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Limited Licence

The Licence hereby granted to the Customer by Quality Management Software Ltd
(“the Supplier”) shall take effect in respect of the Payroll / End of year Return
(“PAY E2000”) for the year of assessment 2012/2013.

The Supplier reserves the right to terminate the licence agreement granted forthwith
on giving notice to the Customer in writing.

Disclaimer

The Supplier shall have no liability in any way arising out of the use of PAYE2000
and the Customer by using the software acknowledges this. It is imperative that the
user of PAYE2000 understands that it is not a substitute for the knowledge and skill
of a payroll practitioner. PAY E2000 has been designated to assist the practitioner not
to replace him or her and accordingly users should always check the calculations and
end of year Return before it is submitted.

Softwar e Support

Telephone support is available to help users solve any questions they have with the
functionality of PAY E2000 on the following numbers:

01483 429078 Andrew Bolton
01453 761956 Rebecca Benneyworth FCA

The Supplier undertakes to respond to messages left on voicemail within eight hours
of the call being lodged between the hours of 9.00 am to 4.00 pm Monday to Friday.
The Supplier will endeavour to respond quickly to any call. Any specia
circumstances which prevent this response time being met at any time will be reported
on voicemail.

The Supplier will provide support for the installation for approximately one hour to
assist the customer in using PAY E2000 for no extra charge. Any additional training
time will be charged at £100 an hour by agreement in writing with the Customer.

The support will not provide technical tax or payroll advice. Enquiries about these
subjects should be directed to HMRC.

Copyright
This document represents a limited licence granted to the Customer by the Supplier.

PAY E2000 may not be reproduced in any way, lent or sub-let to any other third party
without the express permission of the Supplier.



What isPAY E2000?

PAYE2000 (© Quality Management Software Ltd) is an Excel spreadsheet that is
designed to assist employers and practitioners with payroll and completing end of
year Returns. It allows the user to quickly and simply complete information on screen
as they would on paper. It performs the calculation of tax and National Insurance
following HMRC’s guidelines.

PAYE2000 includes a database which allows you to keep track of employer and
employee information from year to year and to store payroll data and each year’s

return. The database aso allows you to monitor the submission of returns to the
Revenue.

Please note the demonstration version includes a built-in database which allows one
employer and one employee, there is no separate database file.



Beforeinstalling PAY E2000

PAYE2000 has a database and you must ensure the appropriate Excel options are
installed in order to use it. The Setup program in earlier versions of Excel or
Microsoft Office includes these options. From Office 2000 onwards the options are
automatically included. Y ou may need your original Office CD or disks.

Run Setup and choose the Add/Remove option. Confirm that you have installed the
options which allow Excel to use adatabase. These are referred to as:

Office 97 “Data Access”

Please select all the sub-options by selecting the “all” option or ticking the boxes with
the mouse.

If you have any doubt please contact QM S for advice.



Getting started

What do you need to run PAY E20007?

To run PAY E2000 on your PC you should have:

A Pentium with aminimum of 32 Mb of RAM, preferably 64 Mb
Windows

A copy of Microsoft Excel 97 or above

A knowledge and understanding of payrolls and the end of year Return
The Revenue has approved printouts from a HP LaserJet printer

Installing PAYE2000

The PAY E2000 spreadsheet should be copied into any suitable folder.

Insert the PAY E2013 Spreadsheet CD into your CD drive.

Select the My Computer icon on your desktop;

Select the CD drive;

Select the file PAYE2013.xls

Select Edit, Copy

Find and Select the suitable folder

Select Edit, Paste, this action should cause the PAY E2013 spreadsheet to be
copied from the installation CD to your PC.

Installing the database.

Warning: Do not install a fresh empty database if you are bringing forward
information from last year.

Insert the PAY E2000 disk into your a drive.

Copy the file PAYEDATA from the CD to the C: drive in a similar manner to
that used for the PAY E2013 spreadshest;

Y ou can choose the C:\ directory, if you choose another directory:

Update your master Spreadsheet with the name of the directory (see below).




Changing the master spreadsheet

You only need to change the master spreadsheet if you are planning to use the
database and have copied the database to a directory other than the C:\ directory. You
should move to the right of the introductory screen and see a display similar to the
following:

Figurel
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Enter the following information:

e thelocation of the database in cell H6
e HMRC user id and password for submitting in year movements and the end of

year return by the internet (you can change them when you prepare the
submissions).

Remember to save the spreadsheet with File and Save.



Starting PAY E2013

Open Microsoft Excel, select File, Open and choose PAYE2013 from the
spreadsheets available.

Using the database

The database contains two main sections: the employer and employee information.
Move to the employer screen and see the display. The buttons allow you to retrieve,
save and delete employers from the database. Similarly the employee screen has
buttons which allow you to retrieve, save and del ete employees from the database.

Any information which is employee related (such as P60s) is saved with the employee
options. Information which is employer related (such as a P35) is saved with the
employer options.



Working with PAY E2000
I ntroduction

PAYE2013 is a computer system which helps employers and agent prepare payroll
and end of year returns. PAYE2013 is not a substitute for the knowledge and skill of
a payroll practitioner, it assists you with the routine tasks of data entry, transcribing
figures from one schedule to another and cal culating tax and national insurance.

What can it do?

PAYE2013 alows you to enter all the necessary information for an employer’s
payroll, it automatically calculates the tax and national insurance liability and allows
you to print paydlips, reports, P11, P32, P60, P35 and P45s. It aso prepares an
employer’s end of year return and in year movements for filing online,

PAY E2013 uses HMRC specifications for calculating tax and national insurance. As
part of the accreditation process the cal culations are checked and agreed to the nearest
penny. If you enter all sources of income correctly then the tax and national insurance
will be correct.

Real Time Information
We are developing the software to prepare Real Time Information (RTI) to HMRC.

Please let us know if you wish to join RTI this year in advance of the requirement for
all employersto join RTI next year.



Opening the Payrall

A new Employer

After opening Excel, select File then Open and choose the PAY E2013 spreadshest.
Thisisthefirst screen you will see:

Figure?2
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Screens

The buttons take you to the appropriate screens and buttons on these screens will
guide you through the other options.
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Select the employer button and move to the following screen:
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Please remember to select the Remove details button before setting up a new
employer.

Y ou must complete and save at a minimum the following:

Name

Address

HMRC office (3 digits)

PAYE reference

Accounts office reference for RTI

If you are using the payroll:
¢ Whether employees are paid monthly or weekly, or any other frequency
o (if weekly) thefirst pay day of the tax year, usually the first Friday
¢ (if monthly) the start day of each month (usually 1)

Data can aso be provided for the HMRC office, eligibility for small employer’srelief,
and departments within the employer.

Please select the Retrieve employer button to bring forward employer information
from the previous tax year, and select the Retrieve all employees to bring forward
each employee after you have brought forward the employer. This will automatically
increment the latest tax code (if an “L” code) by a fixed amount, for 2012-13 this is
63.
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A new employee

Select the employee button on the first screen and move to the following screen:
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Home Insert Page Layout Formulas Data Review View Developer i@ -8 X

“‘j’? ﬁi EJ a% \j \_J U B ] showyHide Comment E’ L‘-B% Q &1 Protect and Share Workbook

23 Shaw All Comments ¢ Allow Users to Edit Ranges

Spelling Research Thesaurus Translate New Delete Previous MNext Unprotect Protect Share
Comment Show Ink Sheet Waorkbook Workbook L2 Track Changes ~
Proofing Comments Changes
‘ name ~ I | {Please enter the name here)
A B C D E F G H J K L M N o
W Payroll for the tax year 2012-13
2
3 |Please use this screen for employers
4 =
5 | Openemployer from|  Save employer to S;mlivee:n;ep‘tgzrﬁinni Remave employer Print emplayer Retrieve employer Retrieve all en|=
5 database database ploy from database information from last year e 25 year
2 all screens in this v
8
9 'Name and address of employer Select the button for:
10 Name [Please ent?r the name here) Go to Emplayee screen
11 Address |(Please enter the address here)
12 Prepare P32 | Go to P60 ‘

13

14 v
15 Country Go to P32
16 Postcode

i Prepare P60 for all

18 HMRC Office & PAYE reference| | /] | e Prepare P35
Summary

19 Please check Please check

20 Contracted out pension scheme Prepare P35
21 ECON | ] Summary using P32
22 data (payroll only)
23 Your reference | |
24
25 For employer’s use [ Tick for amendment Goto P38
26 —
27 Prepare end of year
Go to W
28 Accounts office reference | | return R e LIRS
H 4 ¥ M| Submission Startup | Employers .~ Employees -~ P35 page 1 P35 page 2 P35 page 3 P35 page 4 P35 continuati m
Ready | HE =] ;lm

Please remember to select the Remove details button before setting up a new
employee.

Y ou must complete and save at a minimum the following:
e [Forename
e Surname
e Address
o Dateof birth
o Gender
And/or
e National Insurance number (We advise you to include the NINO, the RTI
process needs it)

If you are using the payroll:
e Starting period (usually 1) and the tax code
e Starting period (usually 1) and the NIC table letter

Data can adso be provided for the joiners, leavers, directors, student loans,

departments. Warning messages are shown in red, you need to remove the cause of
the warning otherwise later processing may not work.
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Y ou can bring forward an individual employee from the previous year by selecting the
Retrieve employee button.

End of year processing

Move to the P60 screen and the display is:
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PAYE2013 will transfer end of year payroll information automatically to the P60. If
you are not using the payroll you can enter the appropriate data.

At aminimum you need:

NIC table letter

Earnings at or up to LEL
Earningsat or upto ET
Earnings at or up to UAP
Earnings at or up to UEL
Total of NIC

Employee’s NI contributions

The above repeated for each table letter (up to 4, usually only one letter is required)

e Thetota of pay and tax
e Thelatest tax code

Data can aso be provided on the P60 screen for:
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e Statutory payments (SSP, SMP, SAP, SPP)
e Student loans
e Joinersand leavers

After entering the P60 information, print if required with the print buttons, return to
the employee screen and save to the database.

After completing all employees’ P60s return to the employer screen to prepare the
P35. The program reads all P60s, summarises them and prepares the P35.

Please complete the P35 especially:

The funding boxes, 7 on page 2 and 20 on page 3
Any amount already paid in box 25 on page 3
ClISfiguresin boxes 23 and 28 on page 3

Any tax free incentive in box 26 on page 3 (unlikely)
Tick boxes on page 4.

Please remember the incentive is tax free: don’t forget to make the appropriate
adjustments to the employer’s own tax return.

Use the Prepare end of year return button to prepare the internet return. The program
reads all the P60s and the P35 and prepares afile called “eoy_return”. Then choose
the Submit button to send the return to the Government Gateway and read the
response.

Please note that in order for you to submit an end of year return with the internet,
HMRC must know that you are entitled to do so. The employer or the agent must
register with the Government Gateway.

More details are given later in this manual.

Keeping track of submissions

PAYE2013 automatically keeps track of internet submissions and responses (the
replies to earlier submissions) in the database. Each time you prepare a return the
employer’s record in the database is updated. After the end of year return is
processed by HMRC please return to the employer screen and select the button to
record the success in the database.

You can review submissions and responses by clicking the “Summarise responses”
button on the employer screen.

14



Day to day payroll

The payroll contains sections for a large number of options which are required for
HMRC acceptance tests, many of them are not used in normal day to day processing.
The minimum requirements are as follows and can be reached from the employee
screen. Please note that references to month also refer to week or any other pay
period depending on the pay frequency selected on the employer screen.

Selecting the “What is paid” button on the employee screen leads to:
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Back to employee screen
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11
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1
2
3
4
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7
8

13
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16 a new week/month

17 number and amount.

18
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2 £ z0.00 O g0.00f O
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You must enter the starting month number, usually 1, and the basic salary for each
period. Once you have entered the salary you do not have to enter another unless it
changes. The month 1 salary is used for each subsequent month. If the salary
changes, say in month 6, enter 6 and the new salary underneath the month 1 figures.
The extra boxes to the right are for employee and employer pension contributions.
The on strike tick box is used to restrict tax refunds while on strike.

Alternatively you can enter the number of hours and a rate per hour, the calculated
salary will show in the Salary column. These details will also show on the paydlip.
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Lower down the screen you find the adjustments screen:

PAYE2013 v00 [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data ‘ Re‘viewl View Developer @ - =2 X

AQB;J Eﬁ Ii] a% \J < E E {2 ShowyHide Comment E] @ & Protect and Share Workbook

“ Show All Comments e Allow Users to Edit Ranges
Spelling Research Thesaurus Translate MNew Delete Previous Mext ... Unprotect  Protect Share
Comment O Show Ink Sheet  Workbook Workbaak L Track Changes ~

Proofing Comments Changes |
‘ AL ~ (& I | =" Payroll for the tax year" & taxyear

A B c D E F G H J K L M
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4 4> M| "p35pagel -~ P35page? . P35page3 . P35page4 - P35 continuation(l) - Control panel
Ready | I |

The description will be printed on the pay sip. The adjustment can be positive or
negative and can be taxable or not and NICable or not. Each adjustment by default is
for the starting month and every subsequent month, if it isonly for the starting month
then tick the right hand box.
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Tax Codes

Selecting the tax code button on the employee screen leads to:

PAYE2013 v00 [Compatibility Mode] - Microsoft Excel
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Employee screen

42 Starting at Tick if Week/

43 month number Tax Code Month 1

44 ]

45 L

46 L

47 Ll

48

49 Most recently used information (after you have run a pay period)
50

CR Employees - P35 page 1 . P35 page 2 - P35 page 3 - P35 page 4 P35 continuation(1) Control panel - What is paid! 48[

[
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Enter the starting month (usualy 1) and the tax code and tick if it is a Weekl/
Monthl basis. The “What is paid” convention is followed, once you have entered a
code it is used for the starting month and all subsequent months unless you enter a
new month and code underneath the first month. The separate boxes for Tax code
and the tick box are updated after you run the payroll, they represent the most
recently used information.
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National I nsurance codes and Directors and Starters

Selecting the NIC codes button on the employee screen leads to:

PAYE2013 v00 [Compatibility Mode] - Microsoft Excel
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52
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55 Please enter the NIC table letters: Employee screen
56
57 Starting at NI Contribution
58 month number Table Letter APP ? 1 2
59 O
60 O
61 O
62 O
63
64 'Hours worked (for RTI) l:E]
65
66 Director
67 Tick here if director O
L Employees -~ P35 page 1 P35 page 2 P35 page 3 P35 page 4 P35 conkinuation{1} Control panel What is paid) 88
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Enter the starting month (usually 1) and the NIC code. The “What is pad”
convention is followed, once you have entered a code it is used for the starting month
and all subsequent months unless you enter a new month and code underneath the
first month.

Directors
Information about directorsisincluded here, this affects the calculation of NIC.
New members of staff.
Information about the previous employment of new members of staff is included

below, you can check the P45 data for tax aready deducted in a previous
employment.
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In year movements

Move down the employee screen to see:
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Submit in year movement,
(Excel method)

78 Please enter the details if new this year:

79
80 Tick here if new employee | Submit in year movement,
81 (Internet Explorer)
82 First month in this employment E
83
O Check P45 data

100
101
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And tick the box to get the next screen:
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Proofing Comments Changes
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73 of the year or when the NI table code changes)

74 Prepare F‘:tS (1A) for the F‘repa(e P46 for the ‘ Go to P45 ‘
75 | Scottish Variable Rate O TETES T

?? (not used in 2012-13) epare P45 (3) for the Prepare P46 pennot for | Submit g year movement
78 |Please enter the details if new this year: TEETIES ’ Lo iEre Jﬁge\ etio)

79

80 Tick here if new employee oo > bmit in year movement
81 End (Internet Explorer)

g2 First menth in this employment E

83

84 |From P45 Tax code( from P45 part 1)

85 for starter

86 Week or month number (from P45 part 1) Week 1/month 1 [] heck P45 data

87

88 Total pay to datgf (from P45 part 1)

89 ter pay to date Calcul

90 Total tax to dafe (from P45 part 1) | / |

9 Pleafe enter tax to date

92 Previous employer HMRC office andfeference | / | |

93

94 Previous efnployer leaving date

95 (Required for P45 p:

96 Tick herg/if no pay until the negt 5 April

97

98 Job titl¢ (optional - for P45 part 3) |

99

100 or from P46 Tax
4 4 » [ ] Empl

Ready |

de used (for P46) (A, B,

P35 page 1 P}{page 4 P35 continuation(1} Control panel What is paid|

e e T
New employees will eithgr bring a P45 or will sign a P46. Enter the appropriate

Y ou need to select the Prepare the P45 (1A) for the internet button and then Go to the
P45 screen and the following screens to print the P45.

NOTE: The P45s can be printed on plain A4 stationery following HMRC guidelines.
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The Control Pan€

Selecting the Control Panel button on the employee screen leads to:

PAYE2013 v00 [Compatibility Mode] - Microsoft Excel
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Comment Show Ink Sheet  Workbook Workbaok Lo Track Changes ~
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‘ AL -l 5 | =" Payroll for the tax year" & taxyear
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Payroll for the tax year 2012-13
Back to employee screen
Employer |(Please enter the name here) |

1

2

3

4

5 |Please use this screen to control payroll processing Go to Warnings
6

7 Name and address of employee

8 Title Go to What is paid

9 Forenames
10 Surname
1

12 |Which month do you want to work out pay?

13 Start End

14 E 01/04/2012 30/04/2012 1
15

16 |Please select an option: Work out pay for this period Remove p11 data for this period

i only only

18

19 Work out all pay up to and Remove all p11 data up to and

5[11 including this period including this period

22

23 Prepare payslips and the Please select the period for the payroll

24 payroll summary report for all| {only employees with this period will be processed)
26 manthly n

g; Submit Full Payment

59 Summary (FPS)

M4 rH Employees - P35 page 1 . P35 page 2 - P35 page 3 . P35 page 4 P35 continuation(1) | Control panel .~ What is paidi [l i T
Ready | |[F D H,200%

You must first select a pay period with the up and down arrows and then the button
to calculate pay for this period or all periods from the start of the year up to the
selected period. The payroll process first removes any pay details previousy
calculated and recalculates the pay.

The button “Prepare paydips and the payroll summary report for all employees”
works out the pay for the selected period, prepares a report and optionally prints the
payslips for all employees. Please remember to save the current employee first if you
have not aready done so. If you have a mixture of weekly and monthly employees
you can use the dropdown to select the appropriate category.

You must use the “Prepare paydips ...” option for RTI. HMRC requires that
each regular submission includes all employees in the particular category
(weekly or monthly).

Paydlips

The paydlips are designed to be printed on specia A4 stationery avail window. One
payslip is printer per page, the page is folded in two and the employee’s address is
visible through the window. The stationery isreferred to as Mastermailers, reference
MAILPAD or MAILPADF. The latter has a postal franking band and could be
posted.

QMS Ltd and its directors and staff do not have any financial interest in Econoprint.
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A section of the payroll report is as follows:

Ed Microsoft Excel - PAYEZ008 vO3

Fil= Edit Yiew Insert Format Tools Data  Window Help goal
DEEHS8 Shy & B < @=-2Z P -0,
) = ou_ o o o
Arial -1 - B J U ES 2 T %, W% DAL B G AT
Al - A Payroll for the tax year 2007-08
123 E —
IBEl ;I
Frint the payroll Gioto Control pane
SUmmary
3 |Emplayer freweoZ | Taufonth 1 o04e2007 o 30f0442007
4
5 Diepartment Employes Grosz  Pensionee Pensioner MIC ee RIC er MIC total Tan Statutory 3§
- s another employes 1,000.00 0.00 0.00 6215 T2 1347 15153 000
-7 niew emplayes 2,000.00 0.00 0.00 7215 20032 AT 39978 0.00
= | & | Total ¥ zoo000" non” oon” zaaan’  zrese”  Boesd”  melae” oo’
= 3 |Grand Total ¥ zoo000" non” oon” zaaan”  zrese”  moesd”  meiae” oo’
=

u_ﬁ'
=

h—
Be

W« v nl{p11 {paz { Paysin £ Paysip ather 4 what is paid {pd5 { Sheetl b Paysummary { S5P £ smp | « | | _DIJJ

Ready

The report shows department subtotals if appropriate.
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Payroll and the End of year

Move to the employer screen:

PAYE2013 v00 [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer "@ - 8 X

ﬂ-?;' ﬁi EJ a% \j -\_J G\j ‘U ) show/Hide Comment E LLE‘% Q @Protect and Share Workbook

“» Show All Comments € Allow Users to Edit Ranges
Spelling Research Thesaurus Translate New Delete Previous MNext Unprotect Protect Share

Comment _> Show Ink Sheet  Warkbook Workbaok _# Track Changes ~
Proofing Comments Changes
‘ Al - (2 I | =" Payroll for the tax year " & taxyear
A B C D E F G H J K L M N 0 "
il Payioll for the tax year 2012-13
2
3 Please use this screen for employers
4 = =
5 Open employer fro Save employer to S?nml?nvee:rzs‘tl;ﬁ:rﬁ?ri Remave employer Print employer Retrieve employer Retrieve all en|=
= database database [ from database information from last year e EEEET
2 all screens in this y
8
9 'Name and address of employer Select the button for:
10 Name (Please enter the name here) Go to Employee screen
11 Address |(Please enter the address here)
E Prepare P32 | Gao to P60 |

v

14
15 Country Go to P32
16 Postcode

Prepare P60 for all

18 HMRC Office & PAYE reference| | /] | Ampees Prepare P35
19 Please check Please check Summary
20 Contracted out pension scheme Prepare P35
z ECON l ] Summary using P32
22 data (payroll only)
23 Your reference | |
24
25 For employer's use 0 Go ta P35

Tick for amendment
26 | P
27 Prepare end of year

Go to W,

28 Accounts office reference | | return Prepare P38 return 0 to Wamings

M4 rH Employers - Employees P35 page 1 - P35page 2 . P35 page 3 .~ P35 page 4 P35 continuation(1) Control panel [ 8]
Ready |

Select the left hand arrowed sequence to prepare the following:

e the P32 (note this can be done at any time during the year to produce
information about payments due to HMRC,

e theP60sfor all employees

e theP35

Agents and employers must ensure that they submit accurate information in an
internet return. All the P60 details and the P35 summary must be valid.

The EOY service is available before 6 April; however it will be interrupted during the
changein tax year period, please check with HMRC.
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Advicefor P60s

This is particularly applicable if you are using the software to prepare and submit the
EQY return and using information from last year. If you are using the software for
day to day payroll you will already have done many of these tasks.

End of year users (ie users who have not used the day to day payroll) start by
retrieving each employer from last year and saving them, there is no need to retrieve
the employee information from last year as the standing information will be available
automatically. Open up each employee on the employee screen, make any changes to
the standing information and enter the financial information on the P60 screen. Please
do not include any CIS payments as employees’ earnings on the P60. Y ou can exclude
employees from the P35 return with atick box at the bottom of the employee screen.

Please check especially the NINO and tax code; these are items which HMRC is fussy
about. NINOs must be AA111111B where the AA cannot be “TN” for temporary. The
B isaletter. There must be at least one NI table letter and earnings information on the
PG0.

Advicefor P35s

Please make sure the HMRC office and PAYE reference on the employer screen are
correct. The office is the first 3 digits and can change if a tax office is closed or
employers are transferred to another office. Please also select a payment frequency,
usually monthly or weekly.

Please prepare the P35 information using the appropriate option (see overleaf). You
will need to make some extra entries. At a minimum you will need to enter any NICs
and tax aready paid in box 25 on page 3 of the P35. If you are entitled to clam the
any tax free incentive enter thisin box 26. If you are not using the complete payroll
and are recovering SSP, please check the calculated entry in box 12. Thisis usually
calculated on amonthly basisin acomplete payroll.

Y ou will need to check the tick boxes on page 4 of the P35. After making any changes
please save the employer information, thiswill save any alterations to the P35 screens.
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Preparing the EQY return

Complete payroll users follow the left hand path of P32/P60/P35. End of year users
follow the right hand path.

Select the option to prepare the EQY return. Y ou will be prompted for the user id and
password and the location of the temporary file (usualy the C:\My Documents
folder). The software reads\the database for each employee and prepares the electronic
P14s and summary P35. The software may detect problems such as an invalid NINO
and will prompt you. Y ou wN| have to correct any errors otherwise HMRC will reject
the return.

DAYE2013 00 [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer 'Ql - 7 X
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Proofing Commerks Changes
AL - [ I | =" Payroll for the tax yAar" & taxyear
A B c D E F \G H J K L M N 0
10 Name (Please enter the name here) Go to Emplayee screen
11 Address |(Please enter the address here)
12 Prepare P32 | Go to P60 ‘

14 ¥

15 Country Go to P32

16 Postcode

i \ Prepare P60 for all

18 |HMRC Office & PAYE referencq I ! I l employees Prepare P35
19 Please check Please check Summary

20 Contracted out pension scheme Prepare P35

21 ECON l ] Summary using P32

22 data (payroll only)

23 Your reference | |

24

25 For employer's use | 1\ick for amendment EaiEs

2 —

27 Prepare end of year

28 Accounts office reference | | ? return 4 PRl P i ‘ Go to Warnings
29

30 |HMRC office name | | Y

3 (not required for the internet)

32 Address /\

33 Submit end of year return Submit end of year return
34 IJ%}(‘:el method) {Internet Explorer)

35
36 \r/
a7

M Employers -~ Employees - P35 page 1 P35 page 2 P35 page 3 P35 page 4

'R P35 continuation(1) Con'tro\panel [ m

[]
Ready | ] |EIEI 100%

After you have prepared the return select this option to stibmit it.
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The submit option sends the return to the Gateway and HMRC and reads the reply:

PAYE2013 v00 [Compatibility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer '9) -8 X
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Comment Sheet Workbook Workbook L Track Changes -
Proofing Comments Changes
\ AL ~( £ |
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1 :l
2 SA2000
3
4 PAYE RETURN 201213
5
6 |THE RESPONSE FROM THE HM REVENUE AND CUSTOMS IS
[
& |HMRC reference: 99%/aa12345
9
10 |Taxpayer name: An example
11 =
12  Submission: EOY
13
14 Date and Time: 2012-03-22T17.07:24.211
15
16 Error Box No: >Period End
17
18
19
20
21 Message Code: >7515
22
23 Message Text:  Invalid Tax Year.
24
25
26
27
28
29
30
4 4 » M| Submission - Startup Employers Employees P35 page 1 P35 page 2 P35 page 3 P35 page 4 P35 cuntmuatid ! m !
Ready | [0 M} 200%

We try 10 times to read the Gateway. If there is no response we stop.

If there was no response you should try again. If the Gateway is very busy you may
have to try again after some time.

The screen above shows afailed submission.

Note for older versions of Excel: you may not be able to see the screen above. Please
start Internet Explorer and open the “submit_eoy online2013” program and then
select the “Send to Revenue” button.
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Sundry notes and details

You can access other sections of the payroll from the buttons on employee screen.
The following describes information on the various screens.

Different pay periods

If different employees have different pay periods e.g. weekly and monthly and work
for the same employer you will need to work out pay for each employee in turn, not
all together. This will prepare the P11, please remember to save the employee
information to the database. Return to the employer screen and choose the “P32”
option to prepare the P32 for the employer.

Director (previously employee) appointed during the year

HMRC recommends that a new P11 be started. The old P11 will have aleaving date;
the new P11 will have details of earnings in the previous job (i.e. prior to becoming a
director). You will need to distinguish the name of the employee (e.g. by adding
“(Director)” to the name). You will prepare two P60s at the end of the year. The first
will show the tax, earnings and NI prior to becoming a director. The second will
show the cumulative tax and earnings and also show the director’s NI.

Director ceasing to be a director during the year but continuing as a paid
employee

HMRC recommends that a new P11 be started. The situation is the reverse of the
above.

Submitting returns by the I nter net

HMRC recommends that both the electronic P35 and accompanying Pl4s be
submitted together, the “Original Complete Submission” method. We follow this
method. We aso include all P14sin an uncompressed form; the compressed form is
primarily for employers who need to submit large numbers of P14s. There is an
overhead for the Revenue as the compressed information has to be uncompressed
beforeit is validated.

Holiday pay

We calculate holiday pay following HMRC’s examples for weekly paid employees.
In particular we use Method B for calculating NICs, this uses the whole sum based on
the number of weeks it represents. We follow the suggested option number 1 (apply
the 3-weekly lower and upper earnings limits and earnings threshold to the total
payment and round the resulting NICs figures to the nearest penny, rounding down
exact amounts of ¥2p, in the normal way). Note that the revised earnings threshold
(for NIC) must be obtained from the annual value and is not just a ssmple multiple of
the weekly value. The lower and upper earnings limits are multiples of the weekly
values.
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Statutory pay — SMP, SAP, SPP

The amount of statutory pay depends on average earnings prior to the period of
statutory payment. The payroll software calculates the average based on the payroll
history using the previous 8 weeks employment record. There may be situations
where the average cannot be calculated, for example where there is an incomplete
history or some of the payments were in an earlier year. Remember that average
earnings can affect the amount of SMP in the first 6 and subsequent weeks. Y ou may
need to calculate average pay separately and enter the average figure on the
appropriate screen (SMP, SAP, SPP).

If you are backdating a pay rise which affects the calculation of average earnings
don’t forget to re-calculate the average. This does not overwrite SMP which has
already been paid. However, SMP still to be paid (and recovered) will be increased to
take account of any past underpayment.

Employer’s departments

Y ou have the option to specify departments. Please add a department to the list on the
employer’s screen. When you add an employee you can select a department. The
payroll will be summarised by department enabling you to prepare the appropriate
account entries for book-keeping purposes. If you don’t use departments the payroll
report will show an overall total.

Pension contributions

The payroll alows you to make straightforward pension contributions either asalump
sum or on a percentage basis. These can be ticked as tax deductible or not. More
complicated scenarios such as when an employee makes standard contributions to a
pension scheme and also makes Additiona Voluntary Contributions are also possible.
In this case you should indicate the standard contribution next tot the salary entry box
and lower down the screen include the AV C as a negative adjustment to pay with an
appropriate description. Both contributions may or may not be deductible for tax and
both will appear on the paydlip.

Paying Statutory Sick Pay (SSP) and cut off day for payments

SSP is included in the appropriate weekly paydlip for weekly paid employment but
only up to a certain day of the week. For example, if someone is paid on Friday then
the days of sickness will be notified typically up to and including Thursday
immediately before the Friday. You must enter the day of the week, in this example
Thursday. The selected day can be the same as the pay day. Any sick days not
included in the first week’s pay will be included in the following week’s pay.

SSP is included in monthly payslips but only up to a certain number of days before
the end of the month. This can be zero or you can choose a number such as 5 days,
i.e. SSP for sicknessin the last 5 days will not be included in the current month but in
the next month.
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Sickness periods are entered lower down the SSP screen on the left hand side. The
payroll program will calculate PIWSs, waiting days and entitlement to sickness. You
may need to enter the average weekly saary if there is insufficient payroll history to
calculate automatically.

Y ou can select adifferent pattern of Qualifying days, the default is Monday to Friday.
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Earningsorders

Y ou must provide the following information. All orders require:

Start date

End date (if appropriate)

Date of issue (used to prioritise different orders)
Date of receipt (used to prioritise different orders)

Priority and non priority AEOs and DEOs need:

Initial amount

Amount in previous year (if appropriate)
The protected amount (may be 0)

The normal deduction
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Real Time Information (RTI)

RTI processing has been tested successfully during the pilot phase with employers.

There are four sections: starting RTI, day to day processing, what you have to do at
the end of the tax year, and ad hoc requests. Please make sure employee information
is complete, accurate and up to date, especially that you have correct dates of birth
and National Insurance Numbers.

Starting RTI

HMRC will have informed the employer it has started RTI, this is not necessarily at
the start of the tax year. Go to the employer screen and move down to see the
following:

a =
- Home Insert Page Layout Formulas Data Review View Developer @ - 7 X
= % cut . TIEE = . ) 3 | B T 5h | E AutoSum - A?-
- Arial 10 A X 5 Wrap Text Date Eléjl £ /NI RN i - 7 }
Paste X B 7 U-|[&-|[%- A- 5 Merge & Center - | BB~ 5 <3 8| Conditional Format Cell || Insert Delete Format Sort& Find &
~ - Format Painter == — B s g% v |8 58 Formatting = as Table ~ Styles= | - - - 2 Clear~  Filter~ Select
Clipboard & Font Humber & Styles Cells Editing
| rticutoff - £
A B C D E F G H | J K L M N [o] P Q R S
69
70
Il
72
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76
77 Cessation Date —
78
79 Tick if the employer makes NEST contributions O
81 Tick if the employee contributions are paid net of tax O
82
83 |Electronic Payments
84 Visit the HMRC website for details
85 about making electronic payments
86
7 | Start date for RTI answers P6 tax codes P9 tax codes NINO queries
88 |(Tax codes and NINO Verification Requests)
89
90 | Sort Code of Originator's bank
92 Please tick when the employer has joined RTI These processes must (Smﬁ“n";g%”fnm ]
be used at the start of RTI il

94 | Please tick to include RTI Cross reference hash (for BAZS) [] (the second may be optional)
Prepare first FPS for early
96 |Cut off date for the first FPS leavers (Start of RTI only)
97 |(Qnly used for the start of RTl and is used to
98 |{the start of the tax year and the cut off date)
99

W A » M| Submission . Startup | Employers .~ Employees P35 page I

Ready |

emgloyees who have left between

-
5 page 2 - P35 page 3 /!Dage 4 P35 continuatign(1) Control panel What is pg! [ M

[EEERTNe!

Y ou need to tick the joining box ang/fut a clit off/date (6™ April or say the 1% of the
month of starting). You will also pieed the Accglnts Office reference (higher up the
screen) if you have not already entered it. ember to save the changes in the
database.

There are two steps: the Employer Alignment Summary (EAS) and optionaly the
“first FPS”. HMRC may have provided phisleading guidance but this is the best and
unambiguous way with our payroll software.

Please select the EAS button, this pr
payroll to HMRC.

ares and sends details of all employees on the

Y ou may need to also send the first FPS, this sends details of all employees who have
left between the start of the tax year and the cut off date, obvioudly if the cut off date
isthe same as the start there will be no one to send and so the process is redundant.
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Day to day RTI processing

Y ou must use the control panel option,to prepare the payroll and the RTI submission.
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Back to employee screen

Employer |QMS Ltd | |

1

: B
S

1

5 |Please use this screen to control payroll processing / Go to Warnings

6

7

: _Sotowhmispsd |
9

Name and address of employee
Title / Go to What is paid

Forenames
10 Surname

12 \Which month do you want to work out pay?

13 = Start End

1 ;J. 01/08/2019 31/08/2012 i
15

16 Please select an option: Work out pay for this perfod | Remove p11 data for this period

17 only only

18

19 Work out all pay up tafind |  Remove all p11 data up to and

;? including this perio including this period

22

23 Prepare payslips aggthe Please select the period for the payroll

24 payroll summary rzpo¥ for all| (only employees with this period will be processed)
gg Submit Full Payment

Summary (FPS)

R
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W 4 b ¥ Control panel < Whatispaid - Paysip ,‘pll ~p32 P60 .~ P45 part L P45part2 P45 part3 . P38a . Payslp other ,~ Paysummary .~ Paymaster [l I |
Ready | 73 [EEETN e W )

This option prepares the RTI submissian for the week or month which you have
selected as well as the ordinary paydlips\and the normal summary report for the
payroll. The option prompts you for the userNd and password and whether you want a
test or live submission. If you choose test, yot\will have to run the option again and
choose live.

After the payroll has been prepared you have an opthon to submit immediately, if you
decide not to submit you can submit later using the submit button.

Notes:

There is no need to send P45s and P46s to HMRC. You must include the starter
and leaving dates in the employee screen before you run the payroll, the RTI
submission automatically includes the necessary information.

Re-joiners who have |eft earlier in the tax year: an annoying problem at HMRC. If
you have a re-joiner you must provide a new Works/Staff number (even if
artificial). HMRC need this to distinguish two separate periods of employment.

Irregular or infrequent payments: please use the tick box on the employee screen, if
HMRC does not receive any pay record for 13 weeks they will close their record,
without the irregular flag a subsequent submission will create a second pay record
for the same person.
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The end of the tax year and RTI

You do not have to submit a P35 and P14s but in practice you have to go through
similar processes at the end of the tax year. You still have to prepare P60s for
employees.

After processing the last payroll you must go through the familiar steps on the
employer screen, ie prepare P32, P60 and P35, especially the checklist on page 4 of
the P35.

Y ou need to prepare an Employment Payment Summary (EPS) but you must tick the
final EPS box.
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11 Address |4 Huxley Close —_—

12 Godalming Perge P32 | Gotopen |

13 Surrey

14

15 Country Goto P32

16 Postcode |GU7 2AS

w Prepare P80 for all

18 |HMRC Office 8 PAYE reforencel 581 | / [vzs6367 | emplayees

19

20 |Contracted out pension scheme Prepare P35

2 EcoN | ] Summary using P32

22 data (payroll only)

23 Your reference 1 |

24

. Goto P35

25 |For employer's use | | [lick for amendment

26

27 Prepare end of year PrepamCmployer Payment =

28 |Accounts office reference  |581pn00229178 ] retum PR P Cim Sumwary (EPS) oS

29
30 |HMRC office name | | \T/

31 ot required for the internet
32 Address /\.

3 Submit end of year retum Submit end of year retum
34 (Excel method) (Intemet Explorer)

35

36 \K

TigKif final EPS [

37
38 Telephone| 1 Press here to record in

39 the database whegEOY

40 Retumn is OI&Q I 1 v
HA P35pagel , P35page2  P35page3 P35 paged . P35 continuation(1) - COWolpanel ~ What i paid .~ Paysip  p1l  pfiJHIl m Il
Resdy 7] [EEEsTe o} (),

After the final EPS has been accepted please select the button to record the fact in the
database.

Interim EPS

You can submit an interim EPS if you wish to set off recovery of statutory
payments against your regular tax and NI liability. You need to prepare a P32 first
and then select the Prepare EPS button without ticking the final EPS button.

If you have no recoveries to make and no employee payments in any month then
you can submit a NIL return: please select the prepare EPS button. However you
must do this in the two weeks immediately after the 5 of the month (ie after the
end of the tax month) — this is an HMRC restriction. So if there no payments in
January then after 5" February and before 20" February you can submit a NIL
return for January.
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Ad hoc requests

NINO Verification Request (NVR)

You can request confirmation of an employee NINO or provide details of an
employee and obtain the NINO. Go to the employee screen and see the following:

PAYE2014 w02

Home  Insert Page layout  Formulas Data Review | View Developer @ -

fv lj’i DJ a% \j _J B U ~2 Show/Hide Comment @ L‘@ Q &1 Protect and Share Workbaok

< Show All Comments & Allow Users to Edit Ranges

Spelling Research Thesaurus Translate | New  Delete Previous Next Protect Protect  Share
Comment Shouw Ink Sheet Workbook Warkboak Lo Track Changes ~
Proofing Comments Changes
| dob - fe| 01/01/1980
A B c D E F G H | J K L M N o P

2

3 |Employer |1es1 for 20 month oo | Employer screen Go to Warnings ‘

1

5 |Please use this screen for employees

6 Read and update tax
7 Open employee Save employee to Remove employee Retrieve employee Print employee Remove employee from Y

8 from database database details from screens from last year information database {10% error)

)

10 Name and address of employee Select the button to move to:

11 Title i Co ta Wh i paid | 6019SSP | Remove al old eraployee
iz Forenames |new data (2 years aga) from
(E Surname  fjoiner Go to Tax codes ‘ Goto SMP | database

14 Address first line of address

12 second line Go to NIC codes ‘ Goto SPP (OSPP) ‘

1; Check Gy to Control panel ‘ Go to SPP (ASPP) |

19 Country Go to P11 ‘ Go to SAP |

20 Postcode

2 GotoPed | Eamings Orders |

22 |Date of birth 01/01/19801

23 W - male, GotoP35

24 Gender F - female

25

26 |National | Numb : Transfer data to P60 for)

ational Insurance Number this employee
27
28 |Worksi/ Staff Number 1 | week chid| |

Prepare NINO

30 |Department I:E] (optional, used for payroll analysis) Verification Request
31 (NVR)

32 |[Emnlpument start [ 2amammal
M4 Startup _~ Employers P35 page 1 - P35 page 2 page 3 P35 page 4 - P35 continuation(1) - Control panel
Ready | 7

Select this option to submit a request.

Note: you only receive acknowledgment of submission, you do not receive the proper
response. At some later time (to be confirmed) you run a separate option to obtain the
responses.



Please move to employer screen and scroll down to see:

PAYE2014 w02 [Compatibility Mode] - Micr

Home  Insert Page layout | Formulas Data Review  View Developer -

- = e = ' z 1 Define Name ~ i Trace Precedents Show Formulas B
ff z [ﬂ ﬁ@ @ A,I @ ﬂ m - 5 B ] [ caleuiate Now
e 2 Use in Formula - =7 Trace Dependents ¥ Error Checking -

Insert | AutoSum Recently Financial Logical Text Date& Lookup & Math  More ame . watch || Caleulation [ Calculate Sheet

Function - Used = - - - Time- Reference~ &Trig~ Functions = | Manager B Create from Selection || ., Remove Arrows ~ (&) Evaluate Formula | windouw Options = iz Calculate Sheef

Function Library Defined Names Formula Auditing Calculation
‘ amended hL P ‘ FALSE
A B C D E F G H | J K L M N o] P Q R S =]

72

73

74

75

76

77 Cessation Date —

78

79 Tick if the employer makes NEST contributions O

80

81 Tick if the employee contributions are paid net of tax O

82

83 |Electronic Payments

84 Visit the HMRC website for details

85 about making electronic payments  www hmrc gov uldhowiopay

88 |(Tax codes and NINO Verification Requests)

86
&7 | Start date for RTl answers 01/01/2009] P8 taxcndes‘.) P9 tax codes NINO results

90 Sort Code of Originator's bank

92 Please tick when the employer has joined RTI O These processes m [Sla?lun"f‘;'?\r{m\ ]

93 be used at the staf{ of RTI o

94 Please tick to include RTI Cross reference hash (for BACS) [ (the second maf be optional)

95 Prepare first FPS fprearly

96 |Cut off date for the first FPS
97 |(Only used for the start of RTI and is used to select employees who have left between
98 |(the start of the tax year and the cut off date)

leavers (Start Tl only)

100 Follow these steps to move an employee from an old employer to a new eprp

101 Make sure old and new employers are saved in the database
102 Open the old employer
H 4 » M| Submission . Startup | Employers .~ Employees P35 page P35 page 2 P35 page 3 P35

Ready 2]

ge 4

P35 continuation(1) Controlpanel .~ Whatispd L w W]
| [ O 2005 ) s

The NINO option will retrieve NINOs from previously submitted NINO requests or
from HMRC’s own notifications, typicaly where you have filed a Full Payment
Submission with the wrong employee NINO.

Don’t apply auto, on submission screen
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