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Processing payslips using Secure-Send 
 

1) The Secure-Send system is started by running the “Secure-Send Monitor” 

application which is found on the Desktop. 

 

2) In the left side of the Monitor application you will see 1 or more folders listed.  

If there are multiple folders, the entry we are concerned with for payslip 

processing will be called “Secure-Send (payslips)” or similar - the term 

“payslips” or “pay” will appear in the name.    

 

 
 

3) Click on the + sign next to the relevant folder entry and then click on the 

“Outbound” item. 

 

4) You will see a summary of payslips which are ready to submit in the outbound 

view.  If this is your first time using the software, you will see that there are no 

payslips to process. 

 

5) To add payslips, you will need to place PDF document(s) into the outbound 

folder.  Click on the “Go To Folder” button (found at the bottom-right).  A 

folder view will open (as shown below).  Payslip files should be saved from the 

payroll system as PDF and placed into this outbound folder. 

 

Note that a shortcut folder called “Secure-Send Folders” also appears on the 

desktop.  This provides an alternative and convenient method to save 

payslips directly to the outbound folder from your payroll system.  Please 

ensure payslips are saved into the outbound folder.   

 



 

 
 

 

 

 

SSLP Group Ltd 

customerservice@sslpost.com  |  www.sslpost.com   

2 

 

Processing payslips using Secure-Send 
 

*Payslips must be in the format that has been agreed and previously tested.  

Please advise if you wish to process a different style of payslip. 

 

 

6) After placing files in the outbound folder, you should click the “Scan Folders” 

icon in the Secure-Send Monitor program (top-left).  The Monitor will scan 

each of the payslip files and determine how many payslips are to be 

processed and identify each of the recipients. 

 

In the example below you can see 1 payslip is to be processed.  The recipient 

is identified by their NI number (or another unique identifier such as their 

payroll number or email address). 

The software will also read other information from each payslip including the 

payroll date, tax period and other key payment information (e.g. net pay 

and gross pay amounts). 
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Processing payslips using Secure-Send 
 

 
 

7) The folder summary at the bottom provides you with a total count of payslips 

that will be uploaded.  You will also see an alert if there are any duplicates 

(more than 1 payslip being loaded to a single employee account) or if there 

are any unidentified recipients e.g. the employee may have a missing NI 

number on their payslip. 

 

8) To submit payslips, you should click on the “Approve and Send” icon and 

then confirm that you wish to submit documents. Before confirming please 

ensure that none of the PDF documents are open for viewing.  The Secure-

Send software will connect to the SSLPost server and submit payslips (and 

associated pay information) securely. 

 

9) If this action has been successful, you will receive confirmation that all 

documents have been loaded successfully. 
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Processing payslips using Secure-Send 
 

10)  Payslips have been accepted by the SSLPost portal and will appear against 

each of the employee accounts.  Employees can follow the portal 

registration and logon instructions to gain access to their payslips online. 

 

 

For further assistance or support please contact the SSLPost Customer Service Team 

by email at customerservice@sslpost.com 
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