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Confidential 
The contents of this document are strictly confidential. No part of the contents of this document may be 
reproduced or transmitted in any form or by any means without the written permission of Accentra 

Technologies Limited. 

 

 

 

 

 

 

 

 

Disclaimer 
While all reasonable efforts have been taken to assure the accuracy and correctness of this manual and software, 

Accentra does not assume any liability whatsoever directly or indirectly for any errors or omissions and for its 
suitability for any specific purpose. The content of this document and software may change without notice and 
without any commitment on the part of Accentra. 
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1 ENHANCEMENTS 

1.1 XERO INTEGRATION – LIST ASSET ACCOUNT  
Asset accounts will also be listed in the accounts populated from Xero. 

1.2 GROSSED UP PAYMENTS 
This feature allows the employer to pay the Tax, NI or Pension incurred on the payment code marked as ‘Gross Up 

from Net’ which literally means that the employee doesn’t have to pay Tax, NI or Pension on this payment made. 
When a user sets up a payment code as ‘Gross Up from Net’, the system automatically selects Tax, NI by default. 
But the user has the option to deselect/select Tax, NI and Pension element as per their requirement.  

 

1.3 HOLIDAY PAY FACILITY 

1.3.1 SETTING UP HOLIDAY PAY 

Settings  Processing Rules  Holiday Pay Settings  Use Holiday Accrual Facility? 

 

Once this facility is enabled, the user is required to fill-in the below: 

 Holiday Calendar Period: The start & end date of the year for which the holiday calendar runs. Enter the start 

date and the program will automatically enter the end date, a year later from the start date.  
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 Holiday Accrual Method: There are 2 types as below. 
- Annual Days: Select this if you wish to specify holidays per year. 

- Accrued by the number of hours worked: Select this if you wish to accrue holiday based on the hours 
worked including the hours paid using the payment codes.  

 Holidays per Year: Enter the total number of holidays applicable. 

 Maximum Encashment Days: Enter the number of days (of the total number of holidays applicable) which can 
be encashed.  

 Holiday Pay Rate: Enter the percentage of holiday pay rate that needs to be accrued. 

Note:  

1. Once the Holiday Pay facility is activated, the program assigns the work pattern ‘All Weekdays’ to the 
employees who doesn’t have a work pattern specified. The user has the option to change the work pattern 
from within the employee record.  

2. The Holiday Accrual Method selected will be used as a default in all the existing/newly created employee 
records, but the user can change it within the individual employee record as required.  

3. All existing Payment codes with type ‘Rate’ will be automatically set to ‘Calculate Holiday Pay’. The user has 
the option to change this from the settings. 

1.3.2 USING HOLIDAY PAY 

  Employee List Screen  Period Inputs 

   

1.3.2.1 BOOK HOLIDAYS 

 Applicable only for those employees who are set up under the ‘Annual Days’ holiday pay method. 

 Select the required Pay Frequency 

 Employees paid by the selected frequency will be listed 

 Select the employee from the populated list 

 The following information will be loaded: 

- Work Pattern 

- Days Entitled 

- Days Used 

- Days Available 

 Input the start and end date of the holiday required. Note that the date should fall within the Holiday Calendar 

period 

 The number of Holidays should be automatically loaded based on the employee’s Work Pattern 
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 Save the record. A Holiday Log will be created for each booking. 

 

1.3.2.2 ENCASH HOLIDAYS 

Applicable only for those employees who are set up under the ‘Annual Days’ holiday pay method 

 Select the required Pay Frequency 

 Select the employee from the populated list 

 The following information will be loaded: 

- Work Pattern 

- Days Entitled 

- Days Used 

- Days Available 

 Input the number of days to en-cash and the rate will be automatically loaded by using the formula Annual 

Basic/Work Pattern days for that year.  

 En-Cash amount will be displayed after the number of days has been entered 

 Save the record 
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1.3.2.3 MAKE A HOLIDAY PAYMENT   

Applicable only for those employees who are set up under the ‘Accrued by number of hours worked’ holiday pay 
method 

 Select the required Pay Frequency 

 Select the employee from the populated list 

 The following information will be loaded: 

- Opening Balance 

- Holiday Pay Accrued 

- Holiday Pay Paid 

- Holiday Pay Available 

 Enter the amount of Holiday Pay to be paid 

 Save the record 

 

 

 The ‘Holiday Pay Used’ will appear under the ‘Payments’ section of the payslip and the ‘Holiday pay Accrued’ 

will appear under the ‘Summary’ section of the payslip. 
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1.3.3 REPORTS 

Reports  Additional Reports  Holiday Pay Statement 
The user can filter the report to show employees under ‘Annual Days’ or ‘Accrued by number of hours 

worked’. The reports will show the employees’ opening balance, unused holidays, holidays taken and their 
remaining balance.  

 

 

1.4 INTERNAL PAYMENT & DEDUCTION CODES 
    When the 'Holiday Pay' feature is used, the program creates a Payment & Deduction code internally (Holiday Pay     

    Used & Holiday Pay Accrued) by default which cannot be edited by the user. This also applies to any other  
    Payment & Deduction codes created automatically by the program, the user will not be able to edit them.  

 

2 CLEANUPS 

2.1 SETTINGS – ACCOUNTING SOFTWARE 
When a company has been integrated with Xero the settings displayed the Accounting Software as ‘1’ instead of the 

software provider name. The settings should now show the name ‘Xero’. 

2.2 XERO – JOURNAL POSTING EMAIL NOTIFICATION 
When a journal was posted to Xero, a confirmation email was sent out to the employer even if the templates were 
inactive. This has been fixed and the confirmation emails will only be sent out for active templates.  

2.3 EMPLOYEE RECORD – STUDENT LOAN PLAN TYPE 
When an employee record was set up as Student Loan Plan Type 2, the record showed the plan type incorrectly 
as Type 1 instead of Type 2. This has now been corrected and the Student Loan Plan Type will be displayed correctly. 

 

 

 

 

 

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. 
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3 SUPPORT 

We welcome any suggestions for improvement of the software. Please email to the below mentioned email. 

Please email the support team:  support@accentra.co.uk before you call. This will generate response ticket and allow 
our team to respond promptly. Always include your Payroll company ID and contact details in the email. 

 

You can call for any support to  

PRIMO Payroll support team 

Accentra Technologies Limited 
Warnford Court 
29 Throgmorton Street 

London 
EC2N 2AT, U.K. 
Phone: 0845 456 7181 

www.accentra.co.uk 
 

 

 

 

mailto:support@accentra.co.uk
http://www.accentra.co.uk/

