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Payroll User Instructions

Introduction

Sargent-Disc’s Payroll mobile friendly application offers a secure and efficient alternative to viewing payroll reports. Payroll
can be found at the following address: https://payroll.digitalproductionoffice.com. Versions are also available for iPhone,
iPad and Android phones from the App Store and Google Play.

Your Details

After completing the User Form, you will receive 2 unique
emails from Sargent-Disc regarding username and
password. These enable you to login to your SD Online
account. They will be sent from

no-reply@sargent-disc.com (see Figure 1).
Please follow the link below to complete your SD Digital Production OFfice account set up:
https:f/payroll.digitalproductionoffice. con/#ireset -password/@actbld 16238631 cab5248bi b
H H H H Please note that this link will expire within 24 hours.
TO aVOId delayl please ensure that thls emall address IS If you require any Further assistance, please contact support@sargent-disc.com or call Sargent-Disc on +44 (@)1753 530300.
not filtered by any anti-spam software.
Beaconsfield,
Bucks,
] ) S ) )
Click on the link provided in the email to be directed to i S
www. sargent -disc. com
H Payroll - Production Accounting - IT - Software - Training
the login screen.

Figure 1: Username & Password

Logging In

At the Login screen, you will be required to enter
your username and password (see Figure 2). @) Payroll
Please note: If you lose or forget your username or
password, there is a link to retrieve this
information at the bottom of the page. —
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Figure 1: Username & Password

Figure 2: Login screen
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Home screen and Password Change

<) Payroll

After successfully logging in, you will see the Home
screen. From here, you will be able to navigate through

Week 36 | Month 2Payron(s) found. Q. search Order by Pyt

the system (see Figure 3). i B T scosmogpns ey
E— () s

When logging in for the first time, it is recommended that . g omorw -t

you change your password to something memorable. To ; -

change your password, click User Profile (located at the it o

m

Privacy & Cookles Policy

top right of the screen). This will direct you to a new
screen with the following tabs: Details, Privacy and
Security.

Terms & Conditions

5] LogoutPat

Clicking the Security tab will direct you to the page shown
in Figure 4. You will be required to enter both your old
password and new password. Please note that the new
password must include:

Figure 3: Home Screen

e Atleast 12 and no more than 60 characters

e Letters and numbers

e Uppercase and lowercase

e At least one special character,e.g. | #% "~ * () _
+

e Password strength is 'Fair' or better than 'Fair’

Payrolls
Navigate the payrolls to which you have access.

Figure 4: Changing Password
Reports

Run schedule reports by employee or payroll across all P
records.

Tax Week Week 36 | vontn o
Here, you will see the current UK tax week, tax start date UKTax Calendsr 20172018 -
and tax end date.

[E Payrolls

m Reports

Figure 5: Home screen menu
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Payroll

Figure 6 provides an example of the payrolls accessible to
a user.

Additionally, there is a search bar located at the top of
the page that can help you to find a specific payroll.

Figure 7 illustrates the main menu within a selected
payroll. The dashboard will automatically display the 40
most recent reports and 40 messages within that payroll.
Located at the top of the Dashboard you will see the
following tabs:

Dashboard

This is the starting screen for a given payroll. It contains a

summary of recent reports and messages for the
payroll, as shown in Figure 7.

Employees

Here, you will be able to see the details of your previous
or current employees (See Figure 8).

Selecting an employee will allow you to view their
personal details and payslips.

Messages

Here, you will be able to send and receive messages,
along with any attachments that need to be delivered.

A full history of all payroll communication can be found
here (See Figure 9).

Payrolls

2 Payroll(s) found Q, Search Order by : Payroll =
Payroll Company Production Currency Accounting Period Frequency
Demo External

B DEMOEXT Demo & Co SD Online British Pound 2017-2018 Weekly

= Demo Payroll Demo & Co ABC Production British Pound 2017-2018 Weekly

Figure 6: Select payroll

& Demo

D GREATE REPORT

Latest Messages
New forms
@ o

New reports available
@ From David Smith
Sent at Dee 19,2017 3:37.00 PM

Latest Reports
20/40 12/40

Summary
pr Last modifed Mar 21,2017

NHI Test
P Lostmodiied Mar21, 2017

Q i o oaly rare

et Do 1, 2017 225100 M W st medfed Mac21, 201
Timesheets EmployeeChanges
CECL TR Last modified Mar 21, 2017
Sent at Dec 19, 2017 2:06:00 PM r ! -
Re: New Reports available 10 view
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n checking email links Analysis

Figure 7: Dashboard

€« Demo

[0} CREATE REPORT

DASHBOARD EMPLOYEES

Name Emplaye I Departrment Period Gander
2 AntMormis DEMII123457 T From Sep 7, 2017 Male
L Christoff, David DEM1112345 HR From Dec 19, 2017 Male

2 May, Test DEM111111000006 Post Production Fram Jan 6,2017 Male

2 Morgan, Marcus DEMI112344 Post Production From Mar 12,2012 Male

Figure 8: Employees

€ Demo 0 creaTe peport

Messages

New forms.
© it
Sen o D 18,2017 44600 P
New reports available
© mrin
Sk 415 8,217 23700 A
Attachments 1
@ FromPut Jona [
o o Do 18,2017 22500 P4
Timesheets
Sen o D 1, 2017 20600 P
Re: New Reports available to view
@ From D Smich
St 11 Do 19,2017 15800 PV

checking email links:

Figure 9: Messages
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Report Archive

The Report Archive displays all reports that have been
saved. The reports are automatically categorised into
folders (See Figure 10).

30.4u1 2009
- Last modified Sep 26, 2014
300ec 2015
=] Last modified Feb
30.4an 2016
- Last modified Mar 31, 2016

29Feb 2016
=] Last mod! tac

Figure 10: Report Archive

Repor

The Reports screen is split into 3 areas: Please choose a report option.

Please select the report type
This allows the user to schedule a report summary by
company, by payroll or by employee.

Scheduled reports

When a report is scheduled and waiting to be processed,
it will appear here.

BY COMPANY

BY PAYROLL

BY EMPLOYEE

Latest reports

When a report has been scheduled and completed, it will
appear here. An email confirmation will be sent to the
user.

Figure 11: Reports Main Screen

Breakdown of Summary by Payroll

Summary by Payroll
First, select the payroll you would like to report on. You will
be directed to a page as shown in Figure 12.

On this page, you are able to select what report you wish to run:
e Days worked

Report Option X

Please choose a report type.

=  Days Worked m

=  Payroll Summary m

Figure 12: Reports by Payroll

e Payroll Summary

Days Worked Report

When selecting the Days Worked report, you will be directed
to a page shown in Figure 13.

If you would like to rename the report title, delete the default
text within the box and replace it with your own title.

Edit your report details
Payroll Directory Company Currency

B  Demo External DEMOEXT Demo & Co British Pound

Report Title
Days Worked Report

BACK TO REPORT LIST

Figure 13: Days Worked Report details screen
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Payro” summary Report Edit your report details

When selecting the Payroll Summary report, you will be
directed to a page shown in Figure 14. B DemoExtemal DEMOEXT Demo & Co British Pound
On this page, you are able to change the start and end This Year (1 Jan 2024 to 31 Dec 2024)

date for the report by selecting the Date Range drop-down | ™

Payroll Summary Report
menu.

Order By

Employee Name

If you would like to change the report title, delete the O include Leavers
default text within the box and replace it with your own
title.

VIEW PAYROLL DETAILS

By default, the Order By will be set to Employee Name, if
you wish to change this then select the drop-down menu
and you can choose between Employee Name or Employee
ID.

Figure 14: Payroll Summary Report details screen

You will also be able to include leavers by ticking the
‘Include Leavers’ checkbox.

Breakdown of Summary by Employee

Summary by Employee
To search for an employee, 3 filters are available to help

simplify the process: Payroll, Department and Surname
(see Figure 15).

After finding the employee(s) on whom you intend to run
a report, click on their name to select them. You can select
multiple employees that appear on this list by clicking on

their name to select them. :
Once the employees have been selected, they will o
automatically be added to the report generator that will Figure 15: Reports by Employee

be displayed on the right-hand side.

You will then be directed to a new page (see Figure 16). If
you would like to add more employees, click on the
employees that are displayed on the left-hand side of the
screen. There is also the option to start over. EERT +

mn Morris memn11234s7,

204
From sep 7, 2 W x

It is possible to edit Report title and Order by fields. The 2 EQ""""M‘""
report is also available in either PDF or Excel format (see

Figure 17).

PROCEED (2 SELECTED EMPLOYEES)

Figure 16: Added Employees
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Edit your report details

Date Range

This Year (Jan 1, 2017 to Dec 31, 2017) -

Report Title

Summary By Employment Report

Order By
Employee Name -

(® PDF Format

(O Excel Format

‘SUBMIT REPORT

EDIT EMPLOYEES LIST

Figure 17: Report Attributes

Help and Support

We hope that you find Payroll helpful and user-friendly, but if you do experience any problems, or have any suggestions on
how our service could be improved, please let us know.

You can contact Sargent-Disc by email at support@sargent-disc.com, or visit our website: http://www.sargent-
disc.com/contact. Telephone support is available on +44 (0)1753 639007 during office hours (Mon-Fri 08:00 — 20:00).



