
   

      NEWSLETTER 
 

 

Welcome to our January 2008 Newsletter aimed at sharing news 
and ideas with you and highlighting some issues you need to be aware of. 
 

 

 
Start the New Year by Going Green 
 
Action File has some great ideas on how you can reduce 
your carbon footprint while running your payroll. 
 
Reducing the paper mountain must be first on the list….  
Instead of printing your payroll reports to paper, use our 
“pdf from payroll” facility.  This will create your reports in 
pdf format and will even file them for you.  Retrieving 
documents is easy.  Just click on the report you want and it 
opens in pdf format ready for review or emailing to 
colleagues. 

 
 
Next is ridding yourselves of the paper forms such as 
P6s,P9s, Student Loans, P45 for Leavers and Starters and 
P46s.  For this you need our HMRC Online Software.  This is 
soon to become a legislative requirement so why not start 
getting the benefits now. 
 
For details of the pdf for payroll and HMRC online facilities 
call Clare on 01295 222670 
 

   
 
Firstly, let me wish you all a very Happy New Year.  I hope 
Santa was good to you and that along with me; you do not 
want to see another piece of turkey or shiny chocolate 
wrapper for quite some time! 
  
In February and March we will be holding our annual User 
Group Meetings across the country and look forward to 
meeting you all there.  
 
This year we will concentrate on promoting green issues,, 
the 2007/2008 End of Year Process, the new facilities for 
Payroll Users and legislation changes. 
  
So, come and see us at your nearest venue and look out for 
our Special Offers on the day! 
 

Clare 
 
 

Change your Thinking  
 
 
 
 
 
With technological changes happening so fast, we all 
need to change our way of thinking.  One of our 
customers has changed their thinking with dramatic 
effect… 
 
Adding to their established printing business,  
Ink Spot/Superquickprint, has a specialist retail section 
which is proud to be a “Premier Art Centre” offering a vast 
range of art and craft supplies.   
 
“This side of the business has changed vastly over the 
years.  Evidence of this is our movement into fancy dress 
costumes.  We have probably the best selection of fancy 
dress costumes to be found under one roof and recently 
launched our online trading site for this specialist section.  
Why not take a look for yourself at  

www.fancydressspot.com 
where you can decide “who you wanna be!!!” 

 
Ink Spot Superquickprint has been a payroll customer of 
Action File for the best part of 20 years and we have used 
their efficient printing facilities for overprinting payslips.  
This service allows the personalisation of payslips with 
your own company logo.  Action File provides the payslips 
and Superquickprint does the rest!   
 
For more information on Ink Spot Superquickprint, go to 
www.inkspot.uk.com  and if you would like to have your 
laser payslips overprinted call Clare on 01295 222670 for 
a quotation. 
 
 
 

BACS Contingency Service… 
 
Action File has been asked to provide a 
BACS contingency service for customers 
who may suffer a breakdown in their BACS 
hardware or software systems.   
 
As we have BACS commercial status we 
can send BACS transmissions on your behalf as an 
additional service. 
 
Once the contingency service is set up for you we can 
respond within an hour of a request for help. 
 
If you are interested in receiving more information about 
this service please contact Kerry on 01295 222664 
 
 
 
 
 
 
 
 

 

Clare’s message to you from the 
Support Desk…. 



 

Payroll & HR Health Check 
 
Call us in for half a day to give your Payroll and HR systems 
a Health Check.  This is proving very successful in 
promoting best practice, time saving functions and 
automating tasks that might be taking you hours of work 
unnecessarily. 
 

It might be prudent to invest in this half day before you get to 
the Tax Year End to eliminate any last minute hiccups. 
 

Tick the attached Information Request Form if you would like 
more details. 
 

Training Courses at Action File 
 
 
 
 
 
 
 
 
 
 
 
 

Are you a new user of our software? 
 

Would you like to know more about what our systems 
can do for you and how you can use it more efficiently? 

 
Then you could benefit from attending one of our suitable 
courses.    
 

By popular request we have also introduced an Advanced 
Excel training course which covers formulae, conditional 
formatting, pivot tables, etc. for those of you who would like 
to get the most out of Excel.   
 

Courses are being held at our Banbury offices at a low cost 
of £150 per person which includes a buffet lunch.   
 
If you would like details of these courses contact Clare on 
01295 222670. 
 

New Years Resolution  
 

Why not go green in 2008 with the Action File NQF 
Portal  
 
What is this?  It’s a group of 3 of the most useful payroll 
facilities in our Web Portal developments.   
 

• It can be installed on your company Intranet to enable 
your Departmental Managers to input variable pay 
data for their teams, saving the Payroll Department 
time and effort 

 

• Managers can also view the results for their teams so 
they know how much overtime, etc. they have signed 
off 

 

• As a bonus Managers can also see historical payslips 
for their teams, which 
can even be made 
available to each 
employee  

Ring Clare on 
01295 222670 to find out 
more… 

 

End of Year – 
A Piece of 
Cake! 
You should have no 
problems in completing 
your Payroll Tax Year 
End.  However, we 
know that some of you 
are new to the task or 
just don’t have the time or inclination to tackle it on your 
own. 
 
As always, we are here to help.  We are offering the usual 
range of services which includes the option of an on-site 
to run it with you or getting your data and running it for you 
at Action File. 
 
Earlier this month we sent details of End of Year Offers 
and Services.  Look out for the package and ensure you 
complete the order forms for your P60’s and our services 
straight away.  
 

 
Top                line Tip for January… 
  
This month’s tip is simple ….. 
 
Back-up your company data! 
 
We cannot stress enough just how important it is that you 
back-up your company data.  Ideally this should be done 
as part of the running of your payroll after running Fn 118 
Calculate Net Pay and then again after the payrun has 
been completed. If you ever need to restore your data, this 
would ensure that you are able to use your latest back-up. 
 
And it couldn’t be easier to do … 
 

1. Open PayPoint 
2. Go to File > Backup Company Data 

 
This creates a zipped file, which should ideally be saved 
on a CD or other storage device. 
 

If you need assistance please call the Hotline on 
0845 086 2633 

New Bureau Customers 
Our Bureau business continues to grow and we are 
pleased to welcome the following companies on board in 
the last couple of months:- 
 

• Presentation Housing Association 
 

• Wellingborough Homes 
 

• Transport Benevolent Fund 
 

• Helix Lighting 
 

• Corporate Residential Management 
 

• Dace Motor Company 
 

• HBPO UK Ltd 
 

• Florin Advisers Ltd 
 

 


