
Adding a new Employee. 

 

There are two ways of adding a new Employee to your Payroll System.  

1. Copy from an Existing Employee. 

2. Add a new Employee from scratch.  

 

 

This documentation is for ‘Add a new Employee from scratch’ only. 

There are a maximum of six Screens when adding an Employee. 

 

 Personal  - Name, PPS number address etc.. 

 Revenue  - PAYE, USC,  PRSI and LPT details. 

 Remuneration -  Payments Employee receives, eg. Salary, Bonus 

 Deductions  - Deductions Employee pays (if any) eg. VHI 

 Employer Costs - Deductions Employer pays -pension 

 Payment Method - Enter how employee is paid. 

Also ‘Previous Employment details’ if you have a P45 for the current year. 

 

Log in to your payroll 

Manage Employees 

Employees 

Click ‘Add new Employee’ 

 

 

The first screen that comes up is the Personal screen and then as each screen is updated 

the next screen comes up automatically. 

 

 

 

 

 

 

 

 

 

 



Personal  Screen 

You must enter the following: 

Employee code, Forename, Surname, Title, Gender, Commencement date, PPS Number and Pay 

Period, for Work location and Grade ID do a ‘?’ for list and enter these. 

All the other fields can be entered at this stage or at a later stage. 

Enter as much detail as you have for the employee.   If you plan to email payslips you must enter an 

email address. 

Click ‘Save Changes’ when finished. 

 

 

 

 



Revenue  screen is the next Screen. 

This screen will come up automatically after you ‘Save changes’ on the Personal Screen. 

To change the taxes click on ‘Info’ 

 

 

 I will go through each of the four tax types separately. 

 

LPT: 

You should not have to enter this as it is updated from the P2C downloaded from ROS. 

If you have to enter the Local property Tax(LPT) then click ‘Info’. 

Click ‘Edit’ and enter the amount owed to Revenue in Reducing balance and ‘Save changes’ 

,   

 

 



 

PAYE 

Click ‘Edit’ 

Enter System of Tax:  Cumulative, Non-Cumulative, Emergency or Temporary. 

Exempt: Defaults to ‘No’, change to ‘Yes’ if exempt from paying PAYE. 

Enter Tax Credit: Weekly, Monthly and Annual. 

Click ‘Save changes’ 

  

 Click ‘Bandwidths’ (top of screen) 

Screen appears (see next screenshot), click ‘Edit’ and then Click on line you want to 

edit. 

Change Line details on right hand side of screen, click ‘Add Item to List’ to save the 

line.   

 ‘Save Changes’ when finished editing. Click ‘Back’ to get to previous screen. 

 



 

PRSI 

For the PRSI click ‘Info’. 

Click Edit, ‘?’ will give a list of PRSI tables. 

‘A1’ is the most common PRSI table.   Click ‘Save Changes’.   

Click ‘Back’ to get to previous screen. 

 

This will change PRSI code for both the Employee and Employer PRSI. 

The third row and the fifth row should have the PRSI code now.  

 

 

 

 

 

 

 

 

 

 

 

 



 

USC 

Click ‘Info’ on the USC line. 

Click Edit,  

System Tax: Cumulative , Non-Cumulative or Emergency. 

Exempt:’ Yes’ or ‘No’.   Click ’Save Changes’.    Click ‘Show Bandwidths’. 

 

Click ‘Edit’on the screen (see screenshot below). 

Click Line you want to edit, line moves to right hand side of screen 

Make changes required and then click  ‘Add Item to List’.  Save changes when finished 

editing all lines.  Click ‘Back’ to get to previous screen. 

 

 

 When finished editing the Revenue click ‘Renum..>’ at the top of the screen. 

 



Renumeration  screen.    

This is the screen where you enter the payments an employee receives. 

Click ‘New’ to add a new payment. 

Click on ‘?’ to view the list of payments.  Select required payment. 

The following screenshot is a Salary payment type that is a fixed amount. 

Simply enter Employees Gross Amount in ‘Amount’ field.  On ‘Edit Each Period’ set to 

‘No’.  Set to ‘YES’ if you use the ‘Step Method’ in Payroll Run and need to edit/change this 

payment each week. 

Click ‘Save Changes’. 

 

You may need to enter a Nominal Code – Enter Nominal code or ‘?’ for list. 

 

 

The following is a Rate per Hour/Unit payment. 

The Calc type is ‘Rate per Unit’. 



In this example to change the rate you would click on ‘Info’ and the details appear on the 

right of the screen, Make changes and click ‘Add Item to List’,  ‘Save changes’ at the top.

 

 

Nominal codes and Nominal Department codes may appear on this screen aswell. 

The Nominal codes are set up when the payment is set up in ‘File Maintenance’, ‘Payments’. 

This can be changed for individual Employees if needed. 

See screenshot below where the Nominal Code and Department are displayed and they can be change 

if needed. 
 

 

Enter each Payment the Employee receives. 

When finished click ‘Deduct..>’ at the top of the screen. 



Deductions    screen  

This screen is for any deductions that an employee pays.  VHI or Employees Pension are 

examples.   If there are no deductions then you do not need to edit this screen.  

Click ‘New’ to add new deduction. 

The deductions are set up in ‘File Maintenance’ – ‘Deductions’. 

If a fixed deduction enter the amount in the amount field.   

Add all deductions that the employee pays.    Click ‘ER Costs..’ at top of screen when 

finished. 

 

 

Employer Costs   screen  

This screen is for any Deduction the Employer pays.  Pension is an example. 

The Employer Costs are set up in ‘File Maintenance’ – ‘Employer Costs’ 

The following screenshot is an example of a ‘Pension’ the ‘Employer’ pays which is 10% of 

their wages.    

Click ‘Personal..’at top of screen when finished entering all employer Costs. 

. 



 

Employee is now added, just another couple of steps. 

Click  ‘Menu Options’ 

Click on ‘Pay Methods’  

You must set up how the employee is to be paid. 

For Payment Sequence enter ‘1’.   (If there is a second payment method enter ‘2’ etc..) 

Options are Credit Transfer, Cash or cheque. 

For Credit Transfer the Bank Code, Account number, Name and IBAN must be entered. 

‘Split Switch’ – Normally enter ‘Amount’  but if the Pay Method is a percentage of wages enter 

Percentage.  Enter ‘Remainder’if  another Pay Method is the main payment and the ‘Remainder’ (of 

the wages) applies to this Pay Method.  

For ‘Employer’s  Bank’ en ter the Company Bank Code that the wages are coming out of. (‘?’ for list) 

Note:  You can enter more than one payment method for an employee. 

 

Save changes when finished. 

 

 

 

 

 

 

 



 

 

 

 

 

 

Go Back to Menu Options 

 

Click on Previous Employment Details   

Only select this screen this if the employee has handed you a P45 for this financial year. 

You must enter the PAYE, PRSI, USC that is on the P45. Click INFO against the tax type, Click 

‘Edit’ on the screen and then enter details and then Click ‘Save Changes’.  

If you import a P2C the previous employment details should be on the P2C for the employee. 

 

 

  

 

 

 


