
 

How to Enter Employer Pension Contributions in SortMyBooks 

Step 1: Create a Pension Control Nominal 

1.​ Go to Tools > Nominals. 
2.​ Scroll to Current Liabilities, select Payroll, and Add New Folder. 
3.​ Name it Pension Control. If multiple pension providers are used, create separate 

folders (e.g., Acorn Life Pension Control, Irish Life Pension Control). 

 

Step 2: Create a Pension Expense Nominal 

1.​ Go to Tools > Nominals. 
2.​ Scroll to Expenses, select Others, and Add New Folder. 
3.​ Name it Pension. 

 

Step 3: Record Employer Pension Contributions in Payroll Journal 

1.​ Go to Accounts >Journals and open the payroll journal for the relevant month. 
2.​ Click Add New Line and enter: 

○​ Debit Nominal: Others: Pension 
○​ Description: Pension Cost 
○​ Amount: Total Pension from the Payroll Summary Report 
○​ Click Save. 



 

 

3.​ Add a new line for each pension provider: 
○​ Credit Nominal: Pension Control (e.g., Acorn Life Pension Control) 
○​ Description: Name of the Pension Company 
○​ Amount: Contribution amount for that company 
○​ Click Save. 

4.​ Ensure Debits match Credits in the journal. 

 

Step 4: Create a Pension Company as a Supplier 

1.​ Go to Purchases > Supplier > Add. 
2.​ Enter details (name, address, email). 
3.​ Select Payee Type: Other. 
4.​ Set Default Nominal to Payroll: Pension Control. 
5.​ Click OK. 
6.​ Repeat for multiple pension companies. 



 

 

Step 5: Match Pension Payments 

If using a bank import: 

1.​ Go to Accounts > Statement. 
2.​ Locate the pension payment and set an alias to the pension company. 

 

3.​ Click Match, select Payment on Account (or Misc.), verify details, choose 
Payment Method, and click OK. 



 

 

 

If not using a bank import: 

1.​ Go to Accounts > Miscellaneous Payments > Add. 
2.​ Select Payee: Pension Company. 
3.​ Choose Nominal: Pension Control. 



 

 

Step 6: Verify Transactions 

1.​ Go to Reports > Accountant Reports > Nominal Ledger Report (v2). 
2.​ Filter by Payroll: Pension Control, apply the filter, and review all related 

transactions. 

 

More in the video: https://www.youtube.com/watch?v=V5Gw-2MVg9E&t=92s  
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