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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, and Advance, the payroll processes are the same and are
detailed in 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: pavroll@salaryfinance.com
t: 07811 998344

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. Making Payment - paying Salary Finance the amount that has been
confirmed in the Confirmation Upload file

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.



N
HNanc®

Payroll Processes

Login

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

SF _
Sign in

= o Email Address
u demo_p@salaryfinance.com
Password
@ O - .

Forgot your password? Reset Password

1. 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.

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 (process B in Operational Schedule)

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 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 <
Payrolls Payroll Task List < > August 2019
= Search by payroll Upcoming Tasks 3 Completed Tasks
P Payroll 15th of month 2 Available ® 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
Available @® Due by 26 Aug

Borrow + Confirmation upload
Payroll 30th of month

Borrow + Payment instruction © Due by 26 Aug
Payroll 15th of month
Advance * Payment instruction ® Due by 26 Aug
Payroll 15th of month

9 Advance * Payment instruction @ Due by 26 Aug
Payroll 30th of month
Borrow *+ Deduction download ® Due by 30 Aug

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

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.


https://hrportal.salaryfinance.com/login
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Task List < > August 2019 Timeline X
Upcoming Tasks 3 Completed Tasks Payroll 15th of month
=] L e Borrow  Payday - 28 Aug 2019
& 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
require 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’ 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.

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
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Deduction Rules

Deduct from net pay

Take either the full amount or £0 - NO partial deductions

Do not set up a reducing balance or recurring payment - the amount can
change depending on the employees’ requirements

How many files do | have to download?
o There is one file per product per payroll
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
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

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

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

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
The file is blank - 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

Anything else? Please ask at payroll@salaryfinance.com
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2. Confirmation Upload (process C in Operational Schedule)

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 CSV 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 will
Unique enable the platform to link the anonymised
Identifier 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
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s Demo Company <
Payrolls Task List < > August 2019
" Search by payroll Upcoming Tasks * Completed Tasks
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.

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.

St =

Task List < > August 2019 Timeline X

Payroll 15th of month

Upcoming Tasks 3 Completed Tasks

=] Rl e Borrow  Payday - 28 Aug 2019
o 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 : |
I
I

Borrow + Payment instruction
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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’ to process the deductions contained within the file.

Task List < > August 2019 Timeline X
Upcoming Tasks (3 Completed Tasks Payroll 15th of month
=] Borrow  Payday - 28 Aug 2019
o 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 file_name_excel_sugust 2019.xlc x
187.64 KB
Borrow + Payment instruction
Advance * Payment instruction
26 Aug
Borrow * Payment instruction
9 Advance  Payment instruction & To unlock, please complete the previous task

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.

10
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< Back to timeline

= | Confirmation Upload Select reason
A 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
H to provide a reason why the requested amount has not
beenmet: O SelectReason
-]
File summary Payroll reference Deduction amount Confirmed amount Reason
V' Processed [ s3s £8090 £0.00 SelectReason =
39 deductions have been confirmed/recognised
O 83276 £323.44 £0.00 SelectReason
Requires Action
% (]} 83277 £98.37 £0.00 Select Reason -
1 employees require a reason for not being deducted the
requested amount O 83278 £186.87 £0.00 SelectReason  ~
O 83279 £149.09 £0.00 Select Reason -
O 83275 £8090 £0.00 SelectReason =
] 83278 £323.44 £0.00 SelectReason =
] 83277 £98.37 £0.00 Select Reason -
[ s3en £323.44 £0.00 SelectReason =
Jr 83277 £98.37 £0.00 Select Reason -
Rowsperpage: 10w  1-10offl ¢ >

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.

S¥

< Back to timeline

= | Confirmation Upload Select reason
fia) 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
2mm to provide a reason why the requested amount has not
Boanmet; [-] Select Reason v
-]
Leaver
File Summary T — Deduction amount Confirmed amount Reason
+ Processed Switched payroll £8090 £0.00 SeieciReason .
39 deductions have been processed
83276 E323 44 £0.00 Select Reason -
Requires Action
& O 83277 £98.37 £0.00 Select Reason -
T employees require a reason for not being deducted the
requested amount 83278 £184.87 £0.00 SelectReason
83279 £149.09 £0.00 Select Reason &
83275 £8090 £0.00 SelectReason =
83276 E323 44 £0.00 Select Reason -
[ 83277 £98.37 £0.00 Select Reason -
83276 £323.44 £0.00 Select Reason =
O 83277 £98.37 £0.00 Select Reason -

0 - Toefn € >

11
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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.

SF

< 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
1mm 1o provide a reason why the requested amount has not
Besanmet: O Select Reason  +
-]
File Summary Payroll reference Deduction amount Confirmed amount Reason
v Processed [ sss £8090 £0.00 Leaver -
39 deductions have been processed
] 83276 £323.44 £0.00 Leaver -
+ Processed
O 83277 £98.37 £0.00 Switched payroll  +
0 employees require a reason for not being deducted the
requested amount O 83278 £180.87 £0.00 Leaver -
O 83279 £149.09 £0.00 Leaver -
Confirm
] 83275 £8090 £0.00 Leaver -
O 83276 £323.44 £0.00 Leaver -
] 85277 £98.37 £0.00 Reduced income  ~
[ s3am £323.04 £0.00 Leaver -
0O 83277 £98.37 £0.00 Reduced income v
Rowsperpage: 10 »  T-10ofN < >

2]

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

Step 8. The Payment Instruction task is now available.

12
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Task List < > August 2019 Timeline X
Upcoming Tasks 3 Completed Tasks Payroll 15th of month
=] L e Borrow  Payday - 28 Aug 2019
o [] 15 Aug @ 16:41 by Joanna Smith
Borrow « Confirmation upload Advance  Deduction download
Advance ¢ Confirmation upload
[ 28 Aug @ 09:27 by Robert White
Advance - Confirmation upload
Borrow * Confirmation upload
@) 26 Aug
Borrow + Payment instruction ® Due by 26 Aug .
Payroll 15th of month Advance * Payment instruction
Send a summary of the payment details to your
email
Advance + Payment instruction
e Advance « Payment instruction

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.

Process complete.
You can now repeat this process for any outstanding confirmation files.
FAQs:

e The platform is rejecting the file
o Check the formatting; we do not allow:
duplicate employee identifiers
m currency symbols
m formulas e.g. totals at the bottom
m blank cells/rows/columns in between data
e 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
e \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.
e 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. You can send yourself a

13
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summary of the payment to Salary Finance by clicking on ‘Send Email’
under the payment instruction task.

e 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
e | am unable to upload the file by the agreed date in the schedule
o Contact payroll@salaryfinance.com to let us know
e | 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
e | 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
e Can | combine all the information across products and payrolls into one
upload file?

o No. We need a file per product per payroll

e \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’

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

3. Payment (process D in Operational Schedule)

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 summary of the payment 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.

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.

14
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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 Savers will not have access to their own money

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 Operational Schedule 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

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

15
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e Anything else? Please ask at payroll@salaryfinance.com

Appendix

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

Please ask the project manager 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 operational schedule is on the following page.

Operational schedule - Table of key events

Monthly Payroll

Difined terms used in this Opsrations) Schaduls thall REve e Ma3NIRGE JUEN 1o them in the Samiss agreemant batwesn <ORGS

Payroll details

[Payreti Mame ] Manihly Payral |

[rypeat Payaay \ |

Salary Finance Bank Account details

Sank account name ] Saiary Financa Lmted
Bank name | Vodur 5 Proactive Validation -
Sort Code o002

Weeky

BORROW Product - Dedustion payments to be made by <ORG> to this bank ascount

 deduction payments ‘ Notas.

|Pasment efernce to be sopied by <0G>

SAVE Frodust - Dedution payments o b made by <ORG o s bank asceunt
[Bamkses
[Peymant retrance t e sppima vy <oms

r deduction payments. |
et Transfer of Deducions to
o

HELP TO SAVE Produot -Dedustion paymentsfobe made by <ORGS tots bark aso
[Parment refrence o be sppied by <ORG>
AOVANCE Proaust - Dedeton payments fo b mad
[Bamkses deduston peymerts ey
[Parment refrence o e sspiied sy <orc> wesry
Weas
Weskly
weasy
Weskl
Westly
Oectas Weasy
Dec 1235 ey
Peprol dspariment seciaration
oo ot <07 e s g Sty < o ettt 1 Osaons S s i v Coaaions S reres o
S specment e <GS o Sy Fnenes L e - st erPeraied o e
| conim atine e of dadusionsf 5 made by <ORG> o Salay Finance Liied wil b mad a5 sesarte Bl ymants for sa6h 1ot o o e evan s ascsun s n s
oo et o e poen
ET=2 e

Name & Job Title: ‘

Salary Finanee Counter-Signaturs

Signes: Nams & Jok T Antony Sreacbant, Crist Fisk OFizar ‘

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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