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Accreditation Training Courseware
Introduction

About Opera 3

Opera 3 is the most versatile and user-friendly accounting, supply chain management, payroll &
HR, manufacturing and reporting solution from Pegasus Software. A modular solution, Opera 3
enables you to select the components that match your current business model, whilst making it
possible to add further functionality as requirements change. This means that the capability or
capacity of a system can be seamlessly expanded whilst safeguarding the investment.

For more information about Opera 3, select the Solutions link on the Pegasus web site.

=1
—
—_—
o
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=
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=
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>

About this Guide

This Accreditation Training Courseware offers an accompanying guide to the accreditation training
course.

If you are new to Opera 3, read the Getting Started section of the Opera 3 Help that covers the
application in more detail. You can access this from the Windows Start menu, or by using the F1
Key or Help menu when you have logged in to the product.

Opera 3 is available for both Visual FoxPro and SQL Server database platforms. This Accreditation
Training Courseware applies to both database platforms, however, there are certain elements that
are only included in one or the other database, and as such, the relevant sections or paragraphs
are clearly identified with the following labels:

[SQL] - only relevant if you are running the application on an SQL Server database.
[VFP] — only relevant if you are running the application on a Visual FoxPro database.
Sections that are not identified with these labels are relevant to both database types.

For more information, see the section Functional Differences between Opera 3 Enterprise & Opera
3 Enterprise SOL section in_the release guide.

Introducing the module

The Pegasus Opera 3 Payroll is designed to be an integral part of your overall Pegasus Opera 3
Accounting System, although it can be used on a stand- alone basis without integration to the
Nominal Ledger, Costing or Cashbook.

Pegasus has provided all of the functionality necessary for coping with the increasing requirements
and complexities of Payroll to HMRC Standards. For example, optional automated SSP recording
and payments, SMP and OSPP (Birth) processing and Advanced Pension Processing are included
within the product.

Feedback

Pegasus is interested to hear your views on the documents we provide. To give your feedback,
send an email to training@pegasus.co.uk. Please type
“O3Training_Accreditation_PAY12RTIProcessingR1.0.docx Accreditation Training Courseware” in
the subject box.

Please note that product support is not offered through the above email address.
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Key
Icon Meaning
Useful Hint, Tip or Note. General

Example — <) Comments / Notes

Examples
Bh Useful Report obtained from clicking on
the print icon while sitting on the form

=3

During the literature, some basic
Question and Answer / Troubleshooting
points are discussed. May include a few
did you knows...

0 Website link

[ . [ “““““ Exercises / Example solution

Report to XLS

%

Y] Potential Report Enhanced from Opera Il

(K (more than simple field adjustments)
FAQs - Onl

Question Q y

Answer

Red Text (Small) Used to highlight changed (sometimes

removed) legislation, but still found useful
to have in the training manual.

4 Action  Menu example of the
corresponding form.

Training Literature Releases

Release Added Information

R1.0 Originating document for a RTI Processing
Document
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Accreditation Training Courseware
1 Whatis RTI?

1.1 Whatis RTI?

HMRC is introducing a new way of reporting PAYE - called Real Time Information,
or RTI.

From April 2013, employers will be legally required to report PAYE in real time.
This means that information about all PAYE payments needs to be submitted to
HMRC online each time a payment is made as part of the payroll process, rather
than at the end of the year as they are now.

Moving to a real time reporting system will bring PAYE into the 21st century. It will
make operating payroll easier for employers and pension providers and make the
PAYE system easier for HMRC to administer. Over time it will also make PAYE
deductions more accurate for individuals.

Looking ahead, this new way of reporting payroll information will also support the
operation of Universal Credit when the Department for Work and Pensions (DWP)
introduce it in October 2013.

Further information can be found on the following links;

Pegasus (Main RTI) : http://www.pegasus.co.uk/content.asp?Pageld=3620

Pegasus (Factsheet) : http://partners.pegasus.co.uk/downloads/marketing-
materials/rti-quide.pdf

Pegasus (Presentation) :
http://www.pegasus.co.uk/downloads/videos/RTI presentation.wmyv

HMRC : http://www.hmrc.gov.uk/rti/

1.2 Reporting in real time: what’s changing
1.2.1 What it means:

The way you report PAYE information to HMRC will change from your first payday
that’s on or after 6 April 2013. You will report in real time by sending PAYE
information to HMRC for all employees:

e Every time you pay your employees, on or before the time that you pay
them

e Using payroll software, or HMRC’s Basic PAYE Tools, that will calculate
your PAYE and send the PAYE information to HMRC as part of your
routine payroll process

© Pegasus Training Services
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1.2.2 What you'’ll need to do: e

There is work you will need to do to get ready by April 2013:
e Update or acquire software or use a payroll service provider.
e Ensure your employee data is up-to-date, complete and correct.
¢ Register for PAYE Online (if you haven’t already).
e Include some new information in your payroll records.
e Align HMRC's data with yours.

1.2.3 The changes you’ll see:

Here are some of the differences you will see:

Reporting PAYE at the moment Reporting in real time from April 2013

Report PAYE at end of year Report PAYE each time you pay employees when you pay
them — eg if you pay weekly, you will tell HMRC weekly. This
applies to all employers however large or small and how
frequently they pay their employees or pay HMRC.

Send forms P14 Using payroll software, send:
. Full Payment Summary (FPS) each time you pay
employees.

e  Employer Payment Summary (EPS) each month
for adjustments to what you owe.

Send forms P35 . Earlier Year Update (EYU) to amend details for
earlier years where PAYE information was
submitted in real time.

Report starters and leavers using Include starters and leavers on your FPS. Please check the
forms P45 parts 1 and 3, P46, guidance as some of the information you report will change.
P46(Pen) or P46(Expat)

Report PAYE using the HMRC Online Report using commercial payroll software. If you have nine
service (sometimes known as the or fewer employees, some products are available free or you
“portal” or “on-line forms”) can download HMRC's free Basic PAYE Tools.

Report PAYE using paper forms

If you currently operate PAYE, you do If you currently operate PAYE, include all employees in your

not need to include all employees in PAYE reports, including nannies and domestic staff, casual

your PAYE reports employees, part-time staff, students working in their vacation
and those below the Lower Earnings Limit.

No data alignment between employer You will tell us about all your employees when you start

and HMRC records reporting PAYE in real time so that we can align our data
with yours, using an Employer Alignment Submission (EAS)
or FPS (our website has more information).

Use form CA6855 to trace or check a Use payroll software to issue a National Insurance Number

National Insurance Number Verification Request (NVR) to trace or check a National
Insurance Number once you are reporting PAYE in real time
and we have fully processed your first submission.
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1.2.4 Other things to remember:

e Reporting in real time does not change your legal obligation to pay us in full and at
the right time what you deduct from your employees as you go through the year.

¢ HMRC will have a more accurate in-year view of the deductions you are making
from your employees and the amounts you are due to pay to us each month, each
quarter or annually. So HMRC will be able to resolve any discrepancies or errors
more quickly than before.

e You may need to change the way you collect information about your employees to
make sure that you can send your PAYE information to HMRC when or before
you pay your staff.

Real Time Information

Most employers will start operating the new Real Time Information PAYE
processes from April 2013, with all employers doing so by October 2013.

HMRC will send each employer a letter to inform them when they need to start
reporting their payroll information in real time. Employers must make their first
Real Time Information submission on or after the first payment date after their
‘RTI on-board’ date. Some employers are already following Real Time Information
processes because they are in a Real Time Information pilot scheme.

Note: HMRC also refers to Real Time Information as ‘RTI" and ‘Operating PAYE
in real time’.

Real Time Information affects procedures for reporting individuals’ earnings and
pension and annuity payments, for recording new starters and leavers and for
processing the tax year-end:

* Information about all earnings and deductions must be submitted to HMRC for each
pay period rather than at the end of the tax year.

+  Employees who leave must still be given a P45 form but employers must not submit
P45 or P46 returns to HMRC; starter and leaver information must be included when
necessary with a pay period’s Full Payment Submission (FPS).

P35 (Employer Annual Return) and P14 (End of Year Summaries) will not be used at
the year-end; this information will be included in the Employer Payment Summary
(EPS). Employees must still be given their P60 before the end of May 2013.

Changes to PAYE Online Reporting

In the 2013-14 tax year employers will no longer send the following returns to
HMRC because the information will be sent in the FPS or in the EPS:

* P45 Part 3, P46, P46 (Pen) or P46 (Expat) returns (information about new starters)
» P45 Part 1 (information about leavers)
* P35, P14 and P38A returns (information for the year end).

Expenses and benefits for the tax year must still be submitted to HMRC using the
P11D return. Also tax codes and notices will still be received from HMRC as
normal, for example by using HMRC Online Services.

P46 (Pen) —

From 6 April 2009, the
P46 (Pen) return
replaced the P160 form
or PENNOT online
submission. The P160
form or the PENNOT
online submission are
currently used by
pension providers and
employers that run their
own pension or annuity
schemes to inform
HMRC when someone
starts their retirement

© Pegasus Training Services
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Accreditation Training Courseware
2 RTI Preparation

2.1 RTI Data preparations

What should you do?

Make sure your employee data is correct. Review your current payroll processes,
check that the data is in the correct format and perform ‘housekeeping’ of your
employee data to ensure correct spelling of their name, National Insurance (NI)
number and date of birth.

In order to ensure accuracy, you may want to check employee information against
official documents, such as a passport, Birth Certificate or HMRC and/or DWP

documentation.

If an employee cannot find their NI number, they can download Form CA5403
from the HMRC website or call 0845 915 7006. If they have never had an NI
number, then they need to call the Job Centre on 0845 600 0643. Also see the
National Insurance Number Verification Request on page 10.

For further information please visit www.hmrc.gov.uk/rti/dip/get-payroll-right.htm

Py
-
Y
@
ge]
L
=
o
>

How to accurately record your information for RTI
Company Information
= Enter your Accounts Office Reference

= Enter your full company name and address
= Enter your correct Tax District and Reference Number

Employee Information

= Enter the employee’s full forenames and surname (not a nickname, or
shortened name). Do not enter any initials, it must be the full name

= |f the employee has a double-barrelled forename or surname, this must
be entered in full too

= Enter the correct date of birth. This must be in the correct format
dd/mml/yyyy, eg 14/05/1990

= Enter the correct employee’s NI number

For further advice on data quality please visit http://www.hmrc.gov.uk/rti/dip/data-
quality.htm
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There are key employee details that you need to record correctly to help with this,
in particular the following as they contribute most to data quality issues:

= pame - full and official forename(s) and surname
= date of birth, and
= National Insurance number (NINO).

Further guidelines from HMRC as per the instructions in the table below.

Name Title (Mr, Mrs, Dr) —Enter the title in the title box.

—Do not enter it in the forename or
surname box.

Forename(s) and ——Enter the full official forename(s) and

surname surname in the right order and in the right boxes,
taking care to spell them correctly.
—Be careful, as in some official documents
surnames are presented first.

Initials

——Avoid using initials where possible (you
should enter John Smith and not J Smith or
Smith J).

Double-barrelled
forenames (such as
John-Paul)

—Enter the whole double-barrelled forename in
the forename box.

Middle name —If the employee has a middle name, enter it in

full in the appropriate box, not together with the
forename.

—Do not use an initial (enter John Michael
Smith and not John M Smith).

Double-barrelled
surnames

——Enter the whole double-barrelled surname in
the surname box.

Date of birth —Only enter an employee’s correct date of birth.

—Enter the day, month and full year.
—Do not enter a default date of birth or make one up.

National Insurance number (NINO) ——Only enter an employee’s correct NINO. A NINO

begins with two letters, followed by six numbers and
then a final letter which will be either A, B, C or D.

—If you do not know the correct NINO, leave the box
blank. Do not make up a NINO or use a default NINO.

HMRC also require accurate address details, post code and Gender data for RTI
submission.

Before changing to report PAYE information in real time both employers and
organisations paying pensions and annuities must ensure that the employee or
pensioner data they hold in their payroll records are complete and accurate.
Details such as an individual’s name, date of birth and National Insurance number
must be corrected if the information is missing, incomplete, made up or recorded
in the wrong boxes. HMRC advises that the data must be checked and corrected
if necessary before you send your first RTI submission..

Tip: Guidance for employers is included on the ‘Improving your payroll data’
pages on the HMRC web site at www.hmrc.gov.uk/rti/dip/index.htm. These pages
include practical tips to help ensure that an employee’s name, date of birth and
National Insurance number are correct.
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This is a suggested list of steps to check your employee data. These tasks canbe o
completed before upgrading to Opera 3 (1.80) or Opera Il (7.20). .

Checking Existing Data Using the Pegasus RTI Validator

This is a utility available from Pegasus Software that checks whether employee
data is comprehensive and correct. Details that need to be corrected are
highlighted and displayed on a report so that the changes can be completed in the
Payroll application in Opera.

1. Request the Pegasus RTI Validator from your Pegasus partner.

2. Copy the files into the Opera 3 or Opera Il Client installation folder.
The default Opera Il installation folders are (where XXX is either VFP or SQL):
+» C:\Program Files\Pegasus\Client XXX\ or C:\Program Files (x86)\Pegasus\Client XXX\
The default Opera 3 installation folders are:

* C:\Program Files\Pegasus\O3 Client XXX\ or C:\Program Files (x86)\Pegasus\O3 Client
XXX\

3. Run the relevant program and log on using your usual Opera login ID. The file that you
need to run depends on the edition of Opera 3 or Opera |l that you use:
» rtiv.exe (for Opera Il VFP installations) or rtivsgl.exe (for Opera Il SQL installations)
« rtiv3.exe (for Opera 3 VFP installations) or rtiv3sqgl.exe (for Opera 3 SQL installations).
Only users who normally use the Payroll - Processing form, and therefore have menu

access permissions for that form, can use the utility. For assistance please use the
rtivReadme.html file that accompanies the utility.

Using Opera 3 or Opera ll

1. Print the Employee Record Print report (Payroll - Periodical Reports) for all payroll groups.
This report displays each individual’'s name, address and National Insurance number,
along with pay details for the current period and year-to-date. Check these details for each
individual to ensure that they are comprehensive and correct:

* Forenames and surname. They should match the name shown on official documentation
like a birth or marriage certificate, or on official HMRC correspondence.

« Date of birth. If this is unknown it must be left blank.

* National Insurance number. This is usually two letters, followed by six digits, followed by
a letter. It can be found on a P60 certificate, a payslip or a PAYE Coding Notice; or a letter
from HMRC, Department for Work and Pensions or Jobcentre Plus. If the National
Insurance number is not correct it must be left blank rather than being recorded. See
www.hmrc.gov.uk/payerti/employee-starting/verify-nino.htm for details. If the employee
does not know their number they can request it from HMRC using form CA5403. You can
apply on their behalf using form CA6855.

2.1.1 RTI Data Validator

2.1.1.1  Why run RTI Validator?

Most employers will be required to submit their employee’s pay period data to
HMRC in real time from the start of the 2013-14 tax year. This utility will help you
to validate your data now well before your first RTI submission to HMRC. It will
identify employee data that is either missing or is in the wrong format expected by
HMRC. You can then correct it if necessary before the first submission is sent to
align the data you have with HMRC records.

NB: This is a chargeable utility
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2112

A different utility is available for Opera 3 and Opera 3 SQL (1.40 & later), and
Opera Il Enterprise and Opera Il Enterprise SQL (7.00 & later). Each utility
performs the same tasks but is designed specifically with your Opera edition in

mind.

Installing RTI Validator

:.EIQ

OD [ » RTIValidator

~ [ 4 ||[ Search ATi Validator 2|

File Edit View Tools Help

3 Libraries
[ Documents

& Music

&] rtivReadme html 12/12/2012 16:46

Organize *  Includeinlibrary v Sharewith v Bum  Newfolder = Al @
X Favorites Name Date modified Type Size
14 Downloads rtiv.frt 12/12/2012 16:47 Microsoft Visual F... 17KE
“El Recent Place rtiv.fre 12/12/2012 16:47 Microsoft Visual F... 17 KB
B Desktop S rtiv3.exe 12/12/20121709  Application 11,844 KB

HTML Document

25KB

All the files must be copied into the Opera Client installation folder.

N
@uv| .. v Computer » OSDisk (C:) » Program Files (x86) » Pegasus » O3 Client VFP »

L 1 (=" <) - =)

Organize v Include in library « Share with = Slide show Burn Compatibility files
i Mame Date ) Type Size Ta
rtiv.frt 05/12/2012 13:59 Microsoft Visual F... 17 KB
rtiv.fne 05/12/2012 13:59 Microsoft Visual F... 17 KB
S rtiv3.exe 05/12/2012 13:59 Application 11,844 KB
¥ ReportBuilder.app 19/10/201213:19 Microsoft Visual F... 722 KB
¥ ReportQutput.app 19/10/201213:19 Microsoft Visual F... 232 KB
¥| ReportPreview.app 19/10/201213:19 Microsoft Visual F... 131 KB

StockControl.ch

19/10/2012 13:18

CH File 445 KB

These files are included with the RTI Validator:

Opera 3 SQL
rtiv3.exe rtiv3sgl.exe
rtiv.frt rtiv.frt
rtiv.frx rtiv.frx

Opera Il Enterprise

rtiv.exe
rtiv.frt
rtiv.frx

Opera Il Enterprise SQL

rtivsgl.exe
rtiv.frt
rtiv.frx

These are the default Opera Client installation folders (they may not match your

set up if an alternative location was used when the Opera Client was installed):

64-bit Windows 32-bit Windows

Client SQL

Opera 3 C:\Program Files (x86)\Pegasus\O3 C:\Program Files\Pegasus\O3 Client
Client VFP VFP
Opera 3 SQL C:\Program Files (x86)\Pegasus\O3

C:\Program Files\Pegasus\O3 Client
SQL

Opera Il Enterprise C:\Program Files

(x86)\Pegasus\Client VFP

C:\Program Files\Pegasus\Client
VFP

Opera Il Enterprise C:\Program Files

SQL (x86)\Pegasus\Client SQL

C:\Program Files\Pegasus\Client
SQL
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2.1.1.3 Activating RTI Validator

Notes
Once you have copied over the files, the frist time you run the utility you must
activate it.
r
ay Activation I“-I
Thank you for purchasing Pegasus Opera 3 RTI Validator
To activate the utility please supply the key you have been provided.
Company Name: | Pegasus Software Ltd Activation Date: | 111212
Address: Orion House Licence Mumber: | 12345
Qrion Way Serial Number: | FDEHHDFIGADGFDBEPSER
Kettering
Activation Key: |
Morthants
UK
Post Code: MM15 6PE
Once activated it will adjust the Opera.sys with confirmation the RTI validator can
be used.
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2.1.1.4 Using RTI Validator

To run the utility double-click the RTI Validator ‘exe’ file in the Opera client folder.
The usual Logon form is displayed - log on in the same way as you log on to
Opera. You just need your Opera login details (login ID and password) and to
have security rights to the Payroll — Processing form. If you use multiple systems
you can also log on to these in the same way.

=
Opera 3 RTI Validator Logon

Licensed for use: Pegasus Software Ltd
Orion House
Qrion Way
Kettering
Morthants
MM 15 6PE

Licensed User(s): 5 Users

Release Mumber; 1.80.00 (63)

Licence: 12345

Serial Mumber:  VWUI3G5]5139HUEEBPWEL

To enter Opera 3 RTI Validator you must supply
a valid user name and passward,

User I1.D.: | ANTOMY

Password;

Logon on will take you to the main working screen.

v Pegasus Opers 3 RT1 Validator 100 - Orion Vehicles Leasing (=SS )
B
)

Payroll RTI

- ~
e M &

Opera

Interested in Pegasus CIS?

ruction project suffers 150% cost
ate, there's clearly a great need for
1 tite 3n0 within budget - and

binar

Centre to help you keep

financial position of your company and

Refresh Dock | @ext

120HY002 |[=P92Q92E& P

e
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Select Validation Report from the navigator or ribbon bar.

aw Pegasus Opera 3 RTIValidator 1.00 - Orion Vehicles Leasing

|'/e1 L

Payroll RTI

3™ &
@ 'Y &
Date & Validation

Company Report
Actions

Logon

The Select Groups form is displayed so you can select the payroll groups you
want to check.

& Select Groups

-
W |Weekly

Action ] @ [

The utility will then read your employee’s data and display each employee’s
record in a grid. If any changes are needed these are highlighted for you on the
screen and on the report. The utility displays the data by payroll group and then

by department.
L RTIValidator == =h|
Show
E All Employees
Exceptions only

A Departments [~] © Dupiicate NINOs

Ref Title  Forenames Surname NI Number DoB Address Line 1 Address Line 2 Postcode Dept Group
1001 Irr Richard Godson GY548374A |03/06/1952 |6 The Grove wiston Mallet NM4 TRV [ADMN B
1003 IMr David Charles [Welington ~ [WE187556D [20/04/195% |65 Hemmingway Court Beechwell NMS 35T [ADMN
2001 Mrs  |Laura Quigley IX692876D  |12/09/1932 |12 Laurel Road Kettering MM15 5FH  [ADMN
3002 Mrs  |Anne Owen IAZ5098434 |27/02/1966 14 Wilson Road Kettering MM16 7LL  |ADMM
3004 Mrs  |Pamela Fadden TL104978A [21/12/1971 |3 Shelley Road Kettering NM16 937 [ADMN
4001 Mrs  |Joan Elsworth CE1039846 |24/08/1971 |3 Rose Avenue Kettering MM16 415 [ADMN w
4002 s |Jill Fisher MA439875D |12/05/1948 |44 Regent Street Kettering NM15 9SW [ADMN w
4003 Mr Harrold Saddler [TH120471M  |12/04/1971 12 Green Lane Kettering MNM16 8QQ |ADMM w
4004 Mrs  |ms | WE789078C |12/03/1975 |11 The Hedgeway Peterborough PE4 7BX ADMN w
TEST sdf  |edf cdf <BLANK> 01/01/1980  |<BLAMNK: <BLANK > <BLANK>  [ADMN 5 E
2003 Mrs  |Liz Gins ES5382378  |26/01/1953 |55 Harley Road Kettering MM158K1 [LEAS
4008 Mr Mark Johnson KRE523784 |25/11/1975 17 The Close Kettering <BLANK= |LEAS w
2002 Irr Brian Jones ES569871A |11/11/1957 (152 Crowborough Lane Marley NM14 6KW [SALE
3003 IMr Gary Derwent NW104598B |15/10/1963  |104 Stone Road Kettering NM16 5K5  [SALE
3005 Mr Denis Jackson HM409128C  |22/02/1968 51 Green Lane Kettering MM16 6TE |SALE
3008 Mr Stephen Mewheart AA123412A8 |16/11/1968 |43 St Andrew's Close Peterborough PE1 3RX SALE
1002 Irr Andrew Gregory BESS8375C |12/02/1964 |4 London Road Marston NM7 5RG  [TECH
2004 Miss  |Wendy [Turner NW598237B |13/06/1972 |79 Grange Avenue Kettering INM16 6DN  [TECH
3001 IMr Keith Harris CE398743D |17/08/1966 |39 Ward Road Kettering MM15 4TT  [TECH L4
3007 Mr Stuart [Thompsan KRE523784 |27/05/1981 13 Bridge Street Hanslope <BLANK= [TECH
i‘DDE g Gary Harper MSD34336X  |23/04/1984 |22 High Street <BLANK > <BLANK> [TECH w 2
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You can filter the employee records in three ways:

. All employees (regardless of whether there are data issues)

. Only those employees with data issues (what are referred to as exceptions in
the utility)

. Only records with the same National Insurance numbers.

s RTIValidator

Show
Al grops B © Al Employees
() Exceptions only

All Departments || ) Duplicate NINOs

Ref Tile  Forenames Surname MI Number Dol

Data for these fields from the employee details file are checked according to
HMRC requirements:

. Title

o Forenames
. Surname

o NI Number

. Date of Birth

. Address Line 1
. Address Line 2
. Post Code.

Exceptions are displayed at the bottom of the form. For example, if a post code is
missing or a National Insurance number is invalid, this information will be
displayed after the field is selected. There may be some scenarios where the data
does not meet HMRC requirements but the utility does not highlight an exception.
For example, an employee’s full forename or names must be used in a
submission but the utility will not highlight it if an employee’s forename is
abbreviated.

2.1.1.5 The RTI Validator Report

After running the utility you can read the report on screen, print it, save it as a file
or send it via email. You must then close RTI Validator and log in to Opera using
your Opera login ID if corrections need to be made.

v Pegasus Opera3 Rl Validator 1,00 - Orion Vehicles Leasing

T e T e e (=)
B M 100% -] [EJe= B8 B &

Orion Vehicles Leasing RTI Validation Report
Created on 13/1212012 at 16:08

ForGroup : All groups

For Department : All Departments

Showing : Exceptions only

Orion Vehicles Leasing RTI Validation Report

Ref sumame Forenames Title NINO Date of Address Line 1 Address Line 2 Postcode
Birth

Department : ADMN

2001 Quigley Laura rs JXBS26760  78/09/7832 12 Laurel Road Kettering NM16 5FH
532 on s e or o e ampye= IS aver 7O

4003 Saddler Harrold Mr INT20471M  12/04/1871 12 Green Lane Kettering NMN16 BQQ
Temporary N1 Numbars ar2 10 kanger VAL I yau a1 DN T2 STOIgyaES NI Number han IS3ve 1 DA

4004 1 ms rs WET89076C  12/0311875 11 TheHedgeway Peterborough PE4 7BX
The Foranames agpsar 1o coman a Te
The Sumam i 3 ngie GraGoE. 1 S B2 3 COMpESE Tame

TEST sdf saf sdf <BLANK> 0110141980 <BLANK> <BLANK> <BLANK>

The N Numaer ks .
Aayess o2 115 B,
Adiress Lna 21k biank,
The postoase s éssing

© Pegasus Training Services

Page 18



Accreditation Training Courseware - O3Training_Accreditation_PAY12RTIProcessingR1.0.docx

2.1.1.6 Correcting the Data in Opera

Use the Payroll — Processing form to correct the details displayed on the RTI
Validator report. Remember to log out of RTI Validator first before logging in to
Opera because your user ID will otherwise be in use.

2.1.1.7 Checks performed by the utility

The following apply to forenames and surname

.. is a single character. It should be a complete name.

.. appears to be a pair of initials. It should be a complete name.

.. appears to contain a Title. [Mr, Ms, Dr, Mrs, Miss]

.. contains invalid characters.

.. does not appear to be a real name.
Applies to OTHER, DUMMY, X, XX etc, TEST, TEMP, STAFF, CASUAL,
WORKER, CLEANER, STUDENT, KNOWN, UNKNOWN, DO NOT USE,

Surname Fields
The surname contains a space.
Titles, forenames and surnames Fields

A single character title is not valid.

The employee’s forename(s) are missing.
The employee’s surname is missing.

The first character of ... must be alphabetic
The ... contains invalid characters.

NI Number Field

The NI Number is blank.

The NI Number contains all the same digits.

The NI Number contains the sequence 123456.

The NI Number must be nine characters long.

The first two characters of the NI Number must be letters.

D, F, I, U, and V are not valid letters for the first character of the NI Number.
D, ,F, 1,0, U, and V are not valid letters for the second character of the NI Number.
Temporary NI Numbers are no longer valid. [e.g. TNnnnnnn]

The NI Number prefix is invalid.[e.g. AQnnnnnn]

The NI Number prefix is not valid this year. [e.g.NCnnnnnn]

Characters three to eight of the NI Number must be numeric digits.

The last character of the NI Number must be A, B, C, D, or a Space.

Age (DOB Field)

The employee’s date of birth is blank.

Based on this date of birth the employee is under 16.
Based on this date of birth the employee is over 70.

The employee's start date must be after their date of birth.
The date of birth must be today or earlier.

© Pegasus Training Services
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Address Field(s)

The address is blank.

The address is a single character.

Address Line 1 [2] contains one or more invalid characters.

First character of the Address Line 1 [2] must be a letter or number character.

Post Code Field

The postcode is missing.

The postcode contains too many spaces.

The postcode contains invalid characters.

The postcode must be six to eight characters long (including the space).
The first and second parts of the postcode must be separated by a space.
The second part of the postcode must be three characters long.

The first character of the postcode must be a letter.

The last two characters of the postcode must be letters.

The second part of the postcode must begin with a numeric digit.

The second character must be a numeric digit for this form of postcode.
The second or third character (or both) must be numeric digits for this form of Postcode."
The second character must be a letter for this form of postcode.

The third character must be a numeric digit for this form of postcode.

The second character of the postcode cannot be 'I' or 'Z".

2.2 Manually Checking Data

The data may be checked manually. The key information required for successful
RTI processing requires the following fields to be accurate;

2.3 Correcting Existing Data Before Upgrading Opera

After checking the completeness and accuracy of each individual’s forename, surname and
National Insurance number, any errors must be corrected before the first Real Time
Information submission is sent.

1. Open the Processing form (Payroll - Processing) for all payroll groups. Use either the
List tab or the search form (CTRL+F) to find the individuals.

2. The forenames, surname and National Insurance number are recorded on the General
tab. Amend them for each individual as necessary.
Names

* Enter full forenames and not initials

* Enter forenames and surnames in the correct order
» Make sure the spelling is correct

* Do not put titles in name boxes

Each employee’s forenames and surname should match the name shown on official
documentation like a birth or marriage certificate, or on official HMRC correspondence.

Date of birth

* Enter the full day, month and full year. If this is unknown it must be left blank.
National Insurance number
This is usually two letters, followed by six digits, followed by a letter. It can be found on
a P60 certificate, a payslip, a PAYE Coding Notice, or a letter from HMRC, Department
for Work and Pensions or Jobcentre Plus. HMRC use the National Insurance number
to keep an individual’s entitlement to benefits up to date; if the wrong number is used,
the employee’s entittement may be affected. If the number is not known it must be left
blank; a 'dummy' number must not be used.

See www.hmrc.gov.uk/payerti/employee-starting/verify-nino.htm for details.
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231 Company Information

e Accounts Office Reference
e  Full company name and address
e Tax District and Reference Number

Payroll & HR - Payroll — Utilities — Set Options

Main group — Tab 1

Options Page 2 || Options Page 3 |

Sort Code : 348222 ] HsBC ple
Bank Account Mo. : 32873545 Kettering Branch

Account Name : ORIOM WEHICLES

BACS System : HSBC E
PAYE Reference : 360/453968

Tax District : Kettering |

Accounts Office Ref, : 123PX45678901

Current Tax Year : 1213

P32 Co. Consolidation ID :

P32 Payment Frequency :

P32 by Income Tax Month

ChId Maint, ER ReT, Mo, : i_
Use Real Time Information

Monthly
) Quarterly

Company Name : Orion Vehicles Leasing
Address : Orion House

Orion Way

Kettering

Morthants
Post Code : MM15 6PE
Telephone : 01536 435000 Facsimile : 01536 495001
Contact: Mr James Drage VAT Reg. No. : 112 233242
Home Currency Sterling Tax Description : VAT
Company E-mail :
Company Web Site :
Data Path : WWUKKENAANGELLO1103 SERVER VFP DYNAMIC\DATA |E]

o

View
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2.3.2
23.21

e Forename
e Surname

Employee Information
Using Payroll Forms

e Date of birth (This must be in the correct format dd/MM/yyyy, eg 14/05/1990)

e NI number

e Gender

e Address Line 1
e Address Line 2
e Post Code.

o Title

Payroll & HR - Payroll Processing

Payroll & HR - Payroll Processing — Action — Details & Bank (Tab 1)

payroll Process 001 - Richard Godso (23w
pemo || st |
Employee Ref : | 1001 Group : | ’T“ Monthly
Surname : | Godson |
Forenames : | Richard |
Title :
Dept Code : ADMN |L| Administration
Profile : Directors
Start Date : B Age :
Date of Birth : | 03/08/1952 LJ Net Pa 351,00
Gender : EI Male EJ;;C:I Suridry
N.1.Code : A E Not C/O Standard Aeeti WE} Holiday Days : NI Number — @
N.IMumber: | GYS48374A start Week: Days Absent : [JREIE B Currently you can
S— S— APP Held : | teaveate: [ /7 . submit a CA6855 form
|—| [ Trade Dispute  Adv: Special P45 Produced: [] which acts as a NINO
[ Scottish Tax Verfication Request
http://www.hmrc.gov.uk/
Action - ] [I_.nd;de]—hsmd ] @ forms/ca6855.pdf
View Y

Bank Sort Code : 20-45-77 |Z| Barclays Bank
Account Number : 65498654 Kettering Branch
Payee : R GODS0OM
B/Soc Roll Mumber :
Bank Reference : 44953
Address : 6 The Grove
Wiston Mallet
Morthants
Postcode NMNg TRW
Employee LEL : 0.00
Employee UEL : 0.00

Current :

SCON

Student Loan
Deceased

(oon] @
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2.3.2.2 Using Reports

Employee Record Print

Use this report to produce a listing of employee details. You can select a range of
employees to be included and specify a date to print on the report. The report
shows information for each employee, including personnel details and payments
and deductions for the current period and for the year to date.

Note: You can use various other reporting “methods” to extract the relevant data
to check — such as reporter reports, XRL, Dashboards, PIM or other applications
using appriate connection (i.e ODBC Links) to the data.

To Produce the Employee Record Print

Open the Payroll folder and then click Periodical Reports or click the Payroll &
HR tab on the Ribbon Bar and then click Payroll - Periodical Reports.

Click Employee Record Print. If you are using groups, in the Select Payroll
Groups list, click to select the group(s) you want to process and then click OK.

In Sequence, click to select the sequence you want to apply to the report and
then, under Range, enter the start and end references.

In Report Date, enter the date you want to print on the report.

If you do not want to include employees marked as leavers, clear the Include
Leavers option.

Click OK.
On the Publisher form, click the tab to select the output device you want to use

and then complete any settings or options you want to apply to the output device.
To process the output, click Publish.

L3 Employee Record Print EI = @

5
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Range
First Employee : | 1001 |z| Godson
Last Employee : | DFG [=] drs
ReportDate: | 18/12/2012
Indude Leavers
2 e o i
% Report Preview - Employee Record Print (squgpi7.frig [
Orion Vehicles Leasing Employee Record Print Asatperiod 02 18122012 Page
Employee Ref 1001 MrRichard Godson
‘_)) Male Bank D
b Department Administration 6TheGrove Payee Name R GODSON
Wiston Mallet Bank Sort Gode 20-45.77
Growp Manthly Northaris Bank Account No. 65495654
Building Society. Ref.
Autopay Code 44958
NN4 TRW ChequeNo
General Informa < Cash Book »
NI Code A Date ofBirth 1011111888 Mominal Cods 310
NI Humber Start Date 01/01/1985 Cash Baok Type
COMP Member N
Weeks Holiday o ddionalib.
SSP Days 5§ PassportNo.
Hours Worked
TaxCode K1z Holiday Entitiement W00 s outs e
Pay Method Cheque Gross Previous 000 art 08/05/2006
Pay Frequency Tax Previous ppo  FIMWEnd 12i052008
DeptGode ADMN Lower Earnings Limit 000  StudentLoan N
To-Dat
Total Total: NIHistory Totak
Grass Pay 9000.00 ERTD EETD Earnings UptoLEL LELto PT PTto UAP UAPto UEL Dir. Per  SCOMNRef
Taxable Pay 7650.00 StudentLoan A 115558 45702 900000 46400 17000  2703.00 20300
Tax to date 249118 Charity
Tax ref. withheld OSPP Birth
ssp OSFP Adopt
SMP sap
Pensionabie 9000.00
Nat Net Pay Arr. Pen 2;22 :‘dm' "
Met Pay Arr. Pen 1350.00 op!
Taxable Benefits Total Absence *Toml 115588 a57.92 900000 46400 17000 270300 20300
Total Hol. Days
Total SPDays 2
This Period
Total Pay Employers NI Taxable Benefits Pensionable Pay Round BIF
Taxable Pay Employees NI Not Net Pay Arr. Pen NIEamings Round CF
Tax Payable Net Pay Arr. Pen Net Pay
Perm. Value Temp. Val Units Rate This Period B/fwd Bal Cifwd Bal
Basic 9000.00 30960.00 Up to LEL
Eos CoPen 450.00 LELto PT.
Ers CoPen 350,00 PTto UAP
30000 UAPto UEL
AEEarnings
Qual, AE Eam.
Eam. Above AETrig
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2.4 Upgrading the Software

Note: This checklist details the suggested steps for this process. Please amend
as necessary for local requirements.

This section includes the steps required to upgrade to either Opera 3 (1.80) or
Opera Il (7.20) before completing the year-end tasks in the Payroll application.
After upgrading the software some additional data about employees will need to
be recorded for Real Time Information.

Important: Upgrade your software before processing the final pay period of the
tax year.

2.4.1 Before Upgrading the Software

1. Run the System - Utilities - Backup command to back up each company’s data files.

2. Close Opera and make sure that no one is logged in to the system.

2.4.2 Upgrading the Software on the File Server

The upgrade process involves updating both the Server software and Client
software.

IMPORTANT - OPERA 3 ONLY: A FULL MICROSOFT .NET FRAMEWORK 4
MUST BE INSTALLED ON THE OPERA 3 SERVER. IF IT IS NOT INSTALLED
THE INSTALLATION OF THE SERVER SOFTWARE WILL BE PREVENTED.
TWO VARIANTS OF MICROSOFT .NET FRAMEWORK 4 ARE AVAILABLE:
THE CLIENT PROFILE AND THE EXTENDED FRAMEWORK. THE EXTENDED
FRAMEWORK MUST BE INSTALLED; IT IS AVAILABLE FOR DOWNLOAD
FROM THE MICROSOFT WEB SITE AT

WWW.MICROSOFT.COM/DOWNLOAD/EN/DETAILS.ASPX?ID=17851.

3. Upgrade the Opera Server software to Opera 3 (1.80) or Opera Il (7.20) using the supplied
Opera CD. The Installation Setup menu is displayed when the CD is inserted into the
computer or when Menu.exe is run from the main folder.

Click either Opera 3 or Opera Il as relevant for the installation and then click the Install ...
option. Follow the instructions on the screen until the upgrade is finished. If you need
assistance with the upgrade, follow the instructions in the relevant section in the product’s
Installation Guide. You can open the guide from the Setup menu shown above. Use the
‘Upgrading from earlier versions' bookmark on the left of the installation guide to find the
relevant section.

4. Upgrade the client software on the server computer by running Opera on the Opera Server
as normal and then clicking the Yes button on this form to upgrade the software.
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The release of Opera 3 found on this client does not match that found
2 .A on the server:
Server location: C:\Program Files (x86)\Pegasus\O3 Server VFP\

Would you like to run Setup again from C:\Program Files
(x86)\Pegasus\O3 Server VFP\Client Setup\Exe\setup.exe?

You must enter a new activation key when you log on. This is provided with the software.
Follow the instructions in the relevant section in the Opera Installation Guide if you need
assistance with the upgrade. Use the 'Upgrading from earlier versions' bookmark on the left
of the installation guide to find the relevant section.

Run the System - Utilities - Update Data Structures command on each company to update
the installation to the new data structures and update the PAYE, National Insurance,
Statutory Payments for the new tax year. This may take some time if there are many
companies or if there are companies with large data sets to update. If the Additional Systems
feature is used the process must be completed for each system.

r" Update Data Structures

Please select the companies to update with the statutory rates
3 supplied by HMRC as shown in Payroll on the PAYE/NI/Stat. Payments
form:
Table 1 will become effective from 06/04/2012
Table 2 will become effective from 06/04/2013

,

Orion Vehides Leasing

Note: Rates and thresholds for Scottish Courts Earnings Arrestment Orders will be
automatically updated even if you choose not to update the statutory rates.

2.4.3

Upgrading the Software on the Client
Computers

The upgrade process also involves updating the Client software on client
computers.

Upgrade the client software by running Opera on each client computer. This message is
displayed if the Server software has already been upgraded on the Opera file server.

"Opera3 =

-

_ The release of Opera 3 found on this client does not match that found
I % ontheserver
Server location: C:\Program Files (x86)\Pegasus\O3 Server VFP\

Would you like to run Setup again from C:\Program Files
(x86)\Pegasus\03 Server VFP\Client Setup\Exe\setup.exe?

7 -

Click the Yes button to upgrade the software.

The Update Data Structures command must be run on each company if it was not run from
the Server computer.
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2.5 Check Existing Employee Data for RTI after
Upgrade

If each individual’s forename, surname, date of birth and National Insurance
number have not already been checked for completeness and accuracy, this must
be done now. Any errors must be corrected before the first Real Time Information
submission is sent.

1. Open the Processing form (Payroll - Processing) for all payroll groups. Use either the List
tab or the search form (CTRL+F) to find the individuals.

2. The forenames, surname and National Insurance number are recorded on the General tab.
Amend them for each individual as necessary.
Names
* Enter full forenames and not initials
* Enter forenames and surnames in the correct order
» Make sure the spelling is correct
* Do not put titles in name boxes

Each employee’s forenames and surname should match the name shown on official
documentation like a birth or marriage certificate, or on official HMRC correspondence.

Date of birth
* Enter the full day, month and full year. If this is unknown it must be left blank.
National Insurance number

This is usually two letters, followed by six digits, followed by a letter It can be found on a P60
certificate, a payslip, a PAYE Coding Notice, or a letter from HMRC, Department for Work
and Pensions or Jobcentre Plus. HMRC use the National Insurance number to keep an
individual’s entitlement to benefits up to date; if the wrong number is used, the employee’s
entittement may be affected. If the number is not known it must be left blank; a ‘dummy’
number must not be used.

See www.hmrc.gov.uk/payerti/employee-starting/verify-nino.htm for details.

3. Open the Set Options form (Payroll - Set Options) for the main payroll group. Then check
that your PAYE reference and Accounts Office Reference are entered correctly.

NB: You can use the help guidance from the earlier chapters to help check the
required information
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2.6  Register for PAYE Online (if you have not done
so already)

Using PAYE Online for employers
http://www.hmrc.gov.uk/payerti/getting-started/using-paye-online.htm

HM Revenue & Customs (HMRC) sends important notices and messages to
employers that they need to correctly operate PAYE. You can read these notices
and messages through the PAYE Online service, and also set up emalil
notifications so you know when there's a new message or notice.

PAYE Online is also how you submit certain PAYE returns and requests to
HMRC. And you can use it to view your current tax position.

It may be more convenient for you to use the PAYE Desktop Viewer (PDV) to
read some of the information sent to you by HMRC, and some commercial payroll
software may allow you to read messages and notices and submit certain returns
directly too.

You can browse and register online. Remember you must register and confirm
your details for using HMRC Gateway.

https://online.hmrc.gov.uk/login?GAREASONCODE=-
1&GARESOURCEID=PayeAorEAII&GAURI=https://online.hmrc.gov.uk/paye/&Re
ason=-1&APPID=PayeAorEAII&URI=https://online.hmrc.gov.uk/paye/

{@ HMRC: Login - Windows Internet Explorer

@u - |g [PURCEID=PayeAorEAIIGAURI=https://online.hmrc.gov.uk/paye/8iReason=-1&APPID =PayeAorEAII&URI= hitps://online.hmrc.c

File Edit View Favortes Tools Help

i Favorites | 5% [ Suggested Sites » 2| Get more Add-ons ~

55|~ @ HM Revenue & Customs: ... | @ HM Revenue & Customs: ... | @& HM Revenue & Customs: .. | @ HMRC: Login X
(@) HMRevenue Online Services
& Customs

HMRC home | Contactus | Help

Welcome to HMRC Online services

Existing users New user
If you are already signed up to use HM Revenue & To sign up to use HMRC Online Services and to register a
Customs (HMRC) Online Services and have a business for HMRC taxes, please click the 'Register’

Government Gateway account, please enter your User button below.
1D and password, then dick the 'Login' button below.

» Digital Certificate user

Please note: Fields are not case sensitive.

User ID: @ ‘
» Erequently Asked Questions (FAQs)
password: @ ¥ Computer requirements

P View a3 demo of HMRC's services
L » Registration and Enrolment process

» Digital Certificate user

» Lost User ID?
» Lost password?
¥ Lost or expired Activation PIN?

» If you have lost both your User ID and password
please contact the HM Revenue & Customs (HMRC)
Online Services Helpdesk.

News

Are your contact details up to date?
It's really important that your contact details are kept up to date so that HMRC can confirm your submission receipt by|
email and you can obtain new passwords online.

Are you having problems logging in?
If you've entered the wrong User ID or password three times or more, your account will be locked and you won't be
able to use HMRC Online Services for the next two hours.

Online Security
We are committed to your security. Find out how we keep you safe online and what you can do to protect yourself
online.

Online Service Availability
HMRC regularly provides information detailing HMRC Online Services Availability. You can also view current important
issues that you may come across when using HMRC Online Services on the HMRC service issues pages.

@ Crown Copyright | HMRC Terms & Conditions | HMRC Privacy policy | HMRC Accessibility
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2.7 Recording New Data about Individuals

Employers and pension providers may need to record new information about the
individuals they pay. These details will have to be saved in new boxes in the
payroll application and included in the Real Time Information submissions.

Employers may need to develop new processes to get this information from
individuals and record it in their payroll software.

These new details must now be recorded:

*  The approximate number of hours worked in a week. The employee will be aligned
with one of these relevant HMRC bands when their details are submitted:

o Upto 15.99 hours
o 16t029.99 hours
o 30 hours or more
o Other.

*  Whether the individual is paid on an irregular basis, for example a seasonal worker or
someone on maternity leave or long term unpaid absence for three or more months.
This includes people with earnings below the Lower Earnings Limit (LEL) or those paid
just once a year.

*  Whether an individual has been paid in the current pay period but has also had time
off that is unpaid.

*  Whether an individual is paid a pension or an annuity but the payment is made to a
third party, for example a trustee.

*  Whether an individual is drawing funds from a pension or an annuity.

*  The individual’'s passport number if it was checked as part of ensuring that they have
the right to work in the UK.

This must be updated for each Employee

Payroll & HR - Payroll Processing — Action — Details & Bank — Additional
Information (Tab 2)

‘* Details & Bank: 1001 - Richard Godson

Details & Bank

Number of MNormal
Hours Worked : 0.00

Passport Mumber :

[ 1rrequiar Employment Payment Pattern
[ Unpaid Absence
"] Pension Payment to a Non Individual

|| Employee is being paid an Occupational Pension or Annuity

NB: Leaving the Normal Hours Worked blank or 0 means it is classed as “Other”

NB: If users are unsure of when to set or use settings, flags or anything related to
RTI or Payroll, we recommend contacting HMRC for further clarification and help

Why do HMRC
require the -.
normal hours
worked?

Normal Hours Worked are
generally required to help
calculate out Tax Credits.
This will probably also be
used when the Universal
Tax Credit is introduced.

For example;

http://www.hmrc.gov.uk/tax
credits/start/claiming/incom
e-hours/work-out-hours.htm
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Number of Normal Hours Worked
Indicate one of the following 4 bandings that is most

appropriate to your Passport Number
employee, based on the number of hours you expect them to Enter your employee’s passport number,
normally work in a week: including UK or non UK passports. You
a) Up to 15.99 hrs enter the passport number where you have
b) 16-29.99 hrs collected it as part of your checks that the
¢) 30 hrs or more, or employee is entitled to work in the UK.
d) Other (0 or blank denotes Other) http://www.businesslink.gov.uk/bdotg/actio
If your employee is on paid leave, for example annual leave or n/layer?r.11=1073858787
sick leave, please report the normal hours worked. You do not have to do this for employees

engaged before you join RTI.

EE is being paid an
Occupational Pension
or Annuity
Indicate ‘Yes' for the first and
= every payment of pension or

.."D Irregular Employment Payment Pattern income provided from

» [ registered pension schemes
|:| Pension Payment to a Mon Individual

Irregular Employment ————

Payment Pattern 1T Hours Waiked :
g Passport Numlhii:(‘.:

Indicate ‘Yes’ if your employee is
paid on an irregular basis, for
example;

» casual or seasonal employees
whose employment contract 3t
continues

» employees on maternity leave,
long term sick leave or leave of
absence and will not be paid for a
period of three months or more —
but you still regard them as
employees

h|

:': E] Employee is being paid an Occupah'ohal Pension or Annuity

Pension Payment to a
Non Individual

If entry needed indicate

‘Yes’. For example payments

to a body such as a Personal

Unpaid Absence
Indicate ‘Yes’ if your employee’s pay in
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2.7.1 Recording Additional Data for Real Time Notes
Information. . T
Some additional data about individuals must be collected so new procedures may
need to be developed for this. New boxes have been added to Opera 3 (1.80) or
Opera 1l (7.20) so the software must be upgraded before this data can be
recorded. Some of the requirements apply only to certain individuals, for example
people drawing funds from a pension or annuity. Other requirements, for example
the hours worked per week, apply only to employees rather than pensioners. See
www.hmrc.gov.uk/payerti/getting-started/rti.htm for details.
Note: This information can be recorded after completing the year-end by following
STEP 8 on page 15. However it MUST be entered before sending your first Real
Time Information submission.
1. Open Processing form (Payroll - Processing) for all payroll groups and update each
employee’s record with additional information
For each employee do the following:
i. Use the List tab or use CTRL+F to select the employee.
ii. Open the Details & Bank form and select the Additional Information tab.
iii. Enter the details and select the necessary options for the selected employee.
iv. Close this form and then select the next employee to update.
2.7.1.1 For Employees
2. In the Number of Normal Hours Worked box, enter the approximate number of hours that the
employee normally works in a week. The employee will be aligned with one of these relevant
HMRC bands when their details are submitted:
. Up to 15.99 hours
e 1610 29.99 hours
e 30 hours or more.
e  Other
3. Select the Irregular Employment Payment Pattern option if the individual is paid on an
irregular basis, for example a seasonal worker or someone on maternity leave or long term
unpaid absence for three or more months.
Note: HMRC will check if an employee has not been paid for a certain period of time and will
treat them as having left that employment. Including this indicator on every FPS submitted for
that employee avoids that happening
4. Select the Unpaid Absence option if the employee's pay has been reduced due to being on
unpaid absence during this pay period.
5. In the Passport Number box, enter the passport number for the individual if their passport
was checked to ensure they have the right to work in the UK.
2.7.1.2 For Pensioners
2. Select the Pension Payment to a Non Individual option if the individual is paid a pension or
an annuity but the payment is made to a third party, for example a trustee.
3. Select the Employee is being paid an Occupational Pension or Annuity option if the individual
is drawing funds from a pension or an annuity.
© Pegasus Training Services Page 30


http://www.hmrc.gov.uk/payerti/getting-started/rti.htm

Accreditation Training Courseware - O3Training_Accreditation_PAY12RTIProcessingR1.0.docx

2.8 Other RTI Changes & Considerations in Opera

2.8.1 Paying Employees by BACS through a BACS
Accredited Software Supplier

HMRC has introduced a new requirement for BACS payments that are made
through a BACS Accredited Software Supplier (BASS) or through a BACS
Approved Bureau using the employer’'s own Service User Number (SUN). These
payments are made from the employer through the BACS system rather than
indirectly through internet banking with a ‘high street’ bank.

‘Hash’ Reference

The payment format includes an additional reconciliation reference (used to
create a ‘hash’ reference) which is used in the FPS for the pay period. This will
enable HMRC to cross-reference the data against the BACS payment. It will also
assist DWP’s administration of the Universal Credit.

This new BACS payment format does not affect employers who pay their
employees by cash or cheque, or electronically using internet or telephone
banking using a high street bank. Their payment method does not need to change
for Real Time Information.

New RTI BASS BACS Payment Options

If an employer uses a BASS supplier to pay their employees, they will need to
select a new BACS payment format in the payroll software. This will only affect
employers that currently use the ‘STDBACS’ format in Opera Il and Opera 3 and
the ‘Albany BACS’ format in Capital Gold Payroll.

Important: Please note other BACS formats (such as HSBC, Nat West etc) are
not affected by this HMRC BACS payment format. Employers that use these
formats do not need to change the BACS format they use in their payroll software.

2.8.2 HMRC Generic Notification Service

The Generic Notification Service (GNS) will be used to send notifications like
reminders, instructions and warnings to employers electronically using the existing
Data Provisioning Service (DPS) or Electronic Data Interchange (EDI) channels.

From October 2013, the GNS will also be used for the following:

*  non-filing
+ late filing
* late payment warning notices.

These notices are intended to help employers and remind them when a Full
Payment Submission or payment is not received as expected.

Selecting the new BACS format if require (i.e only if using STDBACS) must be
done in Set Options.
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Payroll & HR - Payroll — Utilities — Set Options

Main group — Tab 1

Options Page 1 | Options Page 2 ” Options Page 3 |

%+ St Options : Monthly Group (Licensed for 50 Emplo:

BACS System :

PAYE Reference :
Tax District :
Accounts Office Ref, :
ECON :

Chid Maiot,_FR Ref o,

Sort Code : 34-82-22 E HSBC plc
Bank Account Mo @ 32873945 Kettering Brans
Account Name : ORION VEHICLES

2.8.3 Payment Profiles Form
2.8.3.1  Trivial Commutation Payments

A new combo box is available on the Payment Profile form to mark these profiles
for relevant pensions as ‘trivial commutation payments’, which is a term used by
HMRC for small pension funds which are paid in full. The default setting for this
new option is ‘No’ so it does not need to be changed unless one of the other
settings is relevant. These payments need to be identified separately in a pay

period's Full Payment Submission (FPS).

[ 3 Payment Profile : 001 - Basic EI'E'@
General | List
Payment Code: 001 Description : Basic
Type : E Default [ Mask NL Code
[ClPrint i Zera Nominal Code : | W110 Q
[ Multiply for Holidays Retain Units
Print Balance Taxable
Balance Description : | Year T.D. NI‘ab\e
Auto Align : N E Mone [V]pensionable
Hal'able
Balance Mumber : 0 7] Attachable
Last Modified Date : | 15112012 [#] Auto Enrolment
Triv. Commut. : _E
Mo

9

View

These options can be selected as appropriate for the type of lump sum paid in

place of a small pension:

Triv. Commut. Lump Sum
Other Lump Sum (Per/MNon)
Other Lump Sum (OccfPub)

*  Trivial commutation lump sum (TCLS)
*  Other lump sum (from personal pension schemes)

*  Other lump sum (from occupational/public service pension schemes).

2.8.3.2 Benefits in Kind

A new payment type has also been added for benefits in kind. The non-cash
benefits are also referred to as ‘Payroll Benefits’ and can only be used when
HMRC agree to it. The benefits, which are provided in addition to an employee’s
salary without their tax code being modified, are subject to either NI or Income

Tax.
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There is a wide range of benefits in kind, for example company cars, or interest-
free loans, and free accommodation. Most of these benefits are taxable but there
are some exemptions.

&% Payment Profile : 017 - NEW PAY = =
General |
Payment Code: 017 Description : BIK
Type : Ell~| senefitinkind [ Mask NL Code
D [05PP. Erth ~ Q
E 0.5.P.P. Adopt
F 5.A.P. [ Retain Units
T S.M.P. Top-up F
] A.5.P.P. Birth ‘E ‘ Taxable
Balance Descripfon s & AT Caflarale s pmpy | NI 'able
B Benefit in Kind - )
) || Pensionable
Auto Align : 1 n Permanent
? | Hol'able
Balance Number : i} [ Attachable
Last Modified Date: | / / [T Auto Enrolment
Triv. Commut. : | No IZ|
9

Modified

Note: Benefit in kind payments are calculated in Opera for the 2013-14 tax year
and later because where relevant they need to be included in Real Time
Information submissions.

[ Opera 3 &J

.’.._..\.

{ , Benefit in Kind payments will only be calculated from the 2013/14 tax
W year onwards.

Further information may be found @
http://www.hmrc.gov.uk/guidance/cwg2chapter5. pdf

2.8.4 Leavers Form

One of the requirements is to identify an employee who has left an employment
and been given a P45 but is then subsequently paid. For example, where they
leave and are paid as normal but then it is realised that another payment is due,
like an overtime payment. The Leavers form (Processing - Action - Leavers) now
includes a new box called Payment After Leaving to record payments for
employees who have already left but are then paid.

This new box can be selected when an employee who has already left (D-type
leaver) is reset to an employee who left in this period (L-type leaver). It is hidden
until the start of the 2013-14 tax year.

& Leavers =

Leaver Flag : E Leaver this period

leaveDate: | 13/04/2013 E]

Leave Period : =

Payment After Leaving
) ok Cancel
i
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2.8.5 To_Date Form NOtes .............
The To-Date form (Processing - Action - ‘To - Date’) has been redesigned for
when Real Time Information is in use. New boxes have been added and others
have been removed, for example the boxes related to P45 and P46 returns, which
will be obsolete when Real Time Information is in use. The top section is now
called ‘Starter Details’ that includes details for new starters, including whether
their first FPS has been sent to HMRC.

&+ To-Date: 1001 - Richard Godson (=2
tails | | NI To-Date Details || 5SP Details
Starter Details
Status : | Unknown IZ| Present Circumstances : | A - Employee's first job since last 6th April
EEA [ Employee's First FPS Already Submitted
EPM& Recently Bereaved Annual Pension :
Pay & Tax from Previous Employment that applies to the Current Tax Year
Gross Pay : 0.00 Tax Paid : 0.00
oo o
Taxable Pay : 0,00 Tax Paid : 0,00 S5P 0,00
Met Pay
Gross Pay @ 0.00 Arrangement Pension : 0.00 SMP : 0.00
. Mot Met Pay .
Pensionable Pay : 0.00 Arrangement Pension : 0.00 QSPP Birth : 0.00
Student Loan : 0.00 Charity Contributions : 0.00 OSPP Adopt : 0.00
Total Absent Days : 4 Taxable Benefits : 0.00 SAP: 0.00
Holiday Days Taken : 0.0 ASFF Birth : 0.00 ASPP Adopt 0.00
Rounding B/ffwd : 0.00
These sections have been removed:
*  ‘General Details of Previous Employment’
* ‘Pay & Tax from Previous Employment as Shown on the P45’
*  ‘Details Provided by You’.

Note: You must still record a previous employment’'s gross pay and tax for the

current tax year on this form.

2.8.6 ASPP Forms
If an employee is paid ASPP for new births or for adoptions, their partner’s
forenames, surname and National Insurance number must also be included in the
Full Payment Submissions (FPS) for the pay period.
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&' ASPP (Birth) Details : 100

General || Entilement

Memo :

1 - Richard Godson

= ]

Partner Details

Surname :

Forenames :

M.I.Mumber
)
View

The ASPP Birth and ASPP Adopt forms (Processing - Action - Statutory
Payments - ASPP) include new boxes on the Memo & Misc tab (renamed from
Memo) to include some details of the employee’s partner.

2.9 CMEC & Pensions Auto Enrolment

Child Maintenance En

forcement Commission

As the Child Maintenance Enforcement Commission (CMEC) was closed in
August 2012 and its responsibilities moved to the Department of Works and
Pensions, all references to CMEC in Opera have been removed. Now the ‘Child
Maintenance Service’ (part of the DWP) is referred to instead of CMEC..

/@ Child Maintenance - DWP - Windows Intemet Explorer

G-

HEIRIEY|CES

File Edit View Favorites Tools Help

i Favorites | 5 [ Suggested Sites + 2] Get more Add-ons v

[ Child Maintenance - DWR 1

f - B - O & - Page~ i

| @ Department for Work & Pensions

AtoZ | Whats new | Accessibility | Cookies | Cymraeghafan |a- A A+

About DWP Newsroom Consultations Policy Publications Research and statistics Contact us

Home
Aout DWP

Customer delivery

Publications

Browse by role

http://www.dwp.gov.uk/about-dwp/customer-delivery/child-maintenance/

Child maintenance

The Department for Work and Pensions (DWP)is responsible for the child maintenance system in Great Britain. It funds information
and support for separating parents and runs the statutory child maintenance schemes.

‘The Child Maintenance and Enforcement Commission website closed on 1 August 2012. This page explains how DWP now manages
the child maintenance system in Great Britain

In July 2012, the Gov da consultation about the child system so the emphasis is placed an

supporting families to make their own arrangements.

3 Supporting separated families: securing children's futures

The Government set outits vision for child maintenance in an earlier consultation in January 2011

search for 2 Search
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2.10 Pensions Auto Enrolment

Employees Who Reach 75

When an employee reaches state pension age they must not be auto enrolled but
they can opt in to a pension if they want to. When an employee reaches 75 they
can neither be auto enrolled nor can they opt in to a pension.

The Pensions Regulator has clarified some of the requirements for these
employees. In particular that payroll software must check whether employees
reach the state pension age or 75 on their assessment date rather than at the end
of the pay reference period.

These changes have been made:

The Payroll - Calculation command now checks whether an employee has either
reached their state pension age or 75 on their assessment date. Relevant
warnings are still displayed on the audit report which is displayed after the
calculation.

* The Payroll - Global Changes - Auto Enrolment Updates form now displays a
warning message if any employees are found to be aged between 60 and 75 and
the relevant boxes are selected to update the employees’ auto enrolment status
or auto enrolment category.

" Auto Enrolment Updates @
j—J The following updates will be applied by this process :
Auto Enrolment Status = Auto-Enrolled
Auto Enrolment Date = 13/12/2012
Please select or de-select the employees reguired.
-
Ref Grou Cpera 3 { I Categ. CurrentStatus  »
Mone
~ 1002 al Mone E
| 1003 Female employees who are aged between 60 and 75 or male employees 1 Mone
« | 2001 ! . who are aged between 65 and 75 have been selected. [s it appropriate e None
2002 for the auto enrolment update to be applied to these employees? ] N
jone
| 2003 Do you want to continue? ] MNene
+| 2004 al Mone
| 3001 If you are unsure you will need to find out the state pension age for 1 Mone
| 3002 each of the affected employees before running this update, 3] None -
« *
Press F5, or double-di
Press Fé to de-select Yes I [ No ]
When you are ready, L
2 Com [ oe ) o=

Tip: The Pensions Regulator may sometimes clarify the requirements for auto
enrolment so additional information may need to be recorded. It is possible to
enter additional memo information regarding the auto enrolment of employees on
the Memo tab of the Payroll - Processing - Pensions - Auto Enrolment Details
form and the Notes box on the Payroll - Utilities - Auto Enrolment Settings form.
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2.11 Upgrading Online Filing Manager

Note: This checklist details the suggested steps for this process. Please amend
as necessary for local requirements.

This section includes the steps required to upgrade to Online Filing Manager
(3.30) so that the P35 (Employer Annual Return) and P14 (End of Year
Summaries) can be submitted online and Real Time Information submissions can
be sent during the 2013-14 tax year.

Most employers must send the year-end returns online.
2.11.1 Before Upgrading the Software

1. It is advisable to upgrade Online Filing Manager after upgrading to Opera 3 (1.80) or Opera Il
(7.20). It must be upgraded before submitting the year-end returns and Real Time Information
submissions to the Government Gateway.

Make sure Online Filing Manager is closed.

2.11.2 Upgrading the Software

2. Upgrade to Online Filing Manager (3.30) using the Opera CD. The Setup menu is displayed
when the CD is inserted into the computer or when Menu.exe is run from the main folder.

Click Pegasus Online Filing Manager and click Install Online Filing Manager. Then follow the
instructions on the screen until the upgrade is finished.

If you need assistance with the upgrade, follow the instructions in the relevant section in the
product’s Installation Guide. You can open the guide from the Setup menu shown above. Use
the ‘Upgrading from earlier versions of Online Filing Manager’ bookmark from the left pane to
find the relevant section.
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Accreditation Training Courseware
3 Year End 2012-2013

With the introduction of Real Time Information in the new tax year, this will be the
final year that the employer's P35 and each employee’s P14 returns must be
submitted to HMRC. Most employers must still file the returns online although

some are allowed to use paper returns.

3.1 Matrix of Software Changes

These tables provide lists of the new statutory requirements and indicate whether

Opera and Online Filing Manager (OFM) have changed for each requirement.

2012-13 tax year Opera

1. The format of the employees’ P60 (End of Year Certificates) is v
the same as last year but some older P60 options have been
removed. Two formats are still available in Opera. Each
employee must still receive their P60 for this tax year by 31
May 2013 using one of the remaining options.

2. The PAYE End of Year wizard in Online Filing Manager has x
changed so that employees’ P14 (End of Year Summaries)
and your P35 (Employer Annual Return) can be filed as normal
for this tax year.

3. Other changes have been made that affect the software both v
before and after the 2012-13 year-end :
« All references to Child Maintenance Enforcement
Commission (CMEC) now refer to the ‘Child Maintenance
Service’, which is part of the Department of Works and
Pensions.
« Additional checks for employees who reach 75 and new
options on the Auto Enrolment Updates wizard to allow
employees to be selected based on a range of postponement
dates.

<
®

Q

=

m
S

(o
N
o
[
R
N
o
=
w

Note: The format of the P11D form is the same as last year.

2013-14 ta year Opera OFM

which means that they will need to report PAYE in real time.
This will affect most employers from 6 April 2013. The
remaining employers will be affected between April and October
2013.

1. Real Time Information will be introduced for all employers, v v

will change, as will the tax allowances.

2. The PAYE, NI and Statutory Payments rates and bandwidths v X

£16,365 per annum.

3. The student loan threshold will increase from £15,795 to v X

pension auto-enrolment thresholds.

4. The Department of Works and Pensions has changed the v X

used when earnings arrestments are calculated.

5. The Scottish Court Service has changed the earnings bands v >
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3.2 End of Year Returns

The format of the year-end paper returns and the online files for filing to HMRC
using Online Filing Manager have not changed for this year-end. However, some
older P60 options are no longer available to use because of low demand last year

for the relevant stationery.

These options have been removed from the End of Year Returns form:

Removed Option

Peg. Continuous 12 inch P60

Old Stationery Codes

TAX-830P

Peg. Laser Portrait P14/P60

TAX-402P, TAX-405P, TAX-410P, TAX-425P, TAX-
202P, TAX-205P, TAX-210P, TAX-200

These options for P60s are available for this year-end:

Option

P60

HMRC Single Sheet (Laser Portrait)

Stationery Codes Supplier

P60 (Single Sheet) HMRC

Peg. Laser P60 Mailer (and file
copy)

MAL-P60 (OPERA): this is a sealed Pegasus Business
P60 that was also available last Forms

year. These are sealed by the heat

of the laser printer.

MAL-P60PS (PEG): this is a new
format which is the same format as
the MAL-P60 but is a ‘peel and seal’
version of the form. This format
means the returns can be printed
and then checked at a later time
before they are sealed. It has a
protective seal to peel off and fits a
wide range of printers.

This option must be used to file P14 and P35 returns online:

PAYE This creates the year-end file with P14 details for the 2012-13 tax year to submit to
HMRC using Online Filing Manager (3.30). The file for this uses the naming
convention x_PAYEQOY_g.NET, where x is the company ID and g is the code for the
payroll group or groups.

Note: The Prepare Internet P35 command must be run to gather the P35 figures
after using this option.

% End of Year Returns

severce: [T

Range
First Employee : | Godson

LastEmployee : | Turmer

(@ HMRC Single Sheet (Laser Portrait) P60
() Peg. Laser PE0 Mailer (and file copy)
() Internet Service for PAYE

IZ| Richard
IZ| Wendy

@ Incude Leavers

() Exdude Leavers
() Leavers Only

Report Order
(@) Alphabetic
(7 Employee Ref
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3.3 Completing the Tax Year-End

Note: This checklist details the suggested steps for this process. Please amend
as necessary for local needs.

This is a reminder of the tasks that employers submitting their year-end returns
online must carry out at the end of the 2012-13 tax year for each of the companies
in Opera after upgrading to Opera 3 (1.80) or Opera Il (7.20).

These steps should be followed for each company after calculating all the
employees’ payments and deductions using the Calculation command. If payroll
groups are used these steps must be followed for each group. If the Additional
Systems feature is used - which allows more than 36 companies to be used - the
process must be completed for each system.

3.3.1 Before Completing the Year-end
1. Take a data backup, run the System - Utilities - Backup command to back up each company.
2. Check that the Current Tax Year box on the Payroll - Utilities - Set Options form is set to

1213 for the 2012-13 tax year.

3.3.2 Completing the Year-end

3. Print the Payroll - Summary Reports - To-Date Summary report, which provides an audit trail
for every employee for the income tax year to date.

4. Open the Payroll - P32 Processing form and make sure funding and payments are up to date.

If other companies in Opera are marked to be consolidated into a P32 consolidation ‘parent’
company, use the Consolidate P32 command on the Action menu in that company to combine
the P32 values. Then add values if necessary to update funding and payments using the
respective command on the Action menu.

5 Open the Payroll - EOY/Special Reports - End of Year Returns form and select the Internet
Service for PAYE option to create the .NET file for online submission of employees’ P14 (End
of Year Summaries).

6. Open the Payroll - EOY/Special Reports - Prepare Internet P35 form to create the .NET file for
online submission of the P35 (Employer Annual Return). If other companies in Opera are
marked to be consolidated into a P32 consolidation ‘parent’ company, the .NET file must be
created in the parent company.

Check the ‘Recovered’ and ‘Compensation’ values for Statutory Payments and amend them if
required. Then select OK. A confirmation message is displayed before it is possible to submit
the returns to HMRC using Pegasus Online Filing Manager. If you decide to do so, follow the

instructions in the Filing year-end returns using Online Filing Manager checklist.

7. Open the Payroll - EOY/Special Reports - End of Year Returns form and print the required P60
(End of Year Certificates) for all employees. For guidance on the different options, please see
the Help topic for this form.

8. Open the Payroll - EOY/Special Reports - Print P35 Substitute form and print a file-copy P35
Deductions Working Sheet if required. Employers that are allowed to submit their year-end
returns on paper can use this option to print the P35 on HMRC stationery.

9. Print the Payroll - EOQY/Special Reports - Pay/Ded List to print a file copy of the list of
payments and deductions for the final pay period. Then print any other reports needed for the
final pay period.

10. If Payroll is linked to the Nominal Ledger, run the Payroll - Utilities - N/L Analysis command to
update the Nominal Ledger.

11. If Payroll is linked to the Cashbook, run the Payroll - Utilities - Cashbook Transfer command to
update the Cashbook.

12. If employees are paid by BACS, run the Payroll - Payment Reports - Produce & List BACS
command to create the BACS payment file.
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13.
14.

15.

16.

Run the Payroll - Utilities - Update command for the final pay period.

Run the Payroll - EOY/Special Reports - End of Year Cleardown command. This clears the to-
date values such as income tax and NI contributions from the employee’s records and makes

the payroll ready for the next tax year. Click to select those you want to clear balances or press

F5 to select all payments and deductions.

Check that the Current Tax Year box on the Payroll - Utilities - Set Options form is set to 1314
for the new tax year. Also, check the 2013-14 pay calendar on the Payroll - Utilities - Calendar

form to ensure that the details are correct.

To retain a copy of the data before processing in the new tax year, run the System - Utilities -

Backup command to back up each company's data.

3.4
Manager

The format of the XML file used by Online Filing Manager to file the P35
(Employer Annual Return) and P14 (End of Year Summaries) returns online has

changed:

Submitting End of Year Returns in Online Filing

Mj Z_PAYEQYP35.NET - Notepad

l:.'@ﬂh

\Bla Edit Format View Help

k2013360453968

00000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000

* The tax year has been changed to 2012-13
* The year-end date has been changed to 5 April 2013.

| Z_PAYEOY_ W.NET - Notepad = e S
File Edit Format View Help
HL[ENTERPRIS3] 360453968 KETTERING 20140RION VEHICLES LEASING 33333331 7
21001 GoDsoN RICHARD 03061930M6 THE GROVE WISTON MALLET NORTHANTS
NN4 RW K12 GYs48374A
000000000000 00000000000
00000000
21002 GREGORY ANDREW 1202196414 LONDON ROAD MARSTON NORTHANTS
NN7 SRG S63L  BES983TSC
000000000000 00000006000
00000000
21003 WELLINGTON DaVID CHARLES20041959M65 HEMMINGWAY COURT BEECHWELL NORTHAMPTONSHIRE
NNG 521l WE1B7556D
000000000000 00000000000
CHARLES 00000000
22001 UTGLEY LARA 19091932F12 LALREL ROAD KETTERING NORTHANTS
NN1G SFH 521L IX692876D
000000000000 DODBOOOGOOD
00000000
22002 JonES ERIAN 111119571152 CROWSOROUGH LANE MARLEY NORTHANTS
NN14 GKW 563 ESSE9871A
000000000000 00000006000
00000000
22003 GIns L1z 26011553F55 HARLEY ROAD KETTERING NORTHANTS
S 8K 131 ESS8ERITE
000000000000 00000000000
00000000
22004 TIRNER WENDY 13061972F79 GRANGE AVENUE KETTERING NORTHANTS
16 GDN 521L NWS98237B
00000000000 DODOOOOGOOD
00000000
23001 HARRIS KEITH 17081966189 WARD ROAD KETTERING NORTHANTS
6 4TT Se3L  CE3987430
000000000000 00000000000
00000000
23002 owEN ANNE 37021966F14 WILSON ROAD KETTERING NORTHANTS
NNLS 7LL 565 AZ509843A
000000000000 00000006000
00000000
23003 DERWENT GARY 15101968H104 STONE ROAD KETTERING NORTHANTS
NNIG 5KS 4451 NW1D4S38E
000000000000 00000000000
00000000
23004 FADDEN PANELA 21121971F9 SHELLEY ROAD KETTERING NORTHANTS
NN1G 97 521L TL104978A
000000000000 DBDOOBOGOD
00000000
23006 NEWHEART STEPHEN 16111968M43 ST ANDREW'S CLOSE PETEREORQUGH
PEL Se3L  AAL23412A
000000000000 00000006000
00000000
23007 THOMPSON STUSRT 27051581H13 BRIDGE STREET HANSLOPE BEDFORDSHIRE
SEIL KRES2ITEA
000000000000 00000000000
00000000
24001 SWORTH 108K 24081971F8 ROSE AVENUE KETTERING NORTHANTS
NN1G 815 563L  CE1039848 A32101170114520004700000299863 0000138293
000000000000 00001602665
00000000
24002 FISHER I 12051948F44 REGENT STREET KETTERING NORTHANTS
NN1G 9SW 563 MA439875D A32101170109570004000000285356 0000132333 03777
000000000000 00001530744
00000000
24004 L us 12031575F11 THE HEDGEWAY FETER BOROUGH cames
FE4 7EX 521L  WE783075C A321011701548000141, 15855096
000000000000 00035100300
00000000
24005 HARPER GaRY 230419840
SE3L NSDB43EEX A32101170152120000000000353330 DODOLEZ550 13760
000000000000 00001959240
00000000
24006 JoHNSON MARK 25111975H17 THE CLOSE KETTERING NORTHAMPTONSHIRE
S63L  KR652378A A32101170165270000000000427260 0000198330
00000000000 DODOZ03076D
00000000
25001 FUTTON LaRRY 27031952010 HOPFET CLOSE ERAMELESIDE KETTERING
NORTHANTS N1S 60D SE3L  WE298776C A321011701872001410000005 47830 0000245070 7140

000000000000 00002626170

300007587387 000017428556 0DDDO130000120

00000000

Note: Almost all employers must file their P35 (Employer Annual Return) and
their employees' P14 (End of Year Summaries) returns online.
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3.5 Filing Year-End Returns using Online Filing
Manager

Note: This checklist details the suggested steps for this process. Please amend
as necessary for local needs.

This is a reminder of the tasks to carry out in Online Filing Manager after
completing the year-end tasks in Opera at the end of the 2012-13 tax year. The
submission must include the .NET file/s for the P35 (Employer Annual Return)
and P14 (End of Year Summaries) created in Opera 3 (1.80) or Opera Il (7.20).

If more than one company in Opera has the same employer's PAYE reference,
Online Filing Manager will submit their .NET files together only if they are in the
same folder when the submission is sent. You must copy them to a common
folder before sending the submission.

Important: The deadline date for the submission is 19 May 2013.

3.5.1 Sending a Test Submission

1. Check that Online Filing Manager (3.30) is installed. To check, run Online Filing Manager
and click the Help menu. Then click About.

2. Run the Processing — Send a Test Submission — Test PAYE End of Year command to send
a test submission to HMRC.

The .NET file that includes the year-end information is saved in the company’s data folder.
This is different for the various Windows products; for example: c:\Documents and
Settings\All Users\Application Data\Pegasus\Server XXX\Data or c:\ProgramData\
Pegasus\O3 Server XXX\Data (where XXX is either VFP or SQL).

3.5.2 Sending a Live Submission

A LIVE SUBMISSION WILL BE REJECTED BY HMRC IF THE EMPLOYER'’S
GOVERNMENT GATEWAY CREDENTIALS ARE INCORRECT OR IF A
PROBLEM EXISTS IN THE FILE THAT WAS NOT DETECTED IN A TEST
SUBMISSION.

3 Run the Processing — Send to Government Gateway — PAYE End of Year command to send
the P35 and P14s to HMRC. The .NET file that includes the year-end information is saved in
the data folder for the company. This is different for the various Windows products; for
example: c:\\Documents and Settings\All Users\Application Data\Pegasus\Server XXX\Data
or c:\ProgramData\ Pegasus\O3 Server XXX\Data (where XXX is either VFP or SQL).

EACH EMPLOYER CAN MAKE ONLY ONE LIVE SUBMISSION TO HMRC PER TAX YEAR
SO ALL .NET FILES MUST BE SUBMITTED AT THE SAME TIME. THE SUBMISSION
MUST BE SENT BY 19 MAY 2013.

4. A message is normally displayed to indicate whether the submission has been successfully
received by HMRC or has failed. Print and save the report as required.

If a message is not displayed after sending a live submission, check the status of the
submission by running the Processing — Check Submission Status command.

THE TIME NEEDED FOR A MESSAGE TO BE DISPLAYED DEPENDS ON HOW MANY
EMPLOYERS ARE SENDING SUBMISSIONS AT THE SAME TIME. DO NOT SEND THE
SUBMISSION AGAIN UNLESS YOU ARE SURE THE ORIGINAL SUBMISSION HAS
FAILED.
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Accreditation Training Courseware
4 Starting the New Tax Year 2013-2014
4.1 Matrix of Software Changes

This table provides a list of the new statutory requirements and indicates whether
Opera and Online Filing Manager (OFM) has changed for each requirement.

4.2 Rates and Bandwidths for NI, PAYE and Statutory
Payments

n
—
L
2013-14 ta year Opera OFM (=2
IESS—————_—————————_——_——_——~—~——~—~—~—~—~—~—————.= S
1. Real Time Information will be introduced for all employers, v v le)
which means that they will need to report PAYE in real time. —
This will affect most employers from 6 April 2013. The (':Dr
remaining employers will be affected between April and October >

2013.
2. The PAYE, NI and Statutory Payments rates and bandwidths v X CED
will change, as will the tax allowances. -
3. The student loan threshold will increase from £15,795 to v X o)
£16,365 per annum. X
4. The Department of Works and Pensions has changed the v x <
pension auto-enrolment thresholds. 8
5. The Scottish Court Service has changed the earnings bands v X =
used when earnings arrestments are calculated. B
=
&
N
(@]
=
NN

From 6 April 2013, the National Insurance, Income Tax and Statutory Payments
rates and bandwidths will be the following:

4.2.1 NICs Bandwidths

WWEENY 2 Weekly 4 Weekly Monthly Yearly
Lower Earnings 109 218 436 473 5668
Limit (LEL)
Secondary 148 296 592 641 7696
Threshold (ST)
Primary Threshold 149 299 597 646 7755
(PT)
Upper Accrual Point 770 1540 3080 3337 40040
(UAP)
Upper Earnings 797 1595 3189 3454 41450
Limit (UEL)

Contributions percentages are unchanged at 12% on earnings above the PT up to
and including the UEL and 2% on earnings above the UEL. COSR rebate is 1.4%
on earnings above the LEL up to and including the UAP. Married Women'’s
Reduced Rate remains at 5.85%.

Employer and employee NIC rates are unchanged from the 2012-13 tax year.
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4.2.2 Employer (Secondary) NIC Rates

Not Contracted Out Contracted Out (COSR)
A /B, C&J D,E&L

Above UEL 13.8% 13.8%

UAP - UEL 13.8% 13.8%

PT - UAP 13.8% 10.4%

ST-PT 13.8% 10.4%

LEL - ST * 0% 3.4%

Contributions percentages are unchanged at 13.8% on earnings above the ST.
COSR rebate is also still 3.4% on earnings above the LEL up to and including the
UAP.

* This band is the NIC rebate percentage for earnings between the LEL and ST.

4.2.3 Employee (Primary) NIC Rates

Std Red Def Std Red Def
A B J C D E L
Above UEL 2% 2% 2% NIL 2% 2% 2%
UAP - UEL 12% 5.85% 2% NIL 12% 5.85% 2%
PT - UAP 12% 5.85% 2% NIL 10.6% 5.85% 2%
ST-PT* 0% 0% 0% NIL 1.4% 0% 1.4%
LEL - ST * 0% 0% 0% NIL 1.4% 0% 1.4%

Std = Standard, Red = Reduced, Def = Deferred

Contributions percentages are unchanged at 12% on earnings above the PT up to
and including the UEL and 2% on earnings above the UEL. COSR rebate is 1.4%
on earnings above the LEL up to and including the UAP. Married Women’s
Reduced Rate remains at 5.85%.

* These bands are the NIC rebate percentages for earnings between the LEL and
the ST and between the ST and the PT.

4.2.4 Income Tax Rates & Bandwidths

The Basic Rate bandwidth will be reduced from £34,370 per annum to £32,010
and the Higher Rate bandwidth now starts at £32,011. The Additional Rate will be
taxed at 45% rather than 50% but the bandwidth has not changed.

2012-13 2013-14

Basic rate 20% £0 - 34,370 20% £0 - 32,010
Higher rate 40% £34,371 - 150,000 40% £32,011 - 150,000
Additional rate 50% £150,001+ 45% £150,001+
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425 Tax Allowances

The Income Tax Personal Allowance will be increased from £8,105 to £9,440.
Other allowances have also changed.

2012-13 2013-14 Change

Income Tax Personal Allowance £8,105 £9,440 £1,335

Personal Allowance for people aged 65-74 £10,500 £10,500

Personal Allowance for people aged 75 and over  £10,660 £10,660

Married Couples Allowance (aged less than 75 £7,705 £7.915 £210

and born before 6th April 1935)

Blind Person’s Allowance £2,100 £2,160 £60
4.2.6 Changes in Tax Codes

There will be a general uplift of tax codes with suffix ‘L’. These suffix codes
increase by 134; code 810L becomes 944L. The emergency tax code with effect
from 6 April 2013 is 944L.

4.2.7 SSP Rates

From 6 April 2013, the weekly rate for days of absence due to sickness has
increased from £85.85 to £86.70 for employees with average weekly earnings of
£109 or more.

4.2.8 SMP, SPP (Ordinary & Additional) and SAP
Rates

The weekly rate of SMP, OSPP and ASPP, and SAP has increased from £135.45
to £136.78.

The amount of Statutory Maternity Pay paid to an employee for payment weeks
starting on or after Sunday 7 April 2013 remains unchanged at 90% of the
employee’s average weekly earnings (the earnings-related rate) for the first six
weeks of payment. For the remaining weeks, it will be the lesser of the standard
rate of £136.78, or the earnings-related rate, which is 90% of the employee’s
average weekly earnings.

For both Ordinary and Additional Statutory Paternity Pay and Statutory Adoption
Pay, the weekly rate paid to an employee for payment weeks starting on or after
Sunday 7 April 2013 will be the lesser of the new standard rate of £136.78, or the
earnings-related rate, unchanged at 90% of the employee’s average weekly
earnings.
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4.2.9 Small Employers Relief

The recovery and compensation rates for Small Employers Relief (SER) and the
classification of a small business have not changed.

»  Employers who qualify for SER are those with a total annual Class 1 NICs including
primary (employee) and secondary (employer) liability of £45,000 or less.

*  Employers who qualify for SER are allowed to recover 100% of Statutory Payments
(SMP, OSPP, ASPP & SAP) paid to their employees plus 3% compensation.

+  Employers who do not qualify for SER can recover 92% of the Statutory Payments
paid to their employees.

4.2.10 Student Loan Threshold

From 6 April 2013, the student loan threshold will increase from £15,795 to
£16,365 per annum.

4211 Pensions Auto Enrolment

A requirement of the Pensions Act 2008 is that the thresholds for auto enrolment
are reviewed annually. Subject to confirmation by the Department of Works and
Pensions, the Earnings Trigger for Auto Enrolment and the Lower and the Upper
limits of the Qualifying Earnings Bands (QEB) remain aligned with the PAYE
Threshold.

| Threshold 2012-13 2013-14

Earnings £8,105 £9,440 Aligned with the PAYE Threshold
Trigger

QEB Lower £5,564 £5,668 Aligned with the Lower Earnings Limit (LEL)
Limit

QEB Upper £42,475 £41,450 Aligned with the Upper Earnings Limit (UEL)
Limit

© Pegasus Training Services

Page 46



Accreditation Training Courseware - O3Training_Accreditation_PAY12RTIProcessingR1.0.docx

4.2.12 Scottish Courts Earnings Arrestment Orders

Subject to confirmation by the Scottish Courts Service, the earnings bands that
are used in the calculation of earnings arrestment orders (a Scottish Court Order),
are the following:

Deductions from Weekly Earnings

Net Earnings Deduction

Not more than £106.17 Zero

More than £106.17 but not exceeding Greater of £4 or 19% of earnings exceeding £106.17
£383.74

More than £383.74 but not exceeding £52.74 plus 23% of earnings exceeding £383.74
£576.92

More than £576.92 £97.17 plus 50% of earnings exceeding £576.92

Deductions from Monthly Earnings

Not more than £460.06 Zero

More than £460.06 but not exceeding Greater of £15 or 19% of earnings exceeding £460.06
£1,662.88

More than £1,662.88 but not exceeding £228.54 plus 23% of earnings exceeding £1,662.88
£2,500

More than £2,500 £421.07 plus 50% of earnings exceeding £2,500

4.2.13 Updating Rates & Thresholds

The rates and thresholds must be updated prior to processing in the new Tax
Year.

4.2.13.1 Update using UDS

Run the System - Utilities - Update Data Structures command on each company
to update the installation to the new data structures and update the PAYE,
National Insurance, Statutory Payments, Pensions Auto Enrolment and Scottish
Courts Earnings Arrestment Orders’ tables for the new tax year. This may take
some time if there are many companies or if there are companies with large data
sets to update. If the Additional Systems feature is used the process must be
completed for each system.

I )

K Update Data Structures @

Please select the companies to update with the statutory rates

v supplied by HMRC as shown in Payroll on the PAYE/NI/Stat, Payments
form:

Table 1 will become effective from 06/04/2012

Table 2 will become effective from 06/04/2013
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4.2.13.2 Update using Copy Statutory Rates

The Copy NI tables command on the Utilities menu in Payroll has been replaced
by a new command called Copy Statutory Rates to set the tax, NI and statutory
payments rates in the active company to the system defaults as updated by
Pegasus Software, or copy the rates from another company. The system default
is always set to the latest available rates for employers and employees in the
United Kingdom. Use this command to update the rates for individual companies if
they were not updated when Update Data Structures was run.

Statutory rates for all companies can be updated by the Update Data Structures
command.

Set to System  The system default is always set to the latest available rates for employers and
Default employees in the United Kingdom.

Tip: Always use this option to update the statutory rates in the company. These
rates are updated by Pegasus Software and supplied with Opera.

Copy from This option allows you to copy the statutory rates from another company in Opera
Company rather than use the System default. You should only use this option if the system
default rates are not available.

Warning: Copying statutory rates from another company may be risky if the rates
in the other company were entered manually rather than by using the system
default rates.

Effective These are the effective dates for the PAYE, NI and Statutory Payments tables for
Dates for this  this company, taken from the Payroll - Utilities - PAYE/NI/Stat. Payments form.
company's

PAYE/NI/Stat.

Payments

System The effective dates for the system tables that are maintained by Pegasus
Default Software.

[ 3 Copy Statutory Rates @

Source Copy from Company

Copy from Company

Effective Dates for this company's PAYE/MI/Stat, Payments

Table 1 = 05/04/2011 Table 2 = 08/04/3012 V1.4x.xx offers more useful
summary information based
System Default on the existing table
records

Table 1 = 06/04/2011 Table 2 = 06/04/2012

Note: If the Date Table Becomes Effective date for either table has been set to be
ahead of the system defaults provided with Opera, the table will not be
overwritten. This provides a fail-safe mechanism if the Date Table Becomes
Effective is changed manually. An appropriate message is displayed instead.

| Box Description
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To Copy NI Tables from the Demonstration Data

1.

4.

Open the Payroll folder and then click Utilities or click the Payroll & HR tab on the
Ribbon Bar and then click Payroll - Utilities.

Click Set Options.

In the Copy From box, select the company from which you want to copy the latest
income tax, national insurance, and statutory payments' rates.

Click OK.

Various methods are available to update the NIPY tables;

A new step in Update Data Structures now allows the selection of the companies that need
to be updated to the new rates.

When Update Data Structures is scheduled to run in the Scheduler application, the new rates
can also be updated in each company.

The Copy NI tables command on the Utilities menu in Payroll has been replaced by a new
command called Copy Statutory Rates to set the tax, NI and statutory payments rates in the
active company to the system defaults as updated by Pegasus Software, or copy the rates
from another company.

4.3 PAYE/NI/Statutory Payments Form

This is how the new rates and thresholds for the 2013-14 tax year look on the
Table 2 tab of the PAYE/NI/Stat Payments (Payroll - Utilities) form after they have
been updated using either the Update Data Structures or the Copy Statutory
Rates commands.

These rates and thresholds will be used automatically in Opera in the 2013-14 tax

year.
4.3.1 PAYE & Misc
& PAYE/NI/Stat, Payments ()

Table 1 I.TED‘EZ
PAYE & Misc. [ MIER's | NIEE's | SSP || Other Stat, Payments

Date Table Becomes Effective : | 06/04/2013 — First Week Number for Table : 115

Year Number for Table : 1314 First Month Number for Table : 115

I S TR R

o oW ou oo

\ﬂ-‘:‘) o conest |

P
Cumulative AYE Cumulative
% Rate  Bandwidth % Rate  Bandwidth Student Loans

10.00 u Annusl Threshold : 16365

20.00 32010 12 % Rate : 9.00
40.00 150000 13

45.00 14

18 PAYE
18 Emergency Tax Code : 944

20 Base Rate : 2[5
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4.3.2 NI ERs

Table 1 | Table 2
PAYE & Misc. | | niges | sse || other stat. Payments
< -Emplover >
\Weeky  Monthly  Annual A 8 c ) £ £ G 3 L s

109.00 473.00 5668.00

L

148,00 641.00 7696.00 | 5
149,00 6496.00 775500 |p | 13.80 | 13.80 | 13.80| 10.40| 10.40 13.80 | 10.40

A

u

770,00 3337.00 | 40040.00 13.80 | 13.80 | 13.80 | 10.40 | 10.40 13.80 | 10.40

797.00 3454.00 | 41450.00 13.80 | 13.80 | 13.80 | 13.80 | 13.80 13.80 | 13.80

13.80 | 13.80 | 13.80 | 13.80| 13.80 13.80 | 13.80

4.3.3 NI EEs

Table 1 | Table 2

PAVE &Misc. || NLER's | INIEES] | 5sp || other Stat, Payments
. .

Weekly  Monthly  Annual A B [4 1) E F G 3 L s

109.00| 473.00| sees.00] |

148.00| 641.00| 7696.00] s

149.00 | 646.00 | 7755.00 | p

77000 | 333700 40040.00 | a | 1200| 585 1060 585 200 200

797.00 | 345400 4145000 |y | 1200 | 585 1200 585 200 200
200 200 200 200 200 200
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434 SSP

Table 1 | Table 2
pAYE &Misc. | NER's [ niEEs |
Rate Range
0 109.00 Waiting Days : 3|
1 86.70 Days to make PIW : 4
2 PIW Link Period Days : :56
3 Maximum SS5F Weeks : :E
4 Waming WeekNo.: | 23|
5 MaxPIWLnkYears: | 3|
3 Relevant Period : 8.
7 Recovery Percentage : 13.00
8
9
= [em ]
4.3.5 Other Stat. Payments
Table 1 | Table 2
osep
Earnings Related % Rate : 90.00 | Weeks For Maternity Pay Period : E Earnings Related % Rate :
Standard Rate : 1%6.78 | Wesksfor EarlestMPPStart: | 11| StandardRate:
MaxWis for EamRel %Rates | 6| WeeksforMedcal Evidence: | 20| Weeks For Palerity Pay Period : |
Maxmﬁ:lstmdxdﬁmmnt:El Qualifying Weeks : ? Time Limit Days :
Reclaim Percentage Regular : S2.00 Wukﬁrmmmt:j Employee Notification Days :
MIC Compensation % Regular : 0.00 Pregnancy End Weeks : 715 Sap
Reclaim Percentage SER : 100.00 Pregnancy Related Tiness Weeks : :-I Earnings Related % Rate :
NIC Compensation % SER: | 3.00| Employee Notification Days : T38| standerd Rate -
Use Minimum Value = Relevant Period : [ B} WaeksfnrﬂdomionPayPeriod::
Any Day MPP Start : Weeks for Earliest APP Start :
ASPP
Earmings Related % Rate : 9000 Min. No. of APL Weeks : | 2] Employee Notifcation Days
Standard Rate : 13678 Weeks For Earbest APPP start :

[tem-] @

!
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4.4 Set Options Notes

A new option is available on the Set Options form (Utilities - Set Options) to switch
on the features needed for Real Time Information in the 2013-14 tax year.

% set Options : Monthly Group (Licensed for 50 Employees) @

| Options Page 2 ” Options Page 3 |

Sort Code : 348222 7| HSBCplc
Bank Account Mo, : 32873945 Kettering Branch
Account Name : ORION VEHICLES
BACS System : HSBC [-]
PAYE Reference : 360453968 P37 Co. Consolidation ID : 7 IZ|
Tax District : Kettering

@ Monthly
Accounts Office Ref, 123PX45673901 P32 Payment Frequency : _

() Quarterly
ECOM : E3333333L

P32 by Income Tax Month

Child Maint. ER. Ref, Mo, :
Use Real Time Information

Current Tax Year : 1314

If payroll groups are used, this option need only be selected for the default group;
the other groups inherit the default group’s setting. Real Time Information will only
be applicable to groups in the 2013-14 tax year. Any groups in the 2012-13 tax
year will follow HMRC rules for that year.
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441 New STDBACS RTI Option

An option that determines the Banker's Automated Clearing System (BACS) in
use and therefore the format of the files created when you use the Payroll -
Payment Reports - Produce and List BACS command.

Important: BACS files created in Payroll are mostly in bulk format. This means
that your bank statement will have a single debit entry even when many
employees are paid. Where the list item is suffixed with "Std", they are in
Standard, or non-bulk format. However these formats are also available in bulk
formats - suffixed with "BIk". Where the list item does not mention either "Std" or
"Blk", the bulk format is used. BACS files created in non-bulk format have one
debit entry for every payment into payee's bank accounts.

You can select one of the following from a list: AIB, Bank of Cyprus, Bank Ireland,
BankWare, BBMII Lite, BOS, Bankline (Bankline is a product from NatWest and
The Royal Bank of Scotland that will replace their older BACS products including
NW Autopay, NW Payaway, NW Payment Manager, Royline, and Royline for
Windows) , Bankline Ad Hoc (The key benefit from using ad-hoc bulk payments
compared to the standard bulk payments is that you do not have to use an
existing Bankline bulk list (payment template). You can upload payments from one
bank account to multiple beneficiaries without having to first of all set up each
payee in Bankline that are already set up in Opera) , Clydesdale, Co-op, Lloyds
TSB, HSBC (HSBCnet), Northern Bank (Northern Ireland), NW Autopay, NW
Payaway, NW Payment Manager, Royline Blk, Royline Win BIk, Royline Std,
Royline Win Std, Santander (This works in MULTIBACS (multiple payments)
format with the Santander online banking application called ‘MyBusinessBank’),
STDBACS and Yorkshire.

Important: If you pay your employees by BACS and use the ‘STDBACS’ format,
you must select the new ‘STDBACS RTI' format after switching on Real Time
Information in the 2013-14 tax year.

& Set Options : Monthly Group (Licensed Employees Restricted for DEMO/EVAL use) (==

Options Page 1 | Options Page 2 | Options Page 3

Sort Code : 34-82-22 |» | HSBC plc
Bank Account No. : 32873945 Kettering Branch
Account Name : ORION VEHICLES

Royline Win Blk -

. Royline Std
PAYE Reference : ¥ - P32 Co. Consalidation ID : Z >

Tax District : STDBACS

@ Monthly
P32 Payment Frequency :

Accounts Office Ref, : Quarterly

ECON : Yorkshire -
| — P32 by Income Tax Month

Child Maint. ER Ref. No. :
| Use Real Time Information

Current Tax Year : 1314

441.1 ‘Hash’ Reference

The new payment format includes a random reference for Vocalink to create a
cross reference ‘hash’ number for each employee included in the payment file.
Vocalink will pass the payment details including the ‘hash’ reference to HMRC to
cross-reference the data against the pay details in the Full Payment Submission
(which also includes the ‘hash’ number).
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4.5 Starting the New Tax Year —Checklist i

Note: This checklist details the suggested steps for this process. Please amend
as necessary for local requirements.

This is a reminder of the tasks that employers need to carry out at the start of the
2013-14 tax year for each of the companies in Opera. Checking & Setting Options

1. If the new rates and thresholds were not updated by the System - Utilities - Update Data
Structures command after Opera 3 (1.80) or Opera Il (7.20) was installed, they must be
updated now.

* To check open the Payroll - Utilities - PAYE/NI/Stat. Payments form and select the Table
2 tab. The Date Table Becomes Effective box must be 06/04/2013.

* To update the table, open the Payroll - Utilities - Copy Statutory Rates form and ensure
that the Set to System Default option is selected and click OK. This will set the rates to
those provided by HMRC.

2. Update the Set Options form:
Options Page 1
i. Select the Use Real Time Information option if HMRC has told you to start reporting your
payroll information in real time.
ii. Choose the new ‘STDBACS RTI’ option from the BACS System list box if a BACS
Accredited Software Supplier (BASS) is used to pay employees through Vocalink

Important: This will only affect you if you currently use the ‘STDBACS’ format in Payroll.
Do not change the BACS option if you do use the ‘STDBACS’ format. Internet banking is
not changing for Real Time Information so do not change the BACS System setting if you
use internet banking with a ‘high street’ bank like HSBC, Barclays etc

iii. Select the P32 by Income Tax Month option if weekly, two-weekly or four-weekly
payrolls are used.

Options Page 2

iv. Select the Entitled to Small Employer’s Relief option for the default payroll group if the
company qualifies as a small employer for the purposes of recovering Statutory Payments
(SMP, SPP etc).

4.6 Review Employee Records

3. Employee details may need to be reviewed and amended. For example, changes
to an individual’s tax or NI status, or company director status will require changes
to be made to the employee records.

Open the Payroll — Processing form to check and update employee records:
* Ensure that each individual's details are recorded correctly for real time
information submissions before processing payrolls in the 2013-14 tax year.
See www.hmrc.gov.uk/payerti/getting-started/rti.htm for details.
* If new employees start at the beginning of the new tax year, their records
must be set up before processing the first payroll period.

4. Update all employees with the new tax free allowances.
Open the Payroll - Global Changes - Tax Code Changes form. Then enter a
number for each tax code described on form P9X as part of the HMRC employer's
pack.

5. If tax code notifications on form P6 have been received for individuals, apply the
necessary changes before processing the first payroll period.
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4.7 Aligning Employee Data with HMRC Records for
RTI

Important: This section affects you only if you will start operating Real Time
Information PAYE processes from April 2013. Ignore it if you will start using RTI
later in the 2013-14 tax year.

Alignment submissions must include every person who has been employed in a
PAYE scheme since the start of the tax year, including leavers and people not
paid in the period of alignment. If individuals are not included in the alignment
submission HMRC will assume they have left and will close their record. HMRC
will respond to submissions using the online Data Provisioning Service (DPS) as
appropriate.

Tip: See the ‘Real Time Information Submissions for Alignment & Payment
Cycles’ in the Legislative Changes guide for more details of the ‘EAS’ and ‘First’
FPS. For help with the options on the forms please see the Opera Help.

a. Use the Payroll - RTI Submissions - Employer Alignment Submission command to align
your records if one of these apply:
* you have more than 250 employees OR
+ you have fewer than 250 employees but you cannot include all employees in one
FPS alignment submission OR
« you prefer to use the EAS before your first pay day in the 2013-14 tax year.

Important: This must be sent as soon as possible after receiving your ‘on-boarding’ date from
HMRC.

This submission separates the alignment from the processing of payments information for
complex or large payrolls. It is also used for schemes that need to be aligned in parts
(processed in multiple payroll software, separate payroll bureaux, different pay frequencies
that make consolidation impracticable, or submission file would be too large). It includes
everyone employed in the current tax year, including new starters and leavers.

b. Use the Payroll - RTI Submissions - Full Payment Submission to align your records on or
before your first pay day under Real Time Information if both of these apply:
« you have fewer than 250 employees AND
« you can include all employees in a single alignment submission.

Note: This is sent instead of an EAS on or before the first payment date after receiving your
‘on-boarding’ date from HMRC. It must include all employees. Only single submissions are
allowed; FPS cannot be used for schemes that need to be aligned in parts. It includes
everyone employed in the current tax year, including new starters and leavers, and pay
details for the first pay period.

Tips:

1. You can check the availability of the Government Gateway before sending a
submission by selecting ‘Pay As You Earn (PAYE) from the menu at
http://customs.hmrc.gov.uk/maint/.

2. For more details of the EAS and ‘First FPS’ see the ‘Types of Real Time
Information Submissions for Alignment & Payment Cycles’ section in the
Legislative Changes Guide.

3. For help with the options and boxes on the forms please use the Opera F1
Help.

© Pegasus Training Services

Page 55


http://customs.hmrc.gov.uk/maint/

Accreditation Training Courseware - O3Training_Accreditation_PAY12RTIProcessingR1.0.docx

Accreditation Training Courseware
5 Processing Under RTI

5.1 Payroll Calculation

The global and individual employee calculations have changed to calculate the
information for Real Time Information in the 2013-14 tax year.

511 Global Calculation Form

If Real Time Information is in use the global payroll Calculation command (Payroll
- Calculation) will calculate the required information for submissions to HMRC.
Appropriate new warnings are also displayed on the audit report after the
calculation.

& Pegasus Opera 3 - Orion Vehicles Leasing

& Report Preview (sqwgcll fr)

Orion Vehicles Leasing

Calculation Report
Printed 07/01/2013 at 15:01 by ADMIN

Orion Vehicles Leasing Caleulation Report
Report Dated 07/01/2013

Employee

Group - Monthly
Current Period 3 Starts 01/06/2013  Ends 30/06/2013  Paid on 30/06/2013
1001 Nr R Godson
Please complete HMRC form CAG855 to obtain the correct NI number as soon as possible.
Auto Enrol: Incorrect status. Status should be set as appropriate for an Eligible Jobholder

51.2 Individual Calculation Form

As well as calculating the necessary Real Time Information details, the caption
used for occupational pension payments on the Calculate form (Payroll -
Processing - Calculate) has changed to reflect that these types of pensions are
actually referred to by HMRC as either ‘Not net pay arrangement pensions’
(pension deducted after tax) or ‘Net pay arrangement pensions’ (pension
deducted before tax).

%" Calculate: 1001 - R Godson ==
This Period
Total payments : 9000.00
Tax: 503157
Employees MI : 457,92
Not net pay arrange. pen. : 0.00
Net pay arrange, pen, : 0.00
Other deductions : 32.00
Net pay : 3478.51
Employers NI : 115588
NI'able earnings : 9000.00

5.2 Starters & Leavers

521 P45 Report

Because leavers’ details in the 2013-14 tax year will be included in the FPS, P45
returns (Part 1) must not be submitted to HMRC if Real Time Information is in use.
Because of this the File Online box on the P45 form (Periodical Reports - P45)
has been removed.

o
—
]
(@]
0]
n
(%)
>

(@]
c
>
o
®
=
pY)
=

Expenses, benefits and

cars &/

You may need to send
reports if you provide
expenses or benefits - see
the link below. And you
must submit a P46 (Car)
when you first provide an
employee with a car which
is available for private use,
and again when you either
provide them with an
additional car or withdraw
their car without replacing
it.

Completing forms P9D,
P11D and P11D(b)
Reporting company cars

on form P46 (Car)
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This form is still available so that the employee can be given their copy of the P45.

Notes
K s s e

SRgLENGE Enaplayes Smcuanca : Enplayea

Harga Fange

First Eraplayma : | 1001 [=] cedeen s Crppee [0 | | ogson

Laat Emplepen = | 007 ."'l Thaompesar Last Eraployes ;| 3007 |7 | Trogaon

Inchecle Prior Pericd Leavers Only ||1-' File Orline Trockide Prior Pasfad Leavers Only

5.2.2 P45 (3) New Employee Report

The P45 (3) New Employee report (Periodical Reports - P45 (3) New Employee)
cannot be used if Real Time Information is in use because a new starter’s first pay
details will be included in the FPS for that pay period.

Opera 3 M

Iﬁl P45(3) Mew Employee processing is not available when Real Time

WY Information is in use.

5.2.3 P46 Reports

The P46 reports (Periodical Reports - P46, P46 Expat and P46 Pen) cannot be

used if Real Time Information is in use because the individual’s first pay details
will be included in the FPS for that pay period.

Cpera 3 ﬁ1

| P46 processing is not available when Real Time Information is in use.

5.3 ASPP Reports

Partner details that can now be entered on the ASPP (Birth) Details and the ASPP
(Adopt) Details forms are also included on the ASPP reports (Periodical Reports -
ASPP (Birth) Report and ASPP (Adopt) Report).
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5.4 RTI Processing

o http://www.hmrc.gov.uk/rti/employerfags.htm

Most employers will start operating the new Real Time Information PAYE
processes from April 2013, with all employers doing so by October 2013.

HMRC will send each employer a letter to inform them when they need to start
reporting their payroll information in real time. Employers must make their first
Real Time Information submission on or after the first payment date after their
‘RTI on-board’ date.

Note: HMRC also refers to Real Time Information as ‘RTI’ and ‘Operating PAYE
in real time’. If you have questions that are not answered in this guide please
contact HMRC.

Real Time Information affects procedures for reporting individuals’ earnings and
pension and annuity payments, for recording new starters and leavers and for
processing the tax year-end:

e Information about all earnings and deductions must be submitted to HMRC for
each pay period rather than at the end of the tax year.

e Employees who leave must still be given a P45 form but employers must not
submit P45 or P46 returns to HMRC; starter and leaver information must be
included when necessary with a pay period’s Full Payment Submission (FPS).

e P35 (Employer Annual Return) and P14 (End of Year Summaries) will not be used
at the year-end. Employees must still be given their P60 as before.

HMRC provide some good troubleshooting information which can be found
@ http://lwww.hmrc.qgov.uk/payerti/troubleshoot/index.htm

Changes to PAYE Online Reporting

In the 2013-14 tax year employers will no longer send the following returns to
HMRC because the information will be sent in the FPS or in the EPS:

* P45 Part 3, P46, P46 (Pen) or P46 (Expat) returns (information about new starters)
* P45 Part 1 (information about leavers)
+ P35, P14 and P38A returns (information for the year end).

Expenses and benefits for the tax year must still be submitted to HMRC using the
P11D return. Also tax codes and notices will still be received from HMRC as
normal, for example by using HMRC Online Services.

The Advantages of Real Time Information

There are a number of advantages to the new system, including alignment of
employees’ records between payroll software and HMRC, the correct tax codes
being issued and more accurate payments to HMRC. Real Time Information also
supports the introduction of the Universal Credit benefits scheme by giving the
DWP up to date information on a claimant’s employment income.

Where can |
find out more &
about
generating the

cross-reference (hash) or
the four character entry
for Field 7?

Please read 'Real Time
Information - Generating
the RTI Cross-reference
(RTI hash)' on
HMRC’swebsite.

Real Time Information -
Generating the RTI Cross-
reference (RTI hash)

Y

Where the STDBACS RTI
format is being used to pay
an employee, Opera will
generate the associated
cross-reference when the
FPS is produced (and will
include the cross-reference
accordingly in the
employee’s FPS record).
For employees who are not
paid by STDBACS RTI
then they will not have a
cross-reference generated
or populated for the FPS.

P46 (Pen) -

From 6 April 2009, the
P46 (Pen) return
replaced the P160 form
or PENNOT online
submission. The P160
form or the PENNOT
online submission are
currently used by
pension providers and
employers that run their
own pension or annuity
schemes to inform
HMRC when someone
starts their retirement

Does
everyone
need to use )
RTlin April? <y
Eventually HMRC require
all ERs to use RTI.

On the 6™ April 2013 all
small ERs are required to
start usig RTI. Large ERs
are classed as >=5000
EEs (Only for RTI
Purposes)and will be
phased in between June
to Sept. 2013 — unless
requested to start earlier.

For Large ERs starting
RTI mid-year, they must
follow the same process
of set-up, configuration
and switch on etc for RTI.
The relevant files will
have TD data as required.
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Holding Incomplete and Inaccurate Data about Individuals

HMRC reports that over 80% of PAYE data quality problems are caused by
incorrect information about an individual's name, date of birth or National
Insurance number. Employers must ensure the comprehensiveness and accuracy
of the employee data they retain well before the end of the 2012-13 tax year.

In particular each employee’s full name, home address, date of birth, National
Insurance number and gender must be checked so that payroll data can be
aligned with HMRC records. HMRC suggests that these details are verified
against employees’ birth certificates, passports, driving licences or other official
documents from HMRC or the DWP.

These details are particularly important:

e Forenames and Surname: Each employee’s forenames and surname
should match the name shown on official documentation like a birth or
marriage certificate. Initials should not be used.

e National Insurance Number: This is normally two letters, followed by six
digits and a letter. It can be found on a P60 certificate, a payslip, a PAYE
Coding Notice, or a letter from HMRC, Department for Work and
Pensions or Jobcentre Plus. HMRC use the National Insurance number to
keep an individual's entitlement to benefits up to date; if the wrong
number is used, the employee’s entittement may be affected. If the
number is not known it must be left blank; a 'dummy' number must not be
used.

Implications for Incomplete and Inaccurate Data
These are the implications for individuals, employers and HMRC:

e Individuals are taxed either more or less than they should be. Their
entitlement to state benefits can also be affected.

o Employers spend more time dealing with PAYE related issues.

¢ HMRC has duplicated and inaccurate details for individuals, meaning that
tax codes are incorrect and work volumes to correct errors increase.

Recording New Data about Individuals

Employers and pension providers may need to record new information about the
individuals they pay. These details will have to be saved in new boxes in the
payroll application and included in the Real Time Information submissions.

Employers may need to develop new processes to get this information from
individuals and record it in their payroll software.
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These new details must now be recorded:

e The approximate number of hours worked in a week. The employee will
be aligned with one of these relevant HMRC bands when their details are
submitted: up to 15.99 hours, 16 to 29.99 hours or 30 hours or more, or
‘other'.

e Payments paid on an irregular basis, for example a seasonal worker or
someone on maternity leave or long term unpaid absence for three or
more months.

e The employee's pay has been reduced due to being on unpaid absence
during this pay period.

e Pension or income provided from a registered pension scheme (including
annuities, income from drawdown arrangements and trivial commutation
payments) to an individual.

o |If you have checked the employee's passport, as part of checking that
they have the right to work in the UK, you must include their passport
number here.

Paying Employees by BACS through a BACS Accredited Software Supplier

HMRC has introduced a new requirement for BACS payments that are made
through a BACS Accredited Software Supplier (BASS) or through a BACS
Approved Bureau using the employer’'s own Service User Number (SUN). These
payments are made from the employer through Vocalink rather than indirectly
through internet banking with a ‘high street’ bank.

‘Hash’ Reference

The new payment formats include a random reference for Vocalink to create a
cross reference ‘hash’ number for each employee included in the payment file.
Vocalink will pass the payment details including the ‘hash’ reference to HMRC to
cross-reference the data against the pay details in the Full Payment Submission
(which also includes the ‘hash’ number).

This will assist HMRC to verify the details and the Department of Works and
Pensions administration of the Universal Credit.

New RTI BASS BACS Payment Options

If an employer uses a BASS supplier to pay their employees, they will need to
select a new BACS payment format in the payroll software. This will only affect
employers that currently use the ‘STDBACS’ format in Opera. If you use this
BACS format you must instead use the 'STDBACS RTI' option when Real Time
Information is switched on.

Important: Please note other BACS formats (such as HSBC, Barclays etc) are
not affected by this HMRC BACS payment format. Employers that use these
formats do not need to change the BACS format they use in their payroll software.

What to report is very important — further guidance and clarification can be found

o @ http://www.hmrc.gov.uk/payerti/reporting/what-to-report.htm.

What

information =

will need to be //
added to Bacs

payment

instructions where the
payment relates to RTI?

The employer or pension
provider will need to include
additional information in the
Bacs payment file. They will
include a four character
entry in Field 7 (currently
spare) of the Bacs payment
file.

This entry will consist of an
initial '/' to identify it as an
RTI payment and three
random characters, which
will normally be generated
by a customer's payroll
software.

If you pay by Bacs under
your own SUN (see the
guestions set out below),
you will be obliged to do
two things:

* include the entry in
Field 7 as mentioned
above

* include in your RTI
submission to HMRC
a cross-reference (or
‘hash’) calculated
using the Field 7
reference plus other
data from the
payment file

Under RTI, Opera will offer
an additional payroll BACS
System’ choice called

STDBACS RTI; that new
format will include the
associated four character
(random) string. Please
note that the STDBACS RTI
format (as per the existing
STDBACS format) is
encrypted and is intended
for use with Albany
software (and has been
tested by Albany). Also, an
employer should only use
the STDBACS RTI format in
Opera for RTI if they
currently pay using
STDBACS, or (to coincide
with RTI) they decide to
switch from, for example:
High Street banking
software, to making
genuine (SUN) BACS
payments via Albany.
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leferences between Very FIrSt FPS ....................................

After EAS Submitted - This very first FPS will No EAS Submitted - This very first FPS will contain:
contain:

Employees who have been paid since the start of Employees who have been paid since the start of the
the tax year (whether that be paid in the current tax year (whether that be paid in the current period or
period or only in a prior period). only in a prior period)

Employees who have left since the start of the Employees who have left since the start of the current
current tax year (even if they left prior to the current  tax year (even if they left prior to the current pay

pay period). period).

Employees who left in a prev. tax year but who have = Employees who left in a prev. tax year but who have
been paid in the current tax year (‘payment after been paid in the current tax year (‘payment after
leaving’). leaving’).

DOES NOT include employees who have not been ALSO INCLUDES Employees who have not been paid
paid at all in the current tax year. at all in the current tax year (e.g. on maternity leave).

Differences between First and Regular FPS

The ‘very first FPS’ will contain: The ‘regular’ FPS will contain:
Employees who have been paid since the start of All employees who have been paid in the current period
the tax year (whether that be paid in the current (that also means any prior period leavers who have been
period or only in a prior period). re-instated to be given a 'payment after leaving' in the
Employees who have left since the start of the current period).
current tax year (even if they left prior to the current New employees (i.e. those who have joined in the
pay period). current period) who for some reason have not been paid
Employees who left in a prev. tax year but who have gnythlng in the current period (i.e. to ensure HMRC are
been paid in the current tax year (‘payment after informed of all new starters). All new employees will
leaving’). za;/e additional 'starter details' included in their FPS

ata.

DOES NOT include employees who have not been

paid at all in the current tax year. Employees (new or existing) who have not been paid

anything in the current period but for whom the user has
selected the 'unpaid absence' setting.

Note: Other than the exceptions stated above, in general
an ongoing FPS will NOT include employees who have
not been paid in the current period, or employees who
left in a prior period.

Further information found @ http://www.hmrc.gov.uk/payerti/reporting/payroll-
alignment.htm

HMRC Generic Notification Service

The Generic Notification Service (GNS) will be used to send notifications like
reminders, instructions and warnings to employers electronically using the existing
Data Provisioning Service (DPS) or Electronic Data Interchange (EDI) channels.

From October 2013, the GNS will also be used for the following:

e non-filing
o late filing
e late payment warning notices.

These notices are intended to help employers and remind them when a Full
Payment Submission or payment is not received as expected.
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Real Time Information Submissions for Alignment & Payment Cycles

Notes
The first step for every employer is to align their employee data with HMRC
records in the 2013-14 tax year. This will ensure that both the employer and
HMRC hold a consistent view of the employees on the employer’s PAYE scheme.
More than one alignment submission may be needed for complex PAYE
schemes.
Alignment Submissions
Alignment submissions must include every person who has been employed in a
PAYE scheme since the start of the tax year, including leavers and people not
paid in the period of alignment. If people are not included in the alignment
submission HMRC will assume they have left and will close their record.
Submission Submitted By Submitted Purpose Notes
Employer Employers with > On the ‘on- Specifically to  This submission separates the
Alignment 250 employees or  boarding’ align alignment of employee details
Submissions complex payrolls date received employee data from the processing of payments
(EAS) Employers with < from HMRC with HMRC information for complex or large
250 employees oras soon as records before  payrolls, or for those employers
that cannot possible the first FPS that prefer to do the alignment
include all afterwards before their 'First' FPS. It is also
employees in a used for schemes that need to be
‘First’ EPS aligned in parts (processed in
alignment multiple payroll software,
submission separate payroll bureaus,
different pay frequencies that
Any employer make consolidation
who prefers to impracticable, or the submission
use the EAS file would be too large). It
rather than the includes everyone employed in
f'r.St FPS for the current tax year, including
alignment new starters and leavers but may
also include leavers in the
previous year if they have been
paid in the 2013-14 tax year after
leaving. It must be sent on the
‘on-boarding’ date received from
HMRC or as soon as possible
afterwards.
'First' Full Employers with < On first Aligns The first FPS you send can be
Payment 250 employees payment date employer data  used to align your employee data
Submission that can include after with HMRC with HMRC records instead of
(FPS) all employeesina receiving ‘on-  records and sending an Employer Alignment
Note: _The single_ alignment boarding’ incIudes ‘ Submissio_n. If the first FPS is
‘First FPS' submission date from earnings detail _used to align your data it must
is both an HMRC for the first pay include all employees. Only
alignment period under single submissions are therefore
submission RTI allowed for alignment; the first
and the first FPS cannot be used to align data
payment for schemes that need to be
cycle aligned in parts.
submission.
The submission will include
everyone employed in the current
tax year, including new starters
and leavers, and pay details for
the first pay period following Real
Time Information processes.
If you want to align your
employee data with HMRC
records before the first FPS, use
an EAS submission.
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Payment Cycle Submissions

Employers are deemed to have joined Real Time Information after sending the
alignment submissions. Real Time Information submissions should now be sent to
HMRC for every pay period. P45 or P46 forms must not be sent; details for
leavers and starters will be included in the FPS submissions.

Submitted
By

Submission

Full All
Payment employers if
Submission their
(FPS) employees

are paid

Submitted
When

On or before
payment date
(must be within
a month of an
EAS if used for
alignment but
not on the same
day as the EAS)

Purpose

Informs HMRC of
earnings and
deductions for the
pay period

Notes

This submission includes pay
details for the pay period: for
example payments, Income Tax,
NI, and other deductions such as
student loans. It also includes
details of new starters, leavers this
year and people who have irregular
payment patterns. The first FPS is
also used to align your employee
data with HMRC records if an EAS
is not used for that purpose.

HMRC will expect you to send at
least one FPS per month. You will
be informed via the ‘Generic
Notification Services (GNS)' - a
new service for Real Time
Information messages - if an FPS
is not received. The GNS is part of
the Data Provisioning Service
(which is used to notify you of tax
code changes, for example).

Employer All
Payment employers
Summary

(EPS)

Before payment
to HMRC is due
on the 19th of
the following tax
month

Reports
recoverable
Statutory
Payments, NIC
compensation on
Statutory
Payments, CIS
Deductions
Suffered and NIC
holiday deductions

This submission is used to reduce
the charge calculated from the
most recent FPS submission. It is
also used to notify HMRC if no
employees are paid in a pay period
meaning Income Tax, NI, and other
deductions such as student loans
are not due. If this is your first EPS
the year to date figures for any
recovered payments for statutory
payments, CIS Deductions and
NICs Holiday in the current year
are also included.

The year to-date recoverable
amounts displayed on page two are
derived from the Payroll - P32
Processing form. If you operate
more than payroll company using
the same Accounts Office
reference, the EPS must be sent
from the consolidation P32
company (defined in the P32 Co.
Consolidation box on the Payroll -
Utilities - Set Options form).

The EPS must be submitted before
payment to HMRC is due on the
19th of the following tax month.

NINO All
Verification employers
Request

(NVR)

When required

Verifies NINOs or
requests new
NINOs

This submission verifies an
employee’s National Insurance
number. NVRs can only be sent
after the first FPS has been
submitted for a PAYE scheme. Up
to one hundred employees can be
included in the same submission.
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54.1 Full Payment Submission (FPS)

Real Time Information submissions can only be sent in the 2013-14 tax year after
the Use Real Time Information option on the Payroll - Utilities - Set Options form
has been selected.

This submission includes pay details for the pay period: for example payments,
Income Tax, NI, and other deductions such as student loans. It also includes
details of new starters, leavers this year and people who have irregular payment
patterns. The first FPS is also used to align your employee data with HMRC
records if an EAS is not used for that purpose.

HMRC will expect you to send at least one FPS per month. You will be informed
via the 'Generic Notification Services (GNS)' - a new service for Real Time
Information messages - if an FPS is not received. The GNS is part of the Data
Provisioning Service (which is used to notify you of tax code changes, for
example).

The Wizard

The Full Payment Submission wizard is designed to enable the file for the
submission to be quickly created before it is submitted to HMRC using Pegasus
Online Filing Manager.

If you use more than one payroll groups these can be selected together providing
that the groups are in the same tax year. This is to prevent groups that are in the
2012-13 tax year being included in a submission.

First Page

The first page of the wizard includes initial choices for the submission, for
example whether the FPS is the first one to be created or whether it is a second
or subsequent FPS. You can also select to include only certain employees if they
have been paid at different times to other employees.

“ Full Payment Submission (FPS) @

Use this process to create an FPS ready for submission to HMRC via Pegasus Online Filing Manager.
Alternatively you can simply produce a report listing the employees that would be induded in the FPS,
Process Report Type

Report Onlyi Detailed
@ Create FPS and Report

@ Summary
Most Recent FPS

Date Created :  04/01/2013
Time Created :  12:07:28PM

FPS Details
FPS Type : Reguiar FPS [

I only want to indude specific employees in the FPS

Compress the submission

_‘_:)) Cancel Back Mext

Why do we have the option for compressing RTI Submissions?

Essentially it offers a potential alternative if the Gateway has any problems processing @/
compressed submissions. Although compressing means a faster submission for the

employer, it does mean HMRC need to de-compress once received. It was felt best to leave
this option in to offer a choice to the employer. Please note that with a very small number of
employees, the compressed file might end up being larger than an uncompressed file.

Compression

When making any kind of
online submission to
HMRC via the Government
Gateway, there is a
maximum limit to the size
of an XML message that
can be submitted; that limit
is approximately 25Mb.
When submitting an FPS
for example, if the FPS
contains approx. 10,000
employees then the
uncompressed size of the
XML file will be approx.
18Mb. Even if the
uncompressed size of the
XML file were less than the
25Mb, compression of the
submission will give
significant performance
improvements when
submitting to the
Government Gateway; so
compression will/can be a
benefit to all, and not just
to those employers who
may exceed the max. limit.

Compression is provided
for the FPS and EAS
submissions (the more
likely submissions to
exceed the limit); HMRC
do not cater for
compression on the EPS
or NVR. The option to
compress will (still) be
captured via the
associated FPS and EAS
forms within Opera. When
Opera creates the interim
XML file for the RTI
submission, if the user has
chosen to compress the
submission then extra
information will be included
in the interim XML file to
highlight that compression
is required.

Note: it will not be Opera that
actually performs the
compression process. When
OFM then reads in the
interim XML file, if that XML
file contains the extra
information that indicates
that compression is required
then OFM will compress the
associated XML data prior to
its submission. If the interim
XML does not contain the
extra information that
indicates that compression is
required then OFM will
submit the XML in an
uncompressed format.
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“ Full Payment Submission (FP5)

=)

Please spedify the employees to be induded in the FPS.
Only selected employees will be induded in the FPS.

Employees to be induded in the FPS
Select the employee reference required and then press Enter to add the employee to the list.

Employee Ref. : Q

Ref Group MName NINO

Press F5 to remove the highlighted employee from the list,
Press F7 to remove all employees from the list.

Date of Birth =«

_‘_)) Cancel | | Back | | Mext

Second Page

Unless you select the | only want to include specific employees in the FPS option,
the second page summarises the number of employees who will be included, the
Income Tax, National Insurance for both the employer and employee, and the
student loan repayments. If you do select the | only want to include specific
employees in the FPS option the second page is where you select the required

employees.

“ Full Payment Submission (FP5)

B8

MNumber of employees that will be induded in the FPS

Mew starters this period : 1]
Leavers this period : 1]
Current employees : 22
Total : 22

This Period totals for employees that wil be induded in the FPS

Tax : 66140.63
Employees NICs : 5267.10
Employers NICs : 2164230
Student Loan : 13.00

‘You are about to create a regular FPS.

After the FPS has been submitted to HMR.C you may receive information from HMRC at a later
date regarding the NINO status of employees contained within the FPS. The information can
be viewed online by using the HMR.C PAYE desktop viewer application or the Data Provisioning
Service,

Flease verify that the employee and submission details are correct. Then dick Start to create the FPS.

_‘_.-)) Cancel | | Back | | Start

Note: The HMRC website indicates that an employer’s Self Assessment reference
(SA UTR) or Corporation Tax (COTAX) reference must be included in a Full
Payment Submission. In fact these details are not mandatory and these
references cannot be entered in Opera. If the references become mandatory in
future Opera will be changed so that they can be entered and also included in the

FPS.

Resending FPS Files

If an employer re-submits
the exact same FPS again
(e.g. send one FPS, which
is accepted by HMRC, then
accidentally re-send the
exact same FPS again) the
duplicate (second) FPS will
be rejected by HMRC.

Otherwise (i.e. where each
subsequent FPS varies
from the previous one sent)
then each FPS will update
HMRC’s backend system
accordingly (Note: because
the FPS contains data
items such as pay date,
pay period etc., even if you
pay the same employees
the exact same pay each
period, the associated
FPS’'s will be slightly
different, and will hence be
accepted by HMRC as
you’d expect).

\

No FPS

HMRC will be expecting at
least one FPS per tax
month from an employer; if
there are no FPS’s then
HMRC will inform the
employer that they haven't
been sent any (if they really
aren't due to send any
FPS’s then the employer
should use the EPS to
notify HMRC accordingly).

Note that such notifications
will be sent to the employer
via the Data Provisioning
Service (DPS) in the same
way the employer is
notified about employee tax
code changes, however,
for RTI-specific DPS
messages, they are
actually being processed
by a new service (that sits
within DPS) that is called
the Generic Notification
Service (GNS).
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Options

Box Description

Process You can choose to only see a report without creating an FPS file or see a report and
also create the file. You can choose the report destination from the Publisher form
before the file is created.
If you choose to create a file you will be asked to confirm this after you have started
the wizard process.

Report The summary report includes the same details that are displayed on the second

Type page of the wizard.

The detailed report includes each employee's details for the pay period, including
their title, name, date of birth, Income Tax and National Insurance paid this period.

FPS Type The 'First FPS' must be used if you do not want to send an Employer Alignment
Submission to align your employee records with those held by HMRC. Even if you
send an EAS, your first FPS must be a 'First FPS' rather than a 'Regular FPS'. All
subsequent FPS are then 'Regular FPS', which should be sent for all subsequent

pay periods.
First FPS

Depending on whether the First FPS was sent for alignment or not, the submission

contains these employees:

tax year

Those who have been paid since the start of the

Those who have left since the start of the tax
year. Employees who left in a previous tax year
are only included if you paid them in the current
tax year and also selected the Payment After
Leaving box for their record on the Payroll -
Processing - Leavers form.

Those not paid in the current tax year, for
example people on maternity leave or on unpaid
absences, people who receive irregular
payments and who are paid quarterly or annually.

First FPS
sent for

alignment

Yes

Yes

Yes

Those who have been paid in the current pay period.

New employees who joined in the current pay period who
have not yet been paid.

Both new and existing employees who are currently on unpaid
leave (the Unpaid Absence indicator on the employee record
has been selected).

Note: Unless this indicator is selected for employees who
have not been paid in the current pay period, they will not be
included in the FPS.

First FPS
after EAS
sent for

alignment

Yes

Yes

No

After the First FPS has been sent all subsequent submissions are termed 'Regular
FPS' in Opera. They contain these employees:

Regular FPS
after alignment

Yes

Yes

Yes

Note: This setting will default to Regular FPS after the first Payroll Update under

RTI

EE Details

Error correction

If after sending the first FPS
(or EAS where applicable) for
an employee the employer
realises that for the
employee’s start date is
wrong then the employer
must contact HMRC (by
phone) to discuss how to
resolve/correct it; the
employer must not simply
change the start date in their
software at the point they
come to send the employee’s
next FPS (if the employee
were to do that then HMRC
would assume that the
employer has stated an
additional  employment/job
with the employer and would
therefore create  another
employment record in their
backend system, which could
then for example affect the
employee’s tax code)

Certain  other corrections
must also be discussed with
HMRC first, for example: if
the employee’s DOB was
recorded incorrectly (again
the employer should check
with HMRC first about how to
correct it, and not just do so
regardless).

Again, after the initial FPS (or
EAS) has been sent, the
employer should not change
other personnel data such as
names (e.g. changing Steven
to Steve); even changing a
women’s surname after she’s
got married can potentially
cause issues with HMRC
employee  matching (so
again, the employer should
check with HMRC to be re).

http://www.hmrc.qgov.uk/softw
aredevelopers/rti/errors-
corrects-payroll.pdf

Correcting payroll reporting
errors - current tax year’

http://www.hmrc.gov.uk/paye
rti/reporting/errors.htm

NB: For any changes we
recommend contacting HMRC
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EAS
has/has
NOT been
submitted

| only want
to include
specific

employees
in the FPS

Compress
the
submission

5.4.1.1

This option applies only if the FPS Type option is set to 'First FPS'.

If you have not submitted an EAS, this will automatically be set to 'EAS has NOT
been submitted'. In this situation the FPS will be used to align employer data with
HMRC records and will also include earnings detail for the pay period. The FPS will
include everyone employed since the start of the tax year, including new starters
and leavers.

Select to include only certain employees in an FPS. This option can be used for ad-
hoc FPS submissions where one or more employees were not included in the FPS
for the pay period. The submission will then include only the selected employees;
the details for the other employees will not be sent to HMRC again.

Note: You should not normally select this option if you are submitting your first FPS
because all employees should be included in the submission.

This is to compress the file in Pegasus Online Filing Manager before it is submitted
to the Government Gateway. There is a maximum file-size limit that can be
submitted - approximately twenty five Megabytes. Selecting this option will reduce
the size of the file and thereby help with the speed of the submission to HMRC. The
submission will also be quicker even if the file size is much smaller than the
maximum size allowed.

For example, when submitting an FPS , if it contains approximately ten thousand
employees then the uncompressed size of the XML file will be about eighteen
Megabytes. Even if the uncompressed size of the XML file were less than the 25
Megabytes, compression of the submission will give significant performance
improvements when submitting to the Government Gateway; so compression can
be a benefit even if your submission does not exceed the maximum limit.

To Send a Full Payment Submission (FPS) to HMRC

This submission includes pay details for the pay period: for example payments,
Income Tax, NI, and other deductions such as student loans. It also includes
details of new starters, leavers this year and people who have irregular payment
patterns. The first FPS is also used to align your employee data with HMRC
records if an EAS is not used for that purpose.

HMRC will expect you to send at least one FPS per month. You will be informed
via the 'Generic Notification Services (GNS)' - a new service for Real Time
Information messages - if an FPS is not received. The GNS is part of the Data
Provisioning Service (which is used to notify you of tax code changes, for

example).

54.1.2

Using the First FPS to Align Data with HMRC

Records

The first FPS you send can be used to align your employee data with HMRC

records instead of sending an Employer Alignment Submission. If the first FPS is
used to align your data it must include all employees. Only single submissions are

therefore allowed for alignment; the first FPS cannot be used to align data for
schemes that need to be aligned in parts.

The submission will include everyone employed in the current tax year, including
new starters and leavers, and pay details for the first pay period following Real
Time Information processes.

If you want to align your employee data with HMRC records before the first FPS,
use an EAS submission.

Tip: For details about alignment submissions, please see the Introduction to Real

Time Information Help topic.

Can you

send an FPS =

for the same 7
period

again?

Ideally, employers would
send one FPS for the pay
period for their employees.
However if a multiple FPS
was sent for the same
period for the same EEs
(say by accident), the
second FPS should simply
overwrite the existing
details held on HMRC’s
database with the latest
To-Date values for the
employees included in the
second FPS, so there
should be no problems in
resending an FPS (we
always recommend
checking with HMRC)

http://www.hmrc.gov.uk/pa
yerti/reporting/errors.htm

Why would |

send an L

FPS for /i
selected

EEs?

An example of the need for
an ad-hoc FPS would be,
where the employer has by
mistake not paid a specific
employee at all but the
employer has already
created and submitted the
FPS for rest of the
workforce who were paid
(perhaps the employee’s
timesheet was misplaced
for example). In such a
situation the employer will
need to create an FPS just
for that ‘missing
employee’; the employer
should not really re-submit
the FPS again for the
entire workforce
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5.4.1.3 Creating & Submitting Submission Files

The creation and submission of Real Time Information files is done in two steps:
firstly the file is created in Opera, and secondly the file is submitted to the
Government Gateway from Pegasus Online Filing Manager. If Pegasus Online
Filing Manager is installed on the same computer you can run it directly after
creating the file. The respective submission wizard will then be opened
automatically in Pegasus Online Filing Manager.

1. Open the Payroll folder and then click RTI Submissions or click the Payroll & HR
tab on the Ribbon Bar and then click Payroll - RTI Submissions.

2. Click Full Payment Submission.

3. If you are using groups, in the Select Payroll Groups list, click to select the
group(s) you want to process and then click OK. You can only select groups that
are all in the 2013-14 tax year or later.

4. On the first page, choose the Report Only option to print a report with FPS details
or choose the Create FPS and Report option to create an FPS file to submit to the
Government Gateway using Pegasus Online Filing Manager.

5. Under FPS Details, choose either 'First FPS' if this is the first FPS or 'Regular
FPS' if it is a subsequent FPS. If this is the first FPS you must also indicate
whether an EAS has been sent to align your employee data with HMRC records.

Choose either of the following:

e Choose 'EAS has been submitted' if the EAS has been submitted to align
your employee data with HMRC records.

e Choose 'EAS has NOT been submitted' if this FPS will be used to align
your employee data with HMRC records.

6. If you want to include only some employees in the FPS, select the | only want to
include specific employees in the FPS box. You will then be able to select the
employees on the next page. If this is the first FPS you should normally include all
employees who you have employed this year.

7. Select the Compress the submission option to compress the file in Pegasus
Online Filing Manager before it is submitted to the Government Gateway. There is
a maximum file-size limit that can be submitted - approximately twenty five
Megabytes. Selecting this option will reduce the size of the file and thereby help
with the speed of the submission to HMRC. The submission will also be quicker
even if the file size is much smaller than the maximum size allowed.

8. Click Next.
9. The final page summarises the details in the FPS, including the following:

e The number of current employees, and leavers in the current period and
earlier periods

e The period totals for Income Tax, National Insurance (employer and
employee contributions) and student loan repayments.
10. Check the information on the screen to make sure the details are correct.
11. Click Start. Then submit the file to the Government Gateway using Pegasus
Online Filing Manager. You can do this straight away or at another time using the

Online Filing Manager option on the RTI Submissions menu. Pegasus Online
Filing Manager (3.30) or later must be installed on the computer.

Tip: The Submission Information form (Payroll - RTI Submissions) displays details
about the most recent Full Payment Submission, Employer Payment Summary, NINO
Verification Request. If an Employer Alignment Submission was used to align your
employee data with HMRC records, those details are displayed on the EAS tab.

Will
subsequent &
FPSs need to
include
'suspended’
employees

(eg sabbaticals or on nil
pay) or do they run risk of
having employment
ceased after three
months?

You must set the irregular
payment indicator on the
FPS for employees who do
not get paid regularly.

If an employee is to be
paid on an irregular basis,
or not paid for a period of
three months or more (for
example takes a leave of
absence) you must set the
irregular payment indicator
on the last FPS before the
start of the period in which
they won't be paid.

If the irregular payment
indicator is not set, HMRC
will check if employees
have not been paid for a
specific period of time and
will treat them as having
left that employment.

Opera will provide an
irregular employment
payment pattern option that
can be set at employee
level. Related to this,
Opera will also offer an
Unpaid Absence option as
well at employee level (for
use in the FPS).
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5.4.2 Employer Payment Summary (EPS)

Real Time Information submissions can only be sent in the 2013-14 tax year after
the Use Real Time Information option on the Payroll - Utilities - Set Options form
has been selected.

This submission is used to reduce the charge calculated from the most recent
FPS submission. It is also used to notify HMRC if no employees are paid in a pay
period meaning Income Tax, NI, and other deductions such as student loans are
not due. If this is your first EPS the year to date figures for any recovered
payments for statutory payments, CIS Deductions and NICs Holiday in the current
year are also included.

The year to-date recoverable amounts displayed on page two are derived from
the Payroll - P32 Processing form. If you operate more than payroll company
using the same Accounts Office reference, the EPS must be sent from the
consolidation P32 company (defined in the P32 Co. Consolidation box on the
Payroll - Utilities - Set Options form).

The EPS must be submitted before payment to HMRC is due on the 19th of the
following tax month.

The Wizard

The Employer Payment Summary wizard is designed to enable the file for the
submission to be quickly created before it is submitted to HMRC using Pegasus
Online Filing Manager.

If you use more than one payroll group they are automatically selected because
the EPS must include all information for the whole company. For this reason the
wizard must be run from the same company that you generate your P32 values
from.

First Page

The first page of the wizard includes initial choices for the submission, for
example whether the EPS is a regular submission or the last one of the year.

“ Employer Payment Summary (EP5) @

Use this process to create an EPS ready for submission to HMRC via Pegasus Online Fling Manager.
Alternatively, you can simply produce a report listing the details that would be induded in the EPS.

Process Tax Year

This EPS relates to the 2013/14 tax year. The tax year is taken from
the default group.

Any recoverable amounts which appear in this form have been
taken from the P32 figures for the 2013/14 tax year. Please ensure
that your figures are up to date before creating the EPS.

Most Recent EPS

Date Created :

Time Created :

EPS Type :
EPS Details

EPS Type : | Regular EFS |z| Tax Year : 2013/14

Mo Payments Due Period of Inactivity @ | Not applicable IZ|

From: | [ f From: | /[

To: 'y To: I

Cancel Back Mext

©

EPS ¥
Employers need to
remember that where they
are required to submit an

Employer Payment
Summary (e.g. in order to
recovery statutory

payments) the figures
provided must be for ‘the
year to date’ and not just
for ‘the income tax month’

No Payment for Period "
'Yes' if you are submitting
an EPS because no
employees or
subcontractors were paid in
this tax month.

If no payments are made in
this tax month (so there is
no FPS to make) you must
submit an EPS and indicate
no payment is due for this
tax month. This should be
done within 14 days of the
end of the tax month.

For example, if you didn't
pay anyone between 6 April
and 5 May send the EPS by
19 May.

Note: You cannot report
statutory payments, CIS
deductions suffered or NICs
Holiday on the same EPS;
you must submit a separate
EPS to report these items.

From April 2013 if no
payments are made for one
or more complete tax
months within the tax year
you can use the ‘period of
inactivity’ or ‘no payments
due’ fields

NB: If no payments to
employees are made within a
pay period, or you want to
recover statutory payments,
CIS deductions suffered or
NICs Holiday send an EPS
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Second Page

Notes
The second page is where you enter the recoverable amounts for Statutory
Payments, National Insurance Contributions (the figures that are displayed initially
are taken from the updated figures on the Payroll - P32 Processing form but you
can change them if required). You need to enter CIS Deductions Suffered and
NICs Holiday if necessary - these are not derived from the P32 Processing form.
[ 3 Employer Payment Surmmary (EPS) @
Flease verify that the details below are correct and make any amendments where necessary.
Then dick Start to create the EPS.
Recoverable Amounts for 2013/14 (year to date)
S5P Recovered : 0,00 CIS Deductions Suffered : 0.00
SMP Recovered : 0.00 MICs Holiday : 0.00
MIC Compensation on SMP : 0,00
OSPP Recovered : 0.00
MIC Compensation on OSPP @ 0,00
ASPP Recovered : 0.00
MIC Compensation on ASPP : 0,00
SAP Recovered : 0.00
NIC Compensation on SAP : 0.00
@ Cancel ] ’ Back ] | Start
Third Page
If you choose 'Final EPS of the year' or 'Scheme has ceased' from the EPS Type
list, the third page displays various questions and declarations that need to be
submitted to HMRC. The first time that you would use the 'Final EPS of the year'
option is for the end of the 2013-14 tax year.
“ Employer Payment Summary (EPS) @
Because this is the final EPS of the 2013/14 tax year you must complete the following questions and dedarations.
Then dick Start to create the EPS.
Questions and Dedarations
Did you make any 'free of tax’ payments to an employee? In other words, did =~ _ _
you bear any of the tax yourself rather than deduct it from the employee ? @) No © Yes
As far as you know, did anyone else pay expenses, or in any way provide
wvouchers or benefits to any of your employees while they were employed by (g g ) Yes
you during the year ? B B
Did anyone employed by a person or company outside the UK wark for you for  _ _
30 or more days in @ row ? @ No O Yes
Have you paid any of an employee's pay to someone other than the employee, _
for example to a school ? @ No (L ves
Are you a service company ? @ No ) Yes
Completed forms P11D and P11D(b) Returns of expenses payments, benefits _
and Class 1A contributions O Aredue © Are not due
@ Cancel ] ’ Back ] | Start
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Options

Box Description

Process You can choose to only see a report without creating an EPS file or see a report and also
create the file. You can choose the report destination from the Publisher form before the
file is created.

If you choose to create a file you will be asked to confirm this after you have started the
wizard process.

EPS There are three types of EPS:

Details o the 'Regular EPS' (for a normal tax month sent before payment to HMRC is

due on the 19th of the following tax month)

e the 'Final EPS of the year'. Before sending the final EPS submission for the tax
year you must make sure that all Full Payment Submissions for the tax year
have been submitted. The final EPS for the year includes questions and
declarations that must be answered - similar to those on the P35 (Employer
Annual Return) for 2012-13 tax year.

. 'Scheme has ceased' (if you cease being an employer).

No Select if you have made no payments to employees or directors for an earlier period of

Payments one or more complete tax months, and so an FPS was not submitted. If no payments

Due were made in a one or more complete tax months (so there was no FPS to submit) you
must submit an EPS and indicate no payment is due and show dates in 'no payments
due' fields.

Note: You must also select a date range for the relevant tax month using the From and
To dates below.

Period of  Select if you know that for one or more future tax months in the tax year you will not be

Inactivity ~ paying any employees. The purpose of the EPS in this situation is to inform HMRC in
advance that no EPS will be submitted for the chosen period of time. In this situation Full
Payment Submissions will also not be submitted for the future tax months. You must also
enter the dates for the relevant pay period/s in the From and To boxes.

5421 To Send an Employer Payment Summary (EPS) to
HMRC

This submission is used to reduce the charge calculated from the most recent
FPS submission. It is also used to notify HMRC if no employees are paid in a pay
period meaning Income Tax, NI, and other deductions such as student loans are
not due. If this is your first EPS the year to date figures for any recovered
payments for statutory payments, CIS Deductions and NICs Holiday in the current
year are also included.

The year to-date recoverable amounts displayed on page two are derived from
the Payroll - P32 Processing form. If you operate more than payroll company
using the same Accounts Office reference, the EPS must be sent from the
consolidation P32 company (defined in the P32 Co. Consolidation box on the
Payroll - Utilities - Set Options form).

The EPS must be submitted before payment to HMRC is due on the 19th of the
following tax month.

Creating & Submitting Submission Files

The creation and submission of Real Time Information files is done in two steps:
firstly the file is created in Opera, and secondly the file is submitted to the
Government Gateway from Pegasus Online Filing Manager.
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If Pegasus Online Filing Manager is installed on the same computer you can run it
directly after creating the file. The respective submission wizard will then be
opened automatically in Pegasus Online Filing Manager.

1. Open the Payroll folder and then click RTI Submissions or click the Payroll &
HR tab on the Ribbon Bar and then click Payroll - RTI Submissions.

2. Click Employer Payment Summary.

3. On the first page, choose the Report Only option to print a report with EPS
details or choose the Create EPS and Report option to create an EPS file to
submit it to the Government Gateway using Pegasus Online Filing Manager.

4. Under EPS Details, choose one of the following options:

e the 'Regular EPS' (for a normal tax month sent before payment to HMRC is
due on the 19th of the following tax month)

e the 'Final EPS of the year'. Before sending the final EPS submission for the
tax year you must make sure that all Full Payment Submissions for the tax
year have been submitted. The final EPS for the year includes questions and
declarations that must be answered - similar to those on the P35 (Employer
Annual Return) for 2012-13 tax year.

e 'Scheme has ceased' (if you cease being an employer).

5. Select the No Payments Due option only if the EPS is being submitted because
no employees were paid in an earlier pay period that ended more than a complete
tax month ago. The EPS informs HMRC that no payments were made in that
earlier tax month (and so an FPS was not submitted). You must also enter the
dates for the relevant pay period/s in the From and To boxes.

6. Set the Period of Inactivity option to 'Applicable' only if you know that for one or
more future tax months in the tax year you will not be paying any employees. The
purpose of the EPS in this situation is to inform HMRC in advance that no EPS
will be submitted for the chosen period of time. In this situation Full Payment
Submissions will also not be submitted for the future tax months. You must also
enter the dates for the relevant pay period/s in the From and To boxes.

7. Click Next.

8. The second page is where you enter the recoverable amounts. If the PAYE
scheme has ceased you must enter the date that it ended.

9. The third page is where you answer questions and declarations for the year-end.
The third page is displayed only if this is the final EPS for the tax year.

10. Click Start. Then submit the file to the Government Gateway using Pegasus
Online Filing Manager. You can do this straight away or at another time using the
Online Filing Manager option on the RTI Submissions menu. Pegasus Online
Filing Manager (3.30) or later must be installed on the computer.

Tip: The Submission Information form (Payroll - RTI Submissions) displays
details about the most recent Full Payment Submission, Employer Payment
Summary, NINO Verification Request. If an Employer Alignment Submission was
used to align your employee data with HMRC records, those details are displayed
on the EAS tab.

The holiday value entered for an EPS is defined as follows;

Value of NICs This only applies to employers who are registered for the Regional
holiday year to Employer NICs Holiday for New Businesses scheme. Enter the total amount
date of employer Class 1 NICs you are entitled to withhold in the tax year to date.

You can find guidance on the NICs Holiday scheme at
http://www.hmrc.gov.uk/paye/intro/nics-holiday/index.htm

This is different to the NIC Construction Holiday scheme which ceased in 2012.

“Note - National Insurance Concession for CIHP: From 30 October 2012 the
National Insurance Concession for CIHP will be removed. From that date any
holiday pay using a CIHP payment type is then subject to both employer's and
employee's national insurance contributions. Existing payment profiles for CIHP
should not be used after that date. Instead a new payment profile must be created
with an empty Type and with at least the Nl'able box selected. “

Expenses, benefits and
cars <
You may need to send
reports if you provide
expenses or benefits - see
the link below. And you
must submit a P46 (Car)
when you first provide an
employee with a car which
is available for private use,
and again when you either
provide them with an
additional car or withdraw
their car without replacing
it.

Completing forms P9D,
P11D and P11D(b)
Reporting company cars

on form P46 (Car)
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5.4.3 NINO Verification Request (NVR)

Real Time Information submissions can only be sent in the 2013-14 tax year after
the Use Real Time Information option on the Payroll - Utilities - Set Options form
has been selected.

This submission verifies an employee’s National Insurance number. NVRs can
only be sent after the first FPS has been submitted for a PAYE scheme. Up to one
hundred employees can be included in the same submission.

HMRC will send you confirmation that the NVR has been received in the same
way that you currently receive updates, for example by post or by using the
HMRC site. These updates are not displayed in Opera.

When you send HMRC a request via your payroll you will receive a reply which
will tell you if the number is right or not, or will provide a number if you haven't got
one.

The Wizard

The NINO Verification Request wizard is designed to enable the file for the
submission to be quickly created before it is submitted to HMRC using Pegasus
Online Filing Manager.

If you use more than one payroll group these can be selected together providing
that the groups are in the same tax year. This is to prevent groups that are in the
2012-13 tax year being included in a submission.

First Page

The first page of the wizard includes initial choices for the submission, for
example whether the NVR is for new starters only.

% NINO Verification Request (NVR) [23a]

Use this process to create an NVR. ready for submission to HMRC via Pegasus Online Filing Manager.
Alternatively, you can simply produce a report listing the employees that would be induded in the NVR.
Process

par i
(@) Create NVR and Report

Most Recent MVR.
Date Created :
Time Created :

NVR Details

@) Only allow selection of new starters in this period
() Only allow selection of employees that are not new starters in this period
() Allow selection of all employees

[T only indude those selected employees who have a blank NINO
[T Automatically add employees to the list

NVR &)
A NINO Verification
Request (NVR) cannot be
accepted or submitted
prior to a successful Full
Payment Submission
(FPS).

aw

If | submit a =
National

Insurance
number for i
verification

and it turns out to belong
to someone else, will
HMRC tell the employer?

If the National Insurance
number provided on a FPS
or EAS is wrong, or no
National Insurance number
is provided, and HMRC
manage to trace the
correct National Insurance
number for the Individual,
HMRC would tell both the
employer and the
employee the correct
National Insurance
number. HMRC do not tell
the employee about the
results of any National
Insurance number
Verification Requests
submitted by an employer.

Communication from
HMRC about employee
NINOs will be sent to the
employer via the same
route HMRC currently uses
for sending, for example,
employee tax code
updates (i.e. via what
HMRC refer to as the Data
Provisioning Service
(DPS)). It's worth
highlighting that at the
point an employer submits
and FPS/EAS/NVR to
HMRC, the associated
response they'll receive
back from HMRC to say
that the submission was
successful will not include
any low-level details such
as whether any employee’s
NINOs was wrong (e.g.
someone else’s); such
information will come at a
later date/time via DPS
(and it will be the
employer’s responsibility to
check DPS to see if any
such updates have been
issued by HMRC, however
I'm sure HMRC have a
mechanism whereby they
inform employers that there
are updates on DPS for the
employer to go an check).
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Second Page

The second page is where you choose the employee/s that need to be included in
the NVR.

¢ NINO Verification Request (NVR) (3]

Flease specify the employees to be induded in the NVR.
Only selected employees will be induded in the NVR.

Employees to be induded in the NVR
Select the employee reference required and then press Enter to add the employee to the list.
Employee Ref, : Q

Ref Group Name NINO Date of Birth =

Press F5 to remove the highlighted employee from the list.
Press F7 to remove all employees from the list,

@ Cancel ] ’ Back Mext

Third Page

The third page summarises the numbers of employees categorised as new
starters, leavers in the current period or current employees.

" NINO Verification Request (NVR) ==

Please verify that the employee and submission details are correct. Then didk Start to create the NVR.
Mumbers of employees that will be induded in the NVR

New starters this period : 0
Leavers this period : 0
Current employees : 5
Total : 5

After the NVR has been submitted you will receive information from HMRC at a later date
regarding the NINO status of employees contained within the NVR.

The information can be viewed online by using the HMR.C PAYE desktop viewer application or the
Data Provisioning Service,
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Options

These options control the employees that can be selected on the second page of

the wizard for an

Box

Only allow
selection of new
starters in this
period

NVR.

Description

Tick to be able to include on the second page only employees who have
started work for you in this period. If this option is selected employees who
have worked for you for longer than the current pay period cannot be selected
on the second page.

Note: If this option is ticked the Automatically add employees to the list option
is enabled. Tick that option if you want all the chosen employees to be
displayed on the second page automatically or leave it blank if you want to
select the employees yourself.

Only allow
selection of
employees that
are not new
starters in this
period

Tick to include on the second page only employees who have worked for you
for more than one pay period. If this option is selected new starters in this pay
period cannot be selected on the second page.

Allow selection of
all employees

Tick to be able to include on the second page any employee who has worked
for you, including both new starters and employees who have worked for you
for more than one pay period.

Only include those
selected
employees who
have a blank NINO

Tick to be able to include on the second page only employees who have a
blank National Insurance Number on the Payroll - Processing form.

Note: If this option is ticked the Automatically add employees to the list option
is enabled. Tick that option if you want all the chosen employees to be
displayed on the second page automatically or leave it blank if you want to
select the employees yourself.

Example: if you want to send NVRs for all new starters in this period who do
not have a National Insurance Number, and have these employees displayed
automatically, select these options:

- Only allow selection of new starters in this period
- Only include those selected employees who have a blank NINO
- Automatically add employees to the list

5.4.3.1

This submission
only be sent afte

To Send a NINO Verification Request (NVR) to HMRC

verifies an employee’s National Insurance number. NVRs can
r the first FPS has been submitted for a PAYE scheme. Up to one

hundred employees can be included in the same submission.

5.4.3.2

Creating & Submitting Submission Files

The creation and submission of Real Time Information files is done in two steps:
firstly the file is created in Opera, and secondly the file is submitted to the
Government Gateway from Pegasus Online Filing Manager. If Pegasus Online
Filing Manager is installed on the same computer you can run it directly after
creating the file. The respective submission wizard will then be opened
automatically in Pegasus Online Filing Manager.

Roughly how

long it will ]
take form Y
HMRC to

provide an

employer with
corresponding NINO
information upon the
employer submitting an
NVR (or EAS or FPS) to
HMRC?

More specifically; Where
an employer submits and
EAS/FPS/NVR, | know
that HMRC will
(eventually) provide the
employer with NINO
verification information
e.g. details of
incorrect/mismatched
NINOs etc., and that that
information will be
provided to the
employers via DPS (e.g.
when the employer
submits an NVR for
example the NVR
submission response
from the Gov. Gateway
will not include NINO
details as such, the
immediate NVR response
will just be a general ‘it
has been successfully
submitted’ response).
However, does HMRC
have any idea as to what
the likely turnaround will
be for sending NVR
details back via DPS i.e.
it is likely to happen
within a few hours of an
EAS/FPS/NVR
submission, the next
day, the next week etc.)?

The NINO notifications
generated in response to a
pro-active NINO
Verification Request should
be available from the DPS
in a matter of "minutes”,
whereas the notifications
generated after further
downstream processing of
an EAS or FPS could be in
the region of a couple of
weeks. There is no
guarantee that all NINOs
within a single NVR
request will be validated in
the same timescales, each
NINO notification (at
individual employee level)
is actually a separate
Notification and therefore
these may not all be
available for retrieval from
DPS at the same time.
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1. Open the Payroll folder and then click RTI Submissions or click the Payroll & HR
tab on the Ribbon Bar and then click Payroll - RTI Submissions.

2. Click NINO Verification Request.

3. If you are using groups, in the Select Payroll Groups list, click to select the
group(s) you want to process and then click OK. You can only select groups that
are all in the 2013-14 tax year or later.

4. On the first page, choose the Report Only option to print a report with NVR details
or choose the Create NVR and Report option to create an NVR file to submit to
the Government Gateway using Pegasus Online Filing Manager.

5. Under NVR Details, choose one of the following:

e Only allow selection of new starters in this period so that only those
people who have started in the current period can be selected on page
two.

e Only allow selection of employees that are not new starters in this period
so that new employees in the current period cannot be selected on page
two.

e Allow selection of all employees so that all employees can be selected
on page two.

6. Select the Only include those selected employees that have a blank NINO box if
required. This option works together with the radio buttons above. For example, if
you selected the Only allow selection of new starters in this period box and tick
this box, only new starters with blank NINOs can be selected on page two.

Example: if you want to send NVRs for all new starters in this period who do not
have a National Insurance Number, and have these employees displayed
automatically, select these options:

- Only allow selection of new starters in this period
- Only include those selected employees who have a blank NINO
- Automatically add employees to the list

7. The second page is where you select the employee records. If the Automatically
add employees to the list option on page one was not selected, press F4 in the
Employee Ref. box and select the record or enter either part or all of each
employee's reference.

Click Next.

8. The third page summarises the number of new starters, leavers in the current
period and current employees in the NVR. Check the information on the screen to
make sure the details are correct.

9. Click Start. Then submit the file to the Government Gateway using Pegasus
Online Filing Manager. You can do this straight away or at another time using the
Online Filing Manager option on the RTI Submissions menu. Pegasus Online
Filing Manager (3.30) or later must be installed on the computer.

Tip: The Submission Information form (Payroll - RTI Submissions) displays
details about the most recent Full Payment Submission, Employer Payment
Summary, NINO Verification Request. If an Employer Alignment Submission was
used to align your employee data with HMRC records, those details are displayed
on the EAS tab.
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544 Employer Alignment Submission (EAS)

Real Time Information submissions can only be sent in the 2013-14 tax year after
the Use Real Time Information option on the Payroll - Utilities - Set Options form
has been selected.

This submission separates the alignment of employee details from the processing
of payments information for complex or large payrolls, or for those employers that
prefer to do the alignment before their 'First' FPS. It is also used for schemes that
need to be aligned in parts (processed in multiple payroll software, separate
payroll bureaus, different pay frequencies that make consolidation impracticable,
or the submission file would be too large). It includes everyone employed in the
current tax year, including new starters and leavers but may also include leavers
in the previous year if they have been paid in the 2013-14 tax year after leaving. It
must be sent on the ‘on-boarding’ date received from HMRC or as soon as
possible afterwards.

The Wizard

The Employer Alignment Submission wizard is designed to enable the file for the
submission to be quickly created before it is submitted to HMRC using Pegasus
Online Filing Manager.

If you use more than one payroll group these can be selected together providing
that the groups are in the same tax year. This is to prevent groups that are in the
2012-13 tax year being included in a submission.

First Page

The first page of the wizard includes initial choices for the submission, for
example whether the EAS should be compressed to make the submission
quicker.

“ Employer Alignment Submission (EAS) @

Use this process to create an EAS ready for submission to HMRC via Pegasus Online Filing Manager,
Alternatively you can simply produce a report listing the employees that would be induded in the EAS.

Process Report Type

....... Detailed
@) Create EAS and Report @ Summary

Most Recent EAS
Date Created :
Time Created :

EAS Details
Compress the submission

Cancel Back Next

©
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Second Page

The second page summarises the number of employees who will be included.

“ Employer Alignment Submission (EAS)

Please verify that the employee and submission details are correct. Then dick Start to create the EAS.
Mumber of employees that will be induded in the EAS

Prior period leavers : 1]
Leavers this period : 1]
Current employees : 23
Total : 23

Submission Details
[T EAS to be submitted in multiple parts
Total number of parts : 1
Unique Part ID to be used for this submission :

Unique Part ID of the previous part's submission :

After the EAS has been submitted to HMRC you may receive information from HMRC at a later
date regarding the NINO status of employees contained within the EAS. The information can
be viewed online by using the HMR.C PAYE desktop viewer application or the Data Provisioning
Service,

Options

Box Description

Process You can choose to only see a report without creating an EAS file or see a report and ‘
also create the file. You can choose the report destination from the Publisher form
before the file is created. If you choose to create a file you will be asked to confirm this
after you have started the wizard process.

Report The summary report includes the same details that are displayed on the second page

Type of the wizard.

The detailed report includes each employee's details for the pay period, including their
title, name, date of birth, National Insurance Number, start date, leave date and so on.

EAS to be Enter the number of parts you are sending to make up your EAS. You must also enter
submitted a unique ID in the Unique Part ID to be used for this submission box. The ID can

in multiple include any combination of the characters A to Z, a to z, digits 0 to 9 and spaces.
parts

Compress Select to compress the file in Pegasus Online Filing Manager before it is submitted to

the the Government Gateway. There is a maximum file-size limit that can be submitted -

submission  approximately twenty five Megabytes. Selecting this option will reduce the size of the
file and thereby help with the speed of the submission to HMRC. The submission will
also be quicker even if the file size is much smaller than the maximum size allowed.
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5.4.41 To Send an Employers Alignment Submission (EAS)

Notes
toHMRC
This submission separates the alignment of employee details from the
processing of payments information for complex or large payrolls, or for those
employers that prefer to do the alignment before their 'First' FPS. It is also used
for schemes that need to be aligned in parts (processed in multiple payroll
software, separate payroll bureaus, different pay frequencies that make
consolidation impracticable, or the submission file would be too large). It includes
everyone employed in the current tax year, including new starters and leavers
but may also include leavers in the previous year if they have been paid in the
2013-14 tax year after leaving. It must be sent on the ‘on-boarding’ date received
from HMRC or as soon as possible afterwards.
Tip: For details about alignment submissions, please see the Introduction to Real
Time Information Help topic.
5.4.4.2 Creating & Submitting Submission Files
The creation and submission of Real Time Information files is done in two steps:
firstly the file is created in Opera, and secondly the file is submitted to the
Government Gateway from Pegasus Online Filing Manager. If Pegasus Online
Filing Manager is installed on the same computer you can run it directly after
creating the file. The respective submission wizard will then be opened
automatically in Pegasus Online Filing Manager.
Note: The EAS must be submitted before an FPS is sent to HMRC.

1. Open the Payroll folder and then click RTI Submissions or click the Payroll & HR
tab on the Ribbon Bar and then click Payroll - RTI Submissions.

2. Click Employer Alignment Submission.

3. If you are using groups, in the Select Payroll Groups list, click to select the
group(s) you want to process and then click OK. You can only select groups that
are all in the 2013-14 tax year or later.

4. On the first page, choose the Report Only option to print a report with EAS details
or choose the Create EAS and Report to create an EAS file to submit to the
Government Gateway using Pegasus Online Filing Manager.

5. Select the Compress the submission option to compress the file in Pegasus
Online Filing Manager before it is submitted to the Government Gateway. There is
a maximum file-size limit that can be submitted - approximately twenty five
Megabytes. Selecting this option will reduce the size of the file and thereby help
with the speed of the submission to HMRC. The submission will also be quicker
even if the file size is much smaller than the maximum size allowed.

6. Click Next.

7. If more than one EAS file will be submitted for alignment, select the EAS to be
submitted in multiple parts option. You will need to do this if you process payrolls
for the same Accounts Office Reference in different Opera companies, for
example different companies for directors, office employees, factory employees
and so on. Also, if you process payrolls in different payroll products, say some in
Opera but others in another application, you will need to submit multiple EAS.
Enter the number of parts you are sending to make up your EAS. You must also
enter a unique ID in the Unique Part ID to be used for this submission box. The ID
can include any combination of the characters A to Z, a to z, digits 0 to 9 and
spaces.

8. Click Start. Then submit the file to the Government Gateway using Pegasus
Online Filing Manager. You can do this straight away or at another time using the
Online Filing Manager option on the RTI Submissions menu. Pegasus Online
Filing Manager (3.30) or later must be installed on the computer.
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Tip: The Submission Information form (Payroll - RTI Submissions) displays
details about the most recent Full Payment Submission, Employer Payment
Summary, NINO Verification Request. If an Employer Alignment Submission was
used to align your employee data with HMRC records, those details are displayed
on the EAS tab.

545 Submission Information

Real Time Information submissions can only be sent in the 2013-14 tax year after
the Use Real Time Information option on the Payroll - Utilities - Set Options form
has been selected.

The Submission Information form (Payroll - RTI Submissions) displays details
about the most recent Full Payment Submission, Employer Payment Summary,
NINO Verification Request. If an Employer Alignment Submission was used to
align your employee data with HMRC records, those details are displayed on the
EAS tab.

The current period, and date and time of the most recent submission is displayed
for each type of submission. The group identifier is also displayed where relevant;
if groups are used a separate record is displayed for each, as each groups’
current period is likely to be different.

& Submission Information [=3a)
P} eps || wvr | Eas
Group Description CurrentPeriod  Created for CurrentPeriod?  Date/Time Most Recently Created  «
Monthly 3 v 04012013 12:07:23 PM
w Weekly 1
1< T b
)

“ Submission Information

FPs | 95! | wim | Eas |
Most recent EPS
EPS Type : Mone Created

Tax Year :
Date Created :
Time Created :

Recoverable Amounts year to date :

SEP Recovered : 0.00 CIS Deductions Suffered : 0.00
SMP Recovered : 0.00 NICs Holiday : 0.00
MIC Compensation on SMP : 0.00
OSPP Recovered : 0.00
MIC Compensation on OSPP @ 0.00
ASPP Recovered : 0.00
MIC Compensation on ASPP @ 0.00
SAP Recovered : 0.00
NIC Compensation on SAP © 0.00

What is an EYU
Submission?

An EYU stands : 7
for Earlier Year
Update

Via HMRC’s own
‘downloadable payroll
product’ they will be
providing a limited Earlier
Year Update (EYU)
capability that allows an
employer to manually input
and submit and EYU ‘for
one employee at a time’.

Note: an EYU allows an
employer to amend an
employee’s pay details for
the previous tax year (i.e.
in effect, it's for sending
amendments after the tax
year has ended).

For April 2013, none of
Pegasus Opera customers
should use the EYU. The
EYU can only be used for
those employers who are
on the RTI pilot during
2013/14. For Pegasus
customers, they will not be
able to use an EYU until
after the 2013/14 tax year
(i.e. not until April 2014).
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Current Period Created for Current Period? Date/Time Most Recently Created

3
1

Current Period Created for Current Period? Date/Time Most Recently Created =+
Monthly 3 Not Created
W Weekly 1 Not Created
-
Total number of parts : 1
Most recent unique part ID :
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5.4.6 Online Filing Manager

Online Filing Manager is a Pegasus application that submits HMRC returns to the
Government Gateway. Online Filing Manager is a separate software product that
must be installed beforehand.

You have to register and enrol with the Government Gateway and activate the
PAYE Internet Service for Employers. Refer to the HMRC web site for guidelines
about the nature of the service, who is eligible and the steps you need to take to
enrol. Make sure you enrol in plenty of time to send in your returns by their due
dates.

You use the Online Filing Manager command on either of these menus to run
the application from Opera:

e Payroll - EQY/Special Reports
e Payroll - RTI Submissions

Important: To submit each company's P14 (End of Year Summaries) and P35
(Employer Annual Return) in one submission in Online Filing Manager, all the
output files must be in the same folder on the computer.

Tip: Pegasus Online Filing Manager can also be used to submit VAT100 Returns
to HMRC using VAT details for invoices and credit notes posted in Opera 3. For
more information, see the Online VAT100 Returns Help topic.

Please refer to OFM help for further information if required.

RTI OFM

Running OFM as part of
the RTI wizard (l.e. when
running the wizard to
create an RTI submission,
the system will prompt to
submit now and once
selected will launch OFM)
will now (when loaded
after the FPS, EAS etc. in
Opera) it will automatically
load with the file just
created already selected
(in the wizard page) ready
to then progress

Will

submission of &
information

via the
Government

Gateway be a manual
process, with the
employer being required
to log onto the gateway
and manually key the
information, or is the
intention to set up an
automated link from the
payroll system to the
gateway?

It is intended that
employers will be able to
submit their information
direct from their payroll.
However, each payroll
provider will develop their
own product.

For Opera customers, the
RTI submission will work in
a similar way to that as at
present for EOY and in-
year submissions i.e. they
employer will create the
submission details from
Opera and then submit
them to HMRC via OFM.

EYU v)
An Earlier Year Update
(EYU) cannot be
submitted if the Joined
date for the Payroll
Scheme has not been set.

0

RTI Submissions = =
Employers will/get an
email confirmation from
HMRC/Gov-Gateway
confirming that the
Submission has been
successfully filed online -
This will be for All
submissions under RTI.
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5.5 Update of Pay Periods

Payroll Update Form

The Update command (Utilities - Update) has changed for the 2013-14 tax year to
check whether appropriate Real Time Information submissions have been sent to

HMRC. Appropriate warnings are displayed if necessary.

The existing checks to ensure that P45 (Part 3) and P46 returns have been
submitted to HMRC for new starters have been removed when Real Time
Information is in use in the 2013-14 tax year. Details for leavers and starters will

be included in the FPS.

“ Update @
Group to be updated
Code : Desc: | Monthly Pay Freq. : | Monthly
Period to be updated
Action Status
Period  Year Usual Pay Date  Actual Pay Date [ g "
3| |1314 30/08/2013 Has BACS been run?

) Has FPS been created? v

Weeks Co. Holiday — Start Date )
Has Mominal transfer been run?
0 01/06/2013

9

In Opera 3, the Update form displays whether the FPS has been created for the

pay period.
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Accreditation Training Courseware
Appendix

Appendix A - RTI & BACS FAQs

Provided by HMRC based on various queries during the Pilot Scheme

Questions asked by employers during the pilot

Q. How can | check whether | pay by Bacs Direct Credit using my own Service User
Number?

A. For RTI purposes, a Bacs Direct Credit payment is one that is submitted directly or
indirectly into Bacs using an employer's own Service User Number (SUN) either using
software provided by a Bacs Approved Solution Supplier (BASS provider) or through a
Bacs Approved Bureau. The following three questions will help employers identify if
payments will be treated as Bacs Direct Credit payments for RTI purposes:

1. Do vyou make payments covered by the PAYE Regulations (e.qg.
wages/salaries/pensions?)

Yes — go to question 2

No — the cross reference does not apply

2. Do you make these payments using Bacs?

Yes — go to question 3

No — the cross reference does not apply

3. Have you been allocated your own SUN?

Yes — you must include a four character sub-reference into field 7

No — the cross reference does not apply

I don’t know - Please speak to your BASS provider or payment bureau.

Q. What does HMRC regard as a Bacs payment for RTI purposes?

A. A Bacs payment is one that is submitted directly or indirectly into Bacs using an
employer's own Service User Number (SUN).

If an employer has any doubts about whether they have their own SUN, they should
approach their Bacs Accredited Software Supplier (BASS) or BAB.

Q. Will we be compelled to develop a Bacs route (where payments are made via
Bacs) once HMRC's strategic solution is available. If EDI and the Government
Gateway route provide HMRC with adequate information, will employers have to
fund the development of additional systems to utilise Bacs?

A. HMRC does not intend to change the way employees are paid, or to force employers to
pay via Bacs. To accommodate those employers who do not pay by Bacs, there will need
to be an alternative means of submitting RTI once the strategic solution is implemented.
This is likely to be the Government Gateway.

>
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Q. What information will need to be added to Bacs payment instructions where the
payment relates to RTI?

A. The employer or pension provider will need to include additional information in the Bacs
payment file. They will include a four character entry in Field 7 (currently spare) of the Bacs
payment file.

This entry will consist of an initial '/' to identify it as an RTI payment and three random
characters, which will normally be generated by a customer's payroll software.

If you pay by Bacs under your own SUN (see the questions set out below), you will be
obliged to do two things:

e include the entry in Field 7 as mentioned above

e include in your RTI submission to HMRC a cross-reference (or 'hash’) calculated
using the Field 7 reference plus other data from the payment file (please contact
your payroll software supplier for further information)

Q. What will Bacs do with Field 7 information?

A. When Bacs process the payment, they will use it and other information in the payment
file to re-create the encrypted cross-reference and send it to HMRC.

This reference should be the same as the reference in the RTI submission you will have
sent to HMRC.

HMRC will then match the cross-reference sent from Bacs with the information sent by you.
HMRC will not have access to the source information (such as bank account details).

Q. Are changes required to Bacs software if an employer pays using that method?

A. You should check if any changes are needed with your BASS or Bacs Approved
Bureau.

Q. | pay others, such as suppliers, through Bacs - what will be the impact on those
payments?

A. Any Bacs payments (Bacs Direct Credits or Direct Debits) you submit that aren't salary
or pension payments won't be affected and will be processed as they are today.

Q. | pay my employees by cash, cheque or electronically using internet or telephone
banking, but not Bacs. Do | have to use the cross-reference?

A. No.

Q. Is HMRC proposing to force everyone to use Bacs for making salary payments?

A. There is no question of HMRC forcing employers to use Bacs to make salary payments.
Employers or pension providers who choose to make payments by other methods can
continue to do so.

Q. Where can | find out more about generating the cross-reference (hash) or the four
character entry for Field 7?

A. Please read 'Real Time Information - Generating the RTI Cross-reference (RTI hash)' on
our website.

Real Time Information - Generating the RTI Cross-reference (RTI hash)

Q. What happens if expenses go through Bacs after RTI has been sent?

A. If expenses which are not liable to tax or NICs are added to the payment after the RTI
submission then RTI needs to be amended to reflect that the payment will now include an
amount not subject to tax and NICs.

© Pegasus Training Services Page 85



Accreditation Training Courseware - O3Training_Accreditation_PAY12RTIProcessingR1.0.docx

Q. I run my monthly payroll which generates payslips and payment instructions
some time before the Bacs payments reach my employees' accounts. | frequently
need to 'recall' or 'exclude' some of these payments before they are made due to
information reaching payroll late, eg long-term sick. When this happens, we
recalculate a revised payment for the employee, but do not rerun the payroll until the
next month. How do | deal with this situation using RTI?

A. As now, using RTI employers must operate PAYE at the time that they make a relevant
payment. They must also take reasonable care to report accurately to HMRC. In this
scenario, the employer will have reported a payment, but some of the details were
incorrect.

If it is not feasible for the employer to run the payroll again, and supply the correct
information at the time the payment is made, the employer should correct the employee's
position in the FPS for the next relevant payroll run. They would do this by ensuring that
the YTD figures are accurate in that FPS.

Questions asked by software developers during the pilot

Q. How do | deliver the interim solution if | don't have access to employee bank
details?

A. A key feature of RTI is to link RTI data and payment information together where
employees are paid by direct Bacs. This will reduce errors and improve accuracy,
particularly when Universal Credits is introduced. Employers need to use employee bank
details to generate the hash cross reference. HMRC appreciate that this may result in a
change to business processes for some employers.

Q. I only produce the payroll - the employer produces the standard 18 file - how will
RTI affect us?

A. Employers will be required to include the hash cross references in RTI submissions
where employees are paid by direct Bacs. This means the payroll producer will need
details of the entries to be included in specified fields of the standard 18 payment
instruction.

Q. Will the interim solution accept multiple submissions for different employer PAYE
scheme references?

A. Multiple submissions will not be accepted through the Government Gateway from April
2012, but HMRC is investigating whether it will be possible to facilitate multiple
submissions in a later release. However they will be accepted through EDI as at present.

Q. Why must we submit the hash with RTI data where earnings are paid by direct
Bacs?

A. The hash provides HMRC with the facility to validate RTI data by cross referencing with
hashes generated by VocalLink once the Bacs payment has been made.
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Q. An employee has his net pay paid via Direct Bacs into two accounts. How should
| report this for the hash to work?

A. The matching process will take place against the largest value payment. The Bacs
payment instruction for the largest amount should contain the 4 character string in Field 7,
and the data used for this payment should be used to construct the 64 character hash that
is reported on the FPS.

Consider this example to see how the FPS should be completed: Suppose the employee is
paid £850; £600 into account A and £250 into account B.

Step one is to total all the payments other than the largest and add this to any figure
already in box 58B.

Box 59 less box 58B plus Box 58A should equal the largest payment.

So the total payment, before it is proportioned between recipient accounts, is the figure in
box 59, box 58B reflects the value of the payment to account B. HMRC will use the amount

59 - 58B - 60 + 58A i.e. £600 (where 60 and 58A are 0) to match against the largest
payment.

Q. What should an employer do where a payment covers more than one tax year?

A. If the payment consists of two or more net amounts for two or more tax years, then the
amounts for all but the latest tax year should be totalled and added to any amounts in box
58A (the net amount for previous years are not subject to tax or NIC in the current year).

Q. Will VocaLink process the hash immediately they receive the file from the
employer, or will they process it at the payment date (which could be in the future)?

A. Vocalink will process the hashes once payment has been made.

Q. Could an employer recall a Bacs transfer?
A. Yes.

Q. Will the “/” in field 7 of the Std 18 file be part of the PAYE regulations?

A. The appropriate field 7 entry will be required where an employer sends a payment
instruction to Bacs that relates to a relevant payment, within the meaning given by the
PAYE Regulations.

Please note that the solidus has a hex value of “2F” under the ASCII character codes.

Q. An employee receives part of his net pay via Direct Bacs, and part of it by another
means, eg cheque. How should | report this for the hash to work?

A. The matching process will take place against the Bacs payment amount. The Bacs
payment instruction should contain the 4 character string in Field 7, and the data used for
this payment should be used to construct the 64 character hash that is reported on the
FPS.

Consider this example to see how the FPS should be completed: Suppose the employee is
paid £850, of which £600 in a cheque and £250 into account B via Bacs.

Step one is to total all the payments being paid other than by Bacs and this should be
added to any figure already in box 58B.

Box 59 less box 58B plus Box 58A should equal the Bacs payment.
So the total payment, before it is proportioned between recipient accounts is the figure in
box 59, box 58B includes the value of the payment by cheque. HMRC will use the amount

59 - 58B - 60 + 58A ie £250 (where 60 and 58A are 0) to match against the largest
payment.
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Q. How will the software be able to determine whether to include the hash if it
doesn't know if the employer is paying by Bacs?
A. The employer will need to be able to indicate this in the software.

Q. Will HMRC be publishing what happens where the hash does not match the one
created by Vocalink?

It will feed into HMRC and DWP risk assessment procedures used to target education and
compliance activities.

Q. What is the submission 'window' between making a Bacs payment and making an
RTI submission?

A. RTI submissions should be made on or before the time of payment. Where the payment
is made by Bacs, the payment will be for a given settlement date and the RTI submission
should be submitted by that date.

Q. Can employers still pay HMRC on a quarterly basis?

A. Yes, if they meet the relevant criteria. But if your payroll is run weekly then FPSs will be
required on a weekly basis. The fact that an employer is a 'quarterly payer' does not
change the requirement to send in an FPS when payments are made.

Q. How should | report payments made to an employee with multiple employments
across two or more PAYE schemes, when they are paid with a single payment? For
example, an employee has job A and job B in scheme 1, and job C in scheme 2, and
is paid for all three jobs together in one Bacs payment.

A. At the point the employer aggregates the results of the calculation into a single payment
he must attach the hash relating to the single payment to each line of RTI which are then
returned separately. The RTI data for jobs A and B in scheme 1 are aggregated so one box

59 is completed covering jobs A and B. The details relating to job C are returned separately
under scheme 2. The same hash is returned with each piece of RTI.

Aggregation of RTI data must only be done within each PAYE reference
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Accreditation Training Courseware
Other Guides and Help

The following user documents are also provided with the respective software. Guides are available from
various sources including Answerlink, the Opera 3 CD and from the Opera 3 Client installation’s main
folder, normally C:\Program Files\Pegasus\Client XXX\User documents (where XXX is either VFP or SQL).
Some guides are also available from the Opera 3 Help menu or respective software Help menu.

Readme File

The Readme file is an HTML document. It contains late breaking news and any other release specific
important information.

Note: This file can also be accessed from the Opera 3 CD Installation Menu with regards to Opera 3.

Release Guide

When new versions are released such as Opera 3, they are normally accompanied by a Release Guide
that contains information such as What’s New in this Release, Release History, and Functional Differences
between versions.

Note: This guide can also be accessed from the Opera 3 CD Installation Menu with regards to Opera 3.

Installation Guide

The Installation Guide is provided to help you install the application in your chosen Windows environment.
It contains technical information and advice to ensure the installation process is successful.

Demonstration Data Guide

This guide is provided to assist the use of the demonstration data and contains pertinent information that is
not contained elsewhere in the product documentation. It is recommended that the Help be used at the
same time.

Implementation Guide

The Implementation Guide provides a high-level view of an application such as Opera 3 and how to
approach an implementation. It details how the modules are integrated, and recommends the order in
which elements should be set up.

System Requirements Guide

The System Requirements Guide details the minimum and recommended computer hardware and
software requirements that are required to install and use software such as Opera 3 Enterprise and Opera
3 Enterprise SQL.

It also includes guidance on using Opera 3 Enterprise and Opera 3 Enterprise SQL in a Terminal Services
environment run in Windows Server 2003 and Windows Server 2008 (32-bit & 64-bit).

Help

F1 Help provides details of all the functions available in the application.

Document Management & Executive Dashboards Guides

Installation Guides are available for both Document Management and Executive Dashboards. A user guide
is also available for Executive Dashboards. Help for Document Management is in the Opera 3 Help.

Note: The guides are in the respective folders on the Opera 3 CD and can be accessed from the Opera 3
CD Installation Menu.
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