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Signing up as e
an Employer
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4 steps to impact

Start creating amazing change in the world by
signing up to GoodPAYE in 4 simple steps.




Step 1 T T T AT 4T

* + ot +*
V|S|t the sign-up page & + o g+ ++”
O Il A o
Visit: https://app.goodpaye.com/s/new-employer
pﬁypu Captain
Step 2 -
Fill in the form FMPLOYER SIGNUP
1.Fill in your Company details. T )
2.Fill in your Payroll details. L e—
o This will include your pay frequency and e
PAYE reference. This is where you will —
also specify whether you will be covering
the admin fee on behalf of your —
employees. RS
3.Agree to the Terms & Conditions. .+ ¥ ¢ &

4.Click Next. R 4"‘ +. 4+ . *



https://app.goodpaye.com/s/new-employer

Step 3
Create contacts

1.Add your main contact details. These are the details of the person
who will be administering the scheme.

o First name & last name

- Email address

o Contact Type (Payroll, Finance, HR or CSR)
2. Tick if this is the primary contact.

a.Note, a contact must be marked as primary in order to receive

email notifications.

b.Only Finance contacts will receive the payment request emails.

3.Click Add to include additional contacts.
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4.Click Next.
Step 4 \ .
) [ 7 v VY O ©°
You’'re Live! RRRRCalx:
You'll now land on your confirmation page which will display your QOOO
company donation link. Qoo
The contacts you created in Step 3 will receive their welcome emails S

9}0

prompting them to confirm their account. You’ll receive yours too, so
make sure to follow the link in your welcome email to create your
password. Once created, you’'ll then land on your new dashboard!
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The Employer e
Dashboard

Total control and absolute
transparency

Track your charitable impact, download payroll
reports, and transfer your deductions.




Donation Instructions

RRRRRRRRRRERERRRRRKREKRRKK

Dashboard
A snapshot of your company’s

charitable giving, including total
donations and number of charities you '
are supporting.

Dashboard

72 £4,580 @ 91 @
GoodPayers @ donated so far charities supported




Employees

View a full list of all
employees that are

currently donating. RRRRRKRRKRRRKRRRRRRRRRRKK

,‘.

P

Setup

Dashboard

72 91

GoodPayers @ donated so far charities supported




Donation Instructions
Use this tab to view all your
Employees Donation Instructions employees Paer” GiVing

| instructions, including their
RERRRRKK current statuses. R R RRRRRERERKERKRRERRERKRERRKRK

Dashboard

72

GoodPayers

91

donated so far charities supported




Pay Periods
This is where you’ll download
Employees Donation Instructons your deduction reports, mark

| | any leavers and transfer your
KRERKRRRK B deductions to GoodPAYE. |RRRKRKRRKRKKRKRKRKKK

Dashboard

72 £4,580 @ 91 @
GoodPayers @ donated so far charities supported




Payments
View all historic payments

Employees Donation Instructions aymen including their statuses. If

status is set to ‘Pending’ we
are awaiting your payment. [+ " OB RR B R

RERRRRKK

o

Dashboard

72 £4,580 @ 91 @
GoodPayers @ donated so far charities supported




Support
Need support or have a
e P BRI question? Raise a ticket or call
us. We'll respond to you

KRERKRKRKRK ASAP. RRRRRRKK

Dashboard

72 £4,580 @ 91 @
GoodPayers @ donated so far charities supported




Setup
Here are your account details. - ©
You can edit your company
information here, including your
R KK employee donation page
welcome message.

Employees Donation Instructions AYTIETY Setup
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Dashboard

72 £4,580 @ 91 @
GoodPayers @ donated so far charities supported
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The Payroll
P ro c e S S 53:-51:-: :-:-:-:-::: : :::-:~'-'~'-

Ensuring deductions are
made and charities paid

Automating the process to ensure complete
data accuracy, timely payments, and quick
disbursements to charities.




Access the current Pay Ce Y ot i et 4+ Y

1.Click 'Pay Periods' in the top menu.
2.Select the open Pay Period. Depending on your set- s
up, you will either see Monthly, Weekly, or both. e e i e
L »
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Step 1
Access the current Pay
Period

1.Click 'Pay Periods' in the top menu.
2.Select the open Pay Period. Depending on your set-
up, you will either see Monthly, Weekly, or both.

' What is a Pay Period?
@

Whichever date your employees begin donating, they are
assigned to the current month's pay period (for example, Pay
Period 1 corresponds to April). These pay periods are based

company pay periods.

All donations received during the current month are
automatically added to that month's pay period. You then
review and confirm these donations on your payroll cut-off

date, which then closes that month's pay period.

Once the current month's pay period is closed, any new
donations will be added to the next month's pay period. Each




*t o+ 4 — + *
Acc_ess the current Pay APRNTE FIreiE AN
Period
1.Click 'Pay Periods' in the top menu.
2.Select the open Pay Period. Depending on your set- gg‘gd
sy Py Coptain
up, you will either see Monthly, Weekly, or both. 24-25 - Monthly - Period 12

Total Walue: £58400 Total payroll deductions : £5846

Total: 26 Total employer matched payments: £0.00
Pending : 26
Confirmed: 0 Total payment{s} required: £586.00

Mot Deducted 1 0
e p Payment status: Pending

Please select an option

View Payroll Deductions P

Download 2l Payroll deductions
Confirm all Payroll Deductions for the Period and set payment status to "Ready to Send”

1. The total value of your deductions, and therefore the Uplad Payrol oo romPayasstem
amount to deduct from payroll, is displayed under
‘Payroll Deductions’

2.The total amount to be transferred to GoodPAYE is

displayed under ‘Employer Payment Details’ G _
l +AL +A '*'_L + e ?




Step 3
Download your report

Dionation Instructions

1.Download the necessary report

o Changed Payroll deductions: Shows only
changes to payroll giving donations (e.g.,
increases, decreases, pauses or stops).

Payroll Deductions
Total Walue: £584.00
Total: 26
Pending : 26

Confirmed: 0
Mot Deducted : 0

Please select an option
\ & Reviewonscresna Il Payroll Deductions
Download changed Payroll Deductions
Download all Payroll deductions

Upload Payroll Deductions from Payroll System

Confirm all Payroll Deductions for the Period and set payment status to "Ready to Send”

pevensiy Py Captoin
24-25 - Monthly - Period 12
Employer Payment Details
Total payroll deductions - £534
Total employer matched payments: £0.00
Total paymentis} required: £556.00

Payment status: Pending

I R S AP 4
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Step 3 e Lt T T T 4T
Download your report Lt Tty e 4t

1.Download the necessary report
o Changed Payroll deductions: Shows only

changes to payroll giving donations (e.g., 9°°dp,qy

e e PayCaptain

increases, decreases, pauses or stops). 2425 Monthly - Period 12

o All Payroll deductions: Provides a complete list o Stee ol

Total Walue: £58400 Total payroll deductions : £5846

Of a” dedUCtlonS- Total: 26 Total employer matched peyments: £0.00
(P:EI:;E ‘:50 Total payment{s} required: £586.00
Mot Deducted: 0

Payment status: Pending

Please select an option
» FReviewonscresna Il Payroll Deductions
\) Download changed Payroll Deductions
Download all Payroll deductions
Confirm all Payroll Deductions for the Period and set payment status to "Ready to Send”
Upload Payroll Deductions from Payroll System

I R S AP 4
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Step 3
Download your report

1.Download the necessary report
o Changed Payroll deductions: Shows only
changes to payroll giving donations (e.g.,
increases, decreases, pauses or stops).
o All Payroll deductions: Provides a complete list
of all deductions.

What report do | need?

After the first month of using GoodPAYE, some
employers prefer to set up Payroll Giving
donations as regular deductions on their payroll
software, therefore only needing a report which
displays any changes or additional donors. For

others, the full report is always needed.

prreraid by pﬂ}rcmn
24-25 - Manthly - Period 12
Payroll Deductions Employer Payment Details
Total Walue: £58400 Total payroll deductions : £5846
Total: 26 Total employer matched payments: £0.00
Pending : 26
Confirmed: 0 Total payment{s} required: £586.00
Mot Deducted 1 0
Payment status: Pending
Please select an option
» FReviewon scresnall Payroll Deductions
Download changed Payroll Deductions
Download 2l Payroll deductions
Confirm all Payroll Deductions for the Period and set payment status to "Ready to Send”
Upload Payroll Deductions from Payroll System
\ 4 I L
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Step 3 T 4 T T ,T LT
4
Download your report e Yoty 4 +*+“‘ + 7

OH A
File Home Insert Pagelayout Formulas Data Review View Automate Help |'v_—‘Commer*;
1' Download the necessary report Ijj & (Aptos Narrow dn A N | = E[E|@"" ) General v/ [E] conditional Formatting v &H Insert v > oY~ \ EE]
- Changed Payroll deductions: Shows only v B | g e gk S eS| P | B el bl Addins |
v a8 .0 7 Cell Styles ~ bt} Format ~ &~
ChangeS to paer” glVIﬂg donatlons (eg, Clipboard  I§ - Font & Alignment Y Number [ Styles Cells Editing Sensitivity = Add-ins
A19 vigh X v fx
increases, decreases, pauses or stops).
. . . A B (& D E F G H I J K
© A" Paer" dedUCtlonS: PrOVIdeS d Complete IISt 1 Payroll_Number__c Employee_Name__c Deduction_Amount_ c
: 2 65 Daniel Graham 149
Of dedUCtlonS' 3 210 Laura Ashley 92
2.Select the report to download and click next. - 25 Jake Smith 45
_ 5 111 Taylor Jones 40
3.Use the downloaded .csv file to manually make 6
7
deductions or upload the file into your payroll 8
9
software. 5
11
12
13
14
> All Payroll Deductions for 24-2 +

+ ¥« 4»'4»




Step 4
Mark any leavers

For any deductions you have not made (e.g.,
employees who have left or are on leave), you need to
mark these on the platform.

1.Click ‘Review on screen all Payroll Deductions’

2.Select the relevant employees that you wish to
amend.

3.Select ‘Review on screen selected records’ and
click next.

4.Set Payroll Deduction Status to 'not deducted' and
provide the reason and click next.

5. Continue until all relevant employees have been
updated and click next.

The Payroll Deductions will now show the updated
amount amount and the number of employees not
deducted.

Donation Instructions Pay Periods

rwered try P{:yCap{uiﬂ

Number of Payroll Deductions for the Period : 4
Payroll Deduction Total Amount : 326.00

All Payroll deductions (Please select any deductions you would like to review in more detail. Click the box next to Name and

Payroll ID to select all.) Search this list..
4 of 4 items » 2 items selected
- Name and Payroll ID v | Deduction Amount ~ | Payroll Deduction Status
Daniel Graham 65 149 Pending
« |Laura Ashley 210 92 Pending
3
Jake Smith 25 45 Pending
Taylor Jones 111 40 Pending
What next?

e Confirm all Payroll Deductions for the Period and set payment status to "Ready to Send”
Review on screen selected records

Do nothing and return to start

+« ¥ 4 +'+

N.B. You also have the option of uploading your Payroll Deduction file to the platform to process leavers automatically.




Step 3 _
Confirm deductions

By now you would have made the deductions from
employees’ pay using the relevant report, and you would

have marked any employees whose donations you have 99,36
not deducted. You now need to confirm. e Py Coptai

24-25 - Monthly - Period 12
Payroll Deductions Employer Payment Details
Total Vialue: E586.00 Total payroll deductions : £586

1.Select the option ‘Confirm all Payroll Deductions for

Total: 26 Total emplover matched payments: £0.00

the Period and set payment status to "Ready to Gt 26 R ——
Send”. An automatic confirmation email will now be | Payent st Ready tosend
sent to the finance contact for payment. R DB e R St

2.1f you are involved in finance, proceed to make the SR
payment on screen. You can use the faster payment S et

Re open the Pay Period and set payment status back to " Pending”

method, or transfer via BACS. Both of which are
explained in the next step.

3.If you're not involved in the finance process, close y + ¥ & 4
the window as your task is done! R A S P

a




Make payment

Time to check your inbox. An email containing the below
information has now been sent to you to make payment:

 Total amount to transfer

« Bank Account Name

« Sort Code

« Account Number

« IBAN

« Reference number

There are two ways to make payment:
1.Yapily: Simply follow the link in the email which will prompt

you to connect to your bank, log in, and make the payment.

2.BACS Payment: Using the information in the email,
transfer the donations manually.

If transferred via BACS, please click the link in the email to
confirm your payment has been made.

powered by pcijGptGir‘l

Hi

Great news! Your payroll team have
confirmed they have processed all
the payroll giving deductions for this
month's pay run.

Please click here to initiate a

payment from your corporate bank

account (usually best to do this

from a mobile device).

Alternatively, please send a Faster
Payment or BACS payment to
PayCaptain.org for processing the
donations:

Amount: £85

Ranls Arcrrunint NMama: DawvulTantain Ara

Reply to All
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- Employee

Signing up as
an Employee

Donate within minutes

There are 1000s of charities that are working
hard for a better world. By donating directly to
them from your salary, pre-tax, your donations

will go even further, helping charities to create
real impact through their work.

oy TRy NN NN NNNNY

CHANGE THE WORLD \\j]/
WHILE YOU WORK




Visit your company donation page

Your company will provide a link or QR code to access the

GoodPAYE form, available on internal channels like an
Intranet and company emails.

,ﬁ; Share thowghis, kdeas or updates

Lydia Bauer

' 5 . : T steryline

Konaindi By Canfay Slatt Explore your communities

A1 Company @
Saley Bt Prodtics
ol Anncuncement ported o All Compasy Giving Campaign

Laurence Gilbeértson

. wamen BRG
Crenay 11750 3
[ 3

R Dl Sugapent
You can now sign up to GoodPAYE and donate to charities tax-free from your pay!

ews Lo @
There are 1000s of charities that are working hard for a better world. By donating directly to them

‘Wieking From Home &
from your salary, pre-tax, your donations will go even further, helping charities to create real impact
through their work.

Discaves mere
_a——

What if you could

change the world _ ACME
while you work?

Now you can

Dear All,

We are excited 10 announce a fantastic new .cl‘eube hug e
penefit that will enable you to donate 10 impack For

charity, tax-free, directly from your salary! bhe Charibies %
We've partnered with GoodPAYE to‘halp you ‘

support the causes you care about |nvthe rr‘\?s

impactiul way, through tax-free c?onahons_. 5-1

much better than donating via direct debn.as i ,

costs you less o give more! (A£10 donation Wi

only cost you ¢g, or £6ifyoured higher tax rate

Start creating hu
payer!) g huge

impact for the chariti
es

| ) ; ' ou

To start donating which takes less than a minute you care about.

Set up Pa T
o set up, visit: www.Good PAYE.COM P Payroll Giving

:oday and benefit from
| | ax-free donations. |t'
7he only addiional detals that you'! e =,

most impactful
National Insurance Number which can be found : - ot impa yo':':i!;;ﬂ:e&
on your payslip. Once you've signed up andt
picked your charities {0 support, make surawo .
check your email o confirm your account. We
then take care of the rest. You can ‘a_mend your o ek e it o ;
donation amounts OF add new charities at any .GDOdPAYE _—
time. To do this. iust revisit the link above and tvoe WWW pyes

& v Reply
Br)
Calendar

/




Visit your company donation page
Your company will provide a link or QR code to access the

GoodPAYE form, available on internal channels like an
Intranet and company emails.

Set up your donations

If you are setting up your Payroll Giving donations for the
very first time, you can scroll to the next section.
Manage your donations

If you are returning to manage your donations, click the
toggle and enter your email address. You'll then receive a
web link for you to access your account.

DONATE NOW

[ﬁ Manage my donations ]

Already donating? ® _
No

& app.goodpaye.com




Visit your company donation page
Your company will provide a link or QR code to access the

GoodPAYE form, available on internal channels like an
Intranet and company emails.

Set up your donations

If you are setting up your Payroll Giving donations for the
very first time, you can scroll to the next section.
Manage your donations

If you are returning to manage your donations, click the
toggle and enter your email address. You'll then receive a
web link for you to access your account.

' After clicking the web link, you’ll be taken to your
® account where you can manage your donations.
From here, you can check to see if your charities
have received your donations, amend your
donation amounts, or add more charities to your
account.

DONATE NOW

[‘“*: Manage my donations ]

Already donating? "
No

& app.goodpaye.com




Visit your company donation page . o)
Your company will provide a link or QR code to access the }

GoodPAYE form, available on internal channels like an : [@ Choose your charity
Intranet and company emails.

Set up your donations ' . Charity

If you are setting up your Payroll Giving donations for the - Start typing to select Q
The charity | want to
donate to is not listed

very first time, you can scroll to the next section.
Manage your donations

If you are returning to manage your donations, click the Choose your donation
toggle and enter your email address. You'll then receive a Sl

: 0.00
web link for you to access your account.

Choose your charity Donation frequency

You can search for a charity by typing in its name. If the Monthly

charity doesn'’t appear in the drop down list, tick “The
charity | want to donate is not listed” and enter the details Donate to another
manually. You can donate to any UK registered charity. Sharinys

No

Next, specify the donation amount and choose between a
monthly or one-off donation. If you want to donate to an
additional charity, click the toggle.

# app.goodpaye.com




Fill in your details (" D

Next, we just need a few details in order for us to set up
your donations. We also need either your
Employee/Payroll Number or National Insurance Number
so that the payroll team can identify this request correctly.

[J Your details

First name

Last name

Email
you@example.com

Phone

Your address
Google Address Search

Q

Street

City State/Provinc

& app.goodpaye.com C

M an




Fill in your details

Next, we just need a few details in order for us to set up
your donations. We also need either your
Employee/Payroll Number or National Insurance Number

so that the payroll team can identify this request correctly.

Stay updated

Both your charities and GoodPAYE would like to stay in
touch with you so you can keep updated on how your
donations are making change happen.

Select how you would like to hear from us.

14:298

[fk Stay updated

We'd love to keep you
updated on how your
support is making change
happen. We, and your
chosen charity, will send
you information about
your impact, campaigns,
opportunities to get
involved and fundraising.

You can change your
communications
preferences through the
donation management
portal. For full details,
including information
about your privacy rights,
see our Privacy Policy.

Simply let us know how
you'd like to hear from us.

Yes please, I'd like info
by email

& app.goodpaye.com




Fill in your details —

Next, we just need a few details in order for us to set up ' By submitting this
your donations. We also need either your Sofistion yeuare

. ' confirming this is a tax-
Employee/Payroll Number or National Insurance Number . free donation through
so that the payroll team can identify this request correctly. your employer's Payroll

Giving scheme which will
not be included on any
personal tax returns or

Stay updated used in payment of a
» . . | covenant or gift aid. You
Both your charities and GoodPAYE would like to stay in : authorise your employer

touch with you so you can keep updated on how your to deduct the donation

. : from your gross pay and
donations are making change happen. A

GoodPAYE's terms &

Select how you would like to hear from us. conditions.

| agree -
No

Submit securely

Finally, take a read of our Terms & Conditions and Privacy L

Policy. Once you’re happy, and all fields are completed,

click submit securely.
Check your inbox! You will now receive a confirmation SiSRRaEatEare Sa
email detailing a summary of your donations. Make sure | M AN
to confirm your account. To log back in, visit: '
https://app.goodpaye.com/s/donate



https://app.goodpaye.com/s/donate

Support

IR R
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Our team are always on hand to help
you. You can either raise a ticket when
logged in to GoodPAYE, or contact the

team directly:

B4 support@GoodPAYE.com or
M +44(0)1227 361960



mailto:support@GoodPAYE.com

