroll software

1. Log into Admin, click on File | Global Settings | Online Login Details

(File) Operators/Groups Licence Audit Trail Help
 Global Settings > HMRC Messages
[ Companies” - 4 Configure Email Payslips/P60s
Alter Admin Password | Online Legin Details
Delete Utility 'I:\?
Reopen Pay Period

Use Earnie
Exit

2. Enter the username and password registered on the portal and click 'OK'

Online Login Details

Usemame : I

Password : ||

Leam more about online Documents

oK Save I Close I

3. Log back into the payroll. If you need to, you can set different login details for each
company on the Company | Alter Company Details |IRIS Credentials tab

4. Make sure all employees have an up-to-date, valid email address within Employee Details

For IRIS OpenEnrol to operate correctly it is vital for certain information to be
present. Instructions on what else you must do can be found in the Pension Guide,
which you can access via the Pension menu in your payroll software

The Pension Guide also details how the letters are created and how to publish
them
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1. Visit the IRIS OpenEnrol website at https://www.irisopenpayslips.co.uk/ and click the Login
button

) OpenEnrol
|‘IRIS | OpenPayslips
Usermame

Password

| Remember me?

Forgot your password?

Login Cancel

2. Enter here the login details you entered when you created the IRIS OpenEnrol account.
Username is the email address you used. Click the Login button

NOTE: To receive a password reminder simply click the ‘Forgot your password?’ link

The first screen you see on logging in is the Employees tab. This is a summary of what's happened
recently within the company.

3. Click on the OpenEnrol tab

A Employees s OpenEnrol £ Settings g Subscription / Maintenance

m Published Audit Templates

The OpenEnrol tab has four views, Print, Published, Audit and Templates. It opens by default on
the Print view.

www.iris.co.uk/customer


https://www.irisopenpayslips.co.uk/

JIRIS

Print
Company Filter Emgloyee Search
Communications to be printed All L m
select Al m '3 Enlarge
_ Efnpikinyge ” Campany
Selel T Employes NN Db
Code
T loog eNdiylked  WRI4BETIA  Letler 1- T Eliglhle Jobholders (ne Twiight Test  130E2015
Cottd
20 Farran SABT95080 Riversiae O6DEZ015
FRANKENSTEIN Hosgitai PLC
] Harry STASB JASE5082C UG0BZ015
15 Beatnce HYDE TYGE2T 348 DED8Z015
14 Gladys NMTEE3404 L DROEZ015
EMMANUELLE
JIRIS | Opentnrol
¥

Ideally your employees will have email addresses set up within the payroll software so that when
you click the Publish button (as described within the Pension Guide) the pension
communications will be sent automatically via email to those employees. They will also be able to
set up their own IRIS OpenEnrol accounts, and access their own communications via the portal.

However there may be some employees who are unable to receive their communications this way
as they do not have an email address. You are able to print their letters via this Print section of
the IRIS OpenEnrol portal and send them a physical copy, whilst retaining a record of having sent

the communication for audit purposes.

1. Use the Company Filter to view results by company, and Employee Search to find

particular individuals

2. Click the Select All box or tick the boxes to select particular letters. Then click the Print
button

www.iris.co.uk/customer 10
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You may need to resend emails or merely see what communications have been sent. To do this:

1. Click the Published button to open the Published view

Communications Published

i Select All

- Empioyes
Jetect

NAT204744

Heler NB&E2391D
ATHINSCN

1 Amoid NK134Z2158
DUNSTON
1 Tracy Taylor

Tamy NAT204T44
EROCADBENT

RIS | OpenErrol

Compary Filtar

All

Lattar 4 - for workers already in workplace

Lt & - for wirkers &
pension (and itis @ quals
Letrar 4 - far workers aire, Inworkplace
pension (ard itis a qualifying scheme)]
Letwer 1-for Eiigible Jobhaidsrs (no
posmanamant)

Letisr 1 - for Efgibie Jobholdars ino

pasmonemen)

Emgioyes Search

DEMEZ01F

DEDRZOT5

O6DEZ015

test 30072015

200072015

You are able to view a list of all the emailed communications, as well as resend the emails if

necessary, from this screen.

2. Use the Company Filter to view results by company, and Employee Search to find particular

individuals

Click the Select All box, or tick the boxes to select particular letters. Then click the Resend

button to resend the emails previously sent through the payroll software

11
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Audit

Audit
From To Dioeumen Company Filter
-] = All v All v
Employes Search
Date Nifumber  Dotument Version Template e PrnzdEmailec
Ta Be Printad

138206 MRI4EETEA  Lefar 1- for Eligitle Jobholders (no pesiponamant 24

Haitary 1342016 NRSES014E Letier1 - for Eligitle Jotfoiders (no postpenemant Twilignt Tes1Co - Printed
Greznheld 15:08 Lid
6 asrgasr 13E20M5 WRSEZ3EEA  Letter 1 - Optinilaining Scheme 2 View Twilight TestCa  Printed

JIRIS OpenEnrol

The Audit section is primarily for the Pensions Regulator, so you can provide evidence that you
are meeting your legal obligations regarding pension communications.

1. Use the filters From, To, Document, Client Filter and Employee Search to narrow the list
of entries as required

2. Click the Quick Report button to download a PDF version of the data on your screen

www.iris.co.uk/customer 12
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Templates

Template

Riasan For Chiang Livw Oata
13 Lego changed View Template
24 iew Template
Letter 1P - for Eligible Jobholsers (Poss 2 View Template
Lethar 1 e Jobholdars (Tean . Wigw Tamplate
Letter 1- Cplindlaining Scheme 2 vien Templale
Letter 2 & 3 - for Man-Eligible Jobholders and Entied Workers 2 View Template
Lettar 4 - for workers airany in wol persion (and 115 a qualifng schems)
Lty & - for 54 workers - peslponemant 2014-12-03 View Tempiale
- | W 41k M DisplEying ftems 1 -8 of 3

JIRIS | Opentnrol

You can view the various Templates that are in use to create the letters, see what the current

versions are and edit them in order to add your own logo and signature.
1. Click on the Templates button to open the Templates view

2. Inthe View column, click on the View Template link next to the template you are

interested in

3. The screen will change to the Edit Template view. This will show the changes that have

been made to that particular template, and when they were made

Edit Template

[ ove | o | o s |

T-40otd

IRIS | Opentrrol

13
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To add your logo to the template:

1. Click the Edit Logo button

Edit Template
Upload New Logo: Browse...
Upload New Signature: Browse...

oo J S e |

(This screen may look slightly different if using a browser other than Internet Explorer)

2. Click the Browse button next to Upload New Logo then browse for your logo on your
system and click Open

3. Click Save Changes and your amended template will appear in the list as the latest
version. Click the View Template link to view a PDF of your amended template

www.iris.co.uk/customer 14
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IRIS OpenPayslips is a new way to distribute payslips and P60s to employees. Payslips and P60s

What is IRIS OpenPayslips?

are published from within the payroll software to a secure online payslip portal. Once employees
have registered with the portal they are able to quickly view all of their current and historic
payslips and/or P60s in an easy to access, secure area.

= All payslip/P60 information is taken directly from the payroll software and displayed
exactly how they are usually seen

= Payslips/P60s can be accessed anywhere an internet connection is available

= Quick and easy to setup with no software to install

= Increases payroll processing efficiency

= Reduces carbon footprint demonstrating an environmentally friendly solution

= Reduces payslip/P60 distribution costs including printing, postage and processing
= Fully secure

= Allows employees immediate 24/7 access to their own pay information

= Easy access to historical pay information for both employer and employee

= Free I0S, Windows phone and Android apps available for employees to securely view their
own payslips/P60s on tablets or smartphones

15
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Steps to setting up and using IRIS OpenPayslips
Visit IRIS OpenPayslips

website and Create Account

Update payroll software
with Account details

Check employee email
addresses

Publish payslips and/or
P60s

JIRIS
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How to create an IRIS OpenPayslips account

1. Visit the IRIS OpenPayslips website at https://www.irisopenpayslips.co.uk/

|
ol IRIS ’ gg::g;;sps

ensure your workers reczive the right communications at the tight time.

saving tme, monay and helping reduce your carbeon footprint.

For more information on Pricing or to receive a quote please call 08448155700,

Benefits to the client

/ Quick and easy to setup with no software to install
One location for all commurnications including eutomatic

enrolment, payslips and P60s

Welcome to IRIS OpenEnrol and IRIS OpenPayslips

New - All your automatic enrolment communications and payslips in one place!

Employeas have to be informed at key stages in the automatic enrolmeant process. The communications required will be zet by their worker status
and what stage they are at in the process, and the triggers behind this are complex.

IRIS OpenEnrol takes care of the communications element, so you don't have to. IRIS has worked closely with The Pensions Regulatorto

As anemployer you have z lezal oolization to support your employees with payslips and P60s. IRIS OpenPayslips helps automate and streamline this process,

IRIS OpenPaysips allows you to publish payslips and Pe0s electronically from within your IRIS payrol software To a secure online portal. Once dalivered your
employees canview their current and historic payslips via their smartphone, tablet. laptop or desktop computer, whenever they want!

'~'~~~~-xu;é‘w&snwﬂﬁ?yw“‘“l![e“’ Bl il pegiclT SRR S o I e P e

© LOGIN

TRY NOW

Benefits to the employees

Allows employees immediate 24/7 access to all their
communications

Employees tan access communications In one sacure, oniing

2. Click Try Now to open the following screen:

JIRIS | e

Create a new account

Slaasa complete the form below to create new account for your organisation, note tThat only one account per organisation Is raquired, do not usa thisformto

create user accounts.

To complete the registration 3 confirmartion emall will Be sentte your email address with an activation link.

New Crganisation Details

Organisaticn Name |
Customer Reference [

Adoress |

Town ]

Postcode

Country }

Telephone |

CortactEmall Address |

Web Addrass |

New Administrator

Email Address
Confirm Email Address

Forenams

Surname

* requir=d
(71 1 am &n Accountant/Bureau

| have read anc agreeto tha Terms and Conditions

Create Cancel

17
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Enter the required details then click Create. An activation email will be sent to the New
Administrator - Email Address

Click the link in the email to be taken back to the IRIS OpenPayslips website

Enter a Password and click Set Password

www.iris.co.uk/customer 18
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The New Administrator - Email Address needs to be added to the payroll software and all

How to update the payroll software

employees must have valid email addresses.

1. Loginto Admin, click on File | Global Settings | Online Login Details

File | Operators/Groups Licence Audit Trail Help
Global Settings > HMRC Messages
Companies » Configure Email Payslips/P60s

Alter Admin Password Online Legin Details

N
Delete Utility 23
Reopen Pay Pericd

Use Earnie
Exit

2. Enter the username and password registered on the IRIS OpenPayslips website and click
OK

T80 Oniine Login Details =

Online Login Details

Username : I

Password : ]|

Learn more about online Documents

0K | Save l Close |

3. Logback into the payroll and make sure all employees have up-to-date, valid email
addresses within Employee Details and they have the Email/Publish box ticked

ﬁi" »ioyee Details - (1) Aold DUNSTON ==
ﬁeneral! galaly| Bates] IaxINI] Pa;@ed:l To{la&gl Eark| gnabssl Auto Ermil Pensins
- Personal -Dales
Emplovee Code |1 teved [0 =] | | Bitn  [iz7iensm v
Tite |M| ® Mde © Female Stated  |D1/06/1972 w
Sunare |DUNSTON Lefi I Ea|
Forenamel [Aemcid - Address
EornER [ ames 54 Rubicon Crescent
Thoinaby
Known as Clavelard
1
Phonz No 01642) 653297 Postoade |T515 78T
Marital Status \Widowed > Couniry LK v
- Email
Emailédiress | B
Pazsword I 3 T

Histary I Crevious I Next 0K | 5 :‘;:4, Cance |

19
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How to publish payslips/P60s to the IRIS OpenPayslips portal

Payslips
1. Go to Reports | Print Payslips and select your email payslip and the required pay periods
ﬂm Email Payslip Reports @‘
Current Printer IHP LaserJet P2035 L]

Detall Level———— —Select Period——— ~End Period(s)

Week No. ]'9— ~ v Week No. IS_ ~ 7
Month No. 13_- ~ v Month No. |3_ — ¥

Year 1201 4415 vI Yeat |2m 415 v]

’, HMBC Messages

Received Messages I ¥ I

~ Miscellaneous 1 Date Bange——————
No.of Copies [1 =] ProcessingDate [28705/2014 ] | | From [77 |
Subrmission No. l1 :‘ BACS Deductions To 4 ¥

 Payslip Message:

—Email Settings
Email/Print Options IEmail then Print _v_J LConfigure Publish
Selection | DOrder. l Export | Print/Email | Preview LCancel

2. Click the IRIS OpenPayslips Publish button on the Email Payslip Reports screen

IRI5 OpenPayslips i3

You are about to publish 1 payslip(s) to OpenPayslips.

Do you want to continue?

IRIS OpenPayslips @
@ Payslip(s) have been published successfully.

0K |

3. If not all employees have an email address, a message will appear asking if you wish to

print payslips for those individuals

IRIS OpenPayslips 3

o Doyouwant to Print Payslips for employees that did not have a payslip

LE_ published?

4. Select Yes or No

5. All employees paid in the selected pay period with an email address will then be sent an
email asking them to register with the IRIS OpenPayslips website to view/print their payslip

www.iris.co.uk/customer 20




P60s

Go to Reports | Year-end Reports
Select the E-P60 Plain Paper Laser, click OK

Click the Publish button on the screen

m Email P&0 Reports

(=]

Current Printer  |HP Laserlet P2035

r Detail Lewvel

" Company Totals
 Analysis Level Totals

(% Employee Tatals

— Select Period

week Ma. |1 — ¥

Month Mo. |1 ¥
ear |2D14.-"15 vl

r End Period(z]
wieek Mo, |52 — =

Month Mo, |12 — v
ear |2D14.-"15 vl

Al Payments ~ HMALC Message:
Received Meszages I vl
 Mizcellaneou r Date Fange
Mo. of Copies |1 j Proceszing D ate |1?.-"03.-"2D14 vl Fram I A vl
Submizsion Mo, |1 j BACS Deductions | To A -

r Payslip Meszage

— Email Setting
Emnail/Print Optionz IEmaiIthenPrint LI Configure | PULJ“Sh%_
Selection | Order | Export | Erint.-"EmaiIl Freview | LCancel |
IRIS OpenPayslips 55

@ P&0(s) have been published successfully.

JIRIS

From Reports | Library Selection | Year End, add the E-P60 Plain Paper Laser

5. All current employees paid in the tax year with an email address will then be sent an email

asking them to register with the IRIS OpenPayslips website to view/print their P60

21
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How the employer views the published payslips/P60s

To view the published payslips/P60s:-

1. Go to the IRIS OpenPayslips website at https://www.irisopenpayslips.co.uk/ and log in
with the registered email address and password

2. Click on an employee’s name and the screen will change on the right to show only their
communications

3. Select the tax year you wish to look at then click on either the Payslips tab or P60 tab and
the screen changes again to show the payslips/P60s uploaded for the employee in that tax
year

4. Click on the Payslip or P60 and a new browser tab will open containing a copy to be viewed
or printed as needed

5. Click back to the first browser tab to return to IRIS OpenPayslips

www.iris.co.uk/customer 22
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Managing the IRIS OpenEnrol & IRIS OpenPayslips Account

The main page has five tabs on the top left, Employees, OpenEnrol, Settings, Subscription and

Maintenance. (IRIS OpenEnrol is detailed earlier in this guide)

LRl MOponkarol O Seftings @ Subscrpbon / Maintenance

Your Employees. Paysiips
exzmemm
| -Company Name *iY -Statis 2R 4
Employee Nome ¥ CompanyName v Stams ¢ Lastiogm W Password 7| Descrption 7 Full Name v Yaar T Uph
S £ Aulo olmert | B
@ & Ameis Dunston IRIS Software Ltd Inaclive 23052014 16:28:37 m - ';Jc;izll:L " atnoig Dunston 2044 E:
serside Hospital 231
| & Bsatice HYDE ::"U;”' SRIEL Active 0200512014 11:30:10 fq 1 £5020142015  Amold Dunston 14
2
2
Riversiose Hozpfal o L0 - Auto
) 0 1610312013 14404 )
2 David Wz i Registration £t 50312013 144940 m e A e :7»
Coming
versios Hi nal
& David Munay :LC u e Registration gent m = 12
Ampie Dunston 2013 1_1'
& DavidMunzy Eaton Limitad Reglstiation sent m 7
Amola Dunsion w13
2 Graham Pattarson :f:'SIMHD!MaI Reglstration sent m 2 ot
~ Arnold Dunsten 2013

Employees

The Employees tab displays all employees from all companies in the payroll software that have
had payslips published to IRIS OpenPayslips, along with their current Status. The list of employees
can be sorted using any of the columns; Status shows whether a registration email has been sent
and whether the employee has registered with IRIS OpenPayslips yet.

How to edit an employee’s details

1. On the Employees tab select the individual using the buttons on the left, then click Edit
Employee

Edit Employee Details

Employee Details

First Name IArnoId
Last Name |punsTON

E-Mail Address |arn0|d.dunst0n@ri\ferside.co.uk .

upie | crc

2. Amend details, then click Update

If an employee’s email address changes, you must update it in the payroll

software AND here, as it will not sync automatically when you publish
payslips/P60s

23
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IRIS OpenEnrol

IRIS OpenEnrol is detailed earlier in this guide.
Settings

The Settings tab has two buttons on the top left, Account Details and Report.

A Employees S OpenEnrol E-XLGIGEM & Subscription  / Maintenance

Account Details Report

When the Settings tab is selected it opens by default on the Account Details view.

2 Account Details shows the account administrator details. These can be updated by
clicking the Edit button

& From the ‘Report’ button you can:

= Use the Audit Log Report to view a list of all actions taken within this account. Use

the Search box to filter the results if required

= View Published Payslips History to create a report showing the number of files
uploaded per payroll company. Enter the relevant dates and click either Data Export
(.CSV) or Print View

= View Changed Employee Emails showing previous email addresses and what they

have changed to

Subscription
The Subscription tab has two sections, Contract and Invoice History.
I Select Contract to display your Contract ID, Contract Type, Start Date and End Date

& Click on Invoice History to view, print or export invoices
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JIR

The Maintenance tab allows you to recall payslips that have been sent in error. You can recall

Maintenance

Payslips, P60s and Pensions information by clicking on the relevant button at the top of the

screen.
To recall a document:
1. Tick the box next to the relevant document or click the Select All box if you need to recall
everything
2. Click the Recall button

This will remove the published document from the website, it will not recall the actual sent email
(which in the case of Pensions includes a copy of the letter). If the employee tries to click on the

link to the payslip/p60 in the email, it will not work.
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