Downloading the software:

* Click the relevant link i.e. standard or bureau

* Follow the browser prompts, if asked do you want to 'run' or 'save’, click 'run' and follow the
payroll setup wizard

* Once the download is complete the software will launch, bureau users must enter the
unlock code as per their invoice to proceed

Importing from Thesaurus Payroll Manager 2018:

* If there is only one company on your 2018 Thesaurus Payroll Manager, you will see the
following message when the 2019 Thesaurus Payroll Manager launches:

Would you like the pregram to automatically set up your company and
employees? Last year's information will not be touched. Please ensure you are not

running last year's payroll.

* Click 'OK', your company and employee details will be imported automatically
¢ If there is more than one company on your 2018 Thesaurus Payroll Manager, select 'Import
from last year's payroll'. Alternatively, go to 'File > Import files from 2018'.

Currently no employers have been set up for 2019

If you used Thesaurus Payroll Manager last year - Alternatively. you can do this later as follows:
click below to import
1. Choose File from the top menu
Import from last vear's payroll @ 2. Importfiles from 2018
OR

If this is your first time using Thesaurus Payroll
Manager and you used any of the below packages

last year, click the package below. Alternatively, you can do this later as follows:
Sage Micropay Sage QuickPay 1. Choose File from the top menu

2. Import details from other payroll software
Collsoft
Big Red Book

OR

If this is your first time and you did not previously use
any of the above packages, then select below.
These options are also available
Create company from a CSV file when you choose File from the
top menu

Create company from scratch




¢ Select the location of your 2018 Thesaurus Payroll Manager > choose an employer > click the
right arrow to create the employer file in Thesaurus Payroll Manager 2019. Repeat the
process for all relevant employers.
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elow. You will see last year's employers in the 2018 Employer files at selected location Employer files alieady setup in 2019
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different folder before. it will default to that folder. bring across into 201
DEMO COMPANY
=T PR — >
T hesaurusPayroll2018
o
(E]
Details
Weekly/Fortnightly  Monthly
Mo. of Employees 12 0
Last Pay Date 27122018 N/A
2how Dropbox folder .
Shaw Drapbo folder Period Number 52 NAA
=S ~] Feature payroll Close

¢ Standard users can enter the unlock code as per their invoice or select 'Continue free trial'

PAYE Modernisation — ROS Digital Certificate:

PAYE Modernisation introduces two new processes, the retrieval of Revenue Payroll Notifications
(RPNs) and the submission of payroll data each pay period to Revenue. The periodic submission of
payroll data is known as the Payroll Submission Request (PSR), it must be received by Revenue
on/before payment is made to employees.

The ROS Digital Certificate will enable the payroll software to seamlessly integrate with Revenue’s
system to send/retrieve information.

For guidance on adding your ROS Digital Certificate, please click on the links below:

https://www.thesaurus.ie/docs/2019/digital-certificates/adding-a-digital-certificate-employers/

https://www.thesaurus.ie/docs/2019/digital-certificates/adding-a-digital-certificate-agents/

First Pay Period:

* When you have checked for Revenue Payroll Notifications (RPNs) you are ready to process
your first pay period

* Help on processing payroll can be found by going to Help > Getting Started

* A comprehensive built in help file can be accessed by pressing F1 within the software

* A number of video tutorials can be accessed by clicking here
https://www.thesaurus.ie/tutorials/



