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| ENHANCEMENTS

PAYMENT RATE - NAME CHANGE
The payment rate type “Fixed Additions & Deductions Only” has been changed to “Payment Only Rate”.

1.2 AGENCY RECORD — INVOICE TAB
An ‘Invoice’ tab has been added to agency records where you can view all the invoices belonging to that specific
agency.
Menu -> Agencies -> View -> Invoice
Agency 01-977328 o |G
Main Timesheets awaiting Invoicing Assignments Timesheets Sites Invoice
Page 10f1(1items) 11
ACTION INVOICEREF ¥ INVOICED DATE TAX PERIOD NET AMOUNT VAT AMOUNT TOTAL AMOUNT DUE MARGIN RECEIPT PER
INV100001 09/07/2019 14/2019 1,200.00 240.00 1,440.00 0.00 0.00 1,440.00 14/2
1,200.00 240.00 1,440.00 0.00 0.00 1,440.00
1.3 VAT MILEAGE CLAIM
Primo Umbrella will now keep a running total of how many business miles have been claimed by each contractor in
the year to date. The payment rate will automatically change once the 10,000 mile threshold has been met:
e Up to 10,000 miles: 45p/mile
e 10,000+ = 25p/mile
.4 CIS CONTRACTOR IMPORT
For contractors in the Construction Industry who operate through their own limited company, we’ve added the
following fields to the CIS contractor import template:
e Company Name
e Company Type
e  Company Registration Number
1.5 AE SUBMISSION ERROR MESSAGE
Employee ID numbers will now show in any Auto Enrolment submission error message/status message, making it
easier to identify the affected contractor.
1.6 RECAPTCHA
The latest version of reCAPTCHA (V3) has been implemented on the Primo Umbrella login page. This is an
upgraded version which is invisible so the reCAPTCHA module will not show on the login page.
© Accentra Technologies Limited, UK Page
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1.7 CONTRACTOR RECORD — JOB DESCRIPTION

A new section has been added to the contractor record to allow you to enter their job description.

Menu -> Contractors -> Employee ID -> Employment -> Job Description

Employment

Agency Ref

1236

Status On Hold?
Active No

AML Completed?

No Select areason

Date of Joining Date Left

09/07/2018 [Z]

Pay Frequency Work Pattern

Weekly All Weekdays
Annual Basic Hours/Week
0.00
Branch Department

Previous Payroll Number  Is Apprentice?

No

Registration Status

New Contractor

Reason forissuing P45

Start Period

E] 14
Payment Method
BACS
Hourly Rate

3500 0.00
Job Category

EXPENSES — RESTRICTION FACILITY
You’re now able to flag contractors as ineligible for claiming expenses. For all such contractors, no expenses will be
allowed to be created or shown.

Last Paid Period

Job Description

Menu -> Contractors -> Employee ID -> Umbrella -> Payment Rules -> Expense Claim Rule

Payment Rules

Primary Agency

Select

Salary Payment Term

Proportional to Cash Receipt

Holiday Pay Method

Calculate & Pay

Margin Deduction

0.00

Expense Claim Rule

Disallow

Sales Staff

Select

Agency Consultant

Select

Margin Method

Follow Agency Rule

Customer Service Staff

Select

© Accentra Technologies Limited, UK
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1.9 CONTRACTOR LIST — LAST PAID DATE

You can now see the last paid date in the contractor list screen.

Contractors ( + ) wesay s - perioa: 9/2017 HMRC Forms Print P45 B m

Al
NINUMBER DOB JOINING DATE LEAVING DATE | LASTPAID DATE |VISAEXPIRY DATE FREQUENCY DIRECTOR? TAX CODE AE CATEGORY
[ ) ] [ )

04/05/1966 04/05/2018 04/05/2018 Weekly No 1050L* Not Yet Assessed

20/12/1935 26/02/2018 Weekly No 1150L% Not Yet Assessed

18/12/1989 18/12/2017 Weekly No 1150L% Not Yet Assessed
AA123123B 15/09/1988 10/08/2017 05/12/2017 Weekly No 1060L* Not Yet Assessed
AA123123B 24/08/1974 10/08/2017 05/12/2017 Weekly No 1080L% Not Yet Assessed
AA123123B 14/05/1982 10/08/2017 05/12/2017 Weekly No 1060L* Not Yet Assessed
AA123123B 18/06/1985 10/08/2017 05/12/2017 Weekly No 1080L% Not Yet Assessed
AA123123B 23/11/1975 10/08/2017 05/12/2017 Weekly No 1060L* Not Yet Assessed

.10 VAT RATE CALCULATION BY SITE

The system will now automatically recognise the Site ID in timesheets and use the relevant VAT rate associated
with that site in subsequent calculations.

[.11 PRINT PAYSLIPS

You now have the option to view a preview of the payslips to be printed before sending them to the printer.

Payroll Control Report

COH XN K

Tax Period 2 TaxYear 19 AllEmailltems Reconcile Payroll

Payroll Summary Report

2 0 Emadl Pay advice to Contractors (Selected ltems)
r 2] EMP.ID ¥  AGENCYREF FORENAMES SURNAME Bulk Email Pay advice to Agency TOTAL PAYMENTS
O x 50056 33642 Pater Frost Save to Disc (Bulk) 450.71
0O x 41
o * Print Payshps
O x Send SMS
0O x
0 x 4 Initialise PaysSp Data
O x
O X 4 X
© Accentra Technologies Limited, UK Page
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.12 TIMESHEETS AWAITING INVOICING

We've added two new columns: Employee ID and Agency name, to the Timesheets Awaiting Invoicing list screen.

Menu -> Timesheets & Expenses -> Timesheets Awaiting Invoicing

Timesheets Awaiting Invoicing

CONTRACTORS : 1

Page 1 0f 1 (1 items) &

TSID ¥ BATCHID DATE AGENCY NAME

EMPLOYEE ID

=

17/06/2017

[.13 EMAILING PAYSLIPS

Client (975295) 211

PRabu

FORENAMES

SURNAME WEEK END DATI NETAMOU VATAMOU TOTALAMOUI SITE
=
Siva 17/06/2017 10000 2000 12000 -
100.00 20.00 120.00

Payslips can now be emailed as soon as they have been generated; you don’t have to confirm payments first.

I.14 APPRENTICES

There’s now a section in the contractor record to indicate whether or not a contractor is an apprentice.

Menu -> Contractors -> Employee ID -> Employment -> Is Apprentice?

Employment

Agency Ref Previous Payroll Number
1232

Status OnHold?

Active No

AML Completed? Reason forissuing P45
No Select areason

Date of Joining Date Left

18/12/2017 [ [

Pay Frequency Work Pattern

Weekly All Weekdays
Annual Basic Hours/Week

0.00 35.00
Branch Department

Is Apprentice?

Yes

Registration Status

MNew Contractor

Start Period

Payment Method

BACS

Hourly Rate

0.00

Job Category

Last Paid Period

Job Description

© Accentra Technologies Limited, UK
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.15 GENERATE DOCUMENTS TO AGENCIES

Instead of having to send documents to all contractors within an agency, you can now select specific contractors
from a dropdown to add to the Recipient List. The dropdown list will appear when you enter the Agency ID
number range in the ‘To’ and ‘From’ fields and click the ‘Load List’ button. If you want to send the document to
selected contractors from one agency only, enter the same Agency ID in both the ‘To’ and ‘From’ fields.

Menu -> Tools -> Generate Document to Agencies

Generate Document to Agencies

Email Design Select

Recipient Type Agency

Agency ID 977328 To 977328 i
Load List

Contractors Select Contractol

Select Contractor

John Michel - 50001

Recipien Document List(+)

ID NAME EMAIL

-
v

No data to paginate

¥
¥

O DOCUMENT NAME

977328 Agency 01 -
v

Page 10f1 (1items) [1]

I.16 POST CODE VALIDATION

When you type in a post code, the system will automatically verify it and populate the address fields once you
choose the correct address from the given list.

Contact Details

Address Line 1 Address Line 2 City
123
County/State Post Code Country
GB
Communication Method Mobile Number
Select 7480510853
Email ID LoginID
" tba@tba.com
A
INCLUDE IN CURRENT FPS? PASSPORT N
© Accentra Technologies Limited, UK Page
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1.17 ADVANCED UMBRELLA PAY CALCULATOR
We've added the following drop down fields to the Advanced Umbrella Pay Calculator:

Deduct Apprentice Levy?
Holiday Pay Retention Method
Holiday Pay Method

Deduct Student Loan?

Deduct PG Student Loan?

Menu -> Tools -> Advanced Umbrella Pay Calculator

Advanced Umbrella Pay Calculator

Pay Rate/Hour 0.00Hgliday Pay Method Calculate & Pay
Pay Frequency Weekly Standard 0.00Holiday Pay Retention Calculate on NMW & Deduct
Hours/Period Method
Tax Code
N Average 0.00Deduct Student Loan? No
NiCategory ~ CategoryA Miles/Period -
Deduct PG Student Loan? ®
Processing Fee 0.00 gypsistence 0.00
Er T etc./Period
mail

Deduct Apprentice g
Levy?

.18 CONTRACTOR LIST- AE ENHANCEMENT

When opting contractors out of their pension scheme from the contractor list, the below pop-up will appear. Here
you can enter the opt-out date, choose whether or not to refund any contributions to date, attach any relevant
supporting documents and enter a reference number or message.

OPTOUT-CONTRACTORS m

Your company is integrated with the pension provider. The program will automatically
download the 'Opted-out’ Employees from the pension portal when the 'Run Payroll' is done.
Use this option only if you wish to manually Opt-out an employee who is contributing
pension.

Date

Process Optout
(O WithRefund () With-out Refund [!]

Browse...
Allowed file types: jpg, png Maximum file size: 4MB
Reference Number [ 1)
© Accentra Technologies Limited, UK Page
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.19 TIME SHEET IMPORT

Period Start Date and Period End Date columns have been added to the timesheet import template. These are not
mandatory fields. If the dates are complete in the import file, the system will read these dates and ignore the week-
ending date entered in Primo Umbrella. If there are no dates in the import file, the system will use the week-ending
date entered in Primo Umbrella.

Task Manager -> Import Timesheets

NO

AGENCY TEMPLATE WEEK-ENDING DATE
Select Agency - |
IMPORT FILE NAME WORKSHEET NAME

Load Data

.20 NON-PAYE CONTROL REPORT

We’ve made improvements to the Non-PAYE Control Report, so it loads much quicker, even when producing data
for multiple weeks.

.21 RE-SEND LOGIN DETAILS
You’re now able to re-send login details to any user from the user list screen.

Settings -> Users -> User List

AlUsers (-

UserGroups  ajlRecords Admin User? No

All | Active | Inactive

Page 10f1 (1 items) 53}

USER & DETAILS LOGINID
1256 Tba Thatba Thatba1256
Active User Group: PSC Email ID: Tha@Tba.Com Company ID: 11525 atbal2s
Is Admin User?: No
View | Edit | Delete | Activate User] Send Login | Lock Account

Note: As there have been few design changes on the portal, please press (Ctrl + Shift + R) to update your cache to
the latest version when you login to the portal if you’re experiencing continuous loading/freezing issues.

© Accentra Technologies Limited, UK Page
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SUPPORT

We welcome any suggestions for improvements to the software. Please send an email to the below mentioned email
address if you have any feedback or suggestions.

If you are experiencing any issues with the software please email the support team at support@accentra.co.uk
before you call. This will generate a support ticket and allow our team to respond promptly. Please include your
Payroll company ID and contact details in the email.

Primo Umbrella Support Team
Accentra Technologies Limited
Woarnford Court

29 Throgmorton Street
London

EC2N 2AT, UK.

Phone: 0845 456 7181
www.accentra.co.uk
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