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Overview

Salary Finance is an employee benefit that has been made available to you and your
colleagues. We work with HR and payroll teams to take deductions from
employees’ pay. This is then paid over to Salary Finance who process the payment
and credit the deductions against the employees’ accounts.

For products; Borrow, Save and Advance, the payroll processes are the same and
are detailed in the first section of this handbook. For Help to Save a separate portal
is used, this process is detailed in the second half of this handbook

It is really important that these processes are followed closely so that we do not
risk any of your employees falling behind on repayments, or not having access to
their savings.

The Salary Finance team will always be available to help your team with any
queries or issues you have so please feel free to contact us at:

e: payroll@salaryfinance.com

Please note that this handbook covers only the payroll processes, validation is
covered in a separate handbook

Service Provision

Salary Finance Limited will provide the Salary Finance platform 24 hours per day, 7
days per week with email and telephone support available 5 days per week
Monday to Friday (excluding bank holidays), between the hours of 9am to 5pm.

Outside of those hours Salary Finance Limited will monitor inbound calls and
emails, however Salary Finance Limited cannot guarantee issues will be resolved
outside of normal working hours.
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Payroll Process Overview

There are 3 simple steps to the Salary Finance process which enable deductions to
be taken from salary via payroll. These 3 steps must be sequentially carried out
once every pay cycle. They are:

1. Deduction Download - collecting the instruction from Salary Finance

2. Confirmation Upload - confirming to Salary Finance which deductions could
or couldn’t be taken

3. Payment Instruction - sharing the payment value with your finance team to
pay across to Salary Finance

4. Payment - making payment to Salary Finance

The execution of these processes has been agreed between your company
(‘Employer’) and Salary Finance Limited and the process dates are documented in
the Operational Schedule for each payroll.

An example of this schedule is shown in Appendix 1 at the end of this document.
Please ask your project/payroll lead if you need to see the schedule of dates that
have been agreed.

The processes are carried out on hrportal.salaryfinance.com for Borrow, Save, and
Advance.

If you have Help to Save, you can access the payroll processes for these products by
clicking the button ‘Other Payroll Tasks’ which will open the a separate portal in a
new tab. (The Help to Save process is detailed in the second half of this handbook)

S¥ HrPortal

o —

w==  Payroll Task List

u Time & Attendance

ﬂ Settings

E Other Payroll tasks
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Payroll Processes (Borrow, Save and Advance)

Login (Borrow, Save, and Advance)

You can access the Salary Finance HR portal at

https://hrportal.salaryfinance.com/Login

Sign in
Email Address
o demo_p@salaryfinance.com
Password
Y :

Forgot your password? Reset Password

P
1

4 2

=

Your username is your work email address.

2. If you have not set your password, then please click ‘Reset password?’ on the
login screen and enter your email address. Click ‘Send’ and an email will be
sent to your inbox and you will be able to set your password for the first
time.

3. Upon first login, the system will ask for a work telephone number to be

confirmed as authorisation. This is provided to Salary Finance as part of the

onboarding process. If you are unsure which number has been provided
please contact Salary Finance

FAQs:
e |I’'m not receiving any password reset emails?
o Please first check your spam filters and trash
o Check that your IT system has not filtered these out - sender is
noreply@support.salaryfinance.com
e My new password won't be accepted?
o It needs to be different from any you've used before
o It needs to be 8 characters long with an uppercase letter, a lowercase
letter, a number, and/or a special character
e How do | add a new team member to the Salary Finance platform?

o Please email payroll@salaryfinance.com with their: Name, Email
Address, Contact Number, and Job Title

If you are still unable to login please contact payroll@Salaryfinance.com
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1. Deduction Download (Borrow, Save, and Advance)

The first process is to download the Deductions file.

This process repeats once every pay cycle where you will download a list of

employees who require a deduction from salary on that payroll.

Tip: If you can’t easily read everything, zoom out on your screen and it should be

easier to read.

Step-by-step guide:
Step 1. Log in to https://hrportal.salaryfinance.com/login

Step 2. All available tasks are listed in chronological order in the upcoming tasks

list.

e |f a deduction download file is ready, a green box will display on the task
showing it is available.

e |f the expected date to download a deduction file has passed, an orange box

will display showing it is overdue.

SF Demo Company

Payroll Task List < > August 2019

ing Tasks 3 Completed Tasks

Advance + Confirmation upload

Advance + Payment instruction

Payrolls
Search by payroll Up
= Y pay!
i=
o Payroll 15th of month Available
Borrow + Confirmation upload
Payroll 15th of month
Payroll 30th of month
Available
Payroll 14th of month
Payroll 15th of month
Payroll 27th of month
Available
Borrow * Confirmation upload
Payroll 30th of month
Borrow + Payment instruction
Payroll 15th of month
Payroll 15th of month

Advance + Payment instruction
Payroll 30th of month

Borrow * Deduction download

@ Due by 08 Aug

© Due by 08 Aug

© Due by 26 Aug

© Due by 26 Aug

© Due by 26 Aug

® Due by 26 Aug

@ Due by 30 Aug

Click the task to display the Timeline of processes for that payroll and product.
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Step 3. The timeline displays the order of the payroll processes for the payroll and
product selected. They must be completed sequentially and each new task is
unlocked by completing the task before it.

Task List < > August 2019 Timeline X
Upcoming Tasks 3 Completed Tasks Payro” 15fh Of month
B S Borrow  Payday - 28 Aug 2019
o Available ® Due by 08 Aug O 08 Aug
Borrow * Deduction download Available
Payroll 15th of month Borrow « Deduction download

Download and view a list of employees who
quire salary deduction

Advance + Confirmation upload

Borrow * Confirmation upload 26 Aug

Borrow + Confirmation upload
& To unlock, please complete the previous task

Borrow ¢ Payment instruction

Advance « Payment instruction 26 Aug
Borrow + Payment instruction
& To unlock, please complete the previous task

Click ‘Download’ in the red box to download the deduction file.

The task will disappear from the upcoming task lists as it is now complete and will
move to the completed tasks list. You can return to the timeline at any time to
re-download the file if required by clicking the task tile in the completed tasks list.

Step 4. Repeat for other products (and other payrolls) if applicable. There is a
separate deduction file per product per payroll.

Step 5. You can open the CSV files to view the list of employees requiring a
deduction.

Step 6. Process the deductions through your system to the exact penny as net pay
deductions.

NB If there are no deductions due for a particular product/payroll a grey box will
display when the download button is pressed:
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13-May

NS Save » Deduction Download

Download and view a list of employees who require salary

deduction

DOWNLOAD

16-May

Not Required

NS Save « Confirmation Upload
Upload a summary of applied deductions

17-May

Mot Required

NS Save » Payment Instructions
Send a summary of the payment details to your email.

Process complete.

The deduction instruction file will contain the following data:-

Data ltem Data Type Description

Employee Text A unique identifier for each employee, this
Unique will enable the platform to link the
Identifier anonymised employee details

Deduction Number The amount to be deducted from the
Amount employee’s salary

Deduction Rules
e Deduct from net pay
e Take either the full amount or £0 - NO partial deductions
e Do not set up a reducing balance or recurring payment - the amount can
change depending on the employees’ requirements

FAQs:
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e How many files do | have to download?
o There is one file per product per payroll
e The employee has left, what do | do?
o Let us know in the next step ‘Confirmation Upload’ (see section below)
- no need to email us
e The employee does not have enough in their pay to deduct the full amount,
what happens?
o Do not take the deduction and notify us in the next step ‘Confirmation
Upload’ - we do not require/accept partial payments
e The employee is on statutory pay
o Get consent from the employee to continue with the deduction
o If they do not give consent, do not take a deduction
o Does the deduction amount stay the same each time?
o No, the payment amount can change each time, so please do not set
up a recurring payment
o The balance is not a reducing balance and employees can make
changes to their account directly with us which will therefore affect
their repayment amount
e Do | have to download a new file each time or can | re-use that last one?
o You need to download a new file each time as employees join or stop
using the benefit on a regular basis

e Thefileis blank - is something wrong?
o If there are no deductions to take, a message will let you know this on
screen.
o If you receive a blank deduction file - please email us.

e Anything else? Please ask at payroll@salaryfinance.com

2. Confirmation Upload (Borrow, Save, and Advance)

The second process is to upload a file to our secure portal that confirms which of
the requested deductions you could or could not take.

This lets us know exactly which salary-deduction repayments to expect, and for
which employees we need to collect payment via Direct Debit. We therefore expect
to receive the exact same amount in our bank account as the aggregate total of
those who successfully had a deduction from salary.

This file is mandatory in order for us to process the payment.


mailto:payroll@salaryfinance.com
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You must upload one file per product per payroll.

Step-by-step guide:

Step 1. Either make a copy of your deduction file that you downloaded in step 1 or
prepare an CSV file that contains the employee code and the deduction amount and
matches the format of the original deduction download file

The file must contain at least the following items:

Data Item Data Type Description

Employee | Text A unique identifier for each employee, this
Unique will enable the platform to link the
Identifier anonymised employee details

Deduction | Number The amount in pounds and pence that has
Amount been deducted from the employee’s salary
Executed e.g. 85.20

Please ensure the column headers in your confirmation report match header names
in the deduction download file.

Step 2. If you were not able to take the deduction for an employee, please ensure
the deduction amount in the file for that individual is O. Alternatively, you can omit
the individual from the file.

Step 3. Log in to https://hrportal.salaryfinance.com/Login

S Demo Company <

Payrolls Task List < > August 2019
. Search by payroll Upcoming Tasks 3 Completed Tasks
iem
i=
o Payroll 15th of month 2 Overdue © Due by 08 Aug
Borrow « Confirmation upload
Payroll 15th of month
Payroll 30th of month 1
Available ® Due by 08 Aug
Payroll 14th of month Advance + Confirmation upload

Payroll 15th of month

Payroll 27th of month
Completed ® Due by 08 Aug

Borrow * Confirmation upload
Payroll 15th of month

All tasks for the payroll you have selected are listed in the Task List, in
chronological order.

e [f a confirmation upload is expected, a green box will display on the task
showing it is available. You must download the corresponding deductions file
for this task to become available.


https://hrportal.salaryfinance.com/Login
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e [f the expected date to download a deduction file has passed, an orange box
will display showing it is overdue.

Click the task to display the Timeline of processes for that payroll and product.

Step 4. The timeline displays the order of the payroll processes for the payroll and
product selected. They must be completed sequentially and each new task is
unlocked by completing the task before it.

Task List < > August 2019 Timeline X
Upcoming Tasks 3 Complefed Tasks Payroll 15th of month
8 Borrow  Payday - 28 Aug 2019
) Available O Due by 08 Aug 15 Aug @ 16:41 by Joanna Smith
Borrow + Confirmation upload Borrow + Deduction download

Payroll 15th of month

Advance ¢ Confirmation upload
26 Aug

Available

Borrow + Confirmation upload
Upload a summary of applied deductions

Borrow ¢« Confirmation upload

Borrow ¢ Payment instruction

You can drag and drop your confirmation report to the red box in the timeline, or
click ‘Choose a file’ to browse to where you have stored your confirmation report to
upload it.

Step 5. Click ‘Process File' in red to process the deductions contained within the file.

10
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Task List < > August 2019 Timeline X

Upcoming Tasks 3 Completed Tasks Payroll 15th of month
Borrow  Payday - 28 Aug 2019

& Available © Due by 08 Aug 15 Aug @ 16:41 by Joanna Smith

Borrow + Confirmation upload Borrow * Deduction download
Payroll 15th of month

Advance + Confirmation upload
26 Aug

Available

Borrow * Confirmation upload
Upload a summary of applied deductions.

Borrow * Confirmation upload
P file_name_excel_august 2019.xlc x
187,64 KB

Borrow + Payment instruction

Advance * Payment instruction

26 Aug

Borrow + Payment instruction

. . & To unlock, please complete the previous task
Advance + Payment instruction

The file summary will display the number of deductions that have been confirmed
and the number of deductions that require actioning. If you were not able to take a
deduction from salary, e.g. the employee has left or is on reduced income, the
platform will ask for a reason why no deduction was taken.

If there are no employees that require actioning, you can click ‘Confirm’ and move to
step 8.

11
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< Back to timeline

= ’ Confirmation Upload Select reason
= View your upload summary below. If your file contains Please select a reason for each employee why they haven’t been deducted the requested amount.
employees with outstanding deductions, you will be asked
j= to provide a reason why the requested amount has not
been met. O Select Reason  +
o
File Summary Payroll reference Deduction amount Confirmed amount Reason
V/ Processed ] 83275 £8090 £0.00 Select Reason -
39 deductions have been confirmed/recognised
O 83276 £323.44 £0.00 Select Reason -
Requires Action
. O 83277 £98.37 £0.00 Select Reason -
N employees require a reason for not being deducted the
requested amount ] 83278 £184.87 £0.00 Select Reason -
D 83279 £14909 £0.00 Select Reason -
O 83275 £80.90 £0.00 Select Reason -
O 83276 £323.44 £0.00 Select Reason -
O 83277 £98.37 £0.00 Select Reason -
] 83276 £323.44 £0.00 Select Reason -
O 83277 £98.37 £0.00 SelectReason v

Rows per page 10 v 0o <>

o

Step 7a. For deductions that you were unable to confirm, you can select a reason
from the drop down menu for an individual employee.

< Back to timeline

= ‘ Confirmation Upload Select reason

= View your upload summary below. If your file contains Please select a reason for each employee why they haven’t been deducted the requested amount.
employees with outstanding deductions, you will be asked

to provide a reason why the requested amount has not

been met.

[-] SelectReason  ~
Leaver
File Summary Reduced income Deduction amount Confirmed amount Reason
+ Processed Switched payroll £8090 £0.00 Select Reason .
39 deductions have been processed
83276 £323.44 £0.00 SelectReason v
Requires Action
. O 83277 £98.37 £0.00 Select Reason -
N employees require a reason for not being deducted the
requested amount 83278 £184.87 £0.00 Select Reason -
83279 £14909 £0.00 Select Reason -
83275 £8090 £0.00 Select Reason -
83276 £323.44 £0.00 Select Reason -
O 83277 £98.37 £0.00 Select Reason -
83276 £323.44 £0.00 Select Reason -
[ ssm £98.37 £000 SelectResson v
Rows per page: 0 v 0o <>

12
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Step 7b. You can also select multiple employees using the check box beside their
employee ID and add a reason to those selected employees using the drop down
menu above.

< Back to timeline
= ‘ Confirmation Upload Select reason
= View your upload summary below. If your file contains Please select a reason for each employee why they haven’t been deducted the requested amount.
employees with outstanding deductions, you will be asked
i= to provide a reason why the requested amount has not
been metf. ] SelectReason
-]
File Summary Payroll reference Deduction amount Confirmed amount Reason
V Processed O 83275 £8090 £0.00 Leaver -
39 deductions have been processed
O 83276 £323.44 £0.00 Leaver -
Vv Processed
] 83277 £98.37 £0.00 Switched payroll  +
0 employees require a reason for not being deducted the
requested amount [ s £184.87 £0.00 Leaver -
O 83279 £14909 £0.00 Leaver -
O 83275 £8090 £0.00 Leaver -
O 83276 £323.44 £0.00 Leaver -
O 83277 £98.37 £0.00 Reduced income  +
O 83276 £323.44 £0.00 Leaver -
O 83277 £98.37 £0.00 Reduced income v
Rows per page: 0 v 00N <>

Once all the reasons have been selected, the number of deductions will be 0. You
can now click ‘Confirm’ and you will return to the task list.

NB If marking an employee as ‘switched payroll, please contact
payroll@salaryfinance.com to confirm which payroll the employee has moved to
and from.

If an employee has switched payroll but you are still taking their deduction and
paying it over with the new payroll then please still mark their deduction as taken
on the file their deduction appeared on. We will then receive an 'overpayment' (in
comparison to the confirmation file) for the new payroll and a matching value
'underpayment' for the original payroll. | can then move the funds internally to
process everything correctly. Please do not remove their deduction from the original
file to use the option of switch payroll

13


mailto:payroll@salaryfinance.com

SALR “oﬁ

If you are not taking the deduction at all then please mark their deduction amount
as 0 and select the reason as reduced income

If they are changing payroll frequency or payday as part of the payday switch
please do not take a deduction as we will need to restructure their loan and
repayments in line with this new cadence

Step 8. Click ‘Confirm’ to upload the file

St

= | Confirmation Upload

View your upload summary below. If your file contains

< Back to timeline

5
employees with outstanding deductions, you will be asked
Lmn to provide a reason why the requested amount has not
ie=
been met.
o

File Summary

v Processed

80 deductions have been processed

Process complete, if any changes are required to the confirmation upload after it has
been uploaded, an updated file can be uploaded. Alternatively please contact

payroll@salaryfinance.com to notify Salary Finance of the changes

FAQs:

e The platform is rejecting the file
o Check the formatting - it must be a CSV; we do not allow:
m duplicate employee identifiers

14
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m currency symbols
m formulas e.g. totals at the bottom
m blank cells/rows/columns in between data

o Please ensure that the payroll IDs, headers and format of the file
match the deduction download file exactly and try again. If you are
still unable to upload the file please contact
payroll@salaryfinance.com

o NB if your unique employee identifier contains leading Os please
ensure these are included in the confirmation upload file

How do we manage employees who have switched payrolls?

o If you have chosen the switched payroll option for any employees in
the confirmation upload, please contact payroll@salaryfinance.com to
confirm which payroll the employee has moved to and from

Do | need to upload a file if the deduction file had no one active?
o No, there is no need to upload the file if there are no active employees
What happens when we can’t take a deduction?

o You must inform us via the Confirmation Upload process (see above).
On receipt of the Confirmation File we will automatically move the
employee’s repayments to Direct Debit.

| have forgotten to upload the file and it has gone past pay day

o Please upload the file ASAP and contact payroll@salaryfinance.com

to inform us of the delay
| have made an error on the file / | need to change the file

o Contact payroll@salaryfinance.com and we will make the change for

you
Can | combine all the information across products and payrolls into one
upload file?

o No. We need a file per product per payroll

What if the employee has left the business but there is enough in their final
pay to take a deduction?

o Please take the deduction. They will show on the deduction file next
pay cycle and then when you come to upload the confirmation file, you
can remove them and provide the reason ‘Leaver’

Anything else? Please ask at payroll@salaryfinance.com

15
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3. Payment Instruction (Borrow, Save, and Advance)

Step 1. The Payment Instruction task is now available.

Sk =

Task List < > August 2019
Up ing Tasks 3 Compl | Tasks
s}
o
Borrow + Confirmation upload

Advance *

Borrow

Borrow *

Payroll 15th

Advance

e Advance *

Payment instruction

of month

+ Confirmation upload

Payment instruction

Confirmation upload

Payment instruction

@ Due by 26 Aug

Timeline

Payroll 15th of month
Borrow Payday - 28 Aug 2019

15 Aug @ 16:41 by Joanna Smith

Advance ¢ Deduction download

28 Aug @ 09:27 by Robert White

Advance + Confirmation upload

26 Aug
Available

Advance + Payment instruction
Send a summary of the payment details to your
email

Click on ‘Send Email’ to receive a summary of the payment you need to make to
Salary Finance. The task will then show as complete in the timeline.

This will trigger the system to share a payment instruction via email to the

logged-in user:

16
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Salary Finance Payment Instructions inbox x & @2
Salary Finance <payroll@support.salaryfinance.com= 15:11 (0 minutes ago) Y =~
tome -

Hi,

Thank you for completing the Borrow confirmation upload for the Implementation Demo

F's Demo Payroll payroll for payday 30/06/2021

Payment Instructions

Please make a payment to Salary Finance with the following details:

Payment Amount: £2,078.28

Payment Reference: PAY12345

Sort Code: 085506

Account Number: 29250953

Expected date for receipt of funds: 30/06/2021

If someone else from your team will be making the payment, please feel free to forward

these instructions on to them.

Thanks!

Team Salary Finance

Process complete.

You can now repeat this process for any outstanding confirmation files.

4. Payment (Borrow, Save, and Advance

The final step is to make a payment to Salary Finance.
It is imperative that this is paid on time so there is no detriment to your employees.

If you are unsure of the amount to pay over to Salary Finance, you can send yourself
a payment instruction once the Confirmation Upload is complete. Under the
Payment Instruction task, click on ‘Send Email’ to receive a summary of the payment
you need to make to Salary Finance. (Detailed above in section 3)

17
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Pre-payment check: Check that Salary Finance has been set up as a Payee to allow
separate payments per payroll per product (Salary Finance bank details are
provided during the Implementation Project on letter headed paper)

Step-by-step guide (per product per payroll):
Step 1. Sum the deductions confirmed in the Confirmation File

Step 2. Raise and make the payment following your usual process. Please use the
payment reference provided in the bank details letter.

Process complete.

FAQs:

e When is payment due?
o The payment date is detailed in your Operational Schedule
e How much do we owe Salary Finance?

o The amount we expect is the sum of the deductions as stated in the
confirmation file. We require a single bulk payment per product, per
payroll

e Why does it have to arrive on this day?

o Borrowers risk going into arrears if their repayments are not paid on
time which are reported to the Credit Reference Agencies

o Late payments cause worry and concern for your employees which
could then cause inbound communications from your employees to
your Payroll/HR/Benefits team

e \What payment method can | use?
o BACS/ Faster Payment/ Priority Payment / CHAPS
e Where do | make payment to?
o The bank details are on the Payments Instructions and on the Bank
Details Letter
e | forgot to make payment, what do | do?
o Make a same-day payment as soon as possible
o Notify Salary Finance - payroll@salaryfinance.com
e Does the payment need to use the reference you gave me?

o No, not necessarily. If you'd like to use a different one please let us
know.

o However, a payment reference must be used as it will not process
automatically and could incur delays

e \We made an error and paid too much e.g. found a late leaver

o As soon as you can, notify Salary Finance - payroll@salaryfinance.com

18
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o If the payment has not been processed by Salary Finance, we will
refund you within 5 working days
o If the payment has been processed by Salary Finance, you will need to
recoup this from your employee(s) directly
e \We made an error and paid you too little
o As soon as you can, notify Salary Finance - payroll@salaryfinance.com
o Make the remainder of the payment as a same day payment
e \We failed to take a deduction due to an internal error
o Contact Salary Finance - payroll@salaryfinance.com as soon as
possible. We will assess the situation and take you through the
process from there

e Anything else? Please ask at payroll@salaryfinance.com

Payroll Process (Help to Save only)

Login (Help to Save only)

You can access the Salary Finance portal at
https://admin.salaryfinance.com/Login

[ZlSalaryFinance

Log ] Please enter your user name and password

Account Information

ame / Email address

rd

eoo

aLogi

Register [Z] SalaryFinance

1. Your username is your work email address.

2. If you have not set your password, then please click ‘Forgot password?’ on
the login screen. An email will be sent to your inbox and you will be able to
set your password for the first time.

19
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FAQs:
e |I'm not receiving any password reset emails?
o Please first check your spam filters and trash
o Check that your IT system has not filtered these out - sender is
noreply@salaryfinance.com
e My new password won't be accepted?
o It needs to be different from any you've used before
o It needs to be 8 characters long with an uppercase letter, a lowercase
letter, a number, and/or a special character
e How do | add a new team member to the Salary Finance platform?

o Please email payroll@salaryfinance.com with their: Name, Email
Address, Contact Number, and Job Title

If you are still unable to login please contact payroll@Salaryfinance.com

1. Deduction Download (Help to Save only)

The first process is to download the Deductions file.

This process repeats once every pay cycle where you will download a list of
employees who require a deduction from salary on that payroll.

Step-by-step guide:
Step 1. Log in to the HR portal

Step 2. If you have multiple payrolls choose the payroll you want to work on from
the drop-down ‘Change to a different payroll’

Step 3. Click the green button Run Process on the box named ‘Download’

20
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Change to a different payroll

Payroll (Demo - EncryptApp) v

Payroll (Demo - EncryptApp)

v the 3 step process to complete the employee payroll deductions

N.B. The
validation
process is 2. Download 3. Upload

coveredina
separate
document

RUN PROCESS RUN PROCESS

ast Run: 27 Mar Nat Yet Run

Step 4. If this is the first time the process has been run you may need to configure
the file (see Annex 1))

Step 5. Repeat for other products (and other payrolls) if applicable. There is a
separate file per product per payroll.

Step 6. View the excel files that list the employees requiring a deduction

Step 7. Process the deductions through your system to the exact penny as net pay
deductions

Process complete.

The deduction instruction file will contain the following data:-

Data Item Data Type Description

Employee Text A unique identifier for each employee, this
Unique will enable the platform to link the
Identifier anonymised employee details

Deduction Number The amount to be deducted from the
Amount employee’s salary

In the configuration step (Annex 1) you can add additional data points if required

21
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(please not this is only available for the Help to Save files):
e First Name
Last Name
Date the payment is due
An alphanumeric freetype field - you can add your own custom reference

Deduction Rules
e Deduct from net pay
e Take either the full amount or £0 - NO partial deductions
e Do not set up a reducing balance or recurring payment - the amount can
change depending on the employees’ requirements

e How many files do | have to download?
o There is one file per product per payroll
e The employee has left, what do | do?
o Let us know in the next step ‘Confirmation Upload’ (see section below)
- no need to email us
e The employee does not have enough in their pay to deduct the full amount,
what happens?
o Do not take the deduction and notify us in the next step ‘Confirmation
Upload’ - we do not require/accept partial payments
e The employee is on statutory pay
o Get consent from the employee to continue with the deduction
o If they do not give consent, do not take a deduction
e Does the deduction amount stay the same each time?
o No, there are cases where the payment amount can change, so please
do not set up a recurring payment
o The balance is not a reducing balance and employees can make

changes to their account directly with us which will therefore affect
their repayment amount
e Do | have to download a new file each time or can | re-use that last one?

o You need to download a new file each time as employees join or stop

using the benefit on a regular basis
e The fileis blank with only headers - is something wrong?

o If in doubt please check with us, but bear in mind that we do not
request a deduction for a loan until the first pay cycle 30 days after the
date the loan is approved. For savers, they will begin saving as soon
as possible.

o If the file shows no active employees, please download a new file next
pay cycle to check if anyone has taken up the benefit

e Anything else? Please ask at payroll@salaryfinance.com
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2. Confirmation Upload (Help to Save only)

The second process is to upload a file to our secure portal that confirms which of
the requested deductions you could or could not take.

This lets us know exactly which salary-deduction repayments to expect, and for
which employees we need to collect payment via Direct Debit. We therefore expect
to receive the exact same amount in our bank account as the aggregate total of
those who successfully had a deduction from salary.

This file is mandatory in order for us to process the payment.
You must upload one file per product per payroll.

Step-by-step guide:
Step 1. Either make a copy of your deduction file that you downloaded in step 1 or

prepare an excel file that contains at least the employee code and the deduction
amount

The file must contain at least the following items:

Data Item Data Type Description

Employee | Text A unique identifier for each employee, this
Unique will enable the platform to link the
Identifier anonymised employee details

Deduction | Number The amount in pounds and pence that has
Amount been deducted from the employee’s salary
Executed e.g. 85.20

Step 2. If you were not able to take the deduction for an employee, please ensure
the deduction amount in the file for that individual is O. Alternatively, you can omit
the individual from the file.

Step 3. Log in to the HR portal

Step 4. Choose the payroll you are actioning from the drop-down
Step 5. Click the green button Run Process on the box named ‘Upload’
Step 6. Select the product that relates to the file you want to upload
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Change to a different payroll

Payroll (Demo - EncryptApp) v

Payroll (Demo - EncryptApp)

Follow the 3 step process to complete the employee payroll deductions

1. Import 2. Download 3. Upload
Import employee Download deductions Upload deductions
data file(s) confirmation file(s)

RUN PROCESS RUN PROCESS RUN PROCESS

Last Run: 08 Jul Last Run: 27 Mar Not Yet Run

Step 7. Click into the green box and find the Confirmation file from where it is saved
on your computer or network

Upload your data file that includes the following...

Payroll 1D Loan Deduction Amount

File uploaded successfully, please click next.

&— BACKHOME ["| Re-do Mappings PROCESS —

Step 8. If this is the first time ever your team has run the process and it says ‘Next’
you will need to map the data fields (see Annex 2.)

Step 9. If not, click Process

Step 10. Review the Confirmation Summary Report which reconciles the number of
deductions requested by Salary Finance, against the number of deductions that
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have been taken from salary in the current payroll cycle. The image below shows
the screen you will see when all deductions were successful

Confirmation report - Sumnmary

Salary deductions requested by SalaryFinance 12 o
Salary deductions confirmed by HR Proactive) 12 o
&— BACK ) | confirm all the information is correct

Step 11. If you were not able to take a deduction from salary, e.g. the employee has
left or are on reduced income, the platform will ask for a reason why no deduction
was taken.

You can do this by clicking on the cell in the ‘Please select a reason why £0 was
deducted’ column (see blue arrow in the image below) and selecting a reason from
the drop-down menu.

Confirmation report - Summary

Salary deductions requested by SalaryFinance 12 o
Nao deduction made - explanation required before we take a Direct Debit 1 o
- No deduction made - you have provided an explanation 0 o
Salary deductions confirmed by WL Demo 1 o
Please explain why no deduction was made for these colleagues ©

Payroll ID Requested Amount Confirmed Amount Please select a reason why £0 was deducted

DEMOO? £95.23 £0.00

&~ BACK

Step 12. Review the summary and confirm that all the information is correct
Step 13. Click the green button ‘Import’ and then ‘OK’ on the pop up box

Step 14. Repeat for other products and other payrolls if applicable. You will need to
upload one file per product per payroll

Process complete.

FAQs:

e The platform is rejecting the file
o Check the formatting; we do not allow:
m duplicate employee identifiers
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m currency symbols
m formulas e.g. totals at the bottom
m blank cells/rows/columns in between data
o NB if your unique employee identifier contains leading Os please
ensure these are included in the confirmation upload file
Do | need to upload a file if the deduction file had no one active?
o No, there is no need to upload the file if there are no active employees
What happens when we can’t take a deduction?

o You must inform us via the Confirmation Upload process (see above).
On receipt of the Confirmation File we will automatically move the
employee’s loan repayments to Direct Debit and they will not appear
on the next deduction file.

How much do we need to pay you?

o You must pay a separate bulk payment per product, per payroll. The
amount for each payment should be the sum of the Confirmation file
that you have uploaded for each product.

Why does it matter so much?
o  We rely on the file being accurate so that we are sure we are crediting
the right accounts with the right amount
| am unable to upload the file by the agreed date in the schedule
o Contact payroll@salaryfinance.com to let us know
| have forgotten to upload the file and it has gone past pay day

o You will be unable to upload this and will need to contact

payroll@salaryfinance.com
| have made an error on the file / | need to change the file

o Contact payroll@salaryfinance.com and we will make the change for

you
Can | combine all the information across products and payrolls into one
upload file?

o No. We need a file per product per payroll

What if the employee has left the business but there is enough in their final
pay to take a deduction?

o Please take the deduction. They will show on the deduction file next
pay cycle and then when you come to upload the confirmation file, you
can remove them and provide the reason ‘Leaver’

Anything else? Please ask at payroll@salaryfinance.com

Payment (Help to Save only)

The final step is to make payment to Salary Finance.

It is imperative that this is paid on time so there is no detriment to your employees.
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Pre-payment check: Check that Salary Finance has been set up as a Payee to allow
separate payments per payroll per product (Salary Finance bank details are
provided during the Implementation Project on letter headed paper)

Step-by-step guide (per product per payroll):
Step 1. Sum the deductions confirmed in the Confirmation File

Step 2. Raise and make the payment following your usual process. Please use the
payment reference provided in the bank details letter.

Process complete.

FAQs:

When is payment due?

o The payment date is detailed in your Operational Schedule

How much do we owe Salary Finance?

o The amount we expect is the sum of the deductions as stated in the
confirmation file. We require a single bulk payment per product, per
payroll

Why does it have to arrive on this day?

o Borrowers risk going into arrears if their repayments are not paid on
time which are reported to the Credit Reference Agencies
Savers will not have access to their own money
Late payments cause worry and concern for your employees which
could then cause inbound communications from your employees to
your Payroll/HR/Benefits team

What payment method can | use?

o BACS / Faster Payment/ Priority Payment / CHAPS

Where do | make payment to?

o The bank details are on the Operational Schedule and on the Bank
Details Letter

| forgot to make payment, what do | do?

o Make a same-day payment as soon as possible

o Notify Salary Finance - payroll@salaryfinance.com

Does the payment need to use the reference you gave me?

o No, not necessarily. If you'd like to use a different one please let us
know.

o However, a payment reference must be used as it will not process
automatically and could incur delays

We made an error and paid too much e.g. found a late leaver

o As soon as you can, notify Salary Finance - payroll@salaryfinance.com
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o If the payment has not been processed by Salary Finance, we will
refund you within 5 working days
o If the payment has been processed by Salary Finance, you will need to
recoup this from your employee(s) directly
e \We made an error and paid you too little
o As soon as you can, notify Salary Finance - payroll@salaryfinance.com
o Make the remainder of the payment as a same day payment
e \We failed to take a deduction due to an internal error
o Contact Salary Finance - payroll@salaryfinance.com as soon as
possible. We will assess the situation and take you through the
process from there

e Anything else? Please ask at payroll@salaryfinance.com

ANNEX 1. Deduction File Configuration: Data Field Mapping

N.B this process will only need to be completed the very first time you download
the Deductions Download file OR if you would like to change the data field names
or include or remove data points.

The purpose of this process is to create a template so that our platform can
generate an Excel file that displays data in a format that you will recognise. This
process can be repeated at any time should any of your data field requirements
change in the future.

On this screen you will be presented with the following headers. You will need to
add each row to customise your file. You can have as many or as few headers as you
like - minimum requirement: Amount and Payroll No.

28


mailto:payroll@salaryfinance.com
mailto:payroll@salaryfinance.com
mailto:payroll@salaryfinance.com

SALR “oﬁ

Map your fields with ours

(H:zlaud:: Data Field \(;jaolzsetant Sort Order  Borrow  Savings  HelpToSave

Payroll No Assignment Number v 1 2 4 %] @
First Name FirstName ~ 2 2 4 cd @
Last Name LastName ~ 3 ) £2 td @
Ammount PaymentAmount ~ 4 4] 4] 73] @

Column Header: This column is where you can name or rename the data field
heading to match your requirements.

Data Field: This column contains the Salary Finance data points that would
correspond to your data field headings in column one.

Constant Value: If you select Constant Value in column two, this column allows you
to enter free text that is fixed and will appear on every row in the Deductions
Download file.

Sort Order: This contains the order of the data field headings in column one as they
will appear in the Deductions Download file e.g. 1 = column A, 2 = column B etc.
Borrow, Savings. HelpToSave checkbox: These check boxes allow you to apply the
Column header to the deduction download. Please check the box to see the
deductions listed on your excel download. At the very least, you should see an
excel file with your headers in once downloaded.

Bin Icon: This contains a bin icon that will allow you to delete a heading.

To rename the Column Header field in column one you can click on the field and
type in a suitable name to rename it to your requirements.

If any of the fields are not correctly matched, then simply then click on the cell in
column two and select the correct corresponding name from the drop down menu.

If you would like to include a heading that has a custom value, e.g. Reference,
simply click ‘Add’ to add a new heading, and then name the correct heading in
column one, select (constant value) in column two and then enter the desired text
for the constant value in column three e.g. Salary Finance.

You can rearrange the order of headings as you wish by typing the appropriate
number in column four.

Map your fields with ours

S Data Field L Sort Order  Borrow  Savings  HelpToSave
Header Value
Payroll No Assignment Number v 1 72 7 72

Last Name LastName v 3 4] ¥ k2

O
First Name FirstName v 2 2 v 4 @
O
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ANNEX 2. Confirmation File Configuration: Data Field Mapping

N.B this process will only need to be completed the very first time the Deduction
Confirmation file is uploaded OR if there have been any changes to the data field
names.

The purpose of this step is to ensure that your data fields are matched to ours, in
order for our platform to understand the data you have uploaded.

You will be presented with the screen below, where you will be asked to select your
header row. The screen will show a snippet of the Deductions file that you have
just uploaded. You must select the header row (the header row is the row that
contains the headings for all of your data — see blue arrow in the image below) and
then click ‘Next'.
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Select your header row £— BACKTO UPLOAD FILE NEXT —

T S S

TEST13 54.11 Andrew Tunstall
DEMOO01 95.23 Sam Lightfoot
TESTO4 65.12 Carl Walker
TESTOé 51.64 Catherine Rogers
DEMO0S 232.45 Sherry Shaw
TEST12 54.11 Marie Whitehead
TESTO1 95.23 Robert Dimond
TEST25 45.23 Shane Stubbs
TEST29 68.74 Kyle Doody
TEST20 126.25 Nadine Marshall
TEST28 34.65 Daniel Shields
DEMOO0? 95.23 Nathan Allcock

On this screen you will be presented with the following table.

Map your fields with ours

OUR FIELDS ' YOUR FIELDS PREVIEW DATA 3 IS THIS CORRECT?

Payroll ID PayrolllD TEST13 + Accepted

Loan Deduction Amaount Amount £54.11 ' Accepted

&— BACKTO HEADER ROW ) | confirm all the information is correct

1. This contains the data points that we need.
2. This contains the data field headings that we have extracted from the file
you uploaded.
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3. This shows a preview of the first line of the data you have uploaded.

Our platform will automatically match Your Fields with Our Fields where it believes
our items are the same, e.g. Loan Deduction Amount and Amount.

If the meaning of the data fields in column one matches the meaning of the data
fields in column two then click ‘Accept’. If any of the fields to do not match, then
simply click on the name of the field in column two and select the correct
corresponding name in the drop down menu.

Once you are happy that all the data items in Our Fields match Your Fields, click ‘|
confirm all the information is correct’, and then click ‘Next".

Appendix

N.B. This is an example only and does not show the agreed process dates that
apply to you.

Please payroll@salaryfinance.com if you need to see the schedule of dates that
have been agreed.

Employer specific schedules may look different depending on the validation method
selected.

An example of an operational schedule is below, an employer specific version will be
provided as part of the launch process and signed off by both sides prior to launch
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" Operational schedule - Table of key events

Diefined terms used in this Operational have the jvento them i ice agreement behween 2nd Salary Finance Linited
Payroll details Business ied to this Handbook for
[Payrotr Name ] I

[Tymcat payaay \ |

Downioad Deduction Transfes of Deductions fo
Instruction Fiie and apply
Deduct

Validate information

Deduction confimnation
provided by Applicants upload

Pay Day Salary Finance Account to

Process A E =0 WA D)

Veskly EVA process (see .
Actiity deadine  validation handbook for R th of the month or previous
further details) Y
Notes:

Vihere a process falls on a weekend or public holiday, the process is 1o be Carmied out on the previous working day.

Actual dates to Dec-1899

Downioad Deduction Transfes of Deductions fo

Validate information L Deducion confimmation Pa Fa
Insiruction File-and apply e Pay Day Salary Finance. AT;M el

provided by Applicants

Dec-1859 Weskly EVA process (see

Dec-1899 further details)

Payroll department declaration
1 confirm that agrees to parform the Salary Finance processes according fo the dates set outin this Operational Schedule and that this is the Operational
Schedule refered 10 in the service agreement betveen and Salary Finance Limited and is hereby incorporated into the same.

Signed: Date.

Tame & Job Tl |

Salary Finance Counter-Signature

= o |

19/102023]

|Co-Founder and Global CEO

Name & Job Tille Asesh Sarkar |

If you have any questions about this handbook please contact us at the
email address below and we will respond as soon as we can.

payroll@salaryfinance.com
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