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Our 5 top tips to stress-free payroll

What do I need to think about?

How much should I pay?  
We all enjoy having money in our 
pockets, but it’s no good paying yourself 
and your employees pots of cash if that 
leaves your business lacking.

• Work out what your business can 
reasonably afford, so it stays profitable 
and cash flow remains healthy.

• Don’t forget, it’s not just about wages. 
As an employer, you might also have 
to contribute to employer’s National 
Insurance. And there are costs 
associated with things you might 
provide for your employees, like a 
desk, computer, stationery, training etc.

• What will the right employees with 
the relevant skills and experience 
expect? Check out trade magazines 
or job websites to see what the going 
rate is. Have a clear idea of the kind 
of pay you can offer.

• Don’t forget the National Minimum 
Wage.

How often should I pay my employees? 
There is no set rule when it comes to 
paying your employees and there are 
lots of different options. From weekly to 
monthly or even just once a year, you 
decide what is best for your business.

• It’s up to you how often you pay 
yourself or your employees. 
It’s important that it’s clear and written 
into their contract of employment. 
After all, everyone wants to know 
when they’ll get paid.

• Think about your business cashflow. 
How will wages affect it? Will monthly 
payments help you keep track of how 
your business is performing?

• Think about employees. If they’re 
on a low wage, they may appreciate 
weekly or 2 weekly wage packets. 
It’s a bit like your business cash flow. 
Decide if it is better to have a little 
coming in regularly, or a bit more in 
one go?

• Think about processing your 
payroll too. Is it less time and effort 
to do it once a month so that you 
can reconcile it with your business 
finances? Or should you pay someone 
else to look after it for you?

Pay on time and accurately 
There’s nothing worse than payday 
arriving and finding your wage isn’t in 
the bank. Put yourself in your employees 
shoes. If the money’s there and it’s the 
right amount, then everyone’s happy.

Thinking about payroll can 
seem a bit overwhelming. 
You want to get things 
right from the beginning, 
giving your business the 
best start possible. The 
key is to consider all of 
your options.
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Setting up and running a small 
business takes a lot of time and 
effort, so you need enthusiasm, 
confidence and passion in what you 
do. Even payroll. Yes, that’s right.

At Sage One, we believe that 
what you might think of as the 
demanding admin stuff can 
be something you can learn to 
appreciate. After all, everyone 
needs a pay day.

Here’s our guide to  
stress-free payroll. 
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What are my legal obligations?

Ready for stress-free payroll? Okay, 
you’ll need to make sure you’re acting 
responsibly. It could save you from 
unpleasant problems later on.

What’s my responsibility as an employer? 
You need to keep accurate payroll records so that 
HM Revenue and Customs (HMRC) know that:

• You and your employees are paying the right amount of tax 
and National Insurance

• You and your employees are receiving any statutory pay 
you’re entitled to (like maternity or sick pay)

• You’re complying with legislation (for example, 
paying the National Minimum Wage) 
https://www.gov.uk/your-right-to-minimum-wage

• Submit PAYE Real Time Information returns to HMRC 
every time you make a payment to an employee. 
http://www.hmrc.gov.uk/payerti/index.htm

As an employer you:
• Are required by law to keep records of pay, tax and National 

Insurance contributions (NICs)

• Must keep your PAYE records for the current and previous 
three tax years

• May be charged a penalty of up to £3,000 if you fail to keep 
records or keep them for long enough

• Most employers in the UK have to submit payroll information 
online to HMRC. You’ll need to register with their online PAYE 
service https://online.hmrc.gov.uk/registration/options

Find more on the type of records you need to keep on 
HMRC website http://www.hmrc.gov.uk/payerti/getting-
started/paye-basics.htm#3

Payroll software can really help you, acting as a record for all 
your payroll information, helping you comply with the law and 
working out the relevant deductions and payments.

Visit us at uk.sageone.com

What are my employees entitled to?

• Payslip - by law most employers must provide employees 
with a record of their pay and deductions detailing gross 
pay, tax and National Insurance deductions.

• P60 - any employee still working for you on 5 April is entitled 
by law to receive a P60 End of Year Certificate by 31 May 
after the end of the tax year.

• P45 - if your employee leaves, they are entitled to receive a 
leaver statement in the form of a P45. Note: from 6th April 
2013, under PAYE Real Time Information you are no longer 
required to send this to HMRC.

Dealing with tax and National Insurance
As an employer, you have a duty to calculate and deduct 
the right amount of tax and National Insurance from your 
employees each time you pay them.

Income tax – your employee will get a tax code from HMRC 
which relates to the amount they can earn before they have to 
pay tax.

National Insurance – your employee has to contribute to this, 
and as an employer, you do too.

Once you’ve worked out the right tax and National Insurance, 
you have to pay it to HMRC by the 19th of the following tax 
month. Unless you think you’ll be paying less than £1,500 per 
month, in which case, you can arrange to pay quarterly. But if 
you don’t pay, or pay late you will be fined.

For more information on your responsibilities to pay HMRC 
http://www.hmrc.gov.uk/payinghmrc/paye.htm

National Minimum Wage
Most employees in the UK are entitled to the National 
Minimum Wage. The only exceptions are self-employed 
people and children of compulsory school age.

There are three different age rates that apply to the National 
Minimum Wage and these are updated each year on 1 
October.

To find out more about the National Minimum Wage visit 
http://www.hmrc.gov.uk/payerti/payroll/pay-and-deductions/
nmw.htm

Real Time Information and PAYE
From April 2013 most UK businesses will have to submit 
payroll information to HMRC every time they pay their 
employees, whether that’s weekly, monthly or quarterly rather 
than just once a year. This includes employees who don’t earn 
enough to pay tax or National Insurance.

This is called Real Time Information or RTI for short and by 
October 2013, all UK businesses will have to submit payroll 
information this way.

To find out more visit our blog: 
http://uk.sageone.com/blog/2012/10/05/paye-rti/

Or visit:

http://www.sage.co.uk/business-resources/real-time-
information/index.html
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Should I do my own payroll 
or get some help?

You can choose to do 
your own payroll. Plenty 
of small businesses do. 
Or you might decide 
it’s something you’d 
prefer to outsource to 
an accountant or payroll 
bureau. There’s no one 
answer that’s right for 
every business. 
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Weigh up the pros and cons
Doing your own payroll for your business 
means you’re in complete control of 
your finances and with payroll software 
to help you; it can be relatively quick 
and easy, even if you don’t have any 
previous knowledge or expertise. It can 
also save you money.

• You can hire in someone with the right 
skills, but keep control of your payroll 
within your business.

• Outsourcing can mean payroll is 
one less thing for you to worry about. 
But you have to pay for the service.

• And don’t forget you’ll still have to 
spend some time dealing with payroll, 
even if it’s just remembering to send 
off timesheets on a regular basis.

How do I choose the right payroll 
software?
Is it HMRC recognised? Software that’s 
recognised by HMRC should help you 
stay on the right side of the law 
http://www.hmrc.gov.uk/efiling/paye/
paye_software_forms.htm

HMRC provide free basic PAYE tools 
which you can use to calculate elements 
of your payroll. But these are only 
suitable for payrolls with fewer than 
10 employees and they won’t produce a 
payslip. You’ll have to do that separately.

Desktop or internet (cloud-based) 
software?
Desktop software is installed on your 
computer, so only licensed users can use 
it on licensed machines. You typically 
pay for it upfront or through a contract.

Internet software means you don’t have 
to install anything other than an internet 
browser and you can access your payroll 
information from your PC, mobile or 
tablet anytime or anywhere you want to. It 
typically comes at a low cost and doesn’t 
involve long term contracts (but check 
those terms and conditions carefully).

Does your software come from a 
company you trust?
There’s a lot of payroll software out 
there to choose from, both desktop and 
online. Will the company you buy it from 
support you if you have any problems? 
Will they still be around come pay day? 
Check out what other customers say 
and do your research.

How much does it cost?
Payroll software doesn’t have to be 
expensive. In fact Sage One Payroll 
is available from as little as £1 per 
employee per month. And it’s possible to 
run your payroll in less than 5 minutes. 
Talk about stress-free!

We’ve got a video to prove it: http://
www.youtube.com/watch?v=N15_
HdcoKZo
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Tackling payroll can 
feel a bit daunting at 
times and you might 
find yourself looking 
for some tips. Don’t 
panic; simply follow 
our guide to getting 
it right.



How do I take on a new employee?

This is it, you’re ready to 
find someone new and 
learn to enjoy payroll. So 
what do you need to do?

Find the right person
Think about the skills and qualifications 
you need in an employee, what they’re 
going to be doing on a daily basis and 
what you expect from them. Use this to 
write their job description and advert.

Check them out
As an employer, you have to check that 
any employee has the right to work in 
the UK. Ask to check official documents 
from HMRC or for their passport or 
driving licence which has photo ID on 
it. Depending on your business, there 
may be other checks you need to make 
for relevant skills and qualifications e.g. 
CRB checks.

Register for PAYE
If this is your first employee, you’ll need 
to register with HMRC PAYE online.
https://online.hmrc.gov.uk/registration/
options

Find out their payroll history
When someone changes jobs they 
should get a P45 which shows their 
previous earnings and the amount of tax 
they’ve paid. It will help you make sure 
they pay the right tax.
http://www.hmrc.gov.uk/payerti/
employee-starting/new-employee.htm

If they don’t have a P45, the employee 
should declare their full name, gender, 
date of birth, address and national 
insurance number. They will also need to 
declare their employment situation via a 
new starter declaration. Sage One Payroll 
will help you do this. http://www.hmrc.
gov.uk/payerti/employee-starting/new-
employee-nop45.htm

Get their National Insurance number
It’s your employee’s responsibility to give 
you their National Insurance number.

This should be on any official HMRC 
or Department of Work and Pensions 
(DWP) documents for your employee.

• If they can’t find it, they should 
download Form CA6855 to have the 
number traced.

• If they believe they’ve never had a 
National Insurance number, they 
should contact Job Centre Plus.

Provide a written statement of 
employment
It’s your responsibility to provide a 
written statement of employment within 
2 months of your new employee starting 
with your business. 
http://www.acas.org.uk/index.
aspx?articleid=3251
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Keeping everyone happy

You know how you feel  
on pay day? All happy 
and full of possibilities. 
At Sage One, we believe 
there’s no reason you 
can’t feel that way about 
payroll all of the time.

After all, happy employees 
are motivated employees, 
so how can you make sure 
they stay that way?

Talk about the things that matter
Agreeing SMART objectives (Specific, 
Measurable, Achievable, Relevant 
and Timely) helps your employees 
understand what they need to do and 
helps you keep track of their progress.

Celebrate success
A simple ‘thank you’ or ‘good job’ will 
go a long way. It makes your employees 
feel valued and costs you nothing. Share 
awareness around your business and 
spread the good feelings.

Listen to your employees
Take time to communicate with your 
employees. It doesn’t have to be about 
work. Ask them what they’re doing 
at the weekend; show them you’re a 
person, not just the boss.

And don’t forget to listen to them. 
You might just learn something that’s 
affecting your business or spot an 
opportunity.

Get them involved
Smaller businesses often have more 
opportunities for employees to progress, 
so get them involved in projects that 
add value to them and your business. 
Reward isn’t always just about money.

Be flexible
There are times when your employees 
have to be flexible for your business, 
when they have to work a bit harder or 
stay a bit longer. Have room for some 
give and take if they need some time for 
their family or personal needs.

Empower and trust
Let your employees make decisions and 
they won’t always have to come running 
to you. Avoid a blame culture and let 
them learn from mistakes.
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Low cost, monthly 
subscription with 

no contract

Free 24/7 phone 
support - we’re there 

whenever you 
need us

Process your payroll 
anytime, anywhere… even 

on your Mac, tablet 
or smartphone!

Increase or decrease 
your subscription to 

match your employee 
count

Fully integrated with 
Sage One Cashbook 

and Sage One 
Accounts

Always up to date 
with the latest 

legislation

Try Sage One for 
free for 30 days 

http://uk.sageone.
com/payroll

We’ll do the sums for 
you so there’s no 
need for manual 

calculations

RTI Ready so the 
switch over couldn’t 

be easier

Print your payslips 
quickly with no need 
for payroll stationery

Updates happen 
automatically so there 

are no updates to 
download

Visit us at uk.sageone.com



Find out more about Sage One:

Visit http://uk.sageone.com 
Follow us on Twitter @SageUK  #SageOne 
Find us on Facebook www.facebook.com/SageOneUK 
Find us on YouTube http://www.youtube.com/SageOneUKOfficial 
Read our blog http://uk.sageone.com/blog
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Sage One Payroll
Try Sage One for free for 30 days 
http://uk.sageone.com/payroll
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