
 

How to Enter Employee Pension Contributions in SortMyBooks 

Step 1: Create a Pension Control Nominal 

1.​ Go to Tools > Nominals. 
2.​ Scroll to Current Liabilities and select Payroll. 
3.​ Click Add New Folder and name it Pension Control. 

○​ If you use multiple pension companies, create separate folders for each. 

 

Step 2: Add Pension Contribution to Payroll Journal 

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

○​ Credit Nominal: Payroll: Pension Control 
○​ Description: EE Pension Contribution 
○​ Amount: Employee’s pension contribution from the Gross to Net report. 

 



 

 

Step 3: Verify Pension Control Balance 

1.​ Navigate to Reports > Ledger Reports > Balance Sheet. 
2.​ In Details, select Include Sub-Nominals, tick Suppress 0s, Apply  
3.​ Under Current Liabilities, check the Pension Control line. 

○​ This amount represents the payment due to the pension company. 

 

Step 4: Create a Pension Company as a Supplier 

1.​ Go to Purchases > Supplier > Add. 
2.​ Enter details (name, address, email). 
3.​ In Payee Type, select Other. 
4.​ Set Default Nominal to Payroll: Pension Control. 
5.​ Click OK. 



 

 

Step 5: Match Pension Payment 

If using a bank import: 

1.​ Go to Accounts > Statement. 
2.​ Locate the pension payment line. 
3.​ Click Match, select Payment on Account (or Misc), check all 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. 



 

 

Once the payment is recorded, refreshing the balance sheet should remove the Pension 
Control liability. 

More in the video:  https://www.youtube.com/watch?v=KnEYmzjqQX8&t=1s  
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