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Overview 

This Guide includes the basic cycle run to pay employees, covering the 
following areas: 

 Begin Payroll Cycle Operations 
 Temporary Changes to Deductions 
 Enter Timesheet Data 
 Prove Timesheet Data 
 Release Timesheet Input to Cycle 
 Update Cheques 
 Print Trial Register 
 Post Cycle and Print Cheques 

The diagram shown on the following page indicates the flow of tasks which 
should be performed when running the Pay Cycle. 
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Cycle Operations 

* = Optional 
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Begin Payroll Cycle Operations 

To start the process to pay employees, the Begin Payroll Cycle Operations 
option must be activated. The Begin Payroll Cycle is the first stage involved 
in running a payroll cycle. It initiates the cycle processing and brings into that 
cycle run, all employees who have that cycle code on their payroll master 
record. As part of the Begin process any incomes/hours which are attached 
to employees via Auto Pay groups will be automatically generated. 

Menu Selection 

System:  Infinium Payroll 

Menu Level 1: Payroll Processing 

Menu Level 2: Begin Payroll 

Menu Level 3: Begin Payroll Cycle Operations 

Screen 1 of 6 

Key Information 
All cycles to which you have access will be displayed by Employer code. 
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The Cycle Frequency M for Monthly, W for Weekly or 13 for 4 week pay 
period is displayed for each. 

Type of pay is displayed S for salaried, H for Hourly, or blank for both. 

The Current Tax Week/Month Number is also displayed. This will be the next 
processing tax week or month. 

Tab down to the relevant cycle, type any character in the Opt field. 

Press Enter to continue. 

Screen 2 of 6 

Key Information 
All the relevant data for the pay cycle is defined here. 

If a Future Cycle Schedule has been established for this cycle, the details for 
the Cycle with the next Period End Date will be displayed. 

Period Begin Date will be automatically displayed based on day after the 
period end date of the last cycle run. 

Accounting Week should be completed for Weekly cycles and refers to the 
company accounting weeks. This only applies if the Use Fiscal Weeks flag 
on an employer control is set to 1. 

Accounting Month should be completed for all cycles and refers to the 
company accounting months. 
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Bank Account and BACS Account refer to the Company bank account to be 
debited for cheque and BACS pay respectively. 

Pay Period references the accounting year table established earlier. In the 
case of a monthly cycle being run in a 4 week month you should type 4 or 5 
for a 5 week month. The pay period to be entered for weekly cycles would 
depend upon which week of the month was being paid. 

Validation on Pay Date and Period End Date will be performed depending on 
the edit values defined on the cycle control. 

Required Fields 
 Period End Date 
 Pay Date 
 Account Week/Accounting Month 
 Accounting Year 
 Bank Account 
 Pay Period 

Press Enter to continue. 

Screen 3 of 6 

Key Information 
You may elect to stop certain deductions when running a pay cycle. 
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Any Deductions which are selected here will not be generated for any 
employees within the cycle. 

Type X in the Opt field against those deductions to be excluded from this 
cycle. 

Required Fields 
None 

Press Enter to continue. 

Screen 4 of 6 

Key Information 
Deductions selected on the previous screen will appear for your confirmation. 

Required Fields 
None 

Press Enter to continue. 
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Screen 5 of 6 

Key Information 
Listed are all incomes attached via Auto Pay Groups, which will be generated 
for the Pay Cycle. 

You may elect not to generate certain Auto Pay incomes. 

Type X in the Opt field against the autopay incomes to be excluded from this 
cycle. 

Required Fields 
None 

Press Enter to continue. 
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Screen 6 of 6 

Key Information 
You may change the Hours and/or Rate for each income generated via an 
Auto Pay Group. 

These changes will automatically affect each employee who belongs to the 
Auto Pay Group selected. 

The Begin process will submit a batch job. 

The following reports will be produced: 

 Benefit Enrollments to Deductions 
 Employees Excluded from Cycle 
 New SMP, SAP, SPP, ASPP, and SHPP Employee Payments 

None 

Press Enter to confirm and to activate begin process. 

National Insurance Category Updates 
Abolition of employers’ NI contributions for employees under 21 as from 6th 
April 2015, and from April 2016, apprentice employees under 25 and the 
ending of contracting out: 

To support this we changed the payroll Begin function to allow employees’ 
National Insurance categories to be automatically updated by the processing 
to ensure that the correct NI category is applied based on the employee’s 
age as at the pay date. 
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These updates apply only to pay cycles where the pay date is on or 
after 6 April 2015. 

For example, employees under 21 as at the pay date, who currently have 
National Insurance category A, can be updated to category M, and 
employees with category D can be updated to category I. 

Similarly, employees reaching 21 or over as at the pay date, who have 
category M, can be updated to category A, and employees with category I 
updated to category D. 

NI categories Z and K are also included in the updates. 

A report, PYTB25NI, lists any employees whose NI categories have been 
changed by the program. 

The option to perform these updates is controlled by a flag on the Update 
Cycles Controls page. 

These updates apply only to pay cycles where the pay date is on or 
after 6 April 2016. 

We changed this function for payroll cycles with pay dates after 6 April 2016 
so that any contracted out national insurance categories for employees in the 
cycle are updated to the corresponding not-contracted-out categories. 

All changes made are printed on the PYTB25NI report. 

For example, employees who currently have National Insurance category D 
can be updated to category A; employees with category L can be updated to 
category J; employees with category I can be updated to category M; and 
employees with category K can be updated to category Z.  

Employees reaching 21 or over as at the pay date, who have category M, will 
continue to be updated to category A as before; however, we have also now 
added the update for category I reaching age 21 to be updated to category A. 

For employees who are apprentices and who have NI category H and reach 
the age of 25 as at the pay date, this function updates them to NI category A. 

This functionality is conditional on the Update NI Categories field on the 
Cycle Control record being defined with 1 or blank. 
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Temporary Changes to Deductions 

This function is used to make changes to an employee's deductions for a 
particular pay period. It is most useful in situations where there are significant 
numbers of these temporary changes to be made. It avoids the need to go 
back into the employee's main deduction record and change a deduction 
amount back to its usual standard value. For example, if an employee was 
over or under deducted last pay period, you can simply add or reduce by an 
adjustment amount in this pay period. It can only be used after a pay cycle 
has gone through the Begin stage of processing. It must be completed before 
the Release stage. Be sure that you have reviewed any reports from the prior 
stage before commencing this process. 

Menu Selection 

System:  Infinium Payroll 

Menu Level 1: Payroll Processing 

Menu Level 2: Timesheet Operations 

Menu Level 3: Temporary Changes to Deductions 
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Screen 1 of 3 

Key Information 
Type the Employer code, Cycle and Period Ending Date.  Prompt on the 
Cycle field to display all cycles, with their Period End Date which have gone 
through the Begin stage. 

If a permanent change is made to an employee deduction, the change should 
not be made using this function, but must be made via Update Employee 
Deduction Data function. 

Required Fields 
 Employer 
 Cycle  
 Period Ending Date 

Press Enter to continue. 
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Screen 2 of 3 

Key Information 
Type the Employee number, then type the Deduction Code that requires a 
change. 

The employee must be authorised to the deduction. 

Required Fields 
 Employee 
 Deduction Code 

Press Enter to continue. 
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Screen 3 of 3 

Key Information 
Employee Deduction Amount can be added to, subtracted from, or used to 
replace the deduction amount calculated at release. 

An Expense Liability Amount can be added, which will replace the value 
calculated at release. 

The Deduction Priority and the Wage Base can also be changed. 

Required Fields 
None 

Press Enter to continue. 
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Timesheet Data 

When the Begin process has completed, you may use the Enter Timesheet 
Data function to review the Auto pay incomes and the hours generated. You 
may also add overtime hours and make any adjustments as necessary to the 
employee pay data. The way in which the timesheet data is displayed will be 
dependent upon the cycle controls set up. Once all the adjustments have 
been made to the timesheet data, it must be proved. 

Menu Selection 

System:  Infinium Payroll 

Menu Level 1: Payroll Processing 

Menu Level 2: Timesheet Operations 

Menu Level 3: Enter Timesheet Data 

Screen 1 of 5 

Key Information 
All cycles which are at the Timesheet data stage will be displayed. 
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Select the cycle with which you want to work. 

Select correct cycle and press Enter to continue. 

Screen 2 of 5 

Key Information 
Total number of cheques (number of pay advices) and hours and amounts 
generated via Auto Pay are displayed for the cycle. 

This display only appears if an interactive proof on cycles is requested on the 
Employer Controls. 

Required Fields 
None 

Press Enter to continue. 
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Screen 3 of 5 

Key Information 
Information for the cycle is displayed by Level as per the setup on cycle 
controls. For each level the number of cheques (pay advices), number 
actions, total hours and amounts are displayed. 

The number of actions indicates the number of employee timesheet data 
which has not yet been proved. 

To enter Timesheet data select the level you wish to work with, by typing 2 in 
the Opt field. 

If you selected a special cycle, there will be a single 'blank' level entry. 

Required Fields 
One of the following is required: 

 Select Level to work with. 
 Press F13 to prove all data as is and to approve all actions. 
 Press F14 to enter a number of holiday weeks to be mass entered for all 

employees in the pay cycle. A pop-up window will be displayed for the 
number of weeks, 0-9, to be entered. This allows for holiday period shut 
downs. 

Note:  Any holiday weeks previously entered for an employee will be 
replaced. 

Press Enter to continue. 
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Screen 4 of 5 

Key Information 
All those employees in this cycle, within the level selected, are displayed. 

For each employee listed, the Employee Number, Name, Hours generated 
and/or Amount will be displayed. 

You can select to update or delete hours, add a new employee into the 
group, or add/delete a cheque for an employee by typing the appropriate 
number in the Opt field. 

For each employee's data which is accessed, the number of actions will be 
reduced by one. 

To update an employee’s hours, select the employee using 1. 

When appropriate, select employee to work with and press Enter to continue. 
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Screen 5 of 5 

Key Information 
All the detailed information is displayed for the employee. 

Select the Income Type you wish to amend by typing 2, 3 or 4 in the Opt 
field.  Alternatively you can key directly over the values shown in the subfile 
of existing income records. You may also enter a new income if required.  
When you prompt on Income Type, only the incomes authorised for that 
employee are displayed. 

For overtime hours you must select the correct income and add in the 
overtime hours worked. 

You may also adjust the General Ledger Account or Job Code here if 
required, or split an income into multiple records with different General 
Ledger expense numbers. 

Project, Shift, Units and Segment can be entered if these are being used. 

F16 can be used to automatically create multiple distributions for an income, 
if set up to do so within the Multiple Distributions function. 

Required Fields 
None 

Press F3 to save and return to previous screen. 
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Prove Timesheet Data 

When you have completed all necessary adjustments to the employee 
timesheet data and have cleared all the actions, you must Prove Timesheet 
Data prior to moving onto the next stage within cycle processing.  Timesheet 
Proof validates all the timesheet income records, as a batch function. 

Menu Selection 

System:  Infinium Payroll 

Menu Level 1: Payroll Processing 

Menu Level 2: Timesheet Operations 

Menu Level 3: Prove Timesheet Data 

Screen 1 of 1 

Key Information 
All cycles which are at the Prove Timesheet data stage will be displayed. 

Select the Cycle with which you want to work. 

Select correct cycle. 
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Press Enter to confirm and then press Enter to continue. 
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Release Timesheet Input to Cycle 

When the prove timesheet data process has been completed, the next stage 
is to release the timesheet data to the cycle. This stage will bring in all the 
appropriate deductions and calculate the gross to net figures for each 
employee. 

Menu Selection 

System:  Infinium Payroll 

Menu Level 1: Payroll Processing 

Menu Level 2: Release Payroll Cycle 

Menu Level 3: Release Timesheet Input to Cycle 

Screen 1 of 1 

Key Information 
All cycles which are at the Release Timesheet Input data stage will be 
displayed. 

Select the Cycle you wish to work with. 
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The Release process will submit a batch job. 

Select correct cycle. 

Press Enter to confirm and then press Enter to process. 
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Print Trial Register 

When the release process has completed, you should print a Trial Register. 
Alternatively, the Trial Register can be set up on the cycle controls to print 
automatically. This will provide you with a hard copy, which is structured by 
level and by employee, of all the calculations made. Errors and exceptions 
will be highlighted for review and totals shown. 

Menu Selection 

System:  Infinium Payroll 

Menu Level 1: Payroll Processing 

Menu Level 2: Release Payroll Cycle 

Menu Level 3: Print Trial Register 

Screen 1 of 1 

Key Information 
All cycles which are at the Print Trial Register stage will be displayed. 
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Select the Cycle you wish to work with. If you want to perform a recalculation, 
select the cycle using '*'. 

The Trial Register will be submitted as a batch job. 

Select correct cycle. 

Press Enter to confirm and then press Enter to process. 
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Update Cheques 

This facility allows you to make on-line changes to a pay cheque after the 
Release stage of Cycle Processing. 

When incomes or deductions for an employee have been changed, this 
function will recalculate the cheque. 

Menu Selection 

System:  Infinium Payroll 

Menu Level 1: Payroll Processing 

Menu Level 2: Update Pay Cheques 

Menu Level 3: Update Cheques 

Screen 1 of 4 

Key Information 
All cycles which are at the Update Cheques stage are displayed. 

Select the Cycle with which you want to work. 
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Select correct cycle and then press Enter to continue. 

Screen 2 of 4 

Key Information 
This screen displays all employees within the cycle with a summary of each 
pay cheque.  If the Hours, Gross Pay and Net Amounts fields are blank, a 
cheque will not be produced during the Cycle run. 

You can enter the following in the Opt field: 

 2 - Update Cheque 

Use this to update income and/or deduction information for the cheque. 

 3 - Recalculate Cheque 

Use this to recalculate the income and deduction information for a 
cheque, using the existing incomes and deductions. 

 4 - Delete Cheque 

Use this to delete a cheque from the cycle. 

Caution: The system does not allow cheques to be added back into the 
cycle if all cheques for that employee have been deleted. 

Adjustments can be made to hours, incomes, deductions and taxable wage 
bases. Type 1 by the employee you want to work with. 

Press Enter to continue. 
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Screen 3 of 4 

Key Information 
The subfile displays all the incomes and deductions that are authorised to 
this employee and processed in the cycle so far. 

Any authorised Incomes or Deductions can be added to an employee's 
cheque. 

The hours, amounts and pay rates can be changed for any of the incomes 
displayed in the subfile. 

Select the Income Type or Deduction Type which needs to be changed. The 
information is displayed in the top part of the screen. 

There are two other sets of fields: System Calculated holds data generated 
by the system at Release, Manually Input is updated when information is 
changed through the Update Cheques. 

The system can calculate the Gross amount of the cheque from the Net 
amount entered. These can be changed and recalculated as often as 
required. 

Update any or all of the fields found within this area to reflect the appropriate 
information. 

Press Enter to display changes made in the subfile. 

The Gross to Net amounts must then be recalculated. 
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Recalculating a Cheque 
There are two methods that can be used to recalculate a cheque: 

The first has been described previously. Take F13 from the Update Cheques 
screen. The system recalculates the Gross to Net amounts and displays 
them in the upper right hand portion of the screen. 

The second is to type 3 at the initial selection screen against the employee. 
The system recalculates the Gross to Net amount.   

Recalculation takes place interactively. 

Net to Gross Calculating 
The system can calculate the gross amount of an income in the cheque from 
the net amount entered. 

For example, an employee may be due £500 removal expenses.  The system 
will calculate how much the employee must be paid in order to end up with 
this amount. 

Screen 4 of 4 

Key Information 
Press F14 to use the Net to Gross facility. Type the net amount, rounding to 
the nearest value, and the income code. 

Note:  Whenever adjustments are made to cheques within the cycle, the Trial 
Register should be regenerated. 
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Press Enter to process. 
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Post Cycle and Print Cheques 

You should run this function only when you are completely satisfied that all 
calculations generated by the release and produced in the Trial Register are 
correct. This function will post this pay period information into employee 
history and generate the finished product - a Pay Advice for each employee 
and a cheque, if appropriate. It will also provide the General Ledger entries if 
required. 

Menu Selection 

System:  Infinium Payroll 

Menu Level 1: Payroll Processing 

Menu Level 2: Post Cycle and Print Cheques 

Menu Level 3: Post Cycles and Print Cheques 

Screen 1 of 1 

Key Information 
All cycles which are at the Post Cycles and Print Cheques stage will be 
displayed. 
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Select the Cycle with which you want to work. 

You may alter the starting pay advice number using the Starting Cheque # 
field.  A default will be generated from bank account controls if not. 

You can indicate whether this pay period will be costed to general ledger as a 
whole or only in part, and if an accrual is to be applied. 

The Post Cycles and Print Cheques process will be submitted as a batch job. 

The following reports will be printed: 

 Payroll Register 
 SSP History 
 Deductions Not Taken Register 
 Arrears Register 
 Attachment of Earnings Register 
 Renewal Limits Reached Register 
 Pay Advices 

Select the correct cycle. 

Press Enter to confirm and then press Enter to process. 
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