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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.

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_PAY10PayrollR5.0.docx Accreditation Training Courseware” in the
subject box.

Please note that product support is not offered through the above email address.

© Pegasus Training Services Page 10

=1
(o d
=.
o
Q
c
o
=
o
>



http://www.pegasus.co.uk/
mailto:feedback@pegasus.co.uk

Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

Key

Icon

I
i

e

Example —
Examples

. &

Question
Answer

Red Text (Small)

B

Meaning

Useful Hint, Tip or Note. General
Comments / Notes

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

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

Website link

Exercises / Example solution

Report to XLS

Potential Report Enhanced from Opera Il
(more than simple field adjustments)

FAQs - Only

Used to highlight changed (sometimes
removed) legislation, but still found useful
to have in the training manual.

Action Menu example of the
corresponding form.
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Training Literature Releases

Release Added Information

R1.0 Originating document (Uplift to O3)
Inc Latest changes for ASPP and a few Hints & Tips
etc.

R2.0 Update Document for Version 1.4x (Payroll Upgrade)
and Chapter uplift. Includes a few more links and
FAQs

R2.1 Update Document for Version 1.5x including a few
extra FAQs.

R3.0 Update Document for Version 1.6x including HMRC /
Pension Regulator Links + RTI Get Ready information

R4.0 Update for v1.8x RTI + some extra bits of information

R4.1 Expanded Appendix for NL Masking & Added NEST
integration information for v1.81.xx and minor help
SCR updates included

R4.2 Updated for v2.x PWX/PSS and the v2.1x Payroll
upgrade release

R4.3 Update for PWX / O3 v2.11 changes, Includes
various other minor changes. Updates for v2.13
incorporating v2.12

R4.4 Minor updates for AE Notes & Misc, AE Q&A doc rl1
and updated RTI Q&A rl.7

R5.0 Updated for v2.20 — Payroll Upgrade & v2.21 e-mail
payslips & P60s
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Accreditation Training Courseware
Module Menu Structure

The following sections will cover the functionality of the options in this module as outlined in the image
below which shows each menu option contained in this module.

&' Pegasus Opera 3 - Orion Vehicles Leasing

le‘ 0B )-

Payroll & HR Favourites Financials Supply Chain Management CEM Document Management

@ = Calculation o (T RTI Submissions = Periodical Reports = EOQOY/5pecial Reports = E-mail Admin ™
3 &
P32

X Summary Reports ™ Pensions Reports ™ Global Changes ™ Maintenance ™
Processing View  payment Reports ~ Misc. Reports ™ Utilities =
Processing
Payroll
[Perindical Reports '] EOY/Special Re)
[5m | Pas
[Utiities - WwE o T P453) New Employee
Set Options [ | Pas
) Maintenance ™ {# 8 Ben| _ -
ﬂ_-& PAYE/MI/Stat, Payments 51 Employee Profile |} | P46(Expat)
i,_';» acottish Tax [F] | Payment Profile @l P4s(Pen)
i}_-;., Coinage [F] Deduction Profile .:Eﬂ Employee Record Print
%, MNominal Codes 3 Bank Details [im | sSPReport
ﬂ-\.‘, Pay Periods BRI _Li' 5MP Report
E- [F  Group Details -
. M/L Analysi |iF | OS5PP [Birth) Report
% | N/L Analysis [F  qualifying Days Profile = (Birth} Repo
[ Update G Nominal Accounts |5 OSPP (Adopt) Report
i‘;.. Copy Statutory Rates [F] | MNominal Cost Centres .:E!-J_ SAP Report
¥, Cashbook Transfer 3| Nominal Project [Tl ASPP (Birth) Report
%, Calendar 3] Nominal Department |5l ASPP (Adopt] Report
: . T Pension Scheme — i
i-& Adjust NI ._L:J:j Tax Credits
- [F | Pension Payment Source —
8. AuditLog G| Pension Group [ | Attachment Crders
ﬂ_-\.‘, Auto Enrolment Settings | views _Cﬂ DEC Payment Schedule
[F‘ayment Reports "] EQY/ Speci:
;_q] Payslips %
[5ummar}- Reports 7| Misc. Reports® .E!-J, Cheques
lg-J_ T/Period Summary % .Q-J_ Produce & List BACS Misc, Reports *l Maintenat
& To-Date Summary |3 Transmit BACS Tl Birthday List
L] Departmental Analysis .E-J Cheque List :g-J_ Holiday Pay Average
[ | P11 | Autopay List [T Holiday Report
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[ EOY/Special Reports ™| Maintenance

[Pensiuns Reports '] Global Change End of Year Returns

Auto Enrolment Details Print P35 Substitute

Employee Pensions Pay/Ded List

Scheme Contributions End of Year Cleardown

Enrolment File Prepare Internet P35

Contribution File

() () () () ()
& £ = B E £

Online Filing Manager

[RT] Submissions "] Periodical Reports ™ EOY,

Global Changes ™

Zeroise Pay/Ded Balances

Full Payment Submission

Employer Payment Summary

Tax Code Changes MIMO Verification Request

Pay/Died Changes Employer Alignment Submission

Penzion Scheme Transfer Submission Information

rFEFErer

Auto Enrolment Updates

E-mail Admin~| Benefil

Cuick E-mail Setup

& @ £ & & F

Online Filing Manager

Design E-mail Covers
Generate Welcome E-mails
Generate Password E-mails

Check E-mail Status

Lol Il T
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Accreditation Training Courseware

Glossary (of Menu Structure)

Navigator Folder Command
Processing The commands from the Action menu within the Processing submenu provide a number of processes.

Snapshot Use the Snapshot command to attach an image of your employee.

Groups Use the Groups Command to view and change group records.

O.L.E. You can link objects such as an employee photos. A representation
or placeholder for an object is inserted on the O.L.E. form
associated with the record.

Calculate Use the Calculate command to calculate an individual employee's
net pay.

Holiday Use the Holiday command to record the number of weeks holiday
an employee will be taking in a pay period.

Leavers The Leavers command allows you to mark employee records as
leavers. It will also allow and employee to be re-instated.

Transfer The Transfer command is used to transfer an employee's record to
a new reference number and if you are using groups, to a different
group.

Override Use the Override command to change the Tax or National Insurance
calculations during the current period.

Absence The Absence command allows you to keep a record of the NON-
SSP absence days for the employee.

To Date The To-Date procedure is used to enter to-date values up to and
including the previous period for an individual employee record has
been created.

History The History Command will allow you to view an employee's ‘This

Period summary Image' report.

Details and Bank

The Details and Bank command are used to record address and
bank details of the employee, SCON numbers, P11D and Student
Loan Indicators.

Pay and Deductions

The Payments and Deductions command is used to enter payment
and deduction details of an employee.

Statutory Payments

A shared utility for recording SSP details, SMP entitlement (for
female employees only), OSPP Birth & Adopt (Ordinary Paternity),
(Additional Paternity Pay) and SAP (adoption) ASPP processing.

These menu items will only be available if the system has been set
to use Full SSP, SMP,SAP & OSPP etc processing.

Tax Credits

This will allow you to set up Tax Credits details forms for an
employee. This menu item will only be available if a Tax Credit
Payment Profile has been created on the system. Tax Credits
however are not processed via the payroll anymore (towards the
end of 2007).

Pension

This will allow you to define different pension schemes you can
assign to employees. This facility is only available if you have
selected the Use Advanced Pension Processing option on the
Options Page 2 tab of the Payroll Options form for the
corresponding payroll group.

Analysis

Use the Analysis command to assign project and department codes
to employee records. This only applies if you are using either the
Advanced Nominal Ledger or an external Nominal Ledger. The use
of dimensions is controlled by the setting of the Project and
Department options on the Company Profiles form in the System
module.

Attachment Orders

Use the Attachment Orders command to attach AEO’s to employee
records. These will calculate and deduct accordingly with the
relevant deduction profiles in place.
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Calculation Use the Calculation Command to produce the figures for the current
pay period and allows reports to be printed based on the latest
information.

P32 Processing Use this facility for recording Payments as an Employer and any

funding received from the HMRC.

Reports The Reports are categorised into sub-folders appropriate to their
logical place in processing.
These sub-folders include: Summary Reports, Payment Reports,
Periodical Reports, Pension Reports and Misc. Reports.

EQY Special Reports ~ The commands on the EOY Special Reports submenu provide a number of processes.

End of Year Returns Use the End of Year Returns to produce your End of Year reports on
disk.

Print P35 Substitute This is a statutory end of year form to be printed for every employee
who was employed by the company during the tax year.

Payments/Deductions List Use the Payments and Deductions List to report on payments and
deductions made to your employees.

End of Year Cleardown This function is generally carried out after the final payroll update of
the year.

Prepare Internet P35 Use the Prepare Internet P35 command to produce a file used by the

eSubmission Utility for submission to the HMRC via the Government Gateway

On line Filing Manager A facility to enable an employer to submit RTI Submissions. end of
year returns via the Internet.
Global Changes The command under Global Changes allows users to make alterations on a global company scale
Zeroise Pay/Ded Balances Use the Zeroise Balances command to clear down any payment and

deduction balances if the need arises during the year.

Tax Code Changes The Tax Code Changes command is used to make general tax code
changes to employee records.

Pay/Ded Changes The Global Changes command provides a way of implementing
changes to values or pay and deductions for the whole of the
payroll, rather than having to make these changes per employee
record.

Pension Scheme Transfer The PST allows users to globally transfer EEs from one Pension
Scheme to another. Brought in due to the changes to the COMP
Pension Schemes in 2012.

Auto enrolment Updates This form (accessed from the Payroll - Global Changes menu) is
designed to help you easily set up many employees for auto
enrolment. You can set the status, category and auto-enrolment
dates for lots of employees at the same time. The form is presented
using different steps to complete the process.

Utilities The commands on the Utilities submenu provide a number of processes.

Set Options The Payroll Set Options contain a number of rules and options that
define the way you work.

PAYE/NI/SSP/SMP/SPP Use the PAYE/NI/SSP/SMP tables for specifying the current rates of
Income Tax, National Insurance, SSP & SMP legislation for the
company.

Scottish Tax The Scottish Tax command is provided for maintenance of Scottish
variable rates from April 2000.

Coinage The Coinage command is only necessary if you have employees
paid by cash.

Nominal Codes Use the Opening Balances command to enter the opening balances

of your bank accounts.

Pay Periods Pay Periods are used to specify what the current payroll period is for
each of your groups.

N/L Analysis If you have elected to link your Payroll with the Nominal Ledger use
this process to create the Nominal Ledger Analysis transfer file.

Update The Payroll Update routine is very similar to a period end procedure.
This is used to clear down the current tax period ready for
processing in the next pay period.
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Maintenance

RTI

Copy NI Codes

Cashbook Transfer

Calendar

Adjust NI

Audit Log

Auto Enrolment Settings

The Copy NI Codes command allows you to copy the
PAYE/NI/SSP/SMP tables from one company to another.

If you have elected to link your Payroll to your Cashbook, this
command will carry out all transfers from Payroll to Cashbook for
employee payments.

The Calendar option allows you to create a Calendar for your payroll
Groups and relevant pay periods, upon which the Calculate will now
be based

The utility allows for retrospective NI code changes, allowing the
User to easily re-calculate the NI figures for an employee once the
change of code has been implemented.

Use the Audit Log command to display a log record that tracks
which payroll processing users have been running and who has
made changes to key employee payroll data fields. You can also
print a copy of the log using the Print icon on the toolbar.

This form (accessed from the Payroll - Utilities menu) is where you
enter your staging date and registration date for auto enrolment, and
is also where the various thresholds and limits for auto enrolment
are displayed. The form can also be accessed in read-only format
from the Auto Enrolment Details and Auto Enrolment Updates
forms.

The classification of Employee Profiles, Payment and Deduction Profiles, Groups, Bank and
Department Details, Qualifying Days Profiles, External Nominal Accounts and Cost Centres are
entered through the Maintenance Submenu.

Employee Profile

Payment Profile

Deduction Profile

Bank Details

Department Details

Group Details

Qualifying Days Profile

Nominal Accounts

Nominal Cost Centres

Nominal Project

Nominal Department

Pension Scheme

RTI File Creations

Employee Profiles are used to group characteristics together that
are common to one or more employees.

A Payment Profile is used for creating payment characteristics that
are common to groups or individual employees.

A Deduction Profile is used for creating payment characteristics that
are common to groups or individual employees.

Banks Details are used to define all employee and employers bank
account details.

This command will allow you to categorise your employees by
department to enable you to produce reports on a department basis.

Groups are used to represent the different multiple pay frequencies
within the company.

Used to maintain one or more qualifying days patterns, which apply
to employees. These will relate to an employees normal working
pattern.

If linking to an external Nominal Ledger those accounts must be
defined here.

If linking to an external Nominal Ledger and using Cost Centres,
those Cost Centres must be defined here.

Use the Nominal Project command to maintain details of nominal
ledger projects for the analysis of payroll costs. This only applies if
you are using an external Nominal Ledger and have the Payroll to
External Nominal option selected on the Options tab of the
Company Profiles form in the System module.

Use the Nominal Department command to maintain details of
nominal ledger departments for the analysis of payroll costs. This
only applies if you are using an external Nominal Ledger and have
the Payroll to External Nominal option selected on the Options tab of
the Company Profiles form in the System module.

Use the Pension Scheme command to define different pension
schemes you can assign to employees. This facility is only available
if you have selected the Use Advanced Pension Processing option
on the Options Page 2 tab of the Payroll Options form for the
corresponding payroll group.

Menu option to create EAS, FPS, EPS, NVRs and to check
submission information and launch OFM.
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Accreditation Training Courseware
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.

If you are going to be operating multiple pay frequencies, individual payrolls for weekly and monthly
paid employees, the system allows you to create 'Group Details'. This would enable the operator to
analyse and produce reports for each Group on a separate basis or multiple combined Groups if
required. If linked to the Opera 3 Nominal Ledger analysis may be via Nominal Ledger Cost
Centres and/or Departments. If linked to the Opera 3 Advanced Nominal Ledger analysis may also
be via two additional dimensions.

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.  Attachment of Earnings Orders processing, Trade Dispute Tax Refund
withheld, retrospective NI Adjustments and full P32 Processing options are all available to offer the
user a complete solution.

HMRC Payroll Standard and Pensioner Payroll Standard — now replaced by the PAYE HM Revenue

Recognition Scheme & Customs
The HMRC Payroll Standard and Pensioner Payroll Standard Accreditation Scheme will Refer to HMRC website for
cease to operate on 5 April 2012. It will be replaced by a new scheme called the PAYE further details regarding the
Recognition Scheme. As Opera had previously been accredited under the HMRC Payroll PAYE Recognition

Standard and Pensioner Payroll Standard scheme, it will automatically be recognised under Scheme, please refer to.

. http://iwww.hmrc.gov.uk/e
the new PAYE Recognition Scheme. bu/psu.htm

There are two Payroll Standards for software products; the Payroll Standard and the Pensioner Payroll
Standard. Opera 3 Enterprise and Opera 3 Enterprise SQL is fully compliant with all requirements of both
standards. The Payroll Standard covers requirements for full payroll software. The Pensioner Payroll
Standard covers requirements for software that pays pensions and annuities. This scheme will cease in
2012 and replaced with the PAYE Recognition Scheme.

Statutory Adoption Pay & Statutory Paternity Pay for adoption

To comply with new requirements to the HMRC Payroll Standard for the 2009-10 tax year, Opera 3
Enterprise and Opera 3 Enterprise SQL now calculate Statutory Adoption Pay (SAP) and Statutory
Paternity Pay for adoption (SPP - Adopt), and provide the necessary reports. This scheme will
cease in 2012 and replaced with the PAYE Recognition Scheme.

The Payroll Standard has mandatory features
HM Revenue plus three further optional features. The optional

&Customs features are for two-weekly and four-weekly pay
Payroll Standard frequencies, Directors National Insurance and .
B s s Contracted-out Pension Deductions. Replaced with
S e i i ] www.hmre.gov.uk/ebu/payroll.htm the PAYE
Recognition
The requirements in the Pensioner Payroll Scheme
HM Revenue Standard are all mandatory. Taken from the (2012/2013)
&Customs Payroll Standard they cover PAYE, electronic

Pensioner returns, statutory payments and deductions, and
Payroll Standard general pension payroll requirements.

www.hmrc.gov.uk/ebu/payroll.htm
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Year-End and New Tax Year

For full details of the legislation and software changes for the year-end and the new tax year (each
year end), see the What's New chapter of the Help. The chapter also includes checklists for

upgrading the software, running the year-end and starting the new tax year.

The Payinfo.pdf guide is also an invaluable source of information for the year end and start.

Payroll is designed to be an integral part of the accounting application, although it can be used on a
stand-alone basis without integration to the Personnel application, Nominal Ledger, Costing or
Cashbook. Payroll provides all the functionality necessary for coping with the increasing

requirements and complexities of Payroll, to HMRC PAYE Recognition Scheme standards.

Payroll Features

The following features are included to offer you a complete solution:

e Calculation of Income Tax and National Insurance Contributions
e Calculation of employee payments (including salary sacrifice) and deductions

Maintenance and calculation of pensions including National Employment Savings Trust
(NEST) pensions and other auto enrolment pensions. NEST is a 'low-cost and easy-to-use'
pension scheme that’s available for any employer to meet their pensions auto enrolment
duties. Refer to www.nestpensions.org.uk for details.

Maintenance and calculation of pensions including auto enrolment pensions
Maintenance and calculation of Attachment Orders
Maintenance and calculation of statutory payments:

o Statutory Sick Pay

o Statutory Maternity Pay

o Ordinary Statutory Paternity Pay for both births and adoptions

o Additional Statutory Paternity Pay for both births and adoptions.
Trade Dispute Tax Refund withheld
Retrospective adjustments to National Insurance Contributions

Full P32 Processing

Online submission of returns to HRMC (P45, P46, P46 (Expat), P46 (Pen), P14 (End of Year Summaries) and P35
(Employer Annual Return).

Online submission of Real Time Information submissions to HMRC.
Online payslips and P60 (End of Year Certificates).

If you are going to operate multiple pay frequencies, individual payrolls for weekly, two-weekly, four-
weekly and monthly paid employees, you can create group details. This enables you to analyse and

produce reports for each group on a separate basis or multiple combined groups if required.
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Payroll Sections

The Payroll application is structured into the following sections:

Section Description

Processing This section is used to create and maintain details of employee records.

Calculation This section is used to calculate the payroll for the current period. If you are using groups, you can run
the calculation for one or more groups or all groups in the one process.

P32 Based on information derived from the calculation of the payroll, this section provides the means to

Processing view, maintain and print P32 Employer Payment Record information.

View This section is used to display enquiries of Payroll transactions.

RTI There are a number of different types of submission if Real Time Information PAYE processes are

Submissions implemented:

. Employer Alignment Submissions (EAS): this aligns employee records held by the employer with
HMRC records before other information is submitted. These submissions can be used by any employers
but must be used by employers with a large PAYE scheme with over 250 employees or a PAYE scheme
is administered by a complex payroll system, for example by using different payroll providers.

. Full Payment Submission (FPS): this is submitted either every time a payment is made or is about to
be made to an employee. It includes the payment amount, the Income Tax, National Insurance
contributions, other deductions such as student loans, and details of new employees and employees who
have left. The first FPS submission also aligns employee records held by the employer with HMRC
records if the employers operate PAYE schemes with fewer than 250 employees.

. National Insurance Number Verification Request (NVR): this either verifies an employee’s National
Insurance number or obtains them for new employees.

. Employer Payment Summary (EPS): this either reports a reduction in the amount an employer pays to
HMRC or informs HMRC if any employees have not been paid in a pay period.

Note: All employers must operate their PAYE schemes in real time.

Note: Most employers will operate the new Real Time Information PAYE processes from April 2013,
with all employers doing so by October 2013. HMRC also refer to Real Time Information as ‘RTI’ and
‘Operating PAYE in real time’. For more information, see the Real Time Information Help topic.

Summary This section is where you print audit trails for the current period and the year to-date including a report

Reports in the style of the P11 report.

Payment This section is where you print payslips, cheques, and BACS and Autopay listings.

Reports

Periodical This section is where your print P45 and P46 reports, reports for Statutory Sick Pay, Statutory

Reports Maternity Pay, Ordinary and Additional Statutory Paternity Pay, Statutory Adoption Pay and reports for
attachment orders.

Pensions This section is where you print details of your employees' pension schemes and create auto

Reports enrolment pension enrolment files and contribution files to send to National Employment Savings
Trust (NEST).

What's NEST?

The National Employment Savings Trust is a government established pension scheme for all earners. NEST has a
public service obligation so must accept any employer. NEST is one of a number of new or existing pension
schemes that employers can choose to fulfil their new duties. These pension schemes are regulated using the same
principles as every other scheme.

Always refer to the NEST website at www.nestpensions.org.uk for the latest details about NEST
pensions. There are a number of guides, videos and other tools available that will help with your
planning.

These reports and wizards are available:

e  Auto Enrolment Details
e  Employee Pensions

. Scheme Contributions
. NEST Enrolment File

. NEST Contribution File.

Miscellaneous This section is where you print reports detailing your employees' birthdays and holidays.
reports

EQY/Special This section is where you print reports or complete activities that would typically be done at the end of
Reports the year.
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Global This section is where you can run global updates in Payroll. These commands are included in this
Changes section:

. Zeroise Payment and Deduction Balances

. Tax Code Changes
. Payment and Deduction Changes

. Pension Scheme Transfer
. Auto-Enrolment Updates

Utilities This section is where you choose the settings for the Payroll application, update the Nominal Ledger,
close the current pay period ready for the new one, adjust an employee's national insurance deduction
and view an audit log of activity in the Payroll application.

Maintenance This section is where you define your employees' payment and deduction profiles; bank details,
department details, and group details, Statutory Sick Pay qualifying days profiles, and General Ledger
codes if the application's Nominal Ledger is not used.

Real Time Information Further Intro...

Real Time Information, which is relevant for most employers from the beginning of the 2013-14 tax
year, is an integral part of Opera Payroll application. You must make your first Real Time
Information submission on or before your the payment date after receiving your on-boarding date
from 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 2013-14 tax year-
end:

¢ Information about all PAYE payments must be submitted to HMRC for each pay period.

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).

. P35 (Employer Annual Return) and P14 (End of Year Summaries) will not be used at the year-end.

Note: All employers must operate their PAYE schemes in real time.

Note: Most employers will operate the new Real Time Information PAYE processes from April 2013, with all
employers doing so by October 2013. HMRC also refer to Real Time Information as ‘RTI’ and ‘Operating
PAYE in real time’. For more information, see the Introduction to Real Time Information Help topic.

How the Payroll module links to other modules

The Payroll module can link to the Personnel, Cashbook and Costing modules. Timesheets can
also be imported using the Import module. The Personnel module is automatically linked to Payroll
when it is used. The other modules only link to the Nominal Ledger if the respective option is ticked
on the System - Maintenance - Company Profiles form.
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If linked to the Nominal Ledger, analysis may be via Nominal Ledger Cost Centres and/or
Departments. If linked to the Advanced Nominal Ledger analysis may also be via two additional
dimensions. For detailed information about this feature, see the Advanced Nominal Ledger Help
topic.
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Payroll and Open Period Accounting

Open Period Accounting is an optional feature that allows you to control whether your Nominal
Ledger accounting periods are open or closed for new postings. Accounting periods can be kept
open as long as necessary but are normally closed once management accounts have been
presented for the financial year. If Open Period Accounting is used, each transaction that is posted
in the application has a Nominal Ledger transaction date, which determines the accounting period
that is posted to and the period name that is displayed at the time of posting. The period that is
posted to can be the current Nominal Ledger period, a previous Nominal Ledger period, or a future
Nominal Ledger period as long as the period is open. You also do not need to change the
application's system date because the Nominal Ledger transaction date determines which period is
updated.

Open Period Accounting works with both the Real Time Update method and the batch transfer
method of updating the Nominal Ledger.

An option on the Company Profiles form controls whether Open Period Accounting is used.

When the N/L Analysis command is run, Payroll updates the Nominal Ledger with salaries, PAYE
and NIC payable, student loans, pensions, salaries, employer's NI and pension contributions and
other benefits. The Transfer Date box on the N/L Analysis form is also used as the Nominal Ledger
posting date. If you use the Open Period Accounting feature, the period status for the Payroll
module in the Financial Calendar must be 'Open'. If the period's status is 'Closed’ or 'Blocked', the
transfer cannot be done.

Open Period Accounting is available in Opera 3 and Opera 3 SQL.
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Coming Later in 2013: Real Time Information

Real Time Information (RTI) becomes mandatory from April 2013.

Currently, employers and pension providers send information about tax, National Insurance contributions
(NICs) and other payroll deductions to HMRC after the end of each tax year. In this scenario HMRC can only
correct mistakes after the information is sent. Under RTI however employers will tell HMRC about tax, NICs
and other deductions when or before the payments are made, regardless of whether employees are paid
directly into their bank, by cheque or by cash. Other employee details such as names, addresses and
employment start dates will also be submitted.

According to HMRC, RTI will:

. Make the PAYE process simpler and less burdensome for employers

. Reduce costs for HMRC and enable it to deal with non-compliance (such as late payment and debt collection)
more effectively

e  Support the payment of Universal Credits

. Make PAYE more accurate for individuals, over time reducing the number of bills and repayments sent after the
end of the tax year

° Reduce tax credits error and fraud

Please more information, go to www.hmrc.gov.uk.

HMRC Payroll Standard and Pensioner Payroll Standard Accreditation
Scheme

The HMRC Payroll Standard and Pensioner Payroll Standard Accreditation Scheme will cease to operate on 5 April 2012. It
will be replaced by a new scheme called the PAYE Recognition Scheme. As Opera had previously been accredited under
the HMRC Payroll Standard and Pensioner Payroll Standard scheme, it will automatically be recognised under the new
PAYE Recognition Scheme.

For more information about the new PAYE Recognition Scheme, follow this link http://www.hmrc.gov.uk/ebu/psu.htm.

Integration with the Other application

Personnel

The Personnel application automatically integrates with Payroll. Both applications share some of
the same employee details. A new employee record created using the Processing command in
Payroll will result in a personnel record being created automatically. Similarly, a personnel record
created in the Personnel application will result in an employee record being created in the Payroll
application’s data files, although it will be marked as ‘Personnel only’. You need to complete
additional details in the Payroll application, such as employee profile and NI code, before the
person can be included in other payroll processes.

If you are using Full SSP Processing, which is controlled by an option on the Payroll - Utilities - Set
Options form, you can record SSP absence in either Payroll or the Personnel application.

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.

an
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Nominal Ledger

If Nominal Ledger is linked to Payroll using the respective option is ticked on the System -
Maintenance - Company Profiles form. If linked to the Nominal Ledger, analysis may be via Nominal
Ledger Cost Centres and/or Departments. If linked to the Advanced Nominal Ledger analysis may
also be via two additional dimensions. For detailed information about this feature, see the Advanced
Nominal Ledger Help topic.

Costing

If Costing is linked to Payroll using the respective option is ticked on the System - Maintenance -
Company Profiles form.

Cashbook

If Cashbook is linked to Payroll using the respective option is ticked on the System - Maintenance -
Company Profiles form.

Importer
Timesheets can be imported into Payroll.

Pegasus Web Xchange and Payroll Self Service (Opera 3 only)

A separate application for employees to view and change their details on the Payroll Self Service
website, and view their payslips and P60 (End of Year Certificates).

e Web payslips are uploaded from the Payroll - Payment Reports - Payslips form

e Web P60 (End of Year Certificates) are uploaded from the Payroll - EOY/Special Reports - P60 End
of Year Returns form
e Changes to employee details in Payroll are automatically uploaded

e Changes to employee details on the website are imported into Payroll after they are authorised in the
System Manager - PWX Centre.

Pegasus Scheduler (Opera 3 only)

Opera 3 includes the feature to send password-protected payslips and P60s in PDF format to your
employees.

Pegasus Scheduler (with server-side processing)

Pegasus Scheduler creates the PDF files for payslips and P60s, password-protects them, and then
forwards them to your email server to send to your employees. This requires Pegasus Scheduler
(2.10 or later) to be installed and configured. Configuration includes entering your email server
settings on the Set Options form in Pegasus Scheduler.

Server-side processing means that the work required to do these tasks is done on your server
rather than workstation PCs. So you don't have to wait whilst these tasks are running; you can carry
on working in Opera 3 as normal.

Tip: Please see the Opera 3 Installation Guide for installation instructions. The guide is installed
with Opera 3 and also available on the Opera 3 Info Centre.

e Payslips are sent from the Payroll - Payment Reports - Payslips form

e P60 (End of Year Certificates) are sent from the Payroll - EQY/Special Reports - P60 End of Year
Returns form

e Employees' email addresses and password are displayed on the Payroll - Processing - Details &
Bank form

Pegasus Online Filing Manager

A separate application used for filing HMRC returns and Real Time Information submissions online
to the Government Gateway.
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Key Dates for your Payroll Diary

Here are some important dates for payroll matters in the next tax year.

19 April 2014 The last date for any 2011-12 PAYE and Class 1 NICs postal payments to reach the Accounts Office. Interest is
chargeable on any payments received after this date.

22 April 2014 The last date for any 2011-12 PAYE and Class 1 NICs electronic payments to reach the HMRC bank account. Interest is
chargeable on any payments received after this date.

19 May 2014 The last date for the 2011-12 P14 (End of Year Summaries) and P35 (Employer Annual Return) to reach HMRC. Penalties
are chargeable on any forms received after this date.
Important: Almost all employers must file these returns online for the 2011-12 tax year-end.

31 May 2014 The last date for giving a 2011-12 P60 (End of Year Certificates) to each employee.

6 July 2014 The last date for your 2011-12 form P9D and form P11D or substitutes, to reach the Inspector of Taxes and for giving a
copy of the 2011-12 form P9D-P11D or equivalent information to each relevant employee.

19 July 2014 The date for postal payments of any 2011-12 Class 1A NICs on employee benefits in kind that are reported on the P11D or
a substitute form.

22 July 2014 The date for electronic payments of any 2011-12 Class 1A NICs on employee benefits in kind that are reported on the
P11D or a substitute form.

19th of each The last date for sending your monthly/quarterly PAYE and NIC payments to the Accounts Office unless paid electronically.

month/quarter

22nd of each Starting with the first monthly payment (due 22 May 2012), the last date for sending your monthly/quarterly PAYE and

month/quarter  National Insurance payments to the Accounts Office but only if paid electronically
Note: HMRC recommends that all employers make payments electronically. Large employers (250 or more employees)
must make monthly PAYE and National Insurance payments electronically.

Tip: The employer diary on the HMRC web site includes the dates employers need to know for
filing returns and paying Income Tax and National Insurance. To see the diary, go to
www.hmrc.gov.uk/employers, and select Employer Diary.

Here are some important dates for payroll matters in the next tax year.

19 April 2014 The last date for any 2013-14 PAYE and Class 1 NICs postal payments to reach the Accounts Office.
Interest is chargeable on any payments received after this date.

22 April 2014 The last date for any 2013-14 PAYE and Class 1 NICs electronic payments to reach the HMRC bank
account. Interest is chargeable on any payments received after this date.

19 May 2014 The last date for the final Employer Payment Summary to reach HMRC. Penalties are chargeable on any
forms received after this date.

31 May 2014 The last date for giving a 2013-14 P60 (End of Year Certificates) to each employee.

6 July 2014 The last date for your 2013-14 form P9D and form P11D or substitutes, to reach the Inspector of Taxes and
for giving a copy of the form P9D-P11D or equivalent information to each relevant employee.

19 July 2014 The date for postal payments of any 2013-14 Class 1A NICs on employee benefits in kind that are reported
on the P11D or a substitute form.

22 July 2014 The date for electronic payments of any 2013-14 Class 1A NICs on employee benefits in kind that are

19th of each
month/quarter

22nd of each
month/quarter

reported on the P11D or a substitute form.

The last date for sending your monthly/quarterly PAYE and NIC payments to the Accounts Office unless
paid electronically.

Starting with the first monthly payment (due 22 May 2014), the last date for sending your monthly/quarterly
PAYE and National Insurance payments to the Accounts Office but only if paid electronically

Note: HMRC recommends that all employers make payments electronically. Large employers (250 or more
employees) must make monthly PAYE and National Insurance payments electronically.

Tip: The employer diary on the HMRC web site includes the dates employers need to know for filing
returns and paying Income Tax and National Insurance. To see the diary, go to
www.hmrc.gov.uk/employers, and select Employer Diary.
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Useful Web Sites

The following web site links might be helpful in relation to payroll matters. You will need access to
the internet to use these links. The pages will open in your web browser.

HMRC

PAYE end-of-year tasks at a
glance

www.hmrc.gov.uk/paye/payroll/year-end/checklist.htm

Forms and publications for
employers

www.hmrc.gov.uk/employers/emp-form.htm

P35 and P14s

File your Employer Annual Return:

www.hmre.gov.uk/payeonline/

Business Link

www.businesslink.gov.uk

Department for Work and
Pensions

www.dwp.gov.uk/

legislation.co.uk

WWW.0psi.gov.uk/

Government Gateway

www.gateway.gov.uk/

Jobcentre Plus

www.jobcentreplus.gov.uk/

Chartered Institute of Payroll
Professionals

WWw.cipp.org.uk/

The Pensions Regulator

www.thepensionsregulator.gov.uk/

Pegasus Online Filing Guide

www.pegasus.co.uk/onlinefiling/

Directgov State-Pension age
calculator

pensions.direct.gov.uk/en/state-pension-age-calculator/home.asp

Child Maintenance and
Enforcement Commission

www.childmaintenance.org/

Pegasus Business Forms

www.bsd-online.co.uk/pegasus/

Where to Find More Information

You can find information about payroll related topics from the following resources.

General PAYE and NIC Issues

Employers can get help on PAYE and NIC issues from their PAYE Tax Office, or a Tax Enquiry
Centre (quoting their PAYE reference number) for PAYE matters; the National Insurance
Contributions Office via the local Social Security office for National Insurance matters; or the
Employer’s Helpline by phoning 0845 7 143 143 (calls are charged at the local rate).
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Guidance on the Legislative Payroll Changes

HMRC provides information on legislative changes in these employer guides, available from either
the Employer’s Orderline on 0845 7 646 646 (calls are charged at the local rate), from your nearest
HMRC office or online at www.hmrc.gov.uk.

E10 Finishing the Tax Year

E11 Starting the Tax Year

E12 PAYE and NIC Rates and Limits
E13 Day-to-Day Payroll

P30BC Payment Booklet (this booklet will be renamed from 'Payslip Booklet' for the 2011-12 tax year)

El4 Sick Pay

E15 Maternity Pay

E16 Adoption Pay

E19 Ordinary and Additional Statutory Paternity Pay

CWG2  Further Guide to PAYE and NICs

CA33 Class 1A NI Contributions on Car and Fuel Benefits

CWG5 Class 1A NI Contributions on Benefits in Kind

CA44 National Insurance for Company Directors
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HMRC PAYE Recognition Scheme

Opera Payroll is recognised under the HMRC PAYE Recognition Scheme. For more information
about the new PAYE Recognition Scheme, go to www.hmrc.gov.uk/ebu/psu.htm.

Reporting PAYE in real time - Summary of Non-standard PAYE
schemes

Non-standard PAYE Scheme type In or out of operating PAYE in
REEIRNTEYS

Simplified PAYE Deduction Scheme: Non-Care and Support In (from April 2013)

employers

Simplified PAYE Deduction Scheme: Care and Support In (from April 2014)

employers

Examination Fees In (from April 2014)

Electoral Payments In (from April 2014)

Tips and voluntary service charges distributed by a Tronc In (from April 2013)

National Insurance (NI) only liability: Employer responsible for  In (from April 2013)
deducting NI

Direct Collection: Employee deducting NICs only on their own  In (from April 2014)
employment income

Direct Payment: Employee deducting Tax only on their own In (from April 2014)
employment income

Direct Payment: Employee deducting Tax and NICs on their In (from April 2014)
own employment income

Profit Sharing Scheme In (from April 2013)
EPA: Payments to employees of companies in receivership In (from April 2013)
Taxed Award Scheme Out

Offshore Protocol Out

Contractor only (no employees) Out
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The following guidance applies for employers required to start reporting PAYE in real time
from 6 April 2013.

*  RTIreturns for 2013/14 should not be submitted before 6 April 2013.

Where an Employer Alignment Submission (EAS) is required, it should be submitted on or after 6 April.
Please remember that the EAS should be submitted at least 24 hours before the first FPS. Important: any
EAS sent on or after 6 April must be in accordance with the latest version of the validations to apply for

2013/14.

If payroll is processed before 6 April for payday on or after 6 April 2013, the following action should be

taken

o Employers do not need to send an FPS containing details of the first payment date in
circumstances where the payroll is processed before 6 April. The first RTI submissions for
2013-14 should be submitted on or before the next routine payday. The first submission should
contain “this period” details relating to the next routine payment date and include YTD information
for payday(s) processed before 6 April for payment on or after 6 April 2013. YTD information
should also be included for employees who have left since 6 April 2013.

Or:

o If your software does not allow the non-submission of an FPS for a payment date, the EAS and
FPS/First FPS should be submitted after 6 April and before the next routine payment date. It is
not necessary for these submissions to be received on 6 April.

The following examples are provided by way of illustration

Payday/payroll processed

Payday is 6 April. Employer
processes the payroll on 6 April and
pays his employees by cash.

Payday 12 April. Employer
processes payroll on Wednesday,
10 April.

Employer pays weekly. Payday is 7
April. As this is a Sunday, the
employer completes the payroll on
Friday 5 April and pays his
employees by cash in advance for 7
April.

Next routine payday is 14 April.

Employer pays monthly. Payday is
Monday, 8 April. Employer
processes pay on Friday 5 April and
instructs bank to pay on Monday 8
April via faster pay.

The next routine payday is 8 May.

Payday is 18 April: The payroll is
prepared on 21 March using
2013/14 software. Payment
instructions sent to Bacs 15 April.

When to submit

Send FPS to HMRC on 6 April.

Send FPS to HMRC on or before 12 April.

1. The first RTI submissions should be submitted on or before the next routine payday (14
April). The first submission should contain “this period” details for the 14 April payment
date and include YTD information relating to payday 7 April 2013.

2. If 1. is not possible, the EAS and FPS/First FPS for the payment date of 7 April should

be submitted after 6 April and before the submission for the next routine payday on 14
April.

1. The first RTI submissions should be submitted on or before the next routine payday (8
May). The first submission should contain “this period” details for the 8 May payment date
and include YTD information for payday(s) processed before 6 April for payment on or
after 6 April 2013.

2. If 1. is not possible, the EAS and FPS/First FPS should be submitted after 6 April and
before the next routine payday on 8 May.

Submit FPS after 6 April and on or before 18 April.
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Introduction to Real Time Information

Real Time Information, which is relevant for most employers from the beginning of the 2013-14 tax
year, is an integral part of Opera Payroll application. You must make your first Real Time
Information submission on or before your the payment date after receiving your on-boarding date
from HMRC.

Note: 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 ‘RTl on-board’ date. Some employers are already
following Real Time Information processes because they are in a Real Time Information pilot
scheme.

Real Time Information affects procedures for reporting individuals’ earnings and pension and
annuity payments, for recording new starters and leavers and for processing the 2013-14 tax year-
end:

Note: All employers must operate their PAYE schemes in real time.

e Information about all PAYE payments must be submitted to HMRC for each pay period.

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.

Note: Most employers will operate the new Real Time Information PAYE processes from April 2013, with all
employers doing so by October 2013. HMRC also refer to Real Time Information as ‘RTI’ and ‘Operating
PAYE in real time’. For more information, see the Introduction to Real Time Information Help topic.

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.

There are some exceptions for RTI, further information can be found on HMRC's website
http://www.hmrc.gov.uk/manuals/pommanual/PAYE5011.htm.
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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:

+  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 for these
details.

* National Insurance Number: This is 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 entittement 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 entittement to state benefits can
also be affected.

e Employers spend more time dealing with PAYE related issues.

e 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.

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

o Upto 15.99 hours
o 161t029.99 hours
o 30 hours or more
o Other.

e  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.

e Whether an individual has requested that their contracted hours are reduced to zero.
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e Whether an individual is paid a pension or an annuity but the payment is made to a third party, for
example a trustee.

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

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

Real Time Information Submissions for Alignment & Payment Cycles

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 When

Submitted By

Purpose

On the ‘on-
boarding’ date
received from
HMRC or as soon
as possible
afterwards

Employer
Alignment
Submission (EAS)

Employers with >
250 employees or
complex payrolls

Employers with <
250 employees that
cannot include all
employees in a ‘First’
FPS alignment
submission

Any employer who
prefers to use the
EAS rather than the
first FPS for
alignment

Specifically to align
employee data with
HMRC records

before the first FPS

This 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 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.

'First' Full Payment  Employers with < On first payment Aligns employer This is sent instead of an EAS and

Submission (FPS) 250 employees that date after data with HMRC must include all employees.

Note: The 'First EPS' can |nc|ude_al| recelvllng‘ on- !'ecords and _ only single submissions are allowed:
is both an alignment e_mploye_es ina boarding’ date mclu'des earnings “The First FPS’ for alignment cannot
submission and the single alignment from HMRC detail for the first be used for schemes that need to be

first payment cycle submission pay period

submission.

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 under Real
Time Information.

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.
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Submission Submitted By  Submitted When
Full Payment All employers On or before
Submission if their payment date
(FPS) employees are  (must be within a
paid month of an EAS if
used for alignment
but not on the
same day as the
EAS)
Employer All employers Before payment to
Payment HMRC is due on
Summary the 19th of the
(EPS) following tax month
NINO All employers When required
Verification

Request (NVR)

Purpose

Informs HMRC of
earnings and deductions
for the pay period

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

Verifies NINOs or
requests new NINOs

Notes

This 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 uses this to reduce the charge
calculated from the FPS submissions.

It can also be used to notify HMRC, for
example that no Income Tax, NI, and
other deductions such as student loans
are due for the period.

This either 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.

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.

NB: Where employers do pay by ‘true end to end BACS’, they will have to start producing ‘RTI
BACS files’ (i.e. at the point they start using RTI), however the employer needs to make sure they
have upgraded their BACS software if needed (i.e. it may not be sufficient to just upgrade Opera or
Capital Gold Payroll, their BACS software may need upgrading as well).

'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 Il and Opera 3 and the ‘Albany BACS’ or ‘APT BACS’ formats in
Capital Gold Payroll.

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.
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RTI & BACS in more detail

http://www.hmrc.gov.uk/rti/cross-reference.pdf

For most it should not

The following are diagrams to help explain the process for BACS under RTI.

change.

"i.e. true end to end BACS")

"Direct BACS payment scenario (

Payroll
Software

BACS payment
file (includes the
4 character
random string
for RTI)

FPS (includes the
RTI cross-
reference which
is generated by
using the same 4
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associated BACS
payment record)

Payment file

FPS submitted via
the Government
Gateway
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i.e. using employer's associated Service User Number

Paymen
t details
passed
on to
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. Payments made to
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Page 34

© Pegasus Training Services


http://www.hmrc.gov.uk/rti/cross-reference.pdf

ayrollR5.0.docx

Accreditation_PAY10P.

Accreditation Training Courseware - O3Training

Other kinds of electronic payments (e.g. via "High Street banking software")

Payroll
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Where employers do pay by ‘true end to end BACS’, they will have to start producing ‘RTI BACS
files’ (i.e. at the point they start using RTI), however the employer needs to make sure they have
upgraded their BACS software if needed (i.e. it may not be sufficient to just upgrade Opera or
Capital Gold Payroll, their BACS software may need upgrading as well).

Shared Parental Leave (SPL) replaces Additional Statutory Paternity Leave
on 5 April 2015.

For parents of babies due on or after 5 April 2015 Additional Statutory Paternity Pay ASPP will be
replaced with Shared Parental Pay (ShPP). ShPP allows eligible partners to share parental leave.
For babies due before 5 April 2015, ASPP will still be applicable. So both ASPP and ShPP could be
in operation for a time during the 2015/16 tax year. The rules for adoptions are similar to new births.
For details about ShPP, please see www.gov.uk/shared-parental-leave-and-pay/overview.

For instructions on setting up ShPP in Opera please see the How to Set Up Shared Parental Pay
Help topic.

Additional Statutory Paternity Pay must still be paid for babies with a due date before 5 April 2015
or children that will be placed for adoption before that date.
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Accreditation Training Courseware ~ ———
1 Set-Up

1.1 Recommended Order of Set-up

Tip: Backup your data at regular intervals using the System - Utilities - Backup
command.

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

If you are going to operate multiple pay frequencies, individual payrolls for weekly,
two-weekly, four-weekly and monthly paid employees, you can create Group
Details. This enables the operator to analyse and produce reports for each group
on a separate basis or multiple combined groups if required. If linked to the
Nominal Ledger, analysis may be via Nominal Ledger Cost Centres and/or
Departments. If linked to the Advanced Nominal Ledger analysis may also be via
two additional dimensions.

This application provides all 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. Attachment of Earnings Orders processing, Trade Dispute Tax Refund
withheld, retrospective NI Adjustments and full P32 Processing options are all
available to offer the user a complete solution.

It is suggested that you set up the Payroll Module in the following way:

e Exchange Rates - relevant currencies are created - Though Payroll
works with Sterling.

o VAT rates - create relevant rates within VAT Processing. May not
be directly relevant for Payroll

e Company Profile - select relevant links between modules and
appropriate options

\/

e Create company bank details within Payroll > Maintenance > Bank Details.

System Manager

Payroll

e Define your options using Payroll > Utilities > Set Options for your default group.
e Define your payroll groups within Payroll > Maintenance > Group Details.

e For each group you have created define your options within Payroll > Utilities >
Set Options.

e Set up the payroll departments within Payroll > Maintenance > Department
Details.

e  Set up the current PAYE, NI, SSP, SMP & OSPP details within Payroll > Utilities >
PAYE/NI/Stat. Payments tables.
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Define a Calendar for each of the payroll groups via Payroll > Utilities > Calendar.

If creating a Payroll mid-way through the Tax Year, enter the current pay period in
Payroll > Utilities > Pay Periods.

If you need to use the statutory payments features of the Payroll module, tick
these boxes on Options Page 2 of the Set Options command:

o Use Full SMP Processing for full Statutory Maternity Pay calculations
and processing

o Use Full OSPP (Birth) Processing for full Statutory Paternity Pay
calculations and processing for new births

o Use Full OSPP (Adopt) Processing for full Statutory Paternity Pay
calculations and processing for new adoptions

o Use Full SAP Processing for full Statutory Adoption Pay calculations and
processing

o Use Full SSP Processing for full Statutory Sick Pay calculations and
processing

To use Full SSP Processing, also tick the SSP Qualifying Days Pattern on the
Options Page 2 page. If you need more patterns for different employee’s, create a
Qualifying Days Profiles in Payroll > Maintenance for each group of employees
that share the same qualifying days pattern.

If you are paying your employees by cash, set up your Coinage Analysis within
utilities.
Define profiles for your payments using Payroll > Maintenance > Payment Profile.

Define profiles for your deductions using Payroll > Maintenance > Deduction
Profile.

Define profiles for your employees using Payroll > Maintenance > Employee
Profile.

Define Nominal Ledger Codes and masking, if used within utilities. (If linked to the
Nominal module.)

Define Nominal Accounts and Cost Centres if linking to an External Nominal. The
option to switch on is within System > Maintenance > Company Profiles and is
only available if the Nominal Ledger is not activated.

Note: See Appendix for further information regarding the system not set-up with
Nominal

Define a Pension Scheme within Maintenance if the advanced pension scheme
option has been selected in Payroll > Utilities > Set Options.

Set up your employees allocating the correct Employee Profiles. If using Full SSP
Processing, enter in a Qualifying Days Profile for this Employee, if it differs from
the Group Set Options or the Employee Profile. Specify the appropriate rates of
pay for each employee within Payroll > Processing > Pay & Deductions.

If setting up your payroll halfway through the year specify each employee’s total
gross pay and total tax paid to date with the To Date function.

It is suggested that you take a backup of your data within System > Utilities >
Backup.

Run a calculation.
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1.2 Bank Details (Payroll) Notes

Use the Bank Details command to define and maintain details of all bank
accounts, both employee's and employer's, applicable to the payroll. You can also
maintain bank details using the Bank Details command on the Maintenance menu
of the Personnel module. Whenever the Sort Code list box is presented within the
Payroll module, you can select a bank record based on one you have defined
here. Bank details are mandatory for employees paid by any means other than
cash or cheques. All banks are identified by a unique sort code, which is used as
the key to the selection of bank records. You cannot delete a bank record once
you have associated it with your company or an employee record.

"M 3 Bank Details : 20-45-77 - Barclays Bank M=1E3]
= ~
List
Sort Code 20-45-77
Bank Mame ; Barclays Bank.

Bank Eranch : | Kettering Branch

Address Market Place
Kektering
Marthanks

Piosk Code MM1G DA%

Contack Marme ;| Mr Brown

Telephone Mo @ | 01536 51834

)

Wigt

To define bank details

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

Click Bank Details.

On the Record menu, click New.

In the boxes provided, enter the details for the bank.
On the Record menu, click Save.

a s wn

1.3 Set Options (Payroll)

Use Set Options command to specify options and controls that affect the
operation of the Payroll module's processes and functions. Your setup strategy
will determine the order in which you complete the option settings. For some
option settings, records must first be created in other parts of the system. For
example, one option identifies a default bank account. Before you can identify this
account on the Payroll Options form, you must create the bank record concerned
using the Bank Details command on the Maintenance submenu.
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HMRC Payroll Standard - replaced with the PAYE Recognition Scheme

The payroll is designed with features that enable it to be fully compliant with HMRC Payroll
Standard — replaced by the PAYE Recognition Scheme. In order for your payroll installation
to fully comply with that standard, the following options must be selected on Page 2 of the
Set Options form:

e Use Advanced Pension Processing

e Use Full SMP Processing

e Use Full SPP/OSPP (Birth) Processing

e Use Full SSP Processing

e Use Full SPP/OSPP (Adopt) Processing

e Use Full SAP Processing

e Use Full ASPP (Birth) & Adopt) Processing.

Selecting these options provide a more automated approach to the relevant calculations,
and more detailed reporting is also available. If any of the above options are not selected,
facilities are based on manual calculations instead and less comprehensive reporting
capabilities are provided. The option to process these calculations manually has been
retained for customers upgrading from previous versions who are quite happy to continue
working in that way. However, we recommend that all of the above options be selected.

In Addition to the settings being changed, HMRC accreditation means there are various
validation checks. These are evident when setting up the Set Options and a good example
is to enter an incorrect Accounts Office Ref. Entry in this field will be subject to the full
HMRC modulus validation. The Reference field is 13 characters and the fourth is always a
P

If the validation fails you are prompted with the following message box:-

1 } Please check and re-enter the Accounts Office Reference as it has Failed the HMR.C Yalidation check,

To Set Up Payroll Options

3 Select Groups

Default Groups
(Demo Data)

1. Open the Payroll folder and then click Utilities or click the Payroll & HR EPQ

tab on the Ribbon Bar and then click Payroll - Utilities.
2. Click Set Options.

3. In the boxes provided, complete the settings for the options on the
Options Page 1 tab.

v

4. Click the Options Page 2 and Options Page 3 tabs to specify additional

details. ’ Action - ] @ ’ [ol4 ” Canicel

5. To store the option settings, click OK.

Note: The first time you use the Set Options command, you define the settings for the
default payroll group. If you select the Use Groups option on the Options Page 2 tab, you
can define different payroll groups using the Group Details command on the Maintenance
submenu. Once more than one group record exists, you will be prompted to select the
payroll group when you subsequently use the Set Options command.

Reverse Selection F8

Accept Fa
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1.31 Tab 1

Options Page 2 ” Options Page 3 |

“ Set Options : Monthly Group (Licensed for Unlimited Employees)

E-mail :

Mame :

Sort Code : 348222 =] HSBCplc

Bank Account Mo. : 32873945 Kettering Branch
Account Name : ORIOM VEHICLES

BACS System : STDBACS RTIL Izl

PAYE Reference : 002/A25

Tax District : Kettering

Accounts Office Ref. : 123P¥ 45675901

ECOM : E3333333L

Child Maint. ER Ref. No. : | 344354543

Current Tax Year : 1516

Sender e-mail for payslips & P60s
antony.angel @pegasus.co.uk

Antony Angell

P32 Co, Consolidation ID :

2 1]
(@ Monthly

P32 Payment Frequency : _
Y auency () Quarterly

] P32 by Income Tax Month

UUse Real Time Information

: Monthly Group {Licensed for Unlimited Employees) x|

Opkions

Sork Code !

Page 2 | Options Page 3 |

Bank Account Mo, |

Account Mame

BACS System :

BOBS Customner Mumnber §

34-82-22 'I HIEC plc

32873945 Kettering Branch

CRION VEHICLES

IHSBC vI
I 4763

M- osraimi _l_—_44_ ____________________ ; P32 Co. Consolidation ID Z
i Statement Marrative : IBOBS SBLARIES : P32 Payment Frequency : i Morkhly
: Payment Reference : IW : Quarterly
i Mest Ben, Mumber © |—15 ; ¥ P32 by Income Tax Month
] .
L. PoyEReference:. . _._. !36&.!'.4532&3_ ................. JI
Tax Districk IKettering
Accounts Office Ref, ¢ W
fEEE L B
Current Tax Year : nain I
@l Cancel

Governed by the
“main” group

Governed by the
“main” group

Removed for year :
end 2010/2011 !

[ — 1
. Removed for year :
| 2012/2013 |
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Box

Sort Code

Bank Account
No.

Bank Account
Name

BACS System

BOBS Customer
Number

Application Number

Statement
Narrative

Payment Reference

Next Ben. Number

PAYE Reference

Description

The sort code of the company's bank account. You can select from a list. This is used for
employees paid by Autopay, BACS or BOBS. Bank details are defined using the Payroll -
Maintenance - Bank Details form.

The company's bank account number. This is used for employees paid by Autopay, BACS
or BOBS.

The name of the company's bank account.

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 Create BACS command.

You can select from a list one of the following:
. AIB
. Bank of Cyprus
. Bank Ireland
. BankWare

. BBMIl/Lite
. BOS

. Bankline

. Clydesdale
. Co-op

. LloydsTSB

. HSBC (HSBCnet)

. Metro Bank

. Northern Bank (Northern Ireland)
. NW Autopay

. NW Payaway

. NW Payment Manager
. RoylineBlk

. Royline Win Blk

. RoylineStd

. Royline Win Std

. Santander (This works in MULTIBACS (multiple payments) format with the Santander online
banking application called 'MyBusinessBank’)

. STDBACS

. Standard 18 (The Standard 18 format includes the random string used for RTI purposes,
which is a HMRC requirement for employers who use a Service User Number when paying
employees by BACS. This format is currently supported by Allied Irish Bank, Bank of
Scotland, Bank of Ireland, Barclays Bank, HSBC, Lloyds TSB and BACS Approved Solution
Suppliers (BASS). You must only use this if your bank or BASS has told you that the format
is suitable and has given you a (SUN) Service User Number.If you do not have a SUN
choose the option for your bank from the BACS System list)

. Yorkshire.

Important: BACS files created in the Payroll module 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.

The company's Branch Operated BACS System (BOBS) customer number. This is provided by
Barclay's Bank plc. If you use payroll groups, you can set up different BOBS details for each one. When
producing the BOBS report, you can process one group at a time or combine groups together. If you
wish to combine them, this and the remaining BOBS options must be the same for each group,
otherwise a warning message appears and the report is abandoned.

The BOBS application number. This is provided by Barclay's Bank plc.

The narrative that you want Barclay's to print on your bank statement to identify the BOBS payment.
The application generates a BOBS BDC code for each BOBS paid employee and includes it on the
employee record. If you wish to be able to specify an individuals BEN number against their employee
record then the Statement Narrative must read ‘New’, giving access to the field, otherwise the field will
increment as each employee paid by BOBS is added.

The payment reference that you want to appear on the employee's bank statement to identify the
receipt.

The next beneficiary number.

Your company PAYE reference which identifies your company to HMRC. If you are
uncertain about your PAYE reference contact your local tax office. The PAYE reference is

fan

G

BACS & RTI -

Paying Employees by
BACS through a BACS
Accredited Software
Supplier

HMRC has introduced a new
BACS payment format for
employees paid through a
BACS Accredited Software
Supplier (BASS).

The payment format includes
an additional reference
(referred to as a ‘hash’
reference) which is also
included in the RTI
submission for the pay
period. This reference will
enable HMRC to cross-
reference the tax data in the
RTI submission against the
payment in a BACS payment.
It will also assist DWP’s
administration of 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
RTI.

New BACS 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.”

Please note other BACS
formats (such as HSBC, Nat
West etc) are not affected.

Important - STDBACS RTI BACS
Payments: If you pay your
employees by BACS using the
STDBACS RTI format (selected on
the Payroll - Utilities - Set Options
form), you must create your BACS
file in the Payroll - Payment Reports
- Produce & List BACS command
before sending your Full Payment
Submission to HMRC.

When the STDBACS RTI format is
used, the Produce & List BACS
command creates a random
reference that is included in the
payment file and is used to create a
cross reference ‘hash’ number for
each employee included in the Full
Payment Submission. This is used
by HMRC to reconcile the BACS
payment data against the pay details
in the Full Payment Submission. If
you do not create the BACS file
before sending the FPS, HMRC will
not be able to do the reconciliation.
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Tax District

Accounts Office
Ref.

ECON

Child Maint. Ref.
No.

Child Maint. ER
Ref. No.

Current Tax
Year

Unique ID

Employer's Code

used by the system when printing end of year forms such as P14s and P35s.

Important: The PAYE Reference is in 2 parts separated by a "/". The first part of the reference
before the "/" is your HMRC Office number. The second part after the "/" should only include your
unique reference number supplied by HMRC; it must not include the HMRC Office number.

The company's tax district. As with the PAYE reference, this is used on end-of-year forms
and identifies the tax district applicable to your company.

The accounts office reference, which must be entered for Real Time Information
submissions. If it is not entered here you will receive an error from the Government
Gateway similar to 'Ref 1186 AORef is mandatory in FPS' when you make a Real Time
Information submission.

Note: This is also needed for P32 consolidation purposes in Opera.

The employer's Contracting Out Number as notified by the Contracted Out Employment Group (COEG)
if you are operating an Occupational Pension Scheme.

A new method of reporting deductions from earnings orders is being introduced in 2011 called the
Deductions from Earnings Orders report. Employers will be able to send the report to the Child Support
Agency (CSA) and later to the Child Maintenance and Enforcement Commission (CMEC). The report is
designed to be faxed or posted and can be used at any time in 2011. Later in 2011, it will also be
possible to upload the report from Opera to the CSA web site using an XML or CSV file.

This box is for the employer's child maintenance reference number supplied by the Child Support
Agency (CSA) and included on the new Deductions from Earnings Orders report. The CSA provides an
employer with one child maintenance reference number so this box is enabled only for the main payroll
group. All payroll groups use the reference entered.

This box is for the employer's child maintenance reference number supplied by the Child
Maintenance Service. Only one child maintenance reference number is provided which
must be used for all payroll groups so this box is enabled only for the main group. All
groups will use the reference entered.

This code is included on the Deductions from Earnings Orders report that displays
employees' deductions from earnings orders. The report can be faxed or posted to the
Child Maintenance Service or uploaded to its website if DEOs are deducted under the new
2012 scheme.

Note: See the Deductions from Earnings Orders (DEOs) for Child Maintenance Schemes
help topic for details about the new Deductions from Earnings Orders for 2012.

The current tax year. The HMRC Tax year operates from 6th April to 5th April and
therefore the current tax year should reflect the split nature of a tax year. At the ‘End of
Year Cleardown’ the system will automatically update the current tax year.For example
enter the 2010-2011 tax year as '1011'. The system automatically inserts the current tax
year when you enter the set options procedure. This only occurs the first time you enter
set options and is based on the current system date.

The option controls which NI, PAYE and Statutory Payments tables to use.
A reference number constructed by you, the employer, for each PAYE scheme you submit. It can
comprise up to 12 alphanumeric characters. The identifier should be meaningful to you; perhaps

representing geographic regions or types of employees, such as weekly or monthly paid, temporary or
permanent staff, directors, and so on.

If you were previously allocated permit numbers, you can continue to use them as unique IDs.
However, it will be your responsibility to manage them and allocate new ones where necessary.

A unigue ID must not be used more than once in any particular tax year and a separate ID is required
for each employers PAYE reference number allocated by HMRC. If you have separate payrolls such as
weekly and monthly for the same employers PAYE reference number, different unique IDs must be
used if you submit the payrolls separately.

If payroll schemes of different frequencies are submitted concurrently, then you only need to use one
unique 1D per PAYE reference.

The Unique ID can comprise letters A to Z, numbers 0 to 9 and any of the following characters:

Oblique /

Hyphen

Comma

Full stop

Apostrophe

Ampersand &

Right-hand parenthesis )

Left-hand parenthesis (

or a space

Enter the permit number given to you by the DSS for submitting your end of year reports by disk. This
can be per company or individual group. This field and the Employers Code will be validated when the
User attempts to run the EOY Disk Output facility in the End Of Year Returns function.

As for EOY Permit No., a code used for submission of end of year reports on floppy disk.

Enter in the DSS Code given, identifying the Employer. This is issued in conjunction with the EOY DSS
Permit No. This field and the EOY DSS Permit No will be validated when the User attempts to run the
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P32 Processing options

P32 Co.
Consolidation ID

P32 Payment
Frequency

P32 By Income
Tax Month

Use Real Time
Information

Sender e-mail
for payslips and
P60s

EQY Disk Output facility in End Of Year Returns.

The ID for the consolidation company. This defaults to the same ID as the current
company.

Note: Accounts Office references must be identical for consolidating companies.

An option that determines the P32 payment frequency. You can select monthly or
quarterly.

An option that controls how some weeks in weekly, two-weekly and four-weekly payrolls
are included on the P32 Processing form. The weeks affected span different tax months -
weeks 5, 9, 18, 22, 27, 31, 35, 40, 44 and 48. This option does not affect monthly payrolls.

If this option is ticked, from 6 April 2010 the form includes the week numbers in the month
where the usual pay date for the week falls.

In the week numbers mentioned, this means that the week may not be included in the
month as it is displayed on the official P32 form. This is best explained with an example .

Note: This option has been added after clarification from HMRC about how to deal with
this scenario. To comply with the HMRC guidance, tick this option if you run weekly, two-
weekly or four-weekly payrolls. You can tick it before or after 6 April 2010 - the P32
Processing form will display the information for each pay period accordingly. You can also
untick the box at any time to switch this option off.

An option that controls whether Real Time Information is used in the 2013-14 tax year and
later. If you use Payroll groups, this option can only be selected if the default group was
selected when this form was opened. Whether groups are used is controlled by the Use
Groups option on the Options Page 2 tab.

Note: Most employers will operate the new Real Time Information PAYE processes from
April 2013, with all employers doing so by October 2013. HMRC also refer to Real Time
Information as ‘RTI’ and ‘Operating PAYE in real time’.

Note: All employers must operate their PAYE schemes in real time.

http://www.hmrc.gov.uk/payerti/getting-started/rti.htm#7

Opera 3 includes the feature to send password-protected payslips and P60s in PDF format
to your employees.

Pegasus Scheduler (with server-side processing)

Pegasus Scheduler creates the PDF files for payslips and P60s, password-protects them,
and then forwards them to your email server to send to your employees. This requires
Pegasus Scheduler (2.10 or later) to be installed and configured. Configuration includes
entering your email server settings on the Set Options form in Pegasus Scheduler.

Server-side processing means that the work required to do these tasks is done on your
server rather than workstation PCs. So you don't have to wait whilst these tasks are
running; you can carry on working in Opera 3 as normal.

Tip: Please see the Opera 3 Installation Guide for installation instructions. The guide is
installed with Opera 3 and also available on the Opera 3 Info Centre.

The sender's email address and name are what the employee will see when they receive
their welcome emails, password emails when requested, and payslips and P60s.

Tip: To set up Payroll for email, follow the steps in the To Set up Payroll for Emailing
Payslips and P60s Help topic.

This feature is available in Opera 3
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1.3.2 Tab 2

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

Options Page 1

[] Hours and Minutes

Use Advanced Pension Processing
Use Auto Enrolment Processing

Use Departments

Alow Employee Holiday Days

* [7] COMP Scheme in Use

[T] Employer Pays COMP
[#] Post Blank Control Account Cost Centras I JR

Allow M/L Masking

et | [ Entled o Sl Employer's Rele?

o
Current Week in Holiday Average H i
v Y 9 + | @] use Full sMP Processing
N

[ Trade Dispute

veee,

[7] Pay SMP/OSPP/SAP/ASPP to End of Period
Use Full OSPP (Birth) Processing

Use Full S5P Processing

[] Pay SSP to End of Period

[7] split-week Payments of SMP/SAP

Use Full 05PP (Adopt) Processing

Use Full SAP Processing

Use Full ASPP (Birth) & (Adopt) Processing

S5P Qualifying Days Pattern

Days
sun [C] Mon [¥] Tue [¥] Wed [¥] Thu Fri Sat[[| 5

Box Description

Hours and Minutes An option that determines whether minutes are used for units within payments and
deductions. For example, if selected 1.25 means one hour and twenty-five minutes. If
this option is cleared, the system uses decimals. In this case 1.25 means one hour
and a quarter (one hour fifteen minutes). If the Payroll module is integrated with the
Costing module, the Hours and Minutes box on the Set Options form in the Costing
module will be set in the same way. This only applies if the Costing module is

installed and activated.

Use Departments An option that determines whether departments are in use within the Payroll module.
If you have the Nominal module integrated with the Payroll module and you are using
cost centres, you can choose whether to analyse your payroll by nominal ledger cost
centre alone, or by department within cost centre. If you want to analyse department
within cost centre, select this Use Departments option to analyse values to many
departments within each cost centre. The number of departments available is
determined by how many you create using the Department Details command on the

Maintenance menu in the Payroll module.

. No integration to the Nominal Ledger, indicates to the system that Payroll
departments will be used and this option will automatically be set ON and
will be greyed out.

e Integration to the Nominal Ledger without Cost Centres in use, indicates
the same as above. Payroll Departments MUST be used.

e Integration to the Nominal Ledger with Cost Centres in use, allows access
into this field to set the following options:

e If the check box is set to ON then the system assumes you are using both
payroll departments and cost centres combined. A payroll department will
be linked to a Cost Centre from the Nominal Ledger.

e If the check box is set to OFF the system will automatically create the
Nominal Cost Centres as Payroll departments. (Subsequently the system
will not allow access to the Payroll Department Details menu.)

Allow Employee
Holiday Days

An option that determines whether you can override the default holiday days
entittement on the employee record. The default is assigned from the employee
profile associated with the employee.

Governed by the
“main” group

ceecsescescesccssscscescsescsscnsnn

Only available for
“Weekly” groups

@eescecsessense
®ecescccccsces

R R R T PR R

Removed for Year |
2012/2013
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Allow N/L Masking

Post Blank Control
Account Cost
Centres

Use Groups

Current Week in
Holiday Average

Trade Dispute

Use Advanced
Pension Processing

Use Auto Enrolment
Processing

Align Pay Reference
Period with Tax
Period

An option that determines whether nominal codes identified in the Payroll module are
subject to 'masking'. Masking allows you to select the nominal account to which the
analysis values are posted by manipulating the analysis codes. Further information
may be found in the Appendix.

An option that determines whether you want to post payroll values to nominal control
accounts that do not have cost centres. With this option cleared, the application
requires both a cost centre with the nominal code. If no cost centre is defined in the
Nominal Codes function, the system takes the cost centre from the department. The
cost centre must be defined in the Nominal Codes or on the department record
before you can begin processing in the Payroll.

An option that determines whether you want to operate a multi-frequency payroll (for
example, with weekly- and monthly-paid employees). The application creates a
default group, but you must create a group record for each frequency you wish to use
using the Group Details command on the Maintenance submenu. If groups are in
use, you can define certain options on a group basis. The options for the default
group apply in all cases where group options have not been defined.

An option that determines whether the current week's pay is included when
calculating the holiday pay average.

An option that controls whether all employees in the group are in a trade dispute with
the employer. Tax refunds are withheld from employees in a trade dispute. You can
also set this option at employee profile level or per employee.

An option that enables the facilities for pension scheme maintenance and processing
in the Payroll. If this is selected, you can use the Pension Scheme command on the
Maintenance menu to maintain different pension schemes and assign schemes to
employee records.

An option that enables the facilities for pension auto enrolment in the Payroll. If this is
selected, you can use the Payroll - Global Changes - Auto Enrolment Updates
command to auto-enrol eligible employees into approved pension schemes. You will
also be able to maintain their pension details and deduct both employee and
employer pension contributions.

Important: Do not select this option before the pay period in which your staging date
falls.

Pensions Act 2008

The Pensions Act 2008 introduced a new requirement for employers to automatically
enrol any eligible jobholders working for them into a workplace pension scheme that
meets certain requirements, and also to pay a minimum employer contribution. From
1 October 2012, this change to the pensions law will start to affect employers. The
changes mean that some employers will have to enrol their employees into a pension
scheme and pay into that scheme. These new requirements are also more commonly
known as ‘auto enrolment’.

Important: If you set up Opera for Auto Enrolment Processing before this option was
introduced then please contact your Pegasus partner before using it. In this situation
there may be some manual amendments needed after selecting this option.

You have a choice of either aligning the Pay Reference Period(the period of time in
which qualifying earnings are measured for auto enrolment) (PRP) with your pay
period or with the income tax calendar (week or month numbers). Aligning the PRP
with the tax calendar means that the same period of time is used for both auto
enrolment calculations and tax and NI calculations.

The PRP for each payroll group can be aligned differently, so you can align it with
your pay period for one payroll group and with the tax period for another group.

If this option is selected the PRP is aligned with the tax period (from the 6th of a
month to the 5th of the following month).

4/4/5 Payrolls

You should select this option if you run a 4/4/5 monthly payroll (where employees are
paid monthly but are sometimes paid for four weeks’ work and at other times for five
weeks’ work). Opera can then assess employees' earnings for auto enrolment using
the monthly auto enrolment thresholds (for 4/4/5 payrolls Opera cannot assess
monthly paid earnings using multiples of weekly auto enrolment thresholds).

Note: This option works with the Use Auto Enrolment Processing option - it is
disabled if that option is not selected.
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COMP Scheme in Use

Employer Pays COMP

Entitled to Small
Employer's Relief for
SMP/OSPP/SAP

Use Full SMP
Processing

Pay SMP/SPP/OSPP/
SAP/ASPP to End of
Period

Use Full SPP/OSPP
(Birth) Processing

Use Full SSP
Processing

Pay SSP to End of
Period

An option that determines whether the COMP options can be selected within employee profiles. If
cleared, the COMP option is not available within employee profiles.

An option that determines whether the employer pays both the employee's and employer's COMP
contributions. COMP is calculated for both the employee and employer as the difference between
contracted-in and contracted-out rates. The basic rule will not be affected whatever your selection
of this option.

An option that determines whether your company is entitled to the Small Employer's
Relief for Statutory Maternity Pay, Statutory Paternity Pay or Statutory Adoption Pay.

You qualify for SER if you paid or were liable to pay total Class 1 NICs to your
Accounts Office of £45,000 or less in the qualifying tax year (correct at the time of
publication). The qualifying tax year is the last complete tax year before the start of
the employee's Qualifying Week. Refer to the official HMRC Employer Help Books
E15 or E15 (SD) for further details.

An option that determines whether you want the application to calculate Statutory
Maternity Pay entitlement for employees expecting a baby.

If the option is cleared, you enter SMP payments manually when they apply in any
given period. You can also record the maternity absence in the employee's diary
within the Personnel module.

If the option is selected, a number of areas of the payroll are changed to record
settings and parameters that enable the application to automatically calculate an
employee's SMP entitlement for the pay period. The SMP Details form is also
available in the Payroll module to record the SMP details for an employee.

An option that determines whether Statutory Maternity Pay, Ordinary Statutory
Paternity Pay (for births or adoption), Additional Statutory Paternity Pay (for births or
adoption) or Statutory Adoption Pay is paid for maternity/paternity pay weeks either
up to and including the usual payment date or up to the end of the pay period.

Note - Additional Statutory Paternity Pay: Payments of Additional Statutory Paternity
Pay are effective from 3 April 2011. From that date the existing Statutory Paternity
Pay is also being renamed to Ordinary Statutory Paternity Pay. The abbreviations
OSPP and OSPP displayed in the product both refer to Ordinary Statutory Paternity
Pay.

This option covers circumstances that could otherwise leave an employee paid less
SMP, Statutory Paternity Pay (for births or adoption), or SAP than expected. For
example, if employees are paid mid-month but the pay is intended to cover wages to
the end of the month, selecting this option will ensure they receive all due statutory
payments.

Important: If the option is cleared, these statutory payments only be paid up to the
payment date.

An option that determines whether you want the application to calculate Ordinary
Statutory Paternity Pay (Birth) (OSPP) entitlement for employees. If the option is
cleared, you enter OSPP payments manually when they apply in any given period.
You can also record the paternity absence in the employee's diary within the
Personnel module.

If the option is selected, a number of areas of the payroll are changed to record
settings and parameters so that OSPP is automatically calculated for those entitled
employees for the pay period. The SPP/OSPP (Birth) Details form is available in the
Payroll module to record the OSPP details for an employee.

Note - Additional Statutory Paternity Pay: Payments of Additional Statutory Paternity
Pay are effective from 3 April 2011. From that date the existing Statutory Paternity
Pay is also being renamed to Ordinary Statutory Paternity Pay. The abbreviations
OSPP and OSPP displayed in the product both refer to Ordinary Statutory Paternity
Pay.

An option that determines whether you want the application to calculate Statutory
Sick Pay (SSP) entitlement for employees.

If the option is cleared, you must enter SSP payments manually when they apply in
any given period. You can also record the sickness days in the employee's diary in
the Personnel module.

If the option is selected, a number of areas of the payroll module are changed to
record settings and parameters that enable the application to automatically calculate
an employee's SSP entitlement for the pay period. The SSP Absence form is also
available in the Payroll module to record the SSP sickness days for an employee.

An option that determines whether Statutory Sick Pay (SSP) is paid to the end of the
current period or only up to and including the usual payment date.

Making SSP payments up to the usual payment date can cause problems if
employees are paid in arrears. In these circumstances, the option can be selected so
they receive any SSP entitlement up to the end of the pay period instead.

Important: If the option is cleared, SSP will only be paid up to the payment date.
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SSP Qualifying Days
Pattern

Split-Week Payments
of SMP/SAP

Use Full SPP/OSPP
(Adopt) Processing

Use Full SAP
Processing

Use Full ASPP (Birth)
& (Adopt) Processing

Only available if Use Full SSP Processing is selected.

An option that determines the default qualifying pattern for Statutory Sick Pay
calculations for the currently selected group. You click to select each day that
qualifies for SSP and the application displays the number of days in the Days box
alongside.

The default selection is Monday to Friday (5 days).

Only available if Use Full SMP Processing or Use Full SAP Processing is selected.

This option defines whether split Statutory Maternity Pay (SMP) and Statutory
Adoption Pay (SAP) payments are permitted for the payroll group to align the
payments with wages and salary payments.

Split SMP payments were introduced by the Work & Families Act .

Note: The employer, not the employee, decides whether to split SMP and SAP
payments.

An option that determines whether you want the application to calculate Ordinary
Statutory Paternity Pay (OSPP) for adoption entitlement for employees adopting a
child. If the option is cleared, you can enter OSPP for adoption payments manually
when they apply in any given period. You can also record the absence in the
employee's diary in the Personnel module.

If the option is selected, a number of areas of the payroll are changed to record
settings and parameters that enable the application to automatically calculate an
employee's OSPP (Adopt) entitlement for the pay period.

The SPP/OSPP-Adopt Details form is available in the Payroll module to record the
OSPP for adoption details for an employee.

Note - Additional Statutory Paternity Pay: Payments of Additional Statutory Paternity
Pay are effective from 3 April 2011. From that date the existing Statutory Paternity
Pay is also being renamed to Ordinary Statutory Paternity Pay. The abbreviations
OSPP and OSPP displayed in the product both refer to Ordinary Statutory Paternity
Pay.

An option that determines whether you want the application to calculate Statutory
Adoption Pay (SAP) entitlement for employees adopting a child.

If the option is cleared, you can enter SAP payments manually when they apply in
any given period. You can also record the absence in the employee's diary in the
Personnel module.

If the option is selected, a number of areas of the payroll are changed to record
settings and parameters that enable the application to automatically calculate an
employee's SAP entitlement for the pay period. The SAP Details form is available in
Payroll to record the SAP details for an employee.

An option that determines whether you want the application to calculate Additional
Statutory Paternity Pay (ASPP) entitlement for fathers whose partner has a baby or
employees who adopt a child. If the option is cleared, you can enter ASPP payments
manually when they apply in any given period. You can also record the absence in
the employee's diary in the Personnel module.

If the option is selected, a number of areas of the payroll are changed to record
settings and parameters that enable the application to automatically calculate an
employee's ASPP entitlement for the pay period. The ASPP Details form is available
in Payroll to record the ASPP details for an employee.
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1.3.3 Tab 3

“ Set Options : Monthly Group (Licensed for Unlimited Employees) @

Box

Pay Period

Options Page 1 || Options Page 2
Pay Period : Alternative Co. ID for ML : Z |Z|
Permitted Payment Method :
Keep = Tax Regulatory Limit % : 50,00
Pay Period Summary : 24 | Perinds
Printed Payslips [ : Periods O R R TP T Y P Y Y T LT T LTI T TN 1) .o,
= . Weeks for Holiday Pay Average : (Vi E
Web/E-mail Payslips : 24 =-| Periods :
. Holiday Pay Payment Number :
Web/E-mail P&0s : 4 [=]| vears Sdecceecsscdoachecossossccocsodsssodaaliocsssscccsesh dulE
Statutory Payments : 3 | Years Attachment Orders
Payments and Deductions : 24 == Periods [7] peduct Admin Fee
L.E.L. for Pension : 0.00 Standard Fee : 1.00
U.E.L. for Pension : 9959999,99 Scottish Fee : 1.00
Max. Charity Contributions P.A. : 400.00 Pension Export File Settings for this Payrell Group
Max. Tax Refund for Starter : 200.00 Expart File : None I~
Value for Low Gross Pay : a Group :
Value for Low Net Pay : 0 Payment Source :
Max. Cheque Value : 5000 Payrall Code :

7

Description

The pay frequency for the group. You can select one of the following from a list: Weekly,
Fortnightly, Four-weekly or Monthly. If you wish to use a multi-frequency payroll, you must
select the Use Groups option described earlier. Each employee must be assigned to a group
and each group can then have its own frequency. When you subsequently carry out any
payroll processing, you will be prompted to choose the group(s) to which processing applies.
For example, if you pay some employees weekly and some monthly, you must set up one
group for each frequency. We strongly advise you not to change the pay frequency once you
have begun processing for a group or company.

M = Monthly

W = Weekly

2 = Fortnightly
4 = Four weekly

Permitted
Payment
Method

An option that determines the permitted payment methods that can be used within employee
profiles. You can include the corresponding code from the following list: A Autopay, B BACS,
C Cash, (0 BOBS) or Q Cheque. For example, to allow payment methods of BACS, Cash, and
Cheques, you would enter BCQ in this box.

Keep T.P.
Summary
Image

The number of pay periods (up to 999) for which you wish to retain the 'this period's summary"
image. The application will retain the this period's summary image for the number of periods
specified. You can view the information using the Processing > Action > History command.

Note: The minimum time for which you can keep the history is one Income Tax year.

Keep Payslip The number of pay periods (up to 999) for which you wish to retain the period payslip image.

Image
Web/E-mail The number of pay periods (up to 999) to keep online payslip images both in Opera 3 and in
Payslips Payroll Self Service after Pegasus Web Xchange is installed.

This feature is available in Opera 3 if Pegasus Web Xchange and Payroll Self Service are
used (installed separately) and the company has been subscribed to Payroll Self Service from
the System - PWX Centre.

Note: Payroll Self Service provides a secure and easy way for your employees to access their
details including payslips and P60s.

Governed by the
“main” group

ceecsescescesccssscscescsescsscnsnn

Only available for
“Weekly” groups

@eescecsessense
®ecescccccsces

R R R T PR R
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Web/E-mail
Payslips P60s

Keep Stat.
Payments
History

Keep
Transaction
History

L.E.L. for
Pension

U.E.L. for
Pension

Max. Charity
Contributions
P.A.

Max. Tax
Refund for
Starter

Value For Low
Gross Pay

Value for Low
Net Pay

Max. Cheque
Value

Alternative Co.
ID for N/L

Student Loan
Threshold

Student Loan %

Tax
Regulatory
Limit %

The number of tax years (up to 99) to keep online P60 (End of Year Certificates)images both
in Opera 3 and in Payroll Self Service after Pegasus Web Xchange is installed.

You can also view each employee's P60s on the Web P60s form from the Payroll -
Processing - History form.

This feature is available in Opera 3 if Pegasus Web Xchange and Payroll Self Service are
used (installed separately) and the company has been subscribed to Payroll Self Service from
the System - PWX Centre.

The number of years you want the payroll to retain a history of Statutory Maternity Pay,
Statutory Sick Pay, Statutory Paternity Pay, and Statutory Adoption Pay. This must be a
minimum of three years.

The number of periods you want the payroll to retain a history of your employees' payments
and deductions. This can be up to 999 periods.

The lower and upper earnings limit for pension calculations where either of these differ from
the LEL and/or UEL held in the NI tables. The limit(s) you enter here apply to all employees
who do not have a LEL and/or UEL entered on their employee record.

The application refers to the employee record for a LEL and UEL. If either contains a value,
the values for both limits are taken from the employee record. If both limits are zero on the

employee record, the application uses the limits you define here and if these are also zero,
the limits set in the NI tables are used.

Note: These values are used for pension calculations only if the Use Advanced Pension
Processing option on the Payroll > Utilities > Set Options form is not selected.

Tip: If the Use Advanced Pension Processing option is selected, the employee can be
allocated a pension scheme which includes a cap for pension calculations. See the Pension
Scheme Help topic for more information.

The maximum amount of charity contributions an employee can make and for which tax relief
applies. The exception report highlights any employee who is making charity contributions in
excess of this amount. If no value is entered, this means no limit applies.

The maximum tax refund that can be paid for a new starter. The exception report highlights
any new employee with a tax refund greater than this amount. If left blank, any value tax
refund is permitted.

Current taxation rules state that you may not give a new employee a tax refund above a pre-
defined value, even if their P45 indicates to the contrary. If the refund limit is exceeded the
system treats the employees tax as a week one/month one basis.

The value used to define a low gross pay threshold. A message is generated on the
exception report where an employee's gross pay falls below this amount. If left blank, no
check is performed.

The value used to define a low net pay threshold. A message is generated on the exception
report where an employee's net pay falls below this amount. If left blank, no check is
performed.

The maximum value of a cheque that can be produced. Enter the value in whole numbers. If
an employee is being paid by cheque and the net pay exceeds the maximum cheque value,
no cheque will be printed. If no value is entered, this means no upper cheque limit applies.

An identifier that determines which Nominal module company is used for payroll postings.
You can incorporate several payrolls (each operating for a different company identifier) into
one Nominal module. For example, you might have company "Y' for weekly payrolls and
company 'Z' for monthly payrolls, both making postings in the nominal ledger for company 'A'.

An annual threshold that determines whether student loan repayments are calculated. The employees
qualifying pay must be above this threshold and the repayment amount is then calculated by deducting this
threshold from the qualifying pay before multiplying by the percentage specified in the Student Loan %
box.*

Please note — moved to the NIPY Tables

The student loan % is used in the calculation of loan repayments for employees whose qualifying pay is
above the threshold specified in the Student Loan Threshold box and whose indicator is set.

s,

ORL

Please note — moved to the NIPY Tables ORL stands for the

Override Regulatory Limit
in regards to the K code

This limit applies to all tax code types, including D codes, BR, OT. The calculation commands
limit the amount of tax that can be deducted to this percentage of each employee’s gross pay
or pension. This applies to both the main calculation (Payroll — Calculation) and the individual

50% setting. More

information can be found @

calculation (Payroll — Processing — Calculate) commands. http://www.hmrc.gov.uk/hel

psheets/e12.pdf or running
a search on the ORL.

Note: Before the 2015-16 tax year the only tax code that restricted the amount of tax that
could be deducted from taxable pay was those codes with ‘K’ at the beginning.

© Pegasus Training Services Page 50


javascript:kadovTextPopup(this)
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Set_Options_Payroll.htm#UseAdvancedPensionProcessing
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Set_Options_Payroll.htm#UseAdvancedPensionProcessing
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Set_Options_Payroll.htm#UseAdvancedPensionProcessing
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Pension_Scheme.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Pension_Scheme.htm
http://www.hmrc.gov.uk/helpsheets/e12.pdf
http://www.hmrc.gov.uk/helpsheets/e12.pdf

Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

Max. K Code %

Default Tax
Code

Weeks for
Holiday Pay
Average

Holiday Pay
Payment
Number

Deduct Admin
Fee

Standard Fee

Scottish Fee

Pension
Export File
Settings for
this Payroll
Group

The maximum K code deduction percentage for the current tax year. HMRC make a concession that the
amount of tax payable due to K codes should not exceed a certain percentage of an employee's gross
taxable pay.

Some employees may receive a large portion of their earnings in forms other than cash, for example, a
company car. If the value of these benefits in kind exceeds their personal allowance, then a special PAYE
code is used (e.g. K100).

Because these employees are taxed on more than just their cash salary, the K code is used to increase
taxable pay and therefore increase the tax paid by that employee. Current taxation rules state that tax
levied under the K code system may only be deducted up to a certain percentage of any employee’s
earnings

The default emergency tax code. This is used when new employees are added to payroll for which a tax
code is not otherwise provided.

The HMRC requires an Employer to calculate and deduct tax from an employee’s pay based on an
emergency tax code. When the HMRC issues a notice of coding for each of these employees, it may then
be changed per the employee records. After a ‘Year End Cleardown’, any employees who are still using
the emergency tax code will be set to week one/month one in line with the new tax year.

Please note — moved to the NIPY Tables

The number of weeks pay used in the calculation of the average holiday pay. This is also
used on the Holiday Pay Average report.

Note: This option is used for weekly payrolls only.

The number of the payment profile used for holiday pay entitlement.

Note: This option is enabled when the Weeks for Holiday Pay Average box has been
updated. It is used for weekly payrolls only.

An option that determines whether to deduct an administration fee for attachment orders. This
setting will apply to all groups. The fee itself is defined in the following box(es).

The standard administration fee to apply when non-Scottish attachment orders are calculated
for employees. This only applies if the Deduct Admin Fee option is selected.

The administration fee to apply when Scottish attachment orders are calculated for
employees. This only applies if the Deduct Admin Fee option is selected.

You can optionally enter default pension group and payment source codes for specific payroll
groups. If these default codes are not entered the codes on the pension scheme itself are
instead used when you add the employee's pension scheme to their record. You can change
the codes for each employee afterwards using the Payroll - Processing - Action - Pensions -
Employee Pensions - Additional Details form.

Why you might enter default codes on the Set Options form

- You could record different payment sources for the two groups if pension contributions for
weekly-paid employees are paid from one bank account but contributions for monthly-paid
employees are paid from a different bank account.

- You could record different pension groups for two payroll groups if the frequency of paying
pension contributions is different for weekly-paid and monthly-paid employees.

Which codes are used automatic lly when someone joins the pension?

Default codes from
Set O ptions

Default codes for a paymoll group
entered on the Set O ptions form?

Tip You can change each
employee’s pension group and
payment source codes to
diff erent codes if necessary.

Default codes from
the pension scheme
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Pension Enter a default pension group for NEST pensions or NOW: Pensions for the
Group payroll group, if required.

Tip: Pension groups are maintained on the Payroll - Maintenance - |
Pension Groups form.

Payment Enter a default payment source for NEST pensions for the payroll group, if
Source required. This is not required for NOW: Pensions.

Tip: Payment Sources are maintained on the Payroll - Maintenance -
Pension Payment Source form.

Payroll Enter the payroll code used when setting up the scheme with NOW:

Code Pensions. You may have used separate payroll codes for different pay
frequencies, for example '"MNTH' for a monthly payroll or 'WEEK' for a
weekly payroll.

Note: This is not required for NEST pensions.

The system will then automatically set each Groups options to be the same as for
the default Group. You should therefore return to the Set Options procedure for
each Group in turn and define its specific information.

For added security, a password can be set up for each Group. If a password is
allocated against each Group, then users who wish to gain entry to the Set
Options after creating Groups must know the password for each Group.
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1.4 Groups Notes

Use the Group Details command to create group records. If you want to process
employees who are paid at differing frequencies such as weekly, monthly and so
on, you must set up separate payroll groups, so that the processing and
calculation can be controlled separately. Before you can define group details, you
must select the Use Groups option on the Options Page 2 tab displayed when you
use the Set Options command on the Utilities menu. Once you have defined
group records, you assign employees to the appropriate group according to their
pay-frequency. A default group with a blank group code is created automatically.
You select the default group whenever you need to process information shared by
all groups. You use the Group Details command on the Maintenance submenu to
define one or more groups for each pay frequency you use. If you have the
Personnel module, you can also maintain groups using the Group Details
command on the Maintenance menu of the Personnel module.

B Group Details : Default - Monthly E][E|E|

Group Code

Group Description | Monkhly

Group Password ;| sk

9

View

To define group details

1. 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.

On the Record menu, click New.

In the boxes provided, enter the details for the group.
On the Record menu, click Save.

a bk wnN
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15 Auto Enrolment Settings

This form (accessed from the Payroll - Utilities menu) is where you enter your
staging date and registration date for auto enrolment, and is also where the
various thresholds and limits for auto enrolment are displayed. The form can also
be accessed in read-only format from the Auto Enrolment Details and Auto
Enrolment Updates forms.

1.5.1 Pensions Act 2008

The Pensions Act 2008 introduced a new requirement for employers to
automatically enrol any eligible jobholders working for them into a workplace
pension scheme that meets certain requirements, and also to pay a minimum
employer contribution. From 1 October 2012, this change to the pensions law will
start to affect employers. The changes mean that some employers will have to
enrol their employees into a pension scheme and pay into that scheme. These
new requirements are also more commonly known as ‘auto enrolment’.

1.5.2 Employer Settings tab
The Pensions Regulator will contact you before your staging date. You can ask
the regulator to bring the date forward. These dates must be entered after you
have been contacted by The Pensions Regulator.
“ Auto Enrolment Settings @
Pensions Regulator Settings |
Staging Date: 01/10/2012 E]
Registration Date : 01/10/2012 E]
Notes : -
9
Box Description

Staging Date  The new employer duties will be introduced in stages, starting from October 2012.
Each employer will be allocated a date from when the duties will first apply to
them, known as their ‘staging date’.

Registration Shortly after becoming subject to the duties for the first time, you are obliged to
Date submit information to regulator giving details of how you have discharged
your duties. This is your 'registration date'. You have up to five months after your
staging date to send the information to the regulator.

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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1.5.3 Pensions Regulator Settings tab

Notes
These details are updated by Pegasus Software Ltd so cannot be changed. The
information is the most up to date provided by The Pensions Regulator. If the
thresholds, limits or time periods change, they will be updated by Pegasus
Software Ltd.
%" Auto Enrolment Settings @
Employer Settings |
Date Effective From: | 05/04/2012 IZ|
Weekly 2-Weekly 4Weekly Monthly Annual
Qualifying Earnings Lower Threshold : 107.00 214.00 428.00 464.00 5564.00
Earnings Trigger : 156.00 312.00 624,00 675,00 8105.00
Qualifying Earnings Upper Threshold : 817.00 1634.00 3268.00 3540.00 42475.00
Registration Limit : 4| month(s) Notification Period : 1 | month(s)
Joining Window : 1| month(s) Postponement Period : 3 | month(s)
Opt-Out Period : 1 month(s) Lower Age : 16 | years
Opt-Out Refund Period : 1| month(s) Qualifying Age : 22 | years
Upper Age : 75 | years
Box Description |
Date Effective  This is set to the start of the tax year that the thresholds, limits and time periods
From relate to.
Qualifying Earnings below this level are not taken into account for the calculation of auto-
Earnings enrolment pensions.
Lower
Threshold
Earnings The employer must automatically enrol workers with qualifying earnings above a
Trigger trigger point. These workers will earn more than £8,105 in the 2012-13 year.
Qualifying Earnings above this level are not taken into account for the calculation of auto-
Earnings enrolment pensions.
Upper
Threshold
Registration The amount of time by which the employer must send information to The
Limit Pensions Regulator after the auto enrolment duties apply to them. This is
currently four months after the staging date.
Joining Where an eligible jobholder is to be auto enrolled, the employer must ensure that
Window the employee is enrolled in a pension within one month of their auto-enrol date.
This is the joining window. You must give information to the pension scheme
about the eligible jobholder, give enrolment information to the eligible jobholder
and make arrangements to achieve active membership for the eligible jobholder,
effective from their automatic enrolment date.
Opt Out A jobholder who becomes an active member of a pension scheme under the
Period automatic enrolment provisions has a period of time during which they can opt
out.
This is currently one month from the following:

e  For occupational pension schemes; from the employee's auto
enrolment date or from the date when they received written notification
of auto enrolment.

e  For personal pension schemes; when the employee is sent terms and
conditions to become an active member or from the date when they
received written notification of auto enrolment.
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Opt-Out The amount of time by which refunds should be repaid to employees who opt-out
Refund Period  of auto enrolment.

Notification The amount of time by which employees must be informed in the event of auto
Period enrolment being postponed by the employer.

Postponement You are allowed a period of up to three calendar months following your staging
Period date before auto enrolment. This is also referred to as the 'waiting period'.

Lower Age The lower age for ‘jobholders’, as defined by The Pensions Regulator for
Workplace Pensions Reform.

Qualifying The qualifying age for an eligible jobholder.
Age

Upper Age The upper age for 'jobholders', as defined by The Pensions Regulator for
Workplace Pensions Reform.

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.

1.5.4 Aligning the PRP with the Tax Period

You have a choice of either aligning the Pay Reference Period(the period of time
in which qualifying earnings are measured for auto enrolment) (PRP) with your
pay period or with the income tax calendar (week or month numbers). Aligning the
PRP with the tax calendar means that the same period of time is used for both
auto enrolment calculations and tax and NI calculations.

The PRP for each payroll group can be aligned differently, so you can align it with
your pay period for one payroll group and with the tax period for another group.

Tip: This is controlled by the Align Pay Reference Period with Tax Period option
on the Options Page 2 tab of the Payroll - Utilities - Set Options form.
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1.5.5 Groups and Options

Notes

Initially, the payroll options for new group records have the same settings as that
of the default group. If you want to use different settings, you must use the Set
Options command and select the group for which you want to maintain options.
Certain options associated with the default group cannot be altered for individual
groups; that is, all groups must share the same attributes. The following lists those
options and settings that you can make group-specific:

e  Current Tax Year

e Pay Period (W, M, 2, 4)

e Permitted Payment Methods

e Keep T.P. Summary Image nn Periods

e Keep Payslip Image nn Periods

e L.E.L. for Pension

e U.E.L. for Pension

¢ Maximum Cheque Value

e Value for Low Gross Pay Check

e Value for Low Net Pay Check

e EOY Permit No.

e  Employers Code

e  BOBS Customer Number

e  Application Number

. Statement Number

. Payment Reference

e  Current Week in holiday ave

e  Weeks for holiday pay average.

1.5.6 Shared Information

The following records are shared by all groups:

e Bank Details

e Nominal Ledger Transfer Codes

e Department Details

e PAYE (Pay As You Earn), NI and SSP (Statutory Sick Pay) Tables

e  Scottish Tax

e Coinage Analysis

e Payment Profiles

e Deduction Profiles

e Employee Profiles

1.5.7 Selecting Groups

For those commands for which you can select a group, some allow you to choose
more than one group at a time. For the following commands, you cannot select
more than one group at a time:

e Pay Period Details

e Update
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For the following commands, you can select one or more groups for processing:

e  Processing*

e Calculation

e Reports

e End of Year/Special Reports
e Nominal Ledger Analysis

e Cash Book Transfer

*If you select multiple groups for the Processing command, you can create and
maintain employee records regardless of pay frequency. However, we
recommend that you do not create employees using the default group, which has
a blank group code. You can use the Groups command on the Action menu
associated with the Processing form to change the group(s) selected for
processing.

1.5.8 Groups and Passwords

You can assign passwords to groups for security controlled access. For any group
record to which you assign a password, that password must be entered by the
operator before the group can be processed.

Once a new Group has been created, the user will see the following prompt. The
pay frequency and options must be defined for the new Group.

L
\E) You must now set up the pay frequency within Set Options For the 2 Group,

1.6 Calendar

Use the Calendar command to create and maintain a calendar of payroll periods.
Each payroll period, identified by a period number, is defined by a start and end
date. You must have at least one calendar per payroll group. When you use the
command, the application detects whether a calendar exists for the current tax
year and for the currently selected pay frequency. If not, you will be asked if you
want to create one. Thereafter, you can create additional calendars for different
groups of the same pay frequency either based on an existing calendar (referred
to as a 'model' calendar) or create a new one from scratch. Apart from defining
the periods, you also indicate the normal payment day in the frequency's period.
For example, in the case of a monthly payroll, you might normally pay employees
on the last day of the month. This and other options will depend on the pay
frequency selected.

Note - Payment dates that fall on 6 April 2012: The Good Friday Bank Holiday
falls on 6 April 2012, the first day of the 2012-13 tax year. HMRC has confirmed
that if the usual payment date falls on this day but the payments are actually
made on 5 April 2012, the payments will be deemed by HMRC to have been
made in the 2012-13 tax year.

Employee
queries o
where
operation of
‘week 53
payment
results in an
underpayme
nt of tax

In some tax years, the way
dates fall mean that you will
end up making one more
payment than usual to your
employees towards the end
of the tax year. If you pay
your employees weekly this
would be a 53rd weekly
payment, if you pay them
fortnightly it would be a 27th
fortnightly payment and if
you pay them four-weekly it
would be a 14th four-weekly
payment. These extra
payments are often referred
to as ‘Week 53 payments’

This may lead to an
underpayment of PAYE as
an individual’s personal
allowance for the year is
worked out on the basis of
52 weekly, 26 fortnightly and
13 four-weekly paydays,
however the procedure
ensures that the employer
knows what tax code to
operate for the extra pay
day and gives the employee
certainty of take home pay
without tax being deducted
punitively, e.g. at Basic rate
or Higher rate, without
allowances. Tax allowances
are administered this way to
allow the payroll to run and
HMRC will then reconcile
the tax records of any
individuals falling into this
category and recover any
underpaid tax.

P800 PAYE tax calculations
have now been sent out to
individuals advising them
that they have underpaid for
the tax year 2010-11 and
tax codes have recently
been issued for 2012-13
which include this underpaid
tax, and confirming
collection of it during the
2012- 13 tax year.

If you are approached by an
employee who has
underpaid, you should
confirm to them that you
have not made an error in
your payroll and explain to
them that if they cannot pay
the underpaid tax or think
that the calculation is wrong
they should contact HMRC
using the contact details in
the notes enclosed with the
calculation.

If you receive any payment
requests from HMRC which
have been sent by mistake,
then you should reply
confirming that you operated
the Week 53 procedure.
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3 Calendar : Monthly EJE|E|
Gereral | Memo
Tax ¥ear: | 1011 £ Pay Freguency :  Monkhly
Period : 7
Start Date : | 01/10/2010 m Usual Pay Date : | 31/10/2010 B
EndDate: |31j10/2010 D
Period Start Date End Date Usual Pay Date  Actual Pay Date | Updated
2 01/05{2010 31/05/2010 31/05(2010 31j05{z010|
3 a1j06f2010 30/06/2010 a0/06f2010 30/06/2010 v
4 01/07fz010 31/07jz010 31{07jz010 30/07j2010 v
5 01/08{2010 31/08{2010 31/08(2010 31j08{z010|
=] a1/0%fz010 30/09f2010 a0/0972010 30/09f2010 v
|? 01/10/2010 31/10/2010 31/1042010 i w
o
Wigw

The calendar is used to help the application process SSP (Statutory Sick Pay),
SMP (Statutory Maternity Pay) and OSPP (Ordinary Statutory Paternity Pay)
(Birth) automatically. You must create one for each payroll group you use. You
can amend the period end dates and date of usual pay for any of the periods prior
to the first update. The application automatically maintains the actual pay dates
and indicates when the period has been updated, which happens after you have
used the Update command on the Utilities menu. You can display a table of
income tax dates for the period in the currently displayed tax year using the
Income Tax Year command on the Action menu associated with the Calendar
form.

If a Calendar has not yet been defined for the selected group the system will issue
the following prompt:

E The Calendar dogs nat et exist For the current bax vear.

!

Click. OF to create new calendar.

I Ok l l Cancel

g,‘,;,/
Incorme Tax Year FS

Starting to use Payroll
after the first period in

the tax year ¥

4

If the calendar for a
payroll group is created
part way through the
tax year, you must set
the This Calculation
Period box on the
Payroll - Utilities - Pay
Periods form to the
correct period. It is
automatically set to
period 1 after the
payroll group is created
but this will not be
correct in these
circumstances.

Calendars &/

Remember that the
Payroll Calendar is
maintained separately
to the Nominal Ledger
Calendar

a0

Note: When you use the End of Year Cleardown command on the EOY/Special Reports
menu, the application automatically creates a new calendar, so you only need to create the
first calendar; all subsequent years are created automatically as part of your end of year
processing.

To Maintain the Payroll Calendar

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

2. Click Set Options.
3. If you are using groups, in the Select Payroll Groups list, click to select the group
you want and then click OK.

4. If no calendar has been defined for the currently selected group and for the
current tax year, you will be prompted to create one, in which case, click OK to
continue. If one has already been defined for the group, the main Calendar form
will be displayed allowing you to view and amend the calendar.
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In Options, click to choose whether you want to create the calendar on the basis
of an existing one (a 'model’). This option will only be available if another calendar

already exists for the same pay frequency. If you choose to create one on the
basis of a model, click to choose the calendar to be used in the Model Calendar

list box.

Tax Year will default to the current tax year for the currently selected group. You

can only create a new calendar for the current tax year.

In Usual Payment Day, click to select the day on which employees are
normally paid within the period. The options available will depend on
the pay frequency you are using.

The next box to complete will depend on the pay frequency selected,
but is used to define the first period in which pay applies at the start of a
new tax year.

Click OK and the application will create a calendar and display the
period dates in a grid. You can then choose to amend the end dates or
usual pay dates for any period you select in the grid. To store the
details, click OK.

1.6.1 Create new Calendar

.3 Create New Calendar - Monthly Directors @

Opkions

Model Calendar !

Tax Year : 1011

Usual Payment Day : Last Dary of the Month &
Manth being Paid For in the -

First Period of the Tax vear : | April i

:_:é) oK l [ Cance|

hout & Model &5

Options

Model
Calendar

Tax Year

Usual Payment
Day or Date

Definition of
End of First
Pay Period
Covered

An option that determines whether the calendar you want to create for the
selected group is to be modelled on an existing calendar, provided one has
already been created for the same pay frequency.

If you have chosen to create a calendar on the basis of a model, you select the
model you want from this list.

Defaults to the current tax year.

This option will depend on the pay frequency:

For 2- and 4-weekly pay frequencies, you enter the usual payment date for the
first period of the tax year. The usual payment date for second and subsequent
calendar records will then be either 14 or 28 days ahead of the previous period.
This date must fall within the first two or four weeks of the Income Tax year.

For weekly-based payrolls, you define the end date of the first period worked for
the tax year. The end date for a period can be in arrears or in advance of its
corresponding usual payment date as you required.

For monthly pay frequencies, you choose either the last day of the month or a
specific day of the month. If you choose to enter a specific day, you also enter
the day number in the month. The usual payment date for second and
subsequent calendar records will then be the same day number for each month
or the last day of each month as appropriate. In the case of specifying a pay
date of 30th, this will be treated as the 28th or 29th for February.

This option will depend on the pay frequency. For weekly-based payrolls, you
define the end date of the first period of the tax year. For monthly-based
payrolls, you identify which month is being paid in the first pay period of the tax
year.

Week 53/54/56

Why does the system not offer me a
Week 53/54/56?

A calendar must be created for a
group before any of it's employees
(EEs) are able to be
processed. When you use the End
of Year Cleardown command on the
EQY/Special Reports menu, the
application automatically creates a
new calendar, so you only need to
create the first calendar; all
subsequent years are created
automatically as part of your end of
year processing (including the Usual
Paydate), hence it is vitally important
to set-up the Calendar in the first
place.

A week 53/54/56 is automatically
determined by the system if the
Calendar meets the required
criteria. For a week 53/54/56 to be
offered, the next “Usual Paydate”
following the week 52 period must fall
on or before the 51 April. The
system will automatically cater for
this — if the above criteria is met, an
appropriate week 53/54/56 is offered.

You cannot amend the calendar to
add a new line to the calendar. The
presumption is if the Calendar was
set-up correctly in the first place and
it will offer the extra week 53/54/56
when appropriate.

For further information regarding the
legislation of a Week 53/54/56
processing, please refer to the

HMRC E13 & CWG2 guide -
http://www.hmrc.gov.uk/helpsheets/e
13.pdf &
http://www.hmrec.gov.uk/guidance/cw
g2.pdf respectively. Run a search for

Week 53 and this will provide further

confirmation.

@)
a)
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Click the OK button and next year’s calendar will be created automatically.

Notes
L3
. | ) The Calendar for the 1112 tax wear will now be created automatically,
This year and next year tax years can be selected from the ‘Tax Year’ drop-down
list.
3 Calendar ; Monthly Dire
General
Tax Year
Period :
1.6.2 Income Tax Year (F5)
A look-up to the Income Tax year will be available from the Action menu.
o3 Income Tax Periods : 1011 - Mo... E|
Period Start Dake End Date | 4
1| o6/04/2010 | 0Sf05/2010
2| 08/05/2010 05062010
3| ogfoefzol0 | 05/07/z010
4| nsfo7iz010 05/08/2010
5| ogfogizol0 | 0S/09/2010
6| 0sfo9jz010 05/10/2010
7| ogf1ojzo10 | 0s/11/z010
&| ogf11j2010 | 05/12/z010
9| 08/12/2010 05i01/2011
10| osfoljzo1l | o5/02fz011
11| 08/0zj2011 05/03/2011
12| O8f03fz011 | OS/04/2011 o
@ ’ oK l ’ Cancel
This enables the employer to display a table of income tax dates for the tax year.
1.7 Department Details
Use the Department Details command to maintain department records with which
employees can be associated. Before you can define department details, you
must select the Use Departments option on the Options Page 2 tab displayed
when you use the Set Options command on the Utilities menu.
© Pegasus Training Services Page 61



Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

If you have the Personnel module, you can also maintain department details using
the Department Details command on the Maintenance menu of the Personnel
module. You can use departments to categorise employees for reporting
purposes.

EEX

.3 Department Details : ADMN - Administration

Department Code : ADMM
Department Description : Administr ation
Cosk Centre @ ADM | Administration

9

Wiew

Example:

You are a manufacturing company and you want to analyse the payroll costs separately
between those employees who are administrative staff and those involved in production.
You use the Department Details command to create an ADMN (administration) department
and a PROD (production) department. When you use the Processing command to create
your employee records, you select the appropriate department for the employee in the
Department list box.

To define department details

1. 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.

On the Record menu, click New.

In the boxes provided, enter the details for the department.
On the Record menu, click Save.

a ko

Tip: Use a code that will help you identify the department. For example, DIR for Directors,
ADM for Administration, SAL for Sales, and so on.

1.8 PAYE/NI/Stat. Payments Tables (NIPY Tables)

The essential elements of payroll calculation are specified by HMRC. HMRC
issues tables telling you how much tax to deduct from an employee’s pay based
on items such as the pay period and year, the employee’s earnings and tax code,
and so on. The application includes tables in which you specify all the necessary
rates and thresholds relating to income tax, national insurance, and statutory
payments.

Use the PAYE/NI/Stat. Payments command to set up these tables. The tables
must reflect the latest rates supplied by HMRC. Updated rates for the tax year are
provided by HMRC and can be copied from the application's demonstration data.

Two sets of tables are provided:

e One setis intended to be used for current rates and thresholds

e The other set for future rates and thresholds announced by the
Chancellor of the Exchequer.

You will be
required to
enter a valid
Cost Centre if
you are using
Nominal
Ledger Cost
Centres.

The Cost Centre
code entered will be
used for all
employees who are
attached to this
department code
when transferring
analysis information
to the Nominal
Ledger.

If payroll
departments are not
activated within Set
Options then all
Nominal Ledger
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The application automatically determines which table to use according to the Notes
system date, whether the tax year matches the entry in the Current Tax Year box s
on the Payroll Options form, and the week or month number matches the one you

enter when you use the Calculation command.

The PAYE/NI/Stat. Payments tables are used to calculate the following:

e Employees' income tax

e Employees' and employer's national insurance contributions

e  Statutory Sick Pay - the Full SSP Processing option in the Set Options command
must be selected before SSP will be calculated. For more information, see the
SSP Absence Help topic.

e Statutory Maternity Pay - the Full SMP Processing option in the Set Options
command must be selected before SMP will be calculated. For more information,
see the SMP Details Help topic.

e Statutory Paternity Pay for births - the Full OSPP (Birth) Processing option in the
Set Options command must be selected before OSPP (Birth) will be calculated.
For more information, see the OSPP (Birth) Details Help topic.

e Statutory Paternity Pay for adoption - the Full OSPP (Adopt) Processing option in
the Set Options command must be selected before OSPP (Adopt) will be
calculated. For more information, see the OSPP (Adopt) Details Help topic.

e Statutory Adoption Pay - the Full SAP Processing option in the Set Options
command must be selected before SAP will be calculated. For more information,
see the SAP Details Help topic.

e Additional Statutory Paternity Pay - the Full ASPP (Birth) & (Adopt) Processing
option in the Set Options command must be selected before ASPP will be
calculated. For more information, see the ASPP (Birth) Details or ASPP (Adopt)
Details Help topics.

Warning: These rates and thresholds must reflect the rates for the 2011-12 tax

year and the 2012-13 tax year. Do not modify these rates and thresholds

manually. To ensure the rates are correct, use either the Copy Statutory Rates

command, or the Update Data Structures command - remembering to tick the

boxes in step 3 to update the rates and thresholds.

1.8.1 Maintaining PAYE/NI and Statutory Payments
Tables

Pegasus Software update the demonstration data with the latest rates for income

tax, national insurance and statutory payments' rates, as announced by the

Chancellor of the Exchequer. The best way to update your company's tables is by

using the Copy NI Tables command to copy the tables from the demonstration

data.

To Update the Tables Manually

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

2. Click Set Options.

3. In the boxes provided for Table 1, complete the rates and ranges applicable. Use
the tabs to maintain NI information.

4. If you want to add a second table, click Action and then click Add. You can then
maintain rates for Table 2.

5. To store the tables, click OK.

© Pegasus Training Services Page 63


mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Set_Options_Payroll.htm#CurrentTaxYear
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Set_Options_Payroll.htm#UseFullSSP
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/SSP_Absence_Payroll.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Set_Options_Payroll.htm#UseFullSMPProcessing
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/SMP_Details.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Set_Options_Payroll.htm#UseFullSPP(Birth)Processing
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/SPP_Birth_Details.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Set_Options_Payroll.htm#UseFullSPP(Adopt)Processing
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/SPP_Adopt_Details.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Set_Options_Payroll.htm#UseFullSAPProcessing
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/SAP_Details.htm
mk:@MSITStore:C:/Program%20Files%20(x86)/Pegasus/O3%20Client%20VFP%201.40.00/PayrollPersonnel.chm::/Payroll/Copy_NI_Tables.htm
opera.chm::/System/Update_Data_Structures.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Copy_NI_Tables.htm

Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

1.8.2 PAYE/NI/SSP/SMP/SPP/SAP Entries

e
“ PAYE/NI/Stat, Payments @
PAYE & Misc. |NI ER's H MIEE's H 55P || Other Stat. Payments
Date Table Becomes Effective : | 06,/04/2012 E] First Week Number for Table 1=
Year Mumber for Table : 1213 First Month Number for Table : 1=
cumiatve PATE Cumuiatve P — — — —
%Rate  Bandwidth %Rate  Bandwidth - Student Loans — — o —
.
1[0 i Annual Threshold : 15795 I -I
2 | 20,00 34370 12 I I
% Rate : 9.00 M
3 | 40.00 150000 13 . MOYed from Set_
e e— — o — — = Options (Tab 3) in the
4 | 50,00 14
2012 Upgrade v1.4x.xx
5 i5 .
B 16
GEE—— @ EEE—— T E———— J
7 17
f — o — o — o E— _l
8 18 PAYE
9 19 | Emergency Tax Code : 8100 =
- — o — T E——— W —
10 20 Base Rate : 2

oan] @

Box Description . HM Revenue
Date Table The date the table becomes effective. This is for reference purposes only. The tax year and &Customs
Becomes period number for the payroll control whether the table is current or not. The table becomes
Effective current when its tax year matches the entry in the Current Tax Year box on the Payroll Options Refer to HMRC websit
form, and the week or month number matches the one you enter when you use the Calculation : eter ? b W; S|_Ie
command or . urther etal's
) regarding PAYE, in
Year Number The tax year (for example, 0607 for the tax year 2006-2007) when the table becomes effective. Eig'w'%’ the CWG2 &
for Table The table becomes current when the entry in this box matches the entry in the Current Tax Year guides.
box on the Payroll Options form, and the week or month number matches the one you enter www.hmre.gov.uk
when you use the Calculation command.
First Week The first week number when the table becomes effective. The table becomes current when its
Number for tax year matches the entry in the Current Tax Year box on the Payroll Options form, and the
Table entry in this box matches the current pay period.
First Month The first month number when the table becomes effective. The table becomes current when its
Number for tax year matches the entry in the Current Tax Year box on the Payroll Options form, and the
Table entry in this box matches the current pay period.

PAYE % Rate & The percentage rate of PAYE that correspond to the cumulative bandwidth. Up to 20 different
Bandwidths rates can be entered. Take care to ensure these figures are correct. If in doubt contact your
local tax office.

Cumulative The bandwidth that sets the limit for the corresponding percentage rate of taxation.

Bandwidth

Base Rate The number that identifies which of the PAYE rates you have entered is the base rate. The base
rate entered determines the calculation of tax contributions for employees who have a tax code
of BR.

Student Loan An annual threshold that determines whether student loan repayments are calculated. The employees

Threshold qualifying pay must be above this threshold and the repayment amount is then calculated by deducting this

threshold from the qualifying pay before multiplying by the percentage specified in the Student Loan % box.

Note: As the student loan threshold is expected to change annually you can define two levels if
required - one for Table 1 and another for Table 2.

Student Loan The student loan % is used in the calculation of loan repayments for employees whose qualifying pay is above
% the threshold specified in the Student Loan Threshold box and whose indicator is set.

Note: As the student loan threshold is expected to change annually you can define two levels if
required - one for Table 1 and another for Table 2.

Emergency Tax  The default emergency tax code. This is used when new employees are added to payroll for which a tax code
Code is not otherwise provided.

From 6 April 2011, a new tax code - D1 - is introduced. This code is for employees who earn more than
£150,000 per annum in their main job but also have other jobs, the earnings from which must be taxed at 50%
using the D1 code. These tax codes can be set up to calculate income tax on either a week1/monthl basis or
on a cumulative basis.
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'
NI ER's
& PAVE/NI/Stat. Payments @
Table 1 | Table 2
PAYE & Misc. | NI EE's H S5P ” Other Stat, Payments
< Employer >
Weekly Monthly Annual A B C D E F G J L 5
111,00 481.00 577200 | |
153.00 663.00 7I56.00 | T
770.00 3337.00 4004000 | & 13.80 13.80 13.80 10.40 10.40 13.80 10.40
805.00 3489.00 41885.00 |y 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
— e n s u| — m——
.
LEL:| 2= Employment Allowance Limit : 2000.00
- — o e— o — o —
R PT:| 2[5
usP:| 412
UEL:| 5=
9

Box Description

Weekly/Monthly The weekly NI bandwidths as determined by HMRC. The monthly and annual

and Annual Rates bandwidths are calculated automatically based on the weekly bandwidths.
Note: Monthly and annual bandwidths may need to be amended.

Employer The employer NI % rates according to the NI letter and bandwidth.

Columns A, B, C, D, E, F, G, J, L and S relate to the employer National Insurance %
Rates.

LEL The number that identifies the band (row number) representing the Lower Earnings
Limit. If an employee's pay is below the lower level, no NI contributions are payable by
the employee or employer. This lower limit is also used for pension contribution
calculations where no limit has been specified on the Payroll Options form or for
individual employee records.

Prev. LEL Val The value of the previous Lower Earnings Limit. This information is required by the
application for certain calculations. When you begin using rates from table 2, the
application sets this value automatically from the LEL in table 1.

Threshold The number that identifies the band (row number) representing the Earnings Threshold.
It must be a band between the LEL and the UAP .

Note: This threshold relates to the 2010-11 tax year only.

From 6 April 2011, the National Insurance Earnings Threshold will be split into two
thresholds - one for employees and another for employers. The employees' threshold is
called the Primary Threshold (PT) and the employers' threshold is called the Secondary
Threshold (ST). Each threshold will be set to different levels. The way to calculate
employees' and employers' NI has therefore changed.

ST The number that identifies the band (row number) representing the Secondary
Threshold which is the employers threshold for NI calculations.

Note: This threshold relates to the 2011-12 tax year only.

PT The number that identifies the band (row number) representing the Primary Threshold
which is the employees threshold for NI calculations.
Note: This threshold relates to the 2011-12 tax year only.

Allowance Limit

This option applies
from the 2014-15 tax
year.

The Employment
Allowance is £2,000 in
the 2014-15 tax year
and is available to most
employers to offset
against their Employer
NICs payment. HMRC
will offset the allowance
claimed against the
Employer Class 1 NICs
due. For more
information please see
the Employment
Allowance Help topic.
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The number that identifies the band (row number) representing the Upper Accrual Point
(UAP). It must be a band between the ET and the UEL (Upper Earnings Limit used in
the calculation of National Insurance).

This band can also be used to cap pension contribution calculations if the UAP is
specified in the Employee UEL box on the employee record, or in the UEL for Pension
box on the Payroll - Utilities - Set Options form.

If Advanced Pension Processing is enabled, the pension scheme record can be set to
cap pension calculations at the UAP.

The number that identifies the band (row number) representing the Upper Earnings
Limit. If an employee's national insurance-able pay exceeds the UEL, no employee NI
contributions are payable on earnings above the level. The employer is still liable for
contributions on the full insurance-able pay.

Note: This upper limit can also be used to cap pension contribution calculations where
no limit has been specified in the Employee UEL box on the employee record, or in the
UEL for Pension box on the Payroll - Utilities - Set Options form.

If Advanced Pension Processing is enabled, the pension scheme profiles can be set
to cap pension calculations at the UEL.

1.8.2.1 Pension Changes in 2012

From 6 April 2012, contracting-out of the additional State Pension on a defined
contribution (DC) basis will be abolished. By ‘defined contribution’ schemes this
means:

e Contracted-out money purchase (COMP) schemes.

e Sections of contracted-out mixed benefit (COMB) schemes contracted-out on a
DC basis.

e  Appropriate Personal Pension (APP) schemes and APP Stakeholder schemes.
Important aspects of this change

e  From the start of the 2012/13 tax year, all COMP National Insurance (NI) category letters
(for example: F, G, and S) will become obsolete, and must no longer be used from that point
onwards.

. Unless alternative arrangements are put in place for COMP employees to join a contracted-
out salary related (COSR) scheme, both the employer and those employees under state
pension age will be required to pay NICs at the not contracted-out rate i.e. from the start of
the 2012/13 tax year the employee will have to start using category letter A, B or J for
example.

e If alternative arrangements are put in place for COMP employees to join a COSR scheme,
both the employer and those employees under state pension age pay will be required to pay
NICs at the COSR contracted-out rate instead i.e. from the start of the 2012/13 tax year the
employee will have to start using category letter D, E or L for example.

Employer action
Employers who currently operate defined contribution schemes must:

. Discuss these changes with the pension scheme trustees and/or their advisors, especially
with respect to how the pension scheme will operate following the changes.

. Consider any scheme changes to account for the fact that NICs rebates will no longer be
available for those employees who will switch to paying NICs at the not contracted-out rate.

e  Ensure that they apply the correct NIC category letter to each of their employees from the
start of the 2012/13 tax year.

Opera 3 and Opera Il assistance for the employer

Opera Payroll will be enhanced to assist employers with the transition of their employees
from COMP to non-COMP, for example:

e  The Payroll End of Year Cleardown will, by default, automatically replace COMP employee
category letters with an appropriate not contracted-out letter (ready for the start of the
2012/13 tax year). Where such category letter replacement is applied, an audit report will
produced listing the employees affected.

Can a
COMP L
Pension
scheme
still be
applied to
an EE with
a NI Code
of A?

Yes they can — but the
EE Profile has the
COMP Member tick
removed and the
system will act like a
CIMP Scheme
(Contracted In). The
SCON is not kept
against the EE in the
NI settings, but
pension information
should be historically
available —i.e. on the
Pension Profile etc.
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The employer will however have the ability to specify at Employee Profile level that COMP
category letters should instead be replaced with an appropriate COSR letter during the End

of Year Cleardown.

e A new Pension Scheme Transfer process will be introduced to allow the employer to transfer
a range of employees from one pension scheme to another; for example: to transfer
employees from the existing COMP scheme to an alternative company pension scheme.

Note: the Pension Scheme Transfer process will only be available where the employer
uses advanced pension processing within Opera.

NI EE's

& PAYE/NY/Stat. Payments

Table 1 | Table 2

PAYE & Misc. || NIER's

S5P ” Other Stat. Payments

770.00 3337.00
817.00 3540.00

<
Weekly Monthly Annual A B C D E F G 1 L 5

107.00 464.00 556400
144.00 624.00 7488.00 5
146.00 534.00 7605.00  p

40040.00 | & 12.00 5.85 10.60 5.85 2.00 2.00
42475.00 | 12.00 5.85 12.00 5.85 2,00 2,00
2.00 2.00 2.00 2.00 2.00 2.00

oo @

Box Description

| Employee The employee NI % rates according to the NI letter and bandwidth.

Summary of NI Codes for Employer/Employee

Category A Contributions

Most employees will make Category A contributions.

Category B contributions

To be used for those married women who hold a Certificate of Election

Category C Contributions

To be used for an employee who is past their retirement age. Nil
contributions are calculated for the employee although the employer is still
liable.

Category D and E
Contributions

To be used for those employees who have contracted out of SERPS
(State Earnings Related Pension Scheme, or State Second Pension).
These employees and employers will pay reduced rates of National
Insurance contributions and will possibly belong to a COSR (Contracted
Out Salary Related Scheme) administered by the employer.

Category F and G

To be used for employees who have contracted out of SERPS (State Earnings
Related Pension Scheme) and belong to a COMP (Contracted Out Money Purchase
Scheme). These employees and employers will pay reduced rates of National
Insurance contributions. — Zeroised for 2012 COMP Changes

Category J To be used for non-contracted out employees with valid Certificates of
Deferment.

Category L To be used for employees with valid Certificates of Deferment who are
Contracted-Out-Salary-Related.

Category S For employees who have more than one job and do not pay National Insurance

contributions in one or more of their jobs. The employer will pay NIC’s and will be
given a Certificate of Deferment (CA2700). These rates are at the COMP
contributions rates— Zeroised for 2012 COMP Changes

HMRevenue
&Customs

Refer to HMRC website
for further details, in
CWG2,

particular  the
E12 & CWG5 (CA44 for
Directors NI) guides.

www.hmre.gov.uk
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National Insurance Contributions

National Insurance contributions (NICs) are calculated and displayed according to
these bandwidths:

1d Earnings above the Upper NI letter rate uses the ‘U’
Accrual Point up to and including line on the NI tables
the Upper Earnings Limit

1c Earnings above the Earnings NI letter rate uses the ‘A’
Threshold up to and including line on the NI tables
the Upper Accrual Point

1b Earnings above the Lower NIC Rebate for
Earnings Limit up to and employees in COMP and

including the Earnings Threshold COSR schemes is still
calculated using this
bandwidth

la Earnings at the Lower Earnings
Limit

e NICs are zero up to the Earnings Threshold level, but are calculated on all
earnings above the Earnings Threshold at the appropriate rate.

e The to-date totals for NICs are calculated and stored in temporary files as a result
of the calculation procedure.

e The values on the employee To-Date form are updated once the Update has
been completed for the pay period.

e NIC rebates are only deducted after all other employee and employer NICs have
been done.

Note: Contracted out Money Purchase (COMP) occupational pension schemes
that operate on a defined contribution basis will be abolished from 6 April 2012.
This affects NI category codes F, G and S, which are used for employees' in
COMP schemes and Appropriate Personal Pension (APP) schemes for directors.
These pension schemes and the NI codes F, G and S will be invalid from 6 April
2012.

Accumulating To-date Totals

The to-date totals for NICs are calculated and stored in temporary files as a result
of the calculation procedure. The relevant boxes on the To-Date form are updated
when you use the Update command on the Utilities submenu.

The employee NI % rates according to the NI letter and bandwidth.
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SSP Notes ............
" PAYE/N/Stat, Payments >
Table 1 | Table 2
Add

PAYE & Misc. ” NIER's ” NI EE's | Other Stat. Payments

Rate Range
0 107.00 Waiting Days : 3
1 85.85 Days to make PIW : 4
2 PIW Link Period Days : 56
3 Maximum SSP Weeks : 28
4 Warning Week No. : 23
5 Max PIW Link Years : 3
6 Relevant Period : 8
7 Recovery Percentage : | 13.00

Con] @

Box Description HM Revenue
- & Customs
Rate The SSP rate that corresponds to the SSP range. SSP rates and ranges are used by the
application to calculate the employee's SSP daily rate based on the employee's earnings on
which national insurance is deductible. Refer to HMRC website
for further details, in
Range The SSP range that corresponds to the SSP rate. SSP rates and ranges are used by the particular the E14 guide.

application to calculate the employee's SSP daily rate based on the employee's earnings on
which national insurance is deductible.

www.hmre.gov.uk

Waiting Days The number of qualifying days in a period of incapacity for work (PIW(Period of Incapacity for
Work)) during which SSP is not payable. These are called waiting days. If PIWs are linked
there are no waiting days in the second (or later) spells of sickness.

Days to make The number of qualifying days that constitutes the start of a PIW.

PIW

PIW Link The number of days that determines whether PIWs are linked, which is normally if the gap
Period Days between them is 56 days or less.

Maximum SSP  The maximum number of weeks SSP entitlement. The application will warn you if you
Weeks approach this limit when you reach the warning week number specified below.

Warning Week  See above.

No.

Max PIW Link The maximum number of years over which PIWs can be linked.

Years

Relevant The relevant period for SSP. Currently, for weekly-paid employees, the relevant period is the
Period 8 weeks ending on the last payday before your employee went sick.

Recovery The percentage of SSP which you may be entitled to recover under the Percentage
Percentage Threshold Scheme. Unless you qualify under the Percentage Threshold Scheme you are not

entitled to recover any of the SSP paid to your employees.

Old SSP Rate The SSP rate from the previous Table 1 figures. This allows for calculation of SSP where the
1 date of absence is prior to the start date of the rate now stored in Table 1.
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Other Stat. Payments

& PAVE/NI/Stat. Payments

Table 1 | Table 2

: )
Earnings Related % Rate : 90.00 \Weeks For Maternity Pay Period : 39 :Eamings Related % Rate : 90.00 £y
Standard Rate 135.45 Weeks for Earliest MPP Start : 11 :Siandard Rate : 135.45 g
Max Wks for Eamn Rel % Rate : 3 Weeks for Medical Evidence : 20 :Weeks For Paternity Pay Period : 2 :
Max Wks for Standard Amount : | 33 Qualifying Weeks : 15 :Tlme Limit Days : 56 :

*

Redlaim Percentage Regular :
MIC Compensation % Regular :
Redaim Percentage SER. :

MIC Compensation % SER. :
Use Minimum Value :

Any Day MPP Start :

92,00

“Employee Notification Days : 28
S *s Sallele S % Sulli®s Salel
SAP

Weeks for Continuous Employment :

0.00

100.00 Pregnancy Related Iiness Weeks : Earnings Related % Rate : 90.00

26

Pregnancy End Weeks : 16
4

28

3.00 Employee Motification Days : Standard Rate 135.45

Relevant Period : 8 Weeks for Adoption Pay Period : | 39

Weeks for Earliest APP Start : 2
s Tl =

]

Earnings Related %: Rate :
Standard Rate :

90,00 | Min. No. of APL Weeks : 2 Employee Motification Days : 56

135.45 | Weeks For Earliest APPP start : 20

SMP

Box

Earnings Related %
Rate

:
)

Description

The earnings related percentage rate of Statutory Maternity Pay (SMP).

Standard Rate

The standard rate of SMP.

Max Wks for Earn
Rel % Rate

The number of weeks over which the earnings related percentage rate of SMP applies.

Max WKks for
Standard Amount

The number of weeks over which the standard amount of SMP applies.

Reclaim Percentage
Regular

The percentage of recovery of SMP you can reclaim if you are not entitled to the Small
Employer's Relief (SER).

NIC Compensation
% Regular

The percentage of National Insurance Contribution compensation you can claim if you
are not entitled to the Small Employer's Relief (SER).

Reclaim Percentage
SER

The percentage of recovery of SMP you can reclaim if you are entitled to the Small
Employer's Relief (SER).

NIC Compensation
% SER

The percentage of National Insurance Contribution compensation you can claim if you
are entitled to the Small Employer's Relief (SER).

Use Minimum Value

This option must be selected until new legislation that comes into affect from April 2003,
when it must be cleared. From April 2003, legislation will increase the weekly flat rate of
SMP to the lesser of £100 or 90% of the woman's average weekly earnings. The change
in the payment rules means that the earnings related rate payable for the first 6 weeks
for which SMP is payable is no longer underpinned by the flat rate. Prior to April 2003,
the current minimum value is payable if the 90% happens to be lower.

Any Day MPP Start

Prior to April 2003, the MPP did always start on a Sunday because for SMP purposes in
all circumstances a 'week' is defined as a period of seven days starting on a Sunday.

New rules from April 2003 amended the definition of a week for cases where the MPP is
triggered by an early birth (either before or after the start of the 11th week before the
EWC) or by a pregnancy related iliness in the last four weeks before the EWC. In both
these circumstances the MPP will start with the day following the birth or the day after the
first complete day of absence from work because of a pregnancy related illness in the
four weeks before the EWC. For these cases a week will be defined as any period of
seven days.

Weeks for Maternity
Pay Period

The number of weeks during which SMP can be paid.

HMRevenue
&Customs

Refer to HMRC website
for further details, in

particular the E15 (SMP),
E16 (SAP) & E19 (SPP)
guides.

www.hmre.gov.uk
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Weeks for Earliest
MPP Start

The number of weeks that determines the earliest week that the MPP can start.

Weeks for Medical The number of weeks medical evidence can be accepted. You cannot accept medical Notes AAAAAAAAAAAA

Evidence evidence issued more than 20 weeks before the week the baby is expected.

Qualifying Weeks The number of qualifying weeks that apply to SMP. The entitlement to SMP is based on
calculating the employee's gross average weekly earnings over this number of qualifying
weeks.

Weeks for The number of weeks of continuous employment that are required to determine an

Continuous employee's entitlement to receive SMP.

Employment

Pregnancy End The number of weeks prior to the EWC at which SSP is payable if the baby is stillborn.

Weeks

Pregnancy Related The number of weeks before the expected week of confinement (EWC) which is relevant

lliness Weeks if the employee is absent from work with a pregnancy-related illness.

Employee The number of days notification that must be given by the employee before she intends

Notification Days to start her maternity leave.

Relevant Period The relevant period for SMP. This is currently a period of at least 8 weeks ending with
the last normal pay day before the end of the employee's qualifying week and beginning
with the day after the pay day that fell at least 8 weeks before that one.

SPP (Birth or Adoption) / OSPP
Box Description
Earnings Related The earnings related percentage rate of Statutory Paternity Pay (SPP).
% Rate
Standard Rate The standard rate of SPP.
Weeks for The number of weeks during which OSPP can be paid. OSPP cannot be paid for any
Paternity Pay week in the Paternity Pay Period (PPP (Paternity pay period)) in which your employee
Period does some work for you.
Time Limit Days The time limit, in days, past which the employee cannot receive paternity pay.
Employee The number of days notification that must be given by the employee before he intends
Notification Days to start his paternity leave.
SAP
Box Description
Earnings Related % Rate The earnings related percentage rate of Statutory Adoption Pay (SAP).
Standard Rate The standard rate of SAP.
Weeks for Adoption Pay The number of weeks during which SAP can be paid.
Period
Weeks for Earliest APP The number of weeks that determines the earliest date that the adoption pay
Start period can start.
ASPP
Earnings Related % The earnings related percentage rate of Additional Statutory Paternity Pay
Rate (ASPP).
Standard Rate The standard rate of ASPP.
Min. No. of APL Weeks The minimum number of weeks that an employee must take if they take additional
paternity leave. Employees cannot take fewer than this number of weeks
Additional Statutory Paternity Pay.
Weeks for Earliest APPP  The number of weeks that determines the earliest date that the additional
Start paternity pay period can start. The date is calculated as this number of weeks
from the baby's date of birth or the date of placement for adoptions.
Employee Notification The employee must apply for ASPP in writing at least eight weeks before ASPP is
Days due to start. You can delay the start of leave and pay until you have received
acceptable notice.
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1.8.3 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.

| Box Description

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.

L3 Copy Statutory Rates @

Source Copy from Company

@

Copy from Company

Effective Dates for this company's PAYE/MNI/Stat. Payments

Table 1 = 06/04f2011 Table 2 = 06/04/2012 V1.4x.xx offers more useful
o summary information based
System Default on the existing table
records
Table 1 = 06/04/2011 Table 2 = 06/04/2012

@ oK l ’ Cancel

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.
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To Copy NI Tables from the Demonstration bata .

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

2. Click Set Options.

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

4. Click OK.

Various methods are available to update the NIPY tables;

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

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

3.  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.

1.9 Scottish Tax Tables

Use the Scottish Tax command to maintain Scottish variable rates. The Scottish
Tax utility is provided for maintenance of Scottish variable rates from April 2000.
This can be used to maintain any variation in the tax tables for Scotland and
applies only to Scottish employees with the ‘S’ indicator. The Scottish tax is based
on the PAYE (Pay As You Earn) section of the form displayed when you use the
PAYE/NI/SSP  (Statutory Sick Pay) /SMP (Statutory Maternity Pay)
/SPP (Statutory Paternity Pay) command on the Utilities menu. You can choose to
maintain two tables.

" Scottish Tax ==
Table 1 | {Table 2
Date Table Becomes Effective : | 06/04/2012 | . First Week Number for Table : 1
Year Number for Table : 1213 First Month Number for Table : 1

PAYE

Cumulative Cumulative
%Rate  Bandwidth %Rate  Bandwidth

10.00 11

20,00 34370 12
40.00 150000 13
50.00 14

wom N @ o s W om e

10 20 Base Rate : 22

Cancel

©
e}

To maintain Scottish tax tables

1. 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.

Click the Table 1 or Table 2 tab as required.
Change the details required.

To store the details, click OK.

o e

Note: The rates and thresholds for Scotland are currently the same as those for
the remainder of the United Kingdom. This form does not therefore need to be
used until this situation changes.
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1.10 Pay Periods

3 Pay Periods : Monthly 3 Pay Periods : Weekly g|
Last Calculation Period : Last Calculation Period z7
This Calculation Period : This Calculation Period : 28

Weeks Company Holiday 0
Days Annual Holiday Days Annual Holiday =
)] oK 9 oK ] ’ Cancel

Use the Pay Periods command to determine the initial pay period or to view
current and last calculation periods, or to set up company-wide holidays. For a
new payroll, the entry displayed in the Last Calculation Period box is blank and
cannot be amended. You can enter the week or month number of the current pay
period in the tax year in the This Calculation Period box. Two-weekly and four
weekly payrolls have special rules applying to them:

e For two-weekly payroll. The week number you enter must be the last pay
week number of the two-week pay period and the number must be a
multiple of 2. The total range of permitted week numbers is from 2 to 54.

o For a four-weekly payroll, the week number you enter must be the last
pay week number of the four-week pay period and the number must be a
multiple of 4. The total range of permitted week numbers is from 4 to 56.

For all weekly payrolls, the system requires the entry of a week number in the
overall range 1 to 53. After each successive payroll calculation and period update,
the application automatically increments the numbers in the Last Calculation
Period and This Calculation Period boxes. For payrolls already in use, use the
Pay Periods command to view the period numbers maintained by the application
automatically.

1.10.1 Changing the 'This Calculation Period' box

The This Calculation Period box can be updated only if the Payroll has not been
calculated in the current tax year. In particular:

e The Last Calculation Period box must be empty

e There are no records on the Payroll - P32 Processing form for the current tax
year. This form gathers the P32 Employer Payment Record information for the
year.

1.10.2 Starting to use Payroll after the first period in
the tax year

If the calendar for a payroll group is created part way through the tax year, you
must set the This Calculation Period box on the Payroll - Utilities - Pay Periods
form to the correct period. It is automatically set to period 1 after the payroll group
is created but this will not be correct in these circumstances.
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1.10.3 Company Holidays
Notes

If you are operating a weekly payroll, you can define up to six weeks company ~  —

holiday in the Number of Weeks Company Holiday box. This places all

employees on holiday. You can also specify the number of days annual holiday to

be deducted from each employee’s annual holiday entittement in the Days

Annual Holiday box.

3 Pay Periods : Weekly EJ

Last Calculation Period : 27

This Calculation Period : 28

Weeks Company Haoliday E :%

Diavs Annual Holiday £

_H__-Q) ok l [ Cancel ]

Important: When you run the Update command after the Calculation, the pay
period is moved on by the number of weeks you enter in the Number of Weeks
Company Holiday box. You must not manually change the current pay period’s
number. The User may enter a value in the ‘Weeks Company Holiday’ that could
possibly take the payroll into the new Tax Year. You must not use this utility if the
employee is to get normal pay during the holiday period.

If an employee is going to take more holiday than the company holiday, it can be
overridden on an individual basis using the Payroll >> Processing Holiday
command. However, you should not update an employee's record with less
holiday than the number of weeks entered in the Number of Weeks Company
Holiday box.

To define the initial pay period

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

2. Click Set Options.

3. In This Calculation Period, enter the number that corresponds to the period
number from which your payroll calculations will begin.

4. To store the pay period details, click OK.

To define a company holiday

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

2. Click Set Options.

3. In Number of Weeks Company Holiday, enter the number of weeks closure to be
applied to all employees.

4. In Days Annual Holiday, enter the number of days holiday entitlement to be
deducted from employee records for the company closure.

5. To store the details, click OK.

To review pay period details

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

2. Click Set Options.

3. The period applicable when the calculation was last run is shown in the Last
Calculation Period box. The current period to be used for your next calculation is
shown in the This Calculation Period box.

4. To close Pay Periods form, click OK or Cancel.
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1.11 Coinage Notes
Use the Coinage command to specify the description and corresponding value of
coinage denominations, minimum coin number, minimum number of coins and
rounding value. These details only apply if you are paying your employees by
cash and want a breakdown of the notes and coins that make up each employee's
pay packet.

3 Coinage
Rounding Yalue : | D.1D| 1 || Fifties 50,00
2 || Twenties 20,00
3 || Tens 10,00
4 || Fivers 5,00
5 || TwoPound z.00
& || Pound 1.00
7 || s0p 0,50
& || 20p 0,20
g || 10p 0,10
10 || 5p 0,05
11 || zp 0,02
1z || 1p 0,01
Minirnumn Coin Mumber | n | 13 0.00
14 0,00
Minimum Number of Coins ¢ | E|| 15 0.00
@ [ oK I ’ Cancel
To define coinage
1. Open the Payroll folder and then click Utilities or click the Payroll & HR tab on the
Ribbon Bar and then click Payroll - Utilities.
2. Click Coinage.
3. Inthe boxes provided, complete the details of the coinage analysis.
4. To store the analysis of coinage, click OK.

1.12 Nominal Ledger Codes
Use the Nominal Codes command to enter the payroll control hominal accounts
and default cost centres. If the Payroll to Nominal option is selected on the
Options tab of the Company Profiles form in the System module, the codes you
identify here are used when transferring payroll details to the Nominal module.
The transfer is carried out when you use the N/L Analysis command on the
Utilities submenu in the Payroll module. You can select nominal codes from the
account records you maintain in the Nominal module. If you also have the Cost
Centres in Nominal option selected on the Company Profiles form, you can also
identify cost centres that you have defined in the Nominal module.
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k-.‘ Numinal CDdES El NOtes .............
Mask ML AccounthCC
Emplayers MI |W12D || |
Emplayers/Emplovess | | |E32I3 Q |
PAYE ; | |E320 Q.|
Employers COMP ; w1z I |
Emplovess/ers COMP | |E32IJ Q |
Wages Contral @ | |E31I3 Q |
\Wages Suspense O |W999 Q |
‘WWages Rounding O |E31D Q |
Emplovers Pension Contra : |W130 || |
Holiday accrual Conkra |W14D || |
@ ’ Kk ] [ Cancel l
If the Payroll to External Nominal option is selected on the Options tab of the
Company Profiles form in the System module, the codes you identify here are
used to determine the content of the CSV file created by the Payroll module's N/L
Analysis command; the content of which can be used to transfer payroll details to
an external nominal ledger. You can select nominal codes from those you
maintain using the Nominal Accounts command on the Maintenance submenu in
the Payroll module. If you also have the Cost Centres in External Nominal option
selected on the Company Profiles form, you can also identify cost centres that you
have defined using the Cost Centres command on the Maintenance submenu in
the Payroll module.
Even if you have not specified options to link to the Nominal module or an external
nominal ledger, you can still enter details of nominal codes. In this case, you can
'free-type' the codes that apply (as opposed to selecting predefined codes) and
they will be used to produce a journal report created when you use the N/L
Analysis command. This report prints details to assist you in making manual
journal entries in an external nominal ledger.
To define nominal codes
1. Open the Payroll folder and then click Utilities or click the Payroll & HR tab on the
Ribbon Bar and then click Payroll - Utilities.
2. Click Nominal Codes.
3. In the boxes provided, complete the details of the nominal accounts and, if
applicable, cost centres. If masking is to be applied, select the Mask option.
4. |If the Mask option is selected for one or more codes, you can define the masking
using the Masking tab.
5. To store the nominal code details, click OK.
Nominal Code Entries
Description
An option that determines whether you want to use 'masking' to identify nominal ledger
accounts. You define the masking using the Masking tab.
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Employers NI

Employers/
Employees

PAYE

Employers
COMP

Employees/ers
COMP

Wages
Control

Wages
Suspense

Wages
Rounding

Employers
Pension
Contra

Holiday
Accrual
Contra

The nominal code for the employer's NI costs.

The nominal code for the account that records the total NI liability due for payment to the
authorities.

The nominal code for PAYE.

The nominal code for the account that records the cost of COMP to the company.

The nominal code for the account that records the total COMP liability due for payment to the pensions
company.

The nominal code for the account whose balance represents the net pay due to the
employees.

The nominal code for the account that acts as a ‘safety valve’ to take care of any payroll
transactions which have been given incorrect nominal ledger account references.

The nominal code for the account to which period rounding values are posted. This applies
where you pay employees by cash and have elected to operate payroll rounding. The
balance of the account reflects the total overpayments made on the basis of pay rounding for
the tax year to-date.

The nominal code for the employer's pension contra account. Where you are operating a
company pension scheme with employer’s contributions, this is the account which records
employer’s pension contribution liabilities. These will be credit entries. The double entry of
such values is posted to the account which you nominate for the employer’s pension
‘deduction’ type.

The nominal code for the holiday accrual contra account. This is the account which records
your liability for employees’ holiday pay on the basis of the entitlement calculated on a value
basis. The double entry of such values is posted to the account which you nominate for the
holiday pay entitlement ‘deduction’ type.

Cost Centre

If using Cost Centres within the Nominal Ledger you may enter a cost centre here
which is associated with this nominal account.
values to the cost centre that you specify.
you may leave this field blank. In this case the system will take the Cost Centre
from the payroll department and post the value to that Cost Centre for each

department.

1.12.1

3 Mominal Codes

General | i

Selection Code - Source
- Position
- Code

Mominal Code Position ¢

Cost Centre Position :

1

Reference
123456 78
ABCDEFGH

S

M

M
o]

v =a=

=|=|c

Nominal Masking

3

Dept.Code  Mominal Code  Cast Centre

1234 123456 75
DKL MMOPQRST

1sk Digit of Mominal Code.
2nd Digit of Nominal Code.
3rd Digit of Nominal Code.
4th Digit of Nominal Cade.
Sth Digit of Nominal Code.
&th Digit of Nominal Code.
7th Digit of Nominal Code.

gth Digit of Nominal Code.

1sk Digit of Cosk Centre,
2nd Digit of Cost Centre,
3rd Digit of Cost Centre.

4th Digit of Cost Centre.

1234
L

oK l ’ Cancel

The system will then post any
If you are using payroll departments,

For further details regarding Nominal Masking, please refer to the Appendix

section.
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Accreditation Training Courseware
2 Maintenance

Various Maintenance records will need to be created for Processing and Analysis
purposes. These records are often associated to processing records created
such as “Employee Profile” and various respective analysis details. This section
for the Payroll Module is linked closely and forms part of the Set-Up section.

2.1 Payments & Deductions

Once you have created at least one employee record, you can use the Pay &
Deductions command on the Action menu associated with the Processing form to
enter the payment and deduction details for each employee. You can define which
payments and deductions are repeated for each pay period, unless overridden.
So once you have set up each employee’s payments and deductions, you only
need to make changes that are necessary on a period-by-period basis. The
application automatically calculates pay on all payments and deductions you have
chosen to repeat each period. You use the Add command on the Action menu on
the Payments & Deductions form to set up the payments and deductions for the
currently selected employee. Payments are set up on the Payments tab and
deductions on the Deductions tab.

<
=3
>
—t
®
>
Y
>
o
®

Notes: Employee pay records are not updated with the payments and deductions
you define until you use the Calculation command.

Changes to salaried and weekly-paid employees can also be recorded in the
Personnel application. Such changes update the salary or basic pay element
numbers identified in the Salary Number and Basic Pay Number boxes on the
Set Options form in the Personnel application.

2.1.1 Actions

When you click Action on the Payments & Deductions form, the following
commands are available:

Use this To
command

Zero This  Clear the payment or deductions value for the current pay period. In certain

Period circumstances, the application does this automatically during the payroll calculation
procedure. For example, if you attempt to pay an employee holiday pay who has not
sufficient holiday fund, no payment is made.

Add Item  Add a new payment or deduction to the employee record that does not exist on the
employee profile.

Calculate  Display the results of calculating the pay for the employee this period.

Analysis Assign nominal dimensions to the employee. This only applies if you have the
Advanced Nominal Ledger or an external nominal ledger. Note that dimensions
assigned on this form apply to all payments and deductions for the currently selected
employee.
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2.1.2 Payments NOtes .............
Box Description |

Perm. A 'permanent’ value to be repeated each pay period. Although described as

Value '‘permanent’, you can change it at any time. You can override it for a given pay period

by making an entry in the Temp. Value column or update it using the Pay/Ded
Changes command on the Payroll - Global Changes menu. An example of a
permanent payment is a salary.

Temp. A temporary value you want to use for the current period only. You can use this to
Value override the value in the Perm. Value box or for occasional payments, such as one-
off expenses.

The box can also be used to manually override calculated statutory payments

(Statutory Sick Pay, Ordinary Statutory Paternity Pay or Additional Statutory
Paternity Pay) or @payments.

Note: For details of salary sacrifice arrangements including how statutory payments
and leave can be affected, please see .

Tip: For the steps to set up automatically calculated salary sacrifice payments in
Opera 3, see the and Help topics.

Units The number of hours for the rate or, in the case of SSP / SMP units, the number of
days. If payments are made on the basis of the number of hours worked, you can
enter the number of hours each pay period. If the Retain Units option is selected on
the Payment Profiles form for the payment concerned, the units are retained and
displayed as a default in the subsequent periods. For example, you might want to
retain a standard number of working hours for a basic pay element, while leaving
overtime elements open without a default. Fractions of hours are treated as either
minutes or decimals according to the selection in the Hours and Minutes option on
the Options Page 2 tab of the Set Options form.

Rate The rate per unit. This only applies if you have made an entry in the Units column.
Pay is calculated by multiplying the units by the rate.

Description  The name of the payment profile.

T.P The calculated value of the payment for this period.

T.D.L.P The cumulative year to-date value up to the end of last period.
Note: You can change the value in this box, but this should only be done before you
use the Calculation command or where you are creating a new payroll part way
through the pay year.

T.D.T.P The cumulative value of all payments for the profile for the pay year to-date, including
the calculated value of the payment for this period.
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2.1.2.1  Statutory Maternity Pay Payments

It may be necessary to supplement the amount of Statutory Maternity Pay
calculated by the payroll software in specific circumstances. For example, if an
employee qualifies for a pay rise at any time between the start of the period used
to calculate SMP and the end of maternity leave, the amount of SMP paid needs
to reflect that pay rise. If you are using full SMP processing within the payroll (that
is, you have the Use Full SMP Processing option selected on the Options Page
2 tab of the Payroll Options form), you will need to set up a new payment profile.
Refer to the SMP Adjustments section of the SMP_Details topic.

If you are not using full SMP processing with the payroll, you can simply override
the amount of SMP paid within any period.

2.1.2.2  Salary Sacrifice Payments

You can set up value-based salary sacrifice payments for employees who agree
to give up some of their contractual cash pay in return for non-cash benefits.
Value-based salary sacrifices can be set up either for a pension contribution or for
other types of contribution, for example child care vouchers or the Cycle to Work
scheme. When Advanced Pensions Processing is in use you can also set up
percentage based salary sacrifice pension payments so that salary sacrifice
payments are calculated automatically.

This can be financially beneficial to both you the employer and also to the
employee because of lower Income Tax and National Insurance contributions. If
the employee's pay is subject to an attachment order you should contact HMRC
to check whether their attachable pay is affected.

This is not a deduction from pay but rather an agreement to give up part of cash
pay in return for non-cash benefits. They are displayed as a negative payment
(not a deduction) on both the Payments tab of the Payroll - Processing - Pay &
Deductions form and on the employee's payslip.

Note: For details of salary sacrifice arrangements including how statutory
payments and leave can be affected, please see
www.hmrc.gov.uk/payerti/payroll/special-pay/salary-sacrifice.htm.

Tip: For the steps to set up automatically calculated salary sacrifice payments in
Opera 3, see the To Set Up Salary Sacrifice for Pensions and To Set Up Non-

Pension Salary Sacrifice Help topics.

2.1.3 Deductions

Note - forcing deductions to be taken before pension deductions: If you do not
use Advanced Pension Processing, and need a particular deduction to be
calculated before a pension deduction, that deduction's profile code must have a
lower number on the Payroll - Maintenance - Deduction Profile form than the
pension's profile code. For example, if an employer wants to contribute to a
holiday fund after a deduction has been made for their pension, if the deduction
profile's code for the pension is '003', the deduction profile's code for the holiday
fund payment must be '001' or '002'. It cannot be '004' or higher.

This does not apply if you use Advanced Pension Processing, the application
calculates the payments without needing the deduction profiles to be set up in this
way.
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Box Description Notes

% Percentage deductions are applicable only to deduction types P, X, V'and H. |
Add '%' to the % column to treat the permanent value as a percentage. For a
description of these deduction types, see the Deduction Profile Help topic.

If you are using the advanced pension processing facilities and the deduction type
is P, X or V, you cannot amend this value here.

Note: Percentage deductions are always calculated on gross pay, even if the
deduction profile's Deduct Before Tax or Deduct Before NI options are selected.

Perm. A 'permanent' value to be repeated each pay period. Although described as

Value 'permanent’, you can change it at any time. You can override it for a given pay
period by making an entry in the Temp. Value column or update it using the
Pay/Ded Changes command on the Payroll - Global Changes menu. An
example of use for a permanent deduction is a contribution to a union fund. If you
are using the advanced pension processing facilities and the deduction type is P, X
or V, you cannot amend this value here.

Temp. A temporary value you want to use for the current period only. You can use this to

Value override the value in the Perm. Value box or for occasional deductions, such as:

The recovery of an invoice value which has been paid on the employee’s behalf.
Pension contributions that are refunded if an employee opts out of a pension (see
below).

Units The number of hours for the rate. If deductions are made on the basis of the
number of hours worked, you can enter the number of hours each pay period. If the
Retain Units option is selected on the Deduction Profiles form for the deduction
concerned, the units are retained and displayed as a default in the subsequent
periods. Fractions of hours are treated as either minutes or decimals according to
the selection in the Hours and Minutes option on the Options Page 2 tab of the Set
Options form. If you are using the advanced pension processing facilities and the
deduction type is P, X or V, you cannot amend this value here.

Rate The rate per unit. This only applies if you have made an entry in the Units column.
The deduction is calculated by multiplying the units by the rate. If you are using the
advanced pension processing facilities and the deduction type is P, X or V, you
cannot amend this value here.

Description  The name of the deduction profile.

T.P The calculated value of the deduction for this period.

T.D.L.P The cumulative year to-date value up to the end of last period.

Note: You can change the value in this box, but this should only be done before
you use the Calculation command or where you are creating a new payroll part
way through the pay year.

T.D.T.P The cumulative value of all deductions for the profile for the pay year to-date,
including the calculated value of the deduction for this period.

2.1.3.1 Pension Overrides
An override would be necessary if, for example, a refund was paid to someone
who opts out of an auto enrolment pension after making one or more
contributions. The exact override value entered is used, regardless of how the 'net
of basic rate tax' option is set on the Payroll - Maintenance - Pension Scheme
form for the pension scheme. This applies to both positive and negative values.
2.1.3.2  Net of basic rate tax
If the 'net of basic rate tax' option is selected on the pension scheme record, then
a calculated pension contribution excludes basic rate tax relief. However, if an
override value is entered in the Temp. column on the Pay & Deductions form to
override a pension contribution Opera does not deduct basic rate tax from that
value.
For example, if the basic tax rate is 20% and the total contribution to the pension must be
£100.00 (4/5 of the total contribution is paid and 1/5 is claimed in tax relief from HMRC),
the contribution will be calculated as described below but any override value you enter will
not include tax relief.
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Net of

basic

rate tax

option

Automatically calculated contribution

Override
contribution or
refund entry

contribution). In this situation £25.00 (1/5 tax relief) will be

claimed by the pension provider.

Ticked The actual deduction will be £80.00 (4/5 of the total £80.00 or £-80.00 for
contribution). The remaining £20.00 (1/5 tax relief) will be a refund.
claimed from HMRC by the pension scheme provider.

Not ticked The actual deduction will be £100.00 (4/5 of the total £100.00 or £-100.00

for a refund.

2.2

Payment Profiles in more detail

Use the Payment Profile command to define payment characteristics that are

common to groups of employees or to individual employees.

Payments

subsequently made to employees are identified and processed according to the
attributes of these profiles. There are several profile types available including
those that require special treatment, such as statutory sick pay, statutory
maternity pay, and so on, and a 'default' type for all other payments.

Note: If you make changes to a payment profile, they will only take effect after
you next use the Calculation command.

%

Payment Profile : 001 - Basic Ellﬁl@
Payment Code: 001 Description : Basic
Type : E Default [] Mask NL Code

[ Printif zero Mominal Code : | W110 Q

[ Multiply for Holidays Retain Units

Print Balance Taxable
Balance Description @ | Year T.D. NI'able
Auto Align : N |Z| None [ Pensionable

Hol'able
Balance Mumber : 0 [7] Attachable
Last Modified Date : | 18/06/2014 [7] Auto Enrolment
Triv. Commut. : Mo |Z|

[ salary Sadifice
Type :
Pension Scheme :

Q

Modified

To Define Payment Profiles

1. Open the Payroll folder and then click Maintenance or click the Payroll & HR tab
on the Ribbon Bar and then click Payroll - Maintenance.
2. Click Payment Profile.
3.  On the Record menu, click New.
4. Inthe boxes provided, enter the profile details.
5. On the Record menu, click Save.
Note: If you subsequently amend a profile, the changes you make will not take

effect until you next use the Calculation command.
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An employee profile will have a maximum of 50 payments and 50 deductions that
can be specified against it, however, for an individual employee, up to 999
payments and deductions could be added over and above those defined on the
employee profile.

Box

Payment
Code

Description

Type

Print If Zero
Multiply for

Holidays

Print Balance

Balance
Description

Auto Align

Description

A reference automatically assigned to identify the profile.

A description of the profile up to 10 characters. Key in a description of the payment profile
that will appear on the employee’s payslip. This text box may not be left blank, and will identify
payment profiles during period payment processing. This description will also appear on
various payroll reports and can also be used for selecting a profile during procedures such as
employee record creation and payment processing.

An option that determines the type of payment. You can select one of the following from a list:
The software has pre-defined ‘types’ of Payment Profile.

This field informs the system whether the payment profile is a normal payment or is to be used
to calculate SSP, SMP, Tax Credits, CIHP, OSPP or SAP. Blank The default setting for any
payment types other than those identified below;

. Blank - the default setting for any payment types other than those identified below
. S for Statutory Sick Pay

. M for Statutory Maternity Pay

. | for Construction Industry Holiday Payments

. D for Ordinary Statutory Paternity Pay (Birth)

. E for Ordinary Statutory Paternity Pay (Adoption)
. F for Statutory Adoption Pay

. T for Statutory Maternity Pay top-up

. J for Additional Statutory Paternity Pay (Birth)

. K for Additional Statutory Paternity Pay (Adoption)
. B Benefit 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. 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.

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.

An option that determines whether the payment defined by this profile is printed on employee
payslips regardless of the value.

An option that determines whether permanent payment values associated with the profile are
multiplied for holidays by the number of weeks the employee is taking. This only applies to
employees paid weekly. If the option is not selected, the payment will be made in the last
working period paid before an employee’s holiday, that is, the current pay period at the time of
payment, but not for the holiday periods.

An option that determines whether the balance of payments associated with the profile is
printed on employee payslips.

A balance description of up to 10 characters. This only applies if you have selected the Print
Balance option. The description prints alongside the payment balance on the payslip.

An option that determines the default position of the cursor for the entry of period payments
you make using the Payments command on the Processing form. The selection determines in
which column of the form the cursor is initially located. You can select one of the following
from a list:

N (for 'none' if you do not want to specify a default)
1 (Permanent)
2 (Temporary)

2033795 - How can Salary
Sacrifice be processed in
Opera 3

Please find below an
EXAMPLE/SUGGESTION on
how this maybe set up in Opera
3. Also note the figures are a
guideline, the IR figures for
childcare vouchers maybe
different to the ones used
below.

Question As from the 6th April
2005 an employee was entitled
to childcare vouchers that are
not taxable or niable up to a
value of £50 for weekly paid
employees or £216.67 for
monthly employees. How do |
set this up on the system?

Answer

The Childcare vouchers are
part of a salary sacrifice
scheme so you would need to
reduce the salary by the total
amount of the childcare
vouchers.

For example on a weekly paid
employee they are entitled to
£50.00 of childcare vouchers
that are not taxable and niable
so you would set it up as
follows Weekly salary of
£400.00 Employee takes
£70.00 as childcare vouchers.

Create a new payment profile
for Childcare that is not taxable
and not niable

Create a new payment profile
for Childcare that is taxable and
not niable (you may already
have one of these set up)

Create a new deduction profile
for Childcare (to be taken after
tax and NI (you may already
have one of these set up)

Employer would then pay the
employee as follows:

Normal Salary - £330.00

Childcare Payment - £50.00 -
not taxable or niable

Childcare Payment - £20.00 -
taxable not niable

Childcare Deduction - £70.00

This would mean that no tax
and NI is calculated on the
£50.00.

The same scenario would apply
to a monthly paid employee,
however the value for the
voucher that is not taxable and
niable is £216.67. This is only a

3 (Units) recommendation, it is entirely
4 (Rate). up to the employer as to how
the run the salary sacrifice
scheme.
r)
o
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Balance
Number

Mask NL
Code

Nominal
Code

Retain Units

Taxable

Nl'able

Pensionable

Hol'able

Attachable

Auto
Enrolment

Triv.
Commut.

A number that identifies the deduction profile balance. An entry in this box indicates that you
want the corresponding accumulated deduction balance to be reduced by the amount of | s
payments associated with this profile. For example, you might set up a deduction balance that Notes

accumulates holiday pay, which is subsequently reduced whenever holiday pay is issued.

By keying the last three digits of the deduction profile code this instructs the system which
deduction profile the payment is to be deducted from. Leaving this field blank signifies that the
payment is not to reduce a deduction balance.

An option that determines whether the nominal ledger account code for payments associated
with the profile are 'masked' for analysis purposes. See the topic Nominal Codes for further
details about masking.

A reference that identifies the nominal account code for the analysis of payments associated
with the profile. If you have either the Payroll to Nominal or Payroll to External Nominal option
selected on the Options tab of the Company Profiles form in the System module, you can
select an account from a list. In this case, the accounts will be defined either using the
Accounts command on the Maintenance submenu of the Nominal module or the Nominal
Accounts command on the Maintenance submenu of the Payroll module.

An option that determines whether units recorded for payments associated with the profile are
retained after you use the Update command. For example ‘basic pay’ you would probably
choose to do so, but overtime you would probably not. By setting the check box ON indicates
to retain units, beyond a payroll update.

An option that determines whether payments associated with the profile are subject to PAYE

An option that determines whether payments associated with the profile are included in the
calculation of National Insurance contributions. National Insurance Contributions are
calculated from an employees gross pay before PAYE is deducted.

An option that determines whether payments associated with the profile are included in the
calculation of pension contributions.

An option that determines whether payments associated with the profile are included in the
calculation of holiday funds accrued against a deduction type of 'H'. This function can be used
for holiday calculations where holidays are calculated on a basis of a percentage of gross pay.
By setting the check box ON indicates to the system to calculate and accumulate holiday
entittement in the form of holiday accruals.

An option that determines whether payments associated with the profile are eligible for
deductions against attachment orders. All taxable Payment Profiles should be marked as
‘Attachable’, with the exception of Tax Credits, SMP and OSPP (Birth) types. This allows an
Attachment of Earnings Order to correctly identify which payments count toward the
employee’s earnings figure calculation.

An option that determines whether payments associated with the profile must be taken into
account when calculating auto enrolable earnings for pension contributions.

Note: For an introduction to auto enrolment, sometimes referred to as 'Workplace Pensions
Reform’, see the Introduction to Auto-Enrolment Help topic.

An option for ‘trivial commutation pension payments’, which is a term used by HMRC for small
pension funds which are paid in full. These payments need to be identified separately in a pay
period's Full Payment Submission (FPS). Select one of these options as appropriate for the
type of lump sum paid in place of a small pension (other than other lump sum benefits and
serious ill health):

. Trivial commutation lump sum (TCLS)
. Other lump sum (from personal pension schemes)
. Other lump sum (from occupational/public service pension schemes).

The default setting for this option is 'No'. It does not need to be changed unless required for
the reasons explained.

Tip: For details of Real Time Information, see the Introduction to Real Time Information Help
topic for details.
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Salary An option that controls whether the payments associated with the profile should be included in
Sacrifice salary sacrifice calculations.

You can set up value-based salary sacrifice payments for employees who agree to give up
some of their contractual cash pay in return for non-cash benefits. Value-based salary
sacrifices can be set up either for a pension contribution or for other types of contribution, for
example child care vouchers or the Cycle to Work scheme. When Advanced Pensions
Processing is in use you can also set up percentage based salary sacrifice pension payments
so that salary sacrifice payments are calculated automatically.

This can be financially beneficial to both you the employer and also to the employee because
of lower Income Tax and National Insurance contributions. If the employee's pay is subject to
an attachment order you should contact HMRC to check whether their attachable pay is
affected.

This is not a deduction from pay but rather an agreement to give up part of cash pay in return
for non-cash benefits. They are displayed as a negative payment (not a deduction) on both the
Payments tab of the Payroll - Processing - Pay & Deductions form and on the employee's
payslip.

Note: For details of salary sacrifice arrangements including how statutory payments and leave
can be affected, please see www.hmrc.gov.uk/payerti/payroll/special-pay/salary-sacrifice.htm.

Tip: For the steps to set up automatically calculated salary sacrifice payments in Opera 3, see
the To Set Up Salary Sacrifice for Pensions and To Set Up Non-Pension Salary Sacrifice Help
topics.

This feature is available in Opera 3

Type Select either 'Pension’, or ‘Other" for other types of contribution - for example
child care vouchers or the Cycle to Work schemes.

Pension A code that identifies the pension scheme that the salary sacrifice will be
Scheme paid into. You can create one salary sacrifice payment profile for any
pension scheme. This applies only if Advanced Pension Processing is used.

Trivial Commutations

Type of lump sum paid in place of small pension (other than lump sum death
benefits and on serious ill-health). Indicate one of the following;

A) Trivial commutation lump sum (TCLS)
B) Other lump sum (personal/non-occupational pension scheme)

C) Other lump sum (occupational/public service pension scheme)

http://www.hmrc.gov.uk/payerti/payroll/pension-payments/special-situations.htm#1

Benefits in Kind
Payrolled Benefits

Certain benefits — You can find guidance on this in HMRC’s booklet CWG2
Employer Further Guide to PAYE/NICs (pages 62-67)

http://www.hmrc.gov.uk/guidance/cwg2chapter5.pdf

Enter the value of benefits in kind on which PAYE has been operated, via the
payroll in this pay period. Benefits can only be taxed in this way with the prior
agreement of HMRC.

Pensions payments through the Payroll

There are a number of rules regarding processing Pension Payments through the
Payroll. HMRC guidance can be found @
http://www.hmrc.gov.uk/paye/payroll/pensions.htm
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2.3 Deduction Profiles in more detall

Use the Deduction Profile command to define deduction characteristics that are
common to groups of employees or to individual employees. Deductions
subsequently taken from employees' pay are identified and processed according
to the attributes of these profiles. There are several profile types available
according to the type of deductions you want to make.

Note: If you make changes to a deduction profile, they will only take effect after
you next use the Calculation command.

&+ Deduction Profile : 001 - Ees CoPen

Deduction Code: 001 Description : | Ees CoPen

Type : P |Z| Employees Pension [ Mask ML Code

Pension Scheme : COPEMSION @) | Company pension scheme

Nominal Code :

[] Print if Zero
[] Multiply for Holidays
["] Print Balance

Balance Description | Year T.D.
Auto Align : N |Z| MNone

Last Modified Date « | 12f12/2005

Attach. Order Type : E330 Q

7] Retain Units

Deduct Before Tax

7] Deduct Before NI

|| Deduct Before Pension

7] beduct Before Holiday

|| Deduct Before Attachment
Negative Hol Fund

Er's Salary Sadrifice NI Saving

To define deduction profiles

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

Click Payment Profile.

On the Record menu, click New.

In the boxes provided, enter the profile details.
On the Record menu, click Save.

a s Db

Note: If you subsequently amend a profile, the changes you make will not take
effect until you next use the Calculation command.

Deduction Profile Entries

Box Description

Deduction
Code

A reference automatically assigned to identify the profile.

Description A description of the profile up to 10 characters.
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Type An option that determines the type of deductions associated with the profile. You can select
one of the following from a list: Blank The default setting for any deduction types other than |
those identified below: Notes

. C For charity donations. The system will deduct donations during payroll calculaton |
up to the maximum official levels as defined in Set Options. Tax will be calculated
after these types of deductions have been taken off a period’s pay.

. P For employee pension contributions based on earnings. This can be calculated
either with or without taking into consideration the lower and upper earnings limits for
NI contributions. The application takes into account the upper and lower earnings
limit for pensions on the employee record. If these are both zero, the limits specified
on the Set Options form are taken into account. If these are both zero, the limits
recorded on the NI tables are used

e V For employees Additional Voluntary Contributions. These operate in the same was
as P deductions, they simply provide a separate breakdown of AVCs. This is only
allowed for a pension scheme that is a COMP, COSR, COMB or Other scheme.

e X For a deduction designed to accumulate employer's pension. This deduction type
behaves similarly to deduction type 'A’, except no deduction is made from the
employee's pay.

Note: If the payroll system is using ‘Advanced Pension Processing’ the user must create a
Deduction Profile for each of their Pension Schemes and also have in place the relevant Type
‘P’, X and ‘V’ deduction for each scheme. (See later section of this courseware for full details).

e H For accumulating holiday pay. This deduction type behaves similarly to deduction
type 'A', except no deduction is made from the employee's pay.

e R For deductions against a reducing balance, such as loan repayments. Each
repayment is deducted from the current balance until it reaches zero, then the
repayments cease.

e L For student loan repayments. Only one student loan deduction profile is permitted

e A For accumulator type deductions that are added into a running total and
accumulated for as long as required.

. N For NI Adjustments. If the NI figures need to be adjusted for an employee this
deduction profile will attach itself automatically to the employee’s Payments &
Deduction screen. The deduction may be a negative, therefore allowing a refund if
necessary

. O For Attachment Orders. A deduction profile must be created for each active
Attachment Order being processed plus an optional admin fee.

Note: When you add deduction types 'P', 'X', 'V' and 'H' to the employee's record using the
Payroll - Processing - Payments and Deductions form, you can enter them as a percentage
by typing the '%' symbol in the percentage column before the value.

Pension A reference that identifies the pension scheme. This only applies if you are using the advanced

Scheme pension processing facilities and a pension deduction type P, V or X.

An entry in the Pension Scheme field is optional, but if no scheme is selected on a type ‘P, X or
V’ the system will display a warning, although the User may continue to save the Deduction
Profile.

For any specific Pension Scheme only one ‘P, V or X’ deduction can be assigned to that
scheme.

For a new Deduction Profile, if a COMP, COSR or COMB pension scheme is selected for a ‘P’
or 'V’ type deduction the ‘Deduct before Tax’ checkbox will default to being ‘on’. (Employee
pension contributions to occupational pension schemes should be deducted before tax is
calculated).

Attach. Order  An option that determines the type of attachment order. You can select from a list. This only

Type applies if you have selected 'O’ for Attachment Order in the Type list box. The options available
are:

. Priority AEO

. Non-Priority AEO

. Deduction from Earnings Order (DEO)

e  Community Charge AEO (CCAEO)

e  Council Tax AEO (CTAEO)

. Earnings Arrestment (EA)

e  Current Maintenance Arrestment (CMA)

e  Attachment Admin Fee

. Magistrates Courts Fines AEO (MCF).

. Direct Earnings Attachment (DEA) - Table (The deduction amount for DEASs is
normally calculated using different tables of bandwidths and percentages for weekly
and monthly paid employees supplied by the Department of Works and Pensions
(DWP).

This type of deduction does not need to be agreed in civil court. It also does not
replace any existing attachment orders.
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Attach. Order
Type...

Print If Zero
Multiply for
Holidays
Print Balance
Balance

Description

Auto Align

Mask NL
Code

Nominal
Code

Retain Units

Deduct
Before Tax

Deduct
Before NI

The DWP will send a notice (including a payment schedule) to employers whenthe | e
DEA needs to be implemented for an employee.

For more information see www.gov.uk/government/publications/direct-earnings-
attachments-an-employers-quide.)

e Direct Earnings Attachment (DEA) - Fixed (In some circumstances the DWP will
allow an alternative fixed amount to be deducted for DEAs.

This type of deduction does not need to be agreed in civil court. It also does not
replace any existing attachment orders. The DWP will send a notice (including a
payment schedule) to employers when the DEA needs to be implemented for an
employee.).

Notes: You can only create one deduction type per attachment order type.

The 'Attachment Admin Fee' type is used to record any administration fee the employer
chooses to charge the employee. It is only available if the Deduct Admin Fee option is
selected on the Options Page 3 tab of the Payroll Options form.

An option that determines whether the deduction defined by this profile is printed on employee
payslips regardless of the value.

An option that determines whether deduction values associated with the profile are multiplied
for holidays by the number of weeks the employee is taking. This only applies to employees
paid weekly. If the option is not selected, the deduction will be made in the last working period
paid before an employee’s holiday, that is, the current pay period at the time of payment, but
not for the holiday periods.

An option that determines whether the balance of deductions associated with the profile is
printed on employee payslips.

A balance description of up to 10 characters. This only applies if you have selected the Print
Balance option. The description prints alongside the deduction balance on the payslip.

An option that determines the default position of the cursor for the entry of period deductions
you make using the Deductions command on the Processing form. The selection determines in
which column of the form the cursor is initially located. You can select one of the following from
a list: N (for 'none' if you do not want to specify a default), 1 Permanent, 2 Temporary, 3 Units
and 4 Rate.

An option that determines whether the nominal ledger account code for deductions associated
with the profile are 'masked' for analysis purposes. See the topic Nominal Codes for further
details about masking.

A reference that identifies the nominal account code for the analysis of deductions associated
with the profile. If you have either the Payroll to Nominal or Payroll to External Nominal option
selected on the Options tab of the Company Profiles form in the System module, you can
select an account from a list. In this case, the accounts will be defined either using the
Accounts command on the Maintenance submenu of the Nominal module or the Nominal
Accounts command on the Maintenance submenu of the Payroll module.

Note: If the Advanced Nominal Ledger is used and the chosen Nominal Ledger code is linked
to one or two additional dimensions (like project or department codes), the following payments
will be analysed to those dimensions:

- All payments to the employee
- Any statutory deductions that are a cost to the employer, for example employers NI

- Any employee deductions that are a cost to the employer, for example 'type X' pension
contributions.

As employee-only costs employee pension contributions or student loan repayments do not
affect the employer, they are not analysed to additional dimensions.

An option that determines whether units recorded for deductions associated with the profile are
retained after you use the Update command.

An option that determines whether deductions associated with the profile are taken before
PAYE is calculated.

Warning: This option is ignored if you define a deduction on an employee's record as a
percentage deduction. Percentage deductions are always calculated on gross pay. This applies
to P, X and H deduction types.

An option that determines whether deductions associated with the profile are taken before
National Insurance contributions are calculated.

Warning: This option is ignored if you define a deduction on an employee's record as a
percentage deduction. Percentage deductions are always calculated on gross pay. This applies
to P, X and H deduction types.
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Deduct
Before
Pension

Deduct
Before
Holiday

Deduct
Before
Attachment

Negative Hol
Fund

Er's Salary
Sacrifice NI
Saving

An option that determines whether deductions associated with the profile are taken before
pension contributions are calculated. If you have a pensionable deduction, the deduction code
must be before the pension deduction code. Where advanced pension processing is in use, the
positioning of the deduction code is not important since all pre-pension deductions will be taken
before all pension contributions are calculated.

An option that determines whether deductions associated with the profile are taken before
holiday funds are calculated. If you have a deduction that is subject to holiday fund
calculations, that deduction code must be before the holiday deduction code.

An option that determines whether deductions associated with the profile are taken before
attachment order deductions are calculated.

An option that determines whether a holiday deduction type of 'H' can have a negative balance.

An option that determines whether your employer National Insurance savings are contributed
as a 'top-up' to employees' pensions.

Note: The Add Employer's NI Saving to Contribution option for the pension scheme on the
Payroll - Maintenance - Pension Scheme form must also be selected. You can set up the
scheme to add all your NI savings or a percentage of the savings.

Tip: You can reduce your contributions to your employee's pensions by setting up pension
schemes in Opera so that calculations are done on their pay after the salary sacrifice has been
deducted. This is controlled by the Calculate Employer's Contribution on Post-Sacrifice Pay
option on the Payroll - Maintenance - Pension Scheme form.

Note: This applies if the Advanced Pensions Processing option is selected on the Payroll -
Utilities - Set Options form.

This feature is available in Opera 3
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2.4 Employee Profiles

Use the Employee Profile command to define characteristics that are common to
groups of employees or to individual employees. The purpose of using profiles is
to make the creation of employee records more efficient. You may create as many
or as few profiles as are required by the combinations of different attributes which
are encountered.

“‘ Employee Profile: 001 - Directors EI@
General | List
Profile ; 1 Modified : | 27/07/2003
Director
iptian Directors
Desaiption Company Car
| COMP Memb
Pay Method : B |=| Bacs EmoEr
|:| COMP MI to COSR. at EOY
Holiday Entitlement : 25.0 [ Trade Dispute
Cashbook
Nominal Bank AjC. : | C310 [=] PS [=] PayriBACS/Auto
S5P Days : 5 Keep Project
Keep Department
Qual. Days Profile : E
)
View i
Example:

The pay of production staff in your company is calculated on an hourly rate basis. They are paid in
cash and are entitled to 20 days annual holiday. Supervisory production staff are also paid this way,
but are entitled to five extra days annual holiday. Management are salaried and paid by BACS.
Directors are also paid this way but have a company car. You set up four employee profiles. For the
production staff, you select 'C' in the Pay Method list and enter '20' in the Holiday Entitlement box. You
select a payment profile that is based on hourly rates. For production supervisors, you create a
different profile in which you enter the same attributes except that you enter '25' in the Holiday
Entitlement box. For managers, you create a profile in which you select 'B' in the Pay Method list and
select a payment profile that is based on salaried or '‘permanent' payment types. For directors, you
create a different profile in which you enter the same attributes as managers except that you also
select the Director and Company Car options.

Note: If you make changes to an employee profile, they will only take effect after
you next use the Calculation command.

Prerequisites

If you want to complete the corresponding boxes on the forms associated with the
Employee Profiles command, you must first create the record(s) on which your
selections will be based.

Ea)
L

COMP Member — &/

The COMP Member
setting is obsolete in
2012 onwards due to the
HMRC COMP changes.
If this is still ticked on in
the EE Profile — this will
have no effect on the
EEs calculation.

Payments
Deductions

Cancel
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Box Prerequisite
Nominal If you have the Nominal module integrated with the Payroll, at least one bank account record
Bank Alc must be created using the Bank Accounts command in the Nominal module before you can

identify a bank account. If you have the Cashbook module integrated, bank accounts must be
maintained using the Processing command in the Cashbook module instead.

Cashbook If you have the Cashbook module integrated with the Payroll, at least one cash book type must
Type be specified for employees paid by BACS or Autopay. Cashbook types are defined in the
Cashbook module using the Cashbook Types command.

Qual. Days At least one SSP (Statutory Sick Pay) qualifying days profile must be specified using the
Profile Qualifying Days Profile command on the Maintenance submenu.

Payments At least one payment profile must be specified using the Payment Profiles command on the
Maintenance submenu.

Deductions At least one deduction profile must be specified using the Deduction Profiles command on the
Maintenance submenu.

Actions

Two commands on the Action menu associated with the Employee Profiles form
are provided so you can select the payment and deduction profiles that apply to
employees associated with the employee profile.

Use this To

command
Payments Select payments you want to assign for employees associated with the profile. When you

enter payments for those employees using the Payments & Deductions command on the
Action menu associated with the Processing form, these will be the defaults but you can add
further payments at that stage.

Deductions Select deductions you want to assign for employees associated with the profile. When you
enter deductions for those employees using the Payments & Deductions command on the
Action menu associated with the Processing form, these will be the defaults but you can add
further deductions at that stage.

3 Payments X] 3 peductions

Egg; ?Sict- Y DO01  |Ees CoPen LA

vertime D00z Ers CaPen u

PO |[Expenses i D003 |Hal Fund

POO4 Commission o004 Loan Repary

POOS HolidayFay Daos Charity

PODG Bonus i D00s 5/Loan

POO7 |55 u D007 |Ees SHP

POOG S.MP, Daas Ers SHP

PoO9 Do not use Doog A

PO10 CIHP Da10 Ees OPP

PO11 OSPF Birth Doil Ers QPP b
PO13 ASPP Birth Doz Prio AEC

PO14 ASPP Adopt D013 Mon-Pr AEC

PO1S SAP Diol4 CTAED

PO1G SPR Adopt oois A0 Admin

: nint & RIT A i ek b

Q‘ [ oK, I [ Cancel I @ ’ OK l [ Cancel

CIS integration —

Currently only the
Pay/Ded as listed
against the EE profile
are considered for an
import into CIS.

ER)

&
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To define employee profiles

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

Click Payment Profile.
On the Record menu, click New.

In the boxes provided, enter a code for the employee profile and then enter the
profile details.

On the Record menu, click Save. The Select Payments list appears.

Click to select the payment(s) that apply to the profile and then click OK. The
Select Deductions list appears.

Click to select the deduction(s) that apply to the profile and then click OK.

Notes: When amending a profile, you can use the Payments and Deductions
commands on the Action menu to change the payment and deduction type
selections. If you subsequently amend a profile, the changes you make will not
be reflected on the employee records to which the profile is attached until you
next use the Calculation command.

Box
Profile
Description

Pay Method

Holiday
Entitlement

Nominal Bank
AlC

SSP Days

Qual. Days
Profile

Director

Company Car

COMP Member

COMP NI to
COSR at EQY

Description
A unique reference that identifies the profile.
The profile description of up to 25 characters.

An option that determines the pay method for employees associated with this profile. You
can select one of the following from a list: A (for Autopay), B (for BACS), C (for Cash), O
(for BOBS) or Q (for Cheque).

The options available depend on those selected in the Permitted Payment Method box on
the Options Page 3 tab of the Set Options form.

The number of days or part-days holiday entitlement for employees associated with the
profile.

A reference that identifies the bank account to be used for payments made to employees
associated with the profile. You can select from a list. This only applies if you have the
Cashbook module integrated with the Payroll module and the Cashbook option is selected
on the profile. Bank accounts are created using the Processing command in the Cashbook
module.

The number of SSP working days that apply to employees associated with the profile. You
can enter a number from 0 to 7. This is used to calculate the SSP daily rate.

The default SSP qualifying days profile for employees associated with this profile. You can
select from a list. Qualifying days profiles are defined using the Qualifying Days Profile
command on the Maintenance submenu of the Payroll module.

An option that determines whether the employees associated with the profile are directors.

An option that determines whether the employees associated with the profile have a
company car.

An option that determines whether the employees associated with the profile are members of a COMP
scheme.

Note: This option is valid until the end of the 2011-12 tax year; it is ignored in the 2012-13 tax
year. Employees who are COMP members until 6 April 2012 do not need to be transferred to a
new profile for the 2012-13 tax year; their existing profile is still valid.

All EEs belonging to this profile which have a COMP NI Code will automatically be
transferred at the EOY.

. If on a F or S code this is changed to A
. If on a G code this is changed to B

An option that controls whether employees that are linked to the profile are transferred to
COSR schemes when the End of Cleardown command for the 2011-12 year end is run.
The new option is only enabled if the COMP Member option is ticked.

Note: Contracted out Money Purchase (COMP) occupational pension schemes that
operate on a defined contribution basis will be abolished from 6 April 2012. This affects NI
category codes F, G and S, which are used for employees' in COMP schemes and
Appropriate Personal Pension (APP) schemes for directors. These pension schemes and
the NI codes F, G and S will be invalid from 6 April 2012.
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Trade Dispute

Cashbook

Cashbook Type

Keep Project
and Keep
Department

An option that determines whether all employees associated with the profile are in a trade
dispute with the employer. Tax refunds are not paid to employees in a trade dispute. You
can also specify this setting at group level or per employee.

An option that determines whether payments made to employees associated with the
profile are transferred to the Cashbook module. This only applies if you have the Cashbook
module integrated with the Payroll module.

A reference that identifies the cashbook type for pay transferred to bank accounts in the
Cashbook module. This only applies if you have the Cashbook module integrated with the
Payroll module and you have selected the Cashbook option. Cashbook types are defined
using the Cashbook Types command in the Cashbook module.

Options that determines whether the corresponding analysis dimensions defined with
employees associated with this profile are retained after a payroll update. If this option is
not selected, each time the payroll update is carried out, the employee analysis dimensions
are cleared
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Accreditation Training Courseware ~ ———
3 Processing

The next section covers the processing aspect of the module, including creating
new records and processing them respectively.

3.1 Processing

Use the Processing command to maintain your employees' details, allocate
department, profile and employee analysis codes, add bank details, post holiday
and other absence details, and add payment and deduction to-date details,
statutory payments, attachment orders and pensions. An employee record must
be set up for every employee who is currently employed or who has been
employed during the current income tax year. In addition to holding personal
details, such as address and date of birth, employee records contain information
necessary to calculate pay each period and for the statutory end of year reports.

e The creation of employee records

e The entry of bank details

e The entry of to-date details

e The entry of period payment and deduction details

e The entry of pension auto enrolment details (if the Use Auto Enrolment
Processing option is selected on the Payroll - Utilities - Set Options form).

-
E
o
O
9
”
2.
>

Q

Important: You cannot create records in the Payroll application in advance of an
employee's first pay period. When you create a new employee in the Payroll
application, you must do so in the first pay period that you will pay them.
However, if you use the Personnel application, you can create employees in
advance of their first pay period as 'Personnel Only' employees. These
employees are not included in Payroll calculations until the records are completed
on the Payroll - Processing form.

For every employee who is currently employed or who has been employed during the
current income tax year, you must create an employee record. In addition to holding
personal details, such as address and date of birth, employee records contain information
necessary to calculate pay each period and for the statutory end of year reports. If you also
have the Use Full SSP Processing option selected on the Options Page 2 tab displayed
when you use the Set Options command on the Utilities menu, you can set up a default
SSP qualifying days profile.
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General | Mermno || List
Employes Ref :
Surnanme
Faorenames :
Title:

Dept Code :
Prafile :

Start Date

Date of Eirth : | 12/03/1330 B

59[(=1[E3

|CFC1 |Gr0up: | | Manthly

| McInkyre-Angel |

| Antony Michael |

ADMM w | Administration

ool A4

01/05/2000 E] Age

et Pay :

Directors

]

Gender Male Direckar Sundry
Diate of Appt @ | 01/05/2000 Holiday Davs :| 25.0
M.I.Code : €0 COMP Standard [] oliday Days :
Start Week : 01 0
vivber: | ] ] Daysabsets[ |
Tax Code 647L [CImonth 1 I
[ Trade Dispute ~ Adv :
[ 5cattish Tax
Action = ] Ilnclude Histarical ] @
Wigw

The range of employees that are displayed in Payroll Processing normally
excludes historical leavers (employees who left the company in a previous tax
year). To include historical leavers, click Include Historical. The button changes to
Exclude Historical and performs the reverse action if clicked again.

Including Historical Leavers on the Processing form

The range of employees that are displayed in Payroll Processing normally
excludes employees who left in an earlier tax year. To include these leavers, click
the Include Historical button. The button changes to Exclude Historical and
performs the reverse action if clicked again. For more details about leavers, see
the Leavers Help topic.

Creating Maintenance Codes before Creating Employee Records

Some codes are optional, but if you want to complete the corresponding boxes on
the forms associated with the Processing command, you must first create the
record(s) on which your selections will be based.

Box Prerequisite

Group At least one group record must be created using the Group Details command on the
Maintenance menu of the Payroll application before you can identify a group.

Dept At least one department record must be created using the Department Details command on the

Code Maintenance menu of the Payroll application before you can identify a department.

Profile At least one employee profile record must be created using the Employee Profiles command on
the Maintenance menu of the Payroll application before you can identify a profile code.

Bank Sort At least one bank record must be created using the Bank Details command on the

Code Maintenance menu of the Payroll application before you can identify a bank sort code on the
Details and Bank form.

Payment At least one payment profile record must be created using the Payment Profiles command on
the Maintenance menu of the Payroll application before you can identify a payment on the
Payments tab of the Payments & Deductions form.

Deduction At least one deduction profile record must be created using the Deduction Profiles command
on the Maintenance menu of the Payroll application before you can identify a deduction on the
Deductions tab of the Payments & Deductions form.

Qualifying  On the General tab of the SSP Qualifying Days form, you can assign an SSP qualifying days

Days profile that is different to either the group or employee profile default. If so, you must first create

Profile that pattern using the Qualifying Days Profile command on the Maintenance menu of the

Payroll application.

Rvon

Snapshot

Document Management  »
= Groups

Q.LE.

Calculate F&

Holiday =
Leavers

Transfer

QOverride 3

Absence

To-Date F7
History F12
Details & Bank F5

.s__il Pay & Deducticns F11

=5/ Statutory Payments 3
Pensions
Analysis
Attachment Orders

SSP Absence

S5P Qualifying Days
SMP Details

OSPP (Birth) Details
OSPP (Adopt) Details
SAP Details

ASPP (Birth) Details
ASPP (Adopt) Details

i Tax and N.L
Cancel Override

Employee Pensions F4
Auto Enrolment Details  F8
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To update the payroll

This is a suggested sequence of tasks to update your payroll for each pay period.
If you are running the Payroll for the first time in the tax year, or if changes to
statutory rates have been announced, you must check that the statutory rates like
tax rates are correct. These rates are displayed in the Payroll - Utilities -
PAYE/NI/Stat. Payments command.

If you use payroll groups, you update one group at a time.

Important: A number of actions must normally be completed before the update is
run, the list depends on the features in use and the other applications in Opera
that Payroll is linked to. The Update form in Opera 3 displays a list of these
actions together with a tick to indicate that they have been run. You should
complete any actions that have not been ticked before running the update.

1. If the Payroll module is integrated with the Costing module, use the Costing -
Utilities - Payroll Transfer command to transfer your employee's timesheets
information for the current pay period.

2. On the Payroll - Processing - Pay and Deductions form, enter any necessary
changes to employee's payment and deduction information for the period.

3. Run the Payroll - Calculation command. You should not make any changes to
employee's records after running the calculation. The application produces a
report that highlights 'exceptions' like leavers in the period and tax overrides. The
report also lists anomalies, for example, if a payment that is designed to reduce a
balance cannot be made because the balance is insufficient.

4. From the Payment Reports menu, print the pay cheques or create BACS
payments and transmit them to your bank.

5. Print any necessary reports from the Summary Reports and Periodical Reports
menus.

6. Carry out the Payroll - Utilities - Nominal Analysis and Payroll - Utilities -
Cashbook Transfer if Payroll is linked to the Nominal Ledger and Cashbook.

7. Backup your company data using the System - Utilities - Backup command.

8. Open the Payroll Update to complete the current pay period ready to start the next
pay period.

— e
Home Office

UK Border
Agency

The UK Border Agency
has launched
(updated) guidance for
employers on
preventing illegal
working to help them
in carrying out right to
work checks. Further
information can be
found @
http://www.ukba.home
office.gov.uk/siteconte
nt/documents/employe
rsandsponsors/prevent
ingillegalworking/

Important: You cannot create records in the Payroll module in advance of an
employee's first pay period. When you create a new employee in the Payroll
module, you must do so in the first pay period that you will pay them. However, if
you use the Personnel module, you can create employees in advance of their first
pay period as 'Personnel Only' employees. These employees are not included in
Payroll calculations until the records are completed in the Payroll - Processing
command.

Seconded Abroad ;-f
Some information for
EEs who have been
seconded to work
abroad;

03 has no “specific”
settings for it, but
HMRC guidance it
appears as though
PAYE and NI could be
processed normally and
to provide sufficient
information to ER,
HMRC, EE, Country
Tax Authorities— and
then to contact HMRC
for further details abd
Guidance.

http://www.hmrc.gov.uk/
paye/employees/chang
es/work-abroad.htm

and NI contributions
may require forms to be
completed dependant
on NI Payment
decisions;

http://search2.hmrc.gov.
uk/kb5/hmrc/forms/view.
page?record=VWEL p0z
Ice8&formld=395
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3.1.1 Using Payroll Groups

This only applies if you have selected the Use Groups option on the Options Page
2 tab displayed when you use the Set Options command on the Utilities menu.

When creating employee records, you might want to enter information for all new
employees in one procedure, regardless of their pay frequency or group. Where
you choose more than one group from the Select Payroll Groups list displayed
when you click Processing, you can select the group that is to apply for each
employee subsequently. You can transfer employees from one group to another.
If you want to do this, you must select both the employee’s present group and
new group. For all other processes, employee records are only available if they
belong to one of the groups you have chosen in the Select Payroll Groups list. For
example, if you use the Payments & Deductions command on the Action menu
associated with the Processing form, only employees belonging to the selected
group(s) will be available.

3.1.2 Ensuring Employee Data Quality

Most employers will be required to submit their employees’ pay period data to HMRC in
real time from the start of the 2013-14 tax year. There are key employee details that you
must record accurately to ensure that details in Real Time Information submissions are
correct. The employee's title, forenames, surname, date of birth and National Insurance
Number cause most of the data quality issues for HMRC. These HMRC resources will help
you understand what is required to ensure that your employee's data is both accurate and
complete.

For details please refer to the following HMRC resources online;

PDF Accurate employee information matters — it can ~ www.hmrc.gov.uk/rti/dip/dip004.pdf
Guide save you time

PDF How to record employee information accurately — www.hmrc.gov.uk/rti/dip/dip003.pdf
Guide

Web Other details for each employee must also be www.hmre.gov.uk/payerti/employee-
page recorded accurately, for example the gender starting/new-emp-info.htm

and home address.

For more information, see the Introduction to Real Time Information Help topic.

3.1.3 Integration with Personnel

The Personnel module automatically integrates with the Payroll. Both modules
share some of the same employee details. A new employee record created using
the Processing command in the Payroll module will result in a personnel record
being created automatically. Similarly, a personnel record created in the
Personnel module will result in an employee record being created in the Payroll
module’s data files, although it will be marked as ‘Personnel only’. You need to
complete additional details in the Payroll module, such as employee profile and NI
code, before the person can be included in other payroll processes. If you are
using full SSP processing, you can record SSP absence in either module.
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3.1.4 Validation and PAYE Recognition Scheme

The payroll is designed with features that enable it to be fully compliant with the
PAYE Recognition Scheme. In order for your payroll installation to fully comply
with that standard, the following options must be selected on the appropriate tabs
of the Payroll Options form:

e Use Advanced Pension Processing

e Use Full SMP Processing

e Use Full OSPP (Birth/Adopt) Processing
e Use Full SSP Processing.

e Use Full SAP Processing.

Selecting these options provides a more automated approach to the relevant
calculations, and more detailed reporting is also available. If any of the above
options are not selected, facilities are based on manual calculations instead and
less comprehensive reporting capabilities are provided.

The option to process these calculations manually has been retained for
customers upgrading from previous versions of the payroll who are quite happy to
continue working in that way. However, we recommend that all of the above
options be selected. Certain fields are validated to ensure compliance with PAYE
Recognition Scheme. Messages will appear if you attempt to enter something
which fails the validation (for example, when you enter a value for the Gross Pay
Previous Employer box on the To-date form, it must be greater than or equal to
the value in the Tax Paid Previous Employer box).

3.1.5 To add a new starter (Payroll)

Important: Take careful note of the messages that are displayed on the screen
as you add the employee's details. They are displayed to advise you of important
information about different aspects of the employee's record. In addition, always
check the details on the employee's record after it is saved to make sure they are
correct.

Important: You cannot create records in the Payroll application in advance of an
employee's first pay period. When you create a new employee in the Payroll
application, you must do so in the first pay period that you will pay them.
However, if you use the Personnel application, you can create employees in
advance of their first pay period as 'Personnel Only' employees. These
employees are not included in Payroll calculations until the records are completed
on the Payroll - Processing form.

When a new employee is added their tax code is initially set to the emergency tax
code for the year. This is defined for each tax year on the Payroll - Utilities -
PAYE/NI/Stat. Payments form. The tax code may be changed before the record is
saved if the incorrect tax code is entered. For example, if the employee has not
provided a P45 from their previous employer and HMRC needs to be sent a P46
submission (these details are set up on the To-Date form), the tax code must be
set according to the P46 statement that is relevant to the employee. Messages
are displayed on the screen to help you with making sure the correct code is
used.
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1. Open the Payroll folder and then click Processing or click the Payroll &
HR tab on the Ribbon Bar and then click Payroll - Processing.

2. 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.

3. To create a new record, click the New icon on the toolbar or press
CTRL+N.

4. In Employee Ref, type a unique code to identify the employee. If
someone who previously worked for you returns, do not use the same
employee reference as before. Always use a new reference.

5. Inthe boxes provided, enter the employee details.

To save the record, click the Save icon on the toolbar or press CTRL+S.

7. Complete the Details and Bank, To-Date and Payments and

Deductions in turn. These forms are opened automatically when you
click Save for a new employee record.

IS

Important: If the new employee has already been included in a first Full Payment
Submission (FPS) in the tax year, perhaps using a different software product or
manually using the HMRC web site, you must also select the Employee's First
FPS Already Submitted box on the To-Date Details form linked to the employee
record. The FPS is a Real Time Information submission.

Tip: You can maintain a notepad of information for the employee on the Memo
tab.

Important: You cannot create records in the Payroll application in advance of an
employee's first pay period. When you create a new employee in the Payroll
application, you must do so in the first pay period that you will pay them.
However, if you use the Personnel application, you can create employees in
advance of their first pay period as 'Personnel Only' employees. These
employees are not included in Payroll calculations until the records are completed
on the Payroll - Processing form.
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3.2 To Create Employee Records

1. Open the Payroll folder and then click Processing or click the Payroll & HR tab on To add a new starter
the Ribbon Bar and then click Payroll - Processing. (Payroll)

2. 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.

Important: Take careful note

3. If you are using groups, in the Select Payroll Groups list, click to select the of the messages that are
group(s) you want to process and then click OK. .| displayed on the screen as
4. On the Record menu, click New {| you add the  employees
: ) : i | details. They are displayed to
5. In Employee Ref, type a unique code to identify the employee. f’i(:Vlse _you bOf lle_i#mam
. . : information about ifferent
6. Inthe boxes provided, enter the employee details. i | aspects of the employee's
7. On the Record menu, click Save. : | record. In addition, always
. . . i check the details on the
8. Complete the Details and Bank, To-Date and Payments and Deductions in turn. i | employee's record after it is
These forms are opened automatically when you click Save for a new employee :  saved to make sure they are
record. i correct.
Tip: You can maintain a notepad of information for the employee on the Memo | when anew employee is
tab i | added their tax code is initially
. : set to the emergency tax code
for the year. This is defined for
i i i each tax year on the Payroll -
Refgr to the HMRC guides above for guidance and rules for recording employee B NI/ Sta
details. i | Payments form. The tax code

: may be changed before the
R i | record is saved if the incorrect
3.2.1 Employee Entries - General £ | tax code is entered. For
H example, if the employee has
not provided a P45 from their

Box Description previous employer and HMRC
A . - needs to be sent a P46
Employee Ref A unique reference that identifies the employee. i | submission (these details are
- . i | setup on the To-Date form),
Surname The employee's full official surname. If the surname is double-barrelled, enter the S the tzfx code must be set )
whole double-barrelled surname. i | according to the P46

- o statement that is relevant to
Note: HMRC does not permit accented characters (for example ‘Sinéad’) to be the employee. Messages are

used in RTI Submissions so these are not permitted displayed on the screen to

: help you with making sure the
Important - Real Time Information Submissions: If the employee's surname : JCCIECE code is used.
changes, you must contact HMRC by telephone to discuss the situation. You must :
not simply change the surname and send another submission. This will cause 1. Open the Payroll

problems for HMRC with reconciling its data with that held in Payroll. folder, and then

click Processing.
If you are using

Note: HMRC does not permit accented characters (for example ‘Sinéad’) to be groups, in the

used in RTI Submissions so these are not permitted Select Payroll
Groups list, click

to select the

Forenames The employee's full official forenames. Leave a space between names. P

Important - Real Time Information Submissions: If the employee's name changes, group(s) you want

you must contact HMRC by telephone to discuss the situation. You must not simply to process and

change the name and send another submission. Even if you change the forename : then click OK.

from say 'Steve' to 'Steven' without first contacting HMRC this will cause problems 3.  Onthe Record

with reconciling data held by HMRC with that held in Payroll. menu, click New.

: 4. In Employee Ref,

Title The employee's title, such as Mr, Mrs, Miss, Ms, Rev, Dr, and so on. Do not enter : type a unique

the title in the forename or surname boxes. code to identify

- - the employee.
Note: HMRC does not permit accented characters (for example ‘Sinéad’) to be

5. In the boxes
provided, enter the
employee details.

6. On the Record
menu, click Save.

used in RTI Submissions so these are not permitted

Dept Code A reference that identifies the department to which the employee belongs. You can
select from a list. Departments are defined using the Department Details command

on the Maintenance menu. .
7. Complete the

NB : If you are linking payroll to the Nominal Ledger, and have set the option to use Details and Bank,

departments as cost centres all department codes will become your Nominal To-Date and

Ledger cost centre codes. Payments and

H Deductions in turn.

Profile A reference that identifies the profile for the employee. You can select from a list. These forms are

Profiles are defined using the Employee Profiles command on the Maintenance gﬁteo”rﬁgﬁca"y

menu. : when you click
Start Date The date on which the employee started employment with your company. Save for a new

employee record.
Date of Birth The employee's date of birth. The value in the Age box is calculated according to

this. Tip: You can maintain a

notepad of information for the
employee on the Memo tab.
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Date of Birth... Note: From 6 April 2010, the pension age for women will increase gradually from

60 to 65. You are warned if a female employee is over the age of 60 or a male
employee is over the age of 65. You must check whether the employee is actually
over the state pension age. For more information about the changes to the pension
age, see the Pensions Help topic.

Gender An option that determines the gender of the employee. The application uses this
information when validating entries and performing calculations. For example, the NI rate
B is not allowed for male employees, neither is any SMP information; the application
checks the appropriate retirement age for male or female employees when you use NI
rate C, and so on.

N.l. Code An option that determines the NI rate for the employee. You can select from a list.
The payroll supports all current NI codes. In addition, you can enter a type 'X' if no
national insurance is paid by either employee or employer.

Note: If a female employee is below her state pension age and her NI code is
changed to C, the record cannot be saved. If a female employee is above her
retirement age and her NI code is changed from C to another code, the record can
be saved but a warning is displayed.

Under 21 NI category letters

New NI category letters M, Z, | and K must be used for employees who are under
21 at the usual pay date in a pay period in the 2015-16 tax year.

e  When the End of Year Cleardown command is run to close the 2014-15
tax year it will change the NI letter to use the correct under 21 NI letter for
employees who are under 21 at the usual pay date in the first pay period
in the 2015-16 tax year.

Note: Deferred NI categories are not used at the start of a tax year so the standard
rate letters M and | are used for J and L letters. People wanting to defer NI
contributions because they have more than one job and will earn above the Upper
Earnings Limit must apply to HMRC using form CA2700. The CA2700 certificate
lasts for one complete tax year.

e  Throughout the 2015-16 tax year the Calculation command will also
ensure that employees who turn 21 are changed to use the correct 21+ NI
letter.

An option that determines the NI rate for the employee. You can select from a list. The payroll
supports all current NI codes. In addition, you can enter a type 'X' if no national insurance is
paid by either employee or employer.

Note : Choose the correct code from the drop down list: A, B, C, D, E, F, G, J, L, sor X. If X is
used this tells the system that no National Insurance is paid by either employee or employer.
These codes are used when performing NI & SSP calculations. An NI code of deferred J, L or S
cannot be entered if an employee is due to retire during the current Income tax year.

The product can cater for up to 8 changes to the NI code per year. If the change of NI code is
late in being actioned by the payroll administrator and therefore the calculation on NI may be
incorrect the user may run an Adjust NI utility that will automatically recalculate the NI for both
Employer and Employee and adjust where necessary.

This is to provide for the situation where an employer has accidentally used the wrong NI
category letter for the employee (perhaps due to the employee providing incorrect information
when they first started employment with the company) or if the employer has been waiting for a
‘Proof of Retirement’

N.I. Number The employee's national insurance number. If you do not have a current NINO for
an employee, you must leave the N.I. Number box blank. When you save the
employee record, the application will display the message: ‘Please try to identify the
employee’s NI Number as soon as possible. Please complete HMRC form CA6855
to obtain the correct number.’ If you try to enter a temporary number, the application
will display a message: ‘Temporary NI Numbers are no longer valid. If you don’t
know the employee’s NI Number then please leave it blank.” Even if you have no
NINO, you should complete the Date of Birth box. If this is also left blank, the
application will display the message: ‘Please try to identify the employee’s date of
birth as soon as possible.’

Note: Similar messages are indicated when you use the Calculation command
for any employees with a blank NINO or date of birth. In addition, if the application
detects any residual temporary NINOs when a calculation is performed in the new
Income Tax year, an exception message will be produced as follows: ‘Temporary NI
numbers are no longer valid. Setting to blank.’

NI number —
what happens if &
some

employees do
not have NI
number

(we have many foreign
employees)

Generally speaking HMRC
advise that If the employee
doesn’t have a NINO, the
Employer must do their best
to try and get one from
HMRC, however HMRC will
allow the NINO to be missing,
but only if at least 2 lines of
address details are provided
instead (so if they have no
NINO and no address, they
will not be able to make the
RTI submission).

How do |
handle the
Higher Rate
Tax Allowance
reduction that

applies on income between
£100,000 and £114,950?

7

Opera Bands recognise
that income over £150,000
is taxed at 50% etc, but
this extra “disallowance”
isn’t made anywhere in
Opera’s net pay
calculations?

The ‘tax allowance
reduction’ for higher rate tax
payers is handled by HMRC
issuing an updated tax code
to the employee in question.

It is not something that
Payroll software is supposed
to handle automatically.

For further information
please refer to
http://www.hmrc.gov.uk/rate
sfit.htm

And contact the HMRC.
This could indicate a wrong
or non issued Tax code.

“From the 2010-11 tax year
the Personal Allowance
reduces where the income is
above £100, 000 - by £1 for
every £2 of income above
the £100,000 limit. This
reduction applies
irrespective of age”
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Tax Code

Week
1/Month 1

Trade Dispute

Important: Only change an employee’s tax code if your HMRC office tells you to.

The employee's tax code including the suffix or prefix. When creating a record for a
new employee, the default tax code is the one entered for the tax year in the
Emergency Tax Code box on the Payroll - Utilities - PAYE/NI/Stat. Payments form.

All current tax codes are allowed, including NI and NT. These are special codes that

identify employees who pay no PAYE; but the NI tax code indicates that NI may be
deducted.

M & N tax codes

From 6 April 2015, anyone who is not liable to income tax above the basic rate will
be able to transfer up to £1,050 of their personal allowance to their spouse or civil
partner if the recipient is also not liable to income tax above the basic rate. The new
tax code suffixes are M & N.

e  The M code will identify a person who is receiving the transferred
allowance

e  The N code will identify a person who is transferring some of their
allowance.

The new M and N suffix codes will start to be issued by HMRC from April 2015. The
person who receives the transfer will benefit by paying up to £210 less tax (20% of
£1,050).

Tax codes for second jobs

These tax codes are used for second jobs:

e The 'BR code' for someone who pays tax at the basic rate.
e  The 'DO code' for someone who pays tax at the higher rate.
e The 'D1 code' for someone who pays tax at the additional rate.

The employee's tax code including the suffix or prefix. When creating a record for a new
employee, the default tax code is the one entered in the Default Tax Code box on the Options
Page 2 tab of the Set Options form. The payroll supports all current tax codes, including NI, NT
and FT. NI, NT and FT are special codes that identify employees who pay no PAYE (the FT
code relating specifically to farmers); but the NI tax code indicates that NI may be deducted. NI
tax codes are excluded from year end forms. This field is up to six characters long.

Important: You should never alter an employee’s tax code unless your HVMRC office tells you to
do so.

This option is displayed as ‘Week 1' for weekly paid groups and ‘Month 1' for
monthly paid groups. It determines that a new employee is to use the emergency
tax code operated on a non-cumulative basis. This method ignores all previous pay
and tax in the year and calculates tax as if the employee is in their first pay period.
The Week 1 or Month 1 tax code box is unticked at the end of the tax year by the
Payroll - EQY/Special Reports - End of Year Cleardown command.

Note: From 6 April 2010, ‘NT’ and ‘DO’ (D-Zero) tax codes can be used on either a
‘week 1’ or a ‘month 1’ basis or at HMRC'’s request they can also be used on a
cumulative basis.

If this employee has no P45 when starting employment you will need to use an
Emergency code and operate it on a Week 1/Month 1 basis. Alternatively the
Employee’s P45 may tell you to operate the tax code on a Week 1/Month 1 basis.
This means that the PAYE will be calculated on a non-cumulative basis and the
employee does not get the benefit of any tax-free pay that may have built up earlier
in the year.

An option that indicates the employee is in a trade dispute with the employer. Tax
refunds are withheld from employees on trade dispute. You can also set this option
at group or employee profile level.

To change an
employee's director
status (Payroll)

If an employee stops being
a director part way through
the tax year, HMRC
guidelines are that the
employee must stay as a
director for NI purposes
until the start of the next tax
year. However, there may
be a reason why an
employer needs to change
an employee from a
director to non-director
during the tax year,
possibly because an
employee was incorrectly
set up as a director.
Director employees in
Opera 3 are linked to
employee profiles that have
the Director box ticked.
Follow these instructions to
change the employee from
a director to non-director
status:

Open the Payroll folder,
and then click Processing.

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. Then locate the
employee's record using
the List tab or by pressing
CTRL+F to search for the
record.

3 Change the employee's

profile to one that has the
Director box unticked. A
warning is displayed that
the employee should
normally remain as a
director for NI purposes
until the start of the new
tax year. Click Yes to
change the employee's
director status or No to
leave the status
unchanged.

4. If the employees director

status was changed,
manually calculate the
employee's NICs as a
non-director. See the
approved methods on the
HMRC web site at
www.hmrc.gov.uk/paye/e
mployees/changes/directo
rship.htm

5. Use the Adjust NI

command to adjust the
employee's NICs for the
current tax year.

Scottish Tax An option that indicates whether the employee is subject to Scottish tax regulations. . .
Instructions to do this are
Net Pay This figure is system generated and viewable after a Calculation procedure has Inaliees e 112 Py =
- . - Utilities - Adjust NI Help
been carried out in the current pay period. topic.
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Director settings
Directors are linked to an Employee Profile that has the Director box ticked.

Date of Appt. The date on which the director was appointed.

An entry into this field is mandatory. The date entered here will automatically be
converted into a Start Week

Start Week The week number in which the director started. If a director starts or an employee
becomes a director part way through the tax year this information enables the
employee to be pro-rata'd from the tax week they became a director. A default is
calculated according to the entry in the Date of Appt. box.

APP Held An option that indicates that the director had an Appropriate Personal Pension while
on NI code A.

An APP is a personal pension scheme, which an individual may join as a means of
contracting-out of the State Second Pension (previously known as SERPS).

Adv An option that determines how directors NI contributions are treated. You can select
S or T from a list or leave the box blank. Director’s National Insurance is calculated
on a cumulative value through the tax year. This often results in the director paying
no national insurance during the first few periods of the tax year, followed by a very
high deduction in the period in which their annual cumulative earnings exceed the
annual threshold. The director may ask that their deductions are spread over the tax
year.

. If set to 'S', normal NI calculations resume in week 52 or month 12. You
cannot set the indicator to ‘S’ after period 1 (or 2 or 4 for two or four-
weekly payrolls) except when a new employee starts. If the director's NI
letter changes during the initial periods, the application prompts you to
choose between reverting to annual calculations or continuing on a
weekly/monthly basis.

. If set to 'T’, special director’'s NI processing is switched off, but reinstated
at the start of the next income tax year. If an NI code is changed, and this
flag is set, the message ‘Revert to Standard Director’s calculation?’
appears. A reply of ‘Yes’ sets the flag to ‘T". If the setting is blank, the
application calculates director’'s NICs based on an annual or pro rata
earnings period.

Holiday Days  The number of days or part-days holiday entitlement. This is a memorandum field
only, holding the employee's holiday entitlement. If the 'Allow Employee Holiday
Days' option is set the user may change the number of days holiday being
specified here.

Days Absent This text box is provided for information only and may not be accessed. The Day’s
absent is the total number of days for which you have recorded the employee as
being absent. This figure is updated after the Update utility has been performed.

Leave Date This text box is provided for information only and may not be accessed. The Leave
Date will be displayed where the employee has been flagged as having left the
company’s employment by using the ‘Leavers’ Action menu.

P45 Provided  An indicator that a leaver has been given their P45. Tick the box when the
employee leaves to indicate that the leaver has been given their copy of the P45
and the P45 has been submitted to HMRC. When the Payroll - Utilities - Update
command is run, it checks whether this box is ticked if an employee has left in the
current period. You then have the choice to have the box ticked and the employee
then marked as left. If you choose not to have the box ticked, the Update command
stops so that you can produce the return for filing online using Online Filing
Manager, or for printing in the Payroll - Periodical Reports - P45 command.

Note: If an employee changes to a director part way through the tax year, you can change
the employee's profile to one that has the Director box ticked. Depending on the
employee's NI code, different messages may be displayed - follow the instructions in the
messages. After the employee's record has been updated, the Calculation command will
calculate the employee's NICs according to the setting in the Adv box on the employee's
record. As director's NIC is normally calculated on a cumulative value through the tax year,
the calculations are done on a pro-rata basis. For example, if an employee changes to a
director half way through the year, the NIC is calculated using half of the annual NI
bandwidth.
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Include Historical - Include / Exclude Leavers e

Notes
To allow users access to historical leavers information, this button has been Egr\f&fjem 3
added onto the main Processing form. This will default to ‘Include Historical’. overpayment of //
Historical leavers will not be included in the day-to-day processing unless Student
specifically required. Whenever there is a requirement to access History for a el
leaver this button should be depressed. Users will be able to view history and print We recommend following

HMRC guidance which can

stored payslip images. Once activated, the button will display ‘Exclude Historical’. AR et

link;
Historical leaver’s are employees which have previously left (‘D’ type), and at the http://www.hmre.gov.uk/stud
. . . W ents/overpay student loan
year end are converted into historical employees (‘H’ type). 6 2 htm

Student Loans : Overpaying
my student loan

Student loan repayments are
due when your income rises
above the starting limit

3.2.2 Employee Entries — Details & Bank

If this employee is to be paid by another method other than cash or cheque then (threshold) of £15,795 a year
the product will require entry of their bank details. These settings can be revisited (£1,316 a month or £303 a
from the Action menu selecting the Details and Bank (F5) command: weeld. Jhe amount you wil
rom the Action menu selecting the Details a ank (F5) command: pay is 9 per cent of your
income over and above the
starting limit.
6 Details & Bank : 2001 - Laura Quigley B If you have repaid too much
pr————— | towards your student loan you
can contact the Student
Bank Sort Code : 20-45-77 |Z| Barclays Bank Loans Company (SLC) at the
Account Number 11982743 Kettering Branch end of the tax year (5 Apnl)
and they will explain the
Payee : L QUIGLEY . E a
circumstances in which you
B/soc Roll Number - may be able to claim it back.
Bank Reference : 540958 If you think you're paying
SCON too much now
Address : 12 Laurel Road Current : If you have repaid your loan in
Kettering full but you are still making
repayments through your pay,
Northants you should contact the
Student Loans Company
(SLC) for advice on 0845
0738 891.
Postcode : NIN16 5FH [C] student Loan If your employer has made a
. d : .
Country : (=] - pecezse mistake in your student loan
S . deductions in this tax year you
Employes LEL : 000 should in the first instance
) Employee UEL : 0.00 speak to your employer. They
Add/Edit Bank should be able to resolve the
action ~ | (&) ol situation and if necessary

repay any over deductions
direct to you. They can also

collect any under deductions

directly from you, but if your

EELSS employer cannot help, you

e, enquires for advice.

Bank Sort Code The employee's bank account sort code. You can select from a list. You
must select a sort code if the employee is paid by Autopay BACS or
BOBS. Sort codes are defined using the Bank Details command on the
Maintenance menu.

If you think you paid too much
last year

If you made repayments even
though you earned less than

Note: You can add another bank to the employee record using the the threshold limit you should
Add/Edit Bank command on the Action menu. contact the SLC on 0845
0738 891 for advice. They will
Account Number The employee's bank account number. need to know full details of
your income and deductions,
Payee The employee's bank account name. This is the name of the employee's which can be found on your
bank account (as printed on the employee's cheque book). P60 certificate.

You should at all times keep
all of your payslips and any
P60s to make sure you know
what student loan deduction
amounts have been made.

The system will default to the employee’s initials and surname but may
be changed if desired. This is the name that will appear on Cheques,
Giro, Autopay or BACS/BOBS list if the employee payment method is
one of these.

B/Soc Roll Number The roll number of the employee’s account with the building society. If your employer made a
. . . - . . mistake in the amount it
Where an employee is paid by BOBS into a building society which does deducted from your wages,
not have full BACS clearing facilities, you must record the building society you can contact us - specific
name in the account field and the employee's account roll number here. enquires and we will then

arrange to make a
repayment to vou.

© Pegasus Training Services Page 105


http://www.hmrc.gov.uk/students/overpay_student_loan_6_2.htm
http://www.hmrc.gov.uk/students/overpay_student_loan_6_2.htm
http://www.hmrc.gov.uk/students/overpay_student_loan_6_2.htm

Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

Bank Reference The bank or building society reference allocated to the payee. Payees |
paid by NW Autopay require a 4-digit reference which is written to the Notes
output file.

BOBS BDC Code If you are using BOBS as a method of payment the system will enter the

customer number automatically, as specified in Set Options of the group
that this employee is attached to.

Address The employee's address using up to five boxes of 30 characters. The
address is printed on P14s/P60s.

Although these address details may be left blank, the product will issue
a prompt, specifying that an address should normally be entered.

HMRC requires that at least two address lines must be entered for each
employee for Real Time Information submissions. This applies if the
employee lives in the UK or overseas.

Address details are part of RTI submissions in certain circumstances
(new starter, missing NI #s etc)

Postcode The employee's post code.

Post codes are not mandatory for Real Time Information submissions but
will be included if they are valid UK codes. If the post code is not a valid
UK code it will not be included in an Employer Alignment Submission or
Full Payment Submission (if the FPS is used for alignment).

Note - Employees living overseas: If the employee lives overseas then
you can still enter their overseas post code here but it will not be
included in the Real Time Information submission because it will not be
a valid UK post code.

Country The country of residence is mandatory only for employees who live
outside of the United Kingdom who are enrolled in a National
Employment Savings Trust pension scheme. If the employee lives in the
UK the country will automatically be set to 'United Kingdom' in the NEST
submission file.

What's NEST?

The National Employment Savings Trust is a government established
pension scheme for all earners. NEST has a public service obligation so
must accept any employer. NEST is one of a number of new or existing
pension schemes that employers can choose to fulfil their new duties.
These pension schemes are regulated using the same principles as
every other scheme.

Always refer to the NEST website at www.nestpensions.org.uk for the
latest details about NEST pensions. There are a number of guides,
videos and other tools available that will help with your planning.

This is currently used only if you maintain National Employment Savings
Trust pensions in Opera. NEST pensions can be maintained in Opera if
these options are selected on the Options Page 2 tab on the Payroll -
Utilities - Set Options form:

- Use Advanced Pension Processing

- Use Auto Enrolment Processing

and these have been set up on the Payroll - Maintenance menu:
- Pension Groups

- Pension Payment Sources

- Pension schemes (with a provider of ‘NEST").

Employee LEL The employee's lower earnings limit for pension calculations. This is used
for the employee's and employer's pension calculations. If you make no
entry here, the limits on the Set Options form are used instead. If they are
zero, the limits on the NI tables are used.

Employee UEL The employee's upper earnings limit for pension calculations. This is
used for the employee's and employer's pension calculations. If you
make no entry here, the limits on the Set Options form are used instead.
If they are zero, the limits on the NI tables are used

Tip: If the Use Advanced Pension Processing option on the Payroll -
Utilities - Set Options form is selected, the employee can be allocated
a pension scheme which includes a cap for pension calculations. See
the Pension Scheme Help topic for more information.
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SCON

Scheme Contracted out Numbers are mandatory for employees in
Contracted Out Salary Related (COSR) pension schemes. If employees
in COSR schemes do not have SCON numbers recorded on their payroll
record then their Full Payment Submission will fail. This affects
employees with NI Category letters D, E, |, K or L.

Note: SCON numbers were assigned to employers by HMRC to
maintain Contracted Out Money Purchase (COMP) schemes. These
numbers are currently included on P14 (End of Year Summaries)
generated in Opera for employees whose NI category letter is F,G or S.
After the 2011-12 year-end, these numbers will no longer be included on
P14 returns or any other HMRC returns.

In Opera, SCON numbers are also used for employees who are
members of Contracted Out Salary Related (COSR) schemes, so these
numbers can still be entered for employees in these schemes after the
2011-12 year-end. The SCON numbers for COSRs are not included on
any HMRC returns; they are only used for memo purposes in Payroll.

Student Loan

An option that determines whether the employee is eligible for student
loan repayment calculations.

Employers need to make student loan deductions if the employee's total
pay exceeds the student loan threshold and any of the following apply:

e A new employee gives them a P45 with a Y in box 5 'Student
Loan deductions to continue'

e A new employee gives them a P46 with an entry in box D for
Student Loans

. HMRC sends them a Start Notice form SL1.

From 6 April 2012 the £15,000 repayment threshold will rise to £15,795. In future
years the threshold is expected to rise annually using the Retail Price Index (RPI).

HM Revenue & Customs (HMRC) sends them a Start Notice form
SL1 and the employee's total pay exceeds the student loan
threshold. Setting this flag on will immediately introduce the Student
Loan deduction profile to the employee and calculate deductions based
on the current loan repayment percentage and threshold

Deceased

This information is included on the P45 leavers
report. A message is displayed when this box is
selected that reminds you of the importance of
ensuring that the correct NI code is used. No NICs
are due on the earnings of an employee who dies
before payment is made but PAYE must still be
paid.

[S=X)

\-.I This option is used for the submission of the employee's P45 (Part 1).

Ordinarily no NICs are due on the earnings of an employee
who dies before payment is made; please ensure the employee's
NI Code is set appropriately befere running the Calculation,
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3.2.2.1 Additional Information

These details are included in Real Time Information submissions where relevant.
Enter the number of normal weekly hours worked and the passport number, and
select the options that are relevant for the individual concerned.

% Details & Bznk: 1001 - Richard Godson (=]

Details & Bank | Additional Information

MNumber of Normal
Hours Worked : 0.00

Passport Mumber :

[ 1rreqular Employment Payment Pattern

[T unpaid Absence

[]Pension Payment to a Mon Individual

[|Employee is being paid an Occupational Pension or Annuity

[|Employes is flexibly accessing their pension
Late PAYE
Reporting Reason : |Z| Mot Applicable

Pegasus Web Exchange
PWX Department :
Web payslips & P60s

E-mail payslips & PE0s
E-mail payslips & PE0s

Work e-mail : richard.godson @pegasus. co.ud

Use to send payslips Use to send password

Home e-mail :
- Use to send payslips Use to send password
Password : ~ wEEwsEss
Add/Edit Bank Confirmation date : | 20/02/2015 E]
Cancel Aiction ~ @

Box Description

Number of Normal The approximate number of hours worked in a week.

Hours Worked
The number of bands used by HMRC in the 2014-15 tax year for the number
of normal hours worked will increase from four to five. This information is
included in the Full Payment Submission for each pay period.

2013-14 2014-15

A [Upto 15.99 hours A Up to 15.99 hours

B |16 —29.99 hours B 16 — 23.99 hours

C |30 hours or more C | 24 —29.99 hours

D |Other D | 30 hours or more
E |Other

The employee will be aligned with one of the relevant HMRC bands when their
details are included in a Full Payment Submission. If the number of hours
worked is either left as blank or entered as zero, the normal hours worked will
be set to 'other' in the Full Payment Submission.

Note: If this box is set to zero the employee's number of hours worked will be
set to 'Other'.

Passport Number 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.
Irregular Payments paid on an irregular basis, for example a seasonal worker or
Employment someone on maternity leave or long term unpaid absence for three or more
Payment Pattern months.

Q: Can we =

provide HMRC \
with actual /
hours worked? 7]

In fact, how will hours for
employees on contract
lengths of 34 weeks, 45.9
weeks, and 49 weeks be
reported?

No. HMRC require that hour
data is submitted by bands.

Enter one of the following
four bandings that is most
appropriate to your
employee, based on the
number of hours you expect
them to normally work in a
week:

a. Up to 15.99 hours
b. 16 - 29.99 hours
c. 30 hours or more
d. Other

If your employee is on paid
leave - for example annual
leave or sick leave - please
report the normal hours
worked. If you consider a, b
or ¢ are not appropriate then
enter d ‘other'.

Opera will provide a normal
number of hours worked field
that can be set at employee
level; the idea is that the
employer provides the actual
normal hours worked per
week (e.g. 37.50) as opposed
to providing the associated
HMRC A/B/C/D banding.
Then, when the FPS is
produced by Opera the FPS
will automatically derive the
associated banding based on
the normal number of hours
worked entered for the
employee (Note: if normal
number of hours worked is
left blank/zero then Opera will
apply band D in the FPS).
The reason for this approach
is twofold:

1. The employer simply enters
the normal number of hours
worked as opposed to having
to sort out which band the
employee falls in (i.e.
ensuring they select the
correct band); dealing with
normal number of hours
worked (as opposed to
bands) in the user interface
seems an easier approach
for the employer.

2. By capturing normal number
of hours worked also
provides some flexibility
going forward e.g. if HMRC
ever decided to change the
bands, or even introduce
additional ones, then it
should mean the employer
does not have to go through
their employees and reset
the normal number of hours
worked fields in Opera i.e.
the production of the FPS
would be changed to apply
the updated bands
accordingly.
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Unpaid Absence

Pension Payment
to a Non Individual

Employee is being
paid an
Occupational
Pension or Annuity

Employee is
flexibly accessing
their pension

Late PAYE
Reporting Reason

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

Payments are made to a body, such as personal representative, trustee or
corporate organisation, for example a third party or non-individual.

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

The Taxation of Pensions Bill published in October 2014 makes it possible for
people aged 55 and over to withdraw either some or all of their pension funds
(sometimes known as flexible drawdown). Select this option to include an
indicator in the next Full Payment Submission sent to HMRC that this
individual has drawn some of their pension.

Note: You should check whether HMRC needs this in every FPS submitted
after the individual has drawn some of their pension. If this isn't needed then
clear this option in the next pay period.

Note: This applies from the 2014-15 tax year.

You must submit your Full Payment Submission on or before each pay day. If
the FPS is not sent in time a 'Late PAYE reporting reason' must be included in
the FPS when it is sent. HMRC will use the reason supplied to prevent
messages and penalties being issued where they should not be.

The permitted reasons are:
e A (Notional payment: Payment to Expat by third party or overseas
employer)
e B (Notional payment: Employment related security)
e  C (Notional payment: Other)
e D (Payment subject to Class 1 NICs but P11D/P9D for tax)
e  E (Micro Employer using temporary "on or before" relaxation)
e  F (No working sheet required; Impractical to report)
e G (Reasonable excuse)

e  H (Correction to earlier submission). Automatically assigned if the
EE is marked as a D type leaver.

This can be set for individual employees if necessary, or for all employees
included in an FPS.

To update individual employee records, tick the Late PAYE Reporting Reason
box on the Additional Info tab of the Payroll - Processing - Details & Bank form
for those employees. Then choose the relevant reason from the list. When the
FPS is sent the late reporting reason will be included for those employees
only.

To use the late reporting reason for all employees in the selected payroll
groups, tick the Specify a late PAYE reporting reason box on the Payroll - RTI
Submissions - Full Payment Submission form. Then choose the relevant
reason from the list. When the FPS is sent the late reporting reason will be
included for all employees. Any reason selected for an individual employee will
override what is selected here.

Note: Any late reporting reason used will be cleared by the Payroll - Utilities -
Update command, which completes a pay period ready for the next pay
period.

Pensions

draw-down &
(optional

15/16,

mandatory

16/17).

Is this a new field on
the FPS, and if it is,
does it (can it) only
apply if data item 145
is selected (i.e. occ.
pen/annuity)? i.e.
what are the
validation rules of
this new field?

There is a new field for
2015-16 called
<FlexiblyAccessingPension
Rights>. This is a “yes” type
field so should only be
present when this applies.
There are no cross-field
validations so it is not
dependent on other fields

being present.

Note: Most employers will operate the new Real Time Information PAYE processes from
April 2013, with all employers doing so by October 2013. HMRC also refer to Real Time
Information as ‘RTI’ and ‘Operating PAYE in real time".

Note: All employers must operate their PAYE schemes in real time.

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
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Payroll Self Service Notes

Payroll Self Service is the first Pegasus Web Xchange feature which provides you with a secure and
easy way for your employees to access their payroll details in Opera 3. This integrates with the Payroll
application to allow your employees to view their details and payslips, and also change their details

without being an Opera 3 user. Depending on how Pegasus Web Xchange has been set up they can do
this at work or at home.

Using new browser based technology, Pegasus Web Xchange provides a set of services to securely

access and view Opera 3 data via a web browser. Users can log in from a range of devices using web
browsers such as Internet Explorer, Google Chrome, Mozilla Firefox and Safari.

PSS Employees working in teams can be included in Payroll Self Service Departments so that
Department their team leaders can see some of their details on the Payroll Self Service website. PSS
Departments are defined on the Payroll - Maintenance - PSS Departments form.

Note: These guides are available for Pegasus Web Xchange and Payroll Self Service:

- Pegasus Web Xchange Installation and Configuration Guide
- Payroll Self Service Setup Guide
- Payroll Self Service User Guide.

The guides are included on the Pegasus Web Xchange CD.

Web Payslip This is a read-only field that indicates that the employee will receive a payslip for viewing on
Only the Payroll Self Service website. The actual setting is updated on the Payroll Self Service
website when the employee is created as a user of the website.

Web payslips are generated by the Payroll - Payment Reports - Payslips report when the
report is run. These employees will not be included when paper payslips are created.

Number of Normal Hours Worked Passport Number
Indicate one of the following 4 bandings that is most appropriate Enter your employee’s passport number,
to your including UK or non UK passports. You
employee, based on the number of hours you expect them to enter the passport number where you have
normally work in a week: collected it as part of your checks that the
a) Up to 15.99 hrs employee is entitled to work in the UK.
b) 16-29.99 hrs http://www.businesslink.gov.uk/bdotg/actio
¢) 30 hrs or more, or n/layer?r.11=1073858787
d) Other (0 or blank denotes Other) You do not have to do this for employees
If your employee is on paid leave, for example annual leave or engaged before you join RTI.
sick leave, please report the normal hours worked.
If you consider a, b or ¢ are not appropriate then indicate d.
For occunational nension schemes indicate d) Other.

Irregular Employment

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

* casual or seasonal employees
whose employment contract
continues

» employees on maternity leave,

1 - Richard Godson EE is being paid an
Occupational Pension or
Annuity
Indicate ‘Yes' for the first and every
payment of pension or income provided
from registered pension schemes

Details & Bank | 15

Mumber of Normal
Hours Worked :

Passport Number : |

long term sick leave or leave of
absence and will not be paid for a
period of three months or more —

"] 1rreqular Employment Payment Pattern
D Unpaid Absence

D Pension Payment to a Non Individual

but you still regard them as
employees
HMRC will check if employees

|:| Employee is being paid an Occupational Pension or Annuity Why do HMRC
i 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.

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 this pay period has been

For example;
http://www.hmrc.gov.uk/tax

credits/start/claiming/incom
e-hours/work-out-hours.htm
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E-mail payslips & P60s Notes

Opera 3 includes the feature to send password-protected payslips and P60s in PDF format to |
your employees.

Pegasus Scheduler (with server-side processing)

Pegasus Scheduler creates the PDF files for payslips and P60s, password-protects them, and
then forwards them to your email server to send to your employees. This requires Pegasus
Scheduler (2.10 or later) to be installed and configured. Configuration includes entering your

email server settings on the Set Options form in Pegasus Scheduler.

Server-side processing means that the work required to do these tasks is done on your server
rather than workstation PCs. So you don't have to wait whilst these tasks are running; you can
carry on working in Opera 3 as normal.

Tip: Please see the Opera 3 Installation Guide for installation instructions. The guide is installed
with Opera 3 and also available on the

This feature is available in Opera 3

E-mail Select the E-mail payslips & P60s box for employees to receive:
gzé)(/)ssllps & e their payslips and P60s by email

e the emails that welcome them to the service
e the emails that tell them their password.

Note: Payslips are generated from the Payroll - Payment Reports - Payslips form. P60s
are generated from the Payroll - EOY/Special Reports - P60 End of Year Returns form.

Usetosend  Select the Use to send payslips boxes to use the email address for payslips and P60s.

Select the Use to send password boxes to use the email address for password
reminders.

Note: Both the work and home email addresses can be used for both payslips and
P60s, and password reminders.

Tip: To improve security, if an employee has two email addresses, use one emalil
address for the password emails, and the other for payslips and P60s.

Password The password is always saved in an encrypted format. To change it, select Change
Password from the Action menu.

Tip: If you want to restrict the ability to change passwords to certain users, change the
access to the menu item using the System - Maintenance - User Profiles form.

Confirmation  Payslips and P60s can be sent by email only if a confirmation date has been entered.
date However, all employees with email details set up on this form can receive welcome
emails and password emails, even if a confirmation date has not been entered.

NB: No Confirmation date no Payslip or P60s but will get Welcome and Password

E-mails. Can be populated Manually, Import and/or Global Form. HES IO SIS,
Initial Passwords for EEs
are randomly generated by
the UDS following the

v2.21 Upgrade.

During a UDS, if there is
an e-mail in Personnel and
" Change Password 555 is unique then it will be
pulled across and populate
New password : both Work and Home e-
mail in Payroll.

Use the Action — Change
[T show passward Password option on

"] Generate random password Details & Bank to alter,
show and set a password.

@ oK Cancel _Passwords (current) held

in Opera database are
encrypted. Scheduler
performs the decryption to
apply the password — to
128but encryption)

Between 8-30 characters
(No Special Characters
such as %@&# etc. by
default They aren't
enforced but can be used
— same as Caps/No
Caps/Numbers/Letters)

The Payroll Administrator can change the password on request

Confirm password :
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3.2.3 Employee Entries — To-date

It may be accessed from the Action menu or alternatively F7. The Update utility
automatically inserts the information into the fields. The To-Date form is available
once the employee record has been created and allows for manual entry of

figures

if required, e.g. When the employee joins you from another place of

employment, it would be necessary to enter in the Gross Pay Previous Employer
and Tax Paid Previous Employer from the P45. Once you have created at least
one employee record, you can use the To-Date command on the Action menu
associated with the Processing form to enter the income tax year to-date figures
for each employee.

If you are creating employee records part way through the income tax year, you
must record each employees to-date values, perhaps using information from your
previous payroll system. You can maintain up to seven changes of NI code. When
entering a new employee during a tax year, you can record the history of NI code
changes on the NI To-Date Details tab. As you complete a line, a new blank line is
made available for another code change if required.

If an employee has been given a profile that flags them as having a company car,
then the facility is provided to enter the employer's Class 1A National Insurance
liability.

If you are creating employee records at the start of a new income tax year, you
only need enter values for the last eight weeks or two months pay for each
employee. This is required for statutory payments like Statutory Sick Pay.

If a new employee starts part way through your income tax year, you enter the to-
date values using the information on their P45.

In exceptional circumstances, you might need change the to-date values to
correct errors made in respect of previous pay periods.

Note: Apart from the gross pay and tax paid in previous employment, all to-date
figures are maintained automatically by the application as you carry out each
period's payroll calculations. If setting up your payroll part way through an income
tax year, you need to enter the values that apply for the current income tax year
to-date from your existing records. If you are setting up your payroll at the start of
a new income tax year, leave the to-date boxes blank.

“ To-Date: 1001 - Richard Godson

Form as in

P45 Status :
Leave Date : 1!

Final Tax Code :

Gross Pay as Shown &

2012/2013

s;l I To-Date Details ” SSP Details ‘
General Details of Previous Employment

[+] statement: | a

[[1Pas(3) Produced
[[]Pas /Expat/Pen Produced

PAYE Office No. :

Unknown
PAYE Ref. No. :

Week1Month1 EEA Week/Month Mo. @ | Week

Pay & Tax from Previous Employment as Shown on the P45 Details Provided by You
Employee will not be paid between
start date and next 5th April

EPME

Tax as Shown :

Pay & Tax from Previous Employment that Applies to the Current Tax Year Recently Bereaved

Gross Pay : 0.00 | TaxPaid: 0.00 Annual Pension :
Total Taxable Pay : 18607.68 | Total Tax Paid : 3968.80 | Total 5.5.F. : 0.00
Total Gross Pay : 21960.00 | Total Occup. Pension Paid 3074.40 | Total 5.M.P. : 0,00
Total Pensionable Pay : 21960.00 | Total Employer COMP : 243,18 | Total O.5.P.P. Birth : 0,00
Total Employee COMP : 277.92 | Total Charity Contrib. : 0.00 | Totsl O.5.P.P. Adopt : 0.00
Total Student Loan : 0.00 | Total Widows & Orphans : 0.00 | Total 5.A.P. : 0.00
Total Absent Days : 4 Total Holiday Days Taken : 0.0 Rounding B/fwd : 0,00
Total A.5.P.P. Birth : 0.00 | Totsl A.5.P.P. Adopt : 0.00
9

Printing P45 or P46 Returns or Filing them online

After you have entered P45 or P46 details on the To-Date form, you must print the returns
or create online files for Online Filing Manager to submit to HMRC via Online Services and
the Government Gateway. See the Payroll > Periodical Reports Help topic for details.

RTI and starters — &)
In particular, if you have a
P45 but the employee
hasn’t specified their
‘starter present
circumstances’ (e.g. A, B,
C) then the employer has

to do something different
than when the employee
hasn’t given you a P45:

1. You must include your
employee's employment
situation - statement A, B
or C - on your first FPS
that includes your new
employee. If you have
been unable to obtain a
statement but have the
information from your new
employee's P45 then
include statement ‘B’.
Note: the tax code to then
be used is detailed by
HMRC under
separate/existing
instructions.

2. If a new employee
hasn't provided a P45 or
given you the starter
declaration details before
their first payday, you must
still complete an FPS
including the new
employee, using as much
information as you know.
You must use tax code 0T
on a week 1/month 1 basis
if you don't have the
information above by the
time of your new
employee's first payday
and enter statement 'C' on
the FPS.

Please note: For point 2.,
Opera helps the user to do
the right thing (via prompts
and defaults), however for
point 1. it will be down to the
employer to handle it i.e.
Opera knows a P45 has
been provided, but it doesn't
know if the employee has
completed the starter
declaration details
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Box Description
Details of Previous Employment
You cannot access these fields if the employee is recorded as a type D Leaver.
P45 Status A setting that indicates whether the employee has provided a P45 from their
previous employment, or P46 details need to be provided to HMRC.
Setting Note
. =] . . o
—_— . Unknown Select this if the status is unknown at this time.
ol L e b e P P45 Select this if the employee has provided a P45.
———— Provided
m@mh’%m P46 Select this if the employee has not provided a P45 and you
— Required are at the point where you need to submit a P46 to HMRC
Lot | ot for the employee.
Important - 'Your present circumstances' box on the P46:
NB'f.” se:_to L]fnknOWH 2l - If box A or B is relevant to the employee, do not select
GelMTENIe Wi Wil [7efy the P46 Required option until their earnings for the week
up —the user is able to or month exceeds the LEL(Lower Earnings Limit used in
verify a few points which the calculation of National Insurance) , at which point the
may update the Employee employees P46 must be submitted to HMRC. Instead
differently choose the Unknown option.
- If box C is relevant to the employee, which indicates
that they have another job or receive an occupational
pension, a P46 must be submitted as soon as the
NB: If set to P46 — various employee starts work. In this situation you must choose
automated checks will be 'P46 Required' for the P45 Status
performed and an
appropriate code offered. Previous Select this if you have received confirmation of the

This is invoked only when
the system analyses the
data and then finds what
appears to be an anomly.

Pay employee's previous pay and tax from HMRC after you

Employers with 50 or more employees must instead
submit a P46 (Pen) online.

When P46(Pen) Required is selected, the Leave Date,
Final Tax Code, PAYE Office No., and PAYE Ref. No.
boxes in the General Details of Previous Employment
section are optional. However, if one of the boxes is
updated, they must all be updated.

Leave Date

The date the employee left their previous employment. You must enter a
date if the P45 Status setting is set to P45 Provided.

Final Tax Code

Enter the Final Tax Code for the employee's previous employment. You
must enter a Final Tax Code if the P45 Status setting is set to P45 Provided.

Week1/Monthl

Select if the employee's previous tax code was operated on a
Week1/Month1 basis. If this option is selected the Week/Month No, Gross
Pay and Tax Paid fields are not accessible.

Amended have submitted their P46, for example, on a P6 form. The
Gross Pay and Tax Paid fields are enabled to allow you to
enter the details. You should only update the fields if the
employee left their previous employer in the current
Income Tax year.
P46(Expat) Select this if the employee works for an overseas employer RTI - expatriate
Required and has been seconded to work in the United Kingdom. oy
. employees — &/
If an employee who works for an overseas employer is
seconded to work in the United Kingdom, form P46 (Expat) HMRC has (updated)
must be submitted to HMRC when they start work. the frequently asked
HMRC define a seconded employee as someone who is: OUESIEIE
: employers and payroll
e  Working wholly or partly in the UK for a UK employer professionals who have
on assignment whilst remaining employed by an expatriate employees
overseas employer working either in the UK
e Working wholly or partly in the UK at a recognised or overseas.
branch of their overseas employers business For further information,
o Included by an employer in a dedicated expatriate please visit :
scheme http://www.hmrc.gov.uk/
e Included by an employer in an expatriate modified rti/employerfags.htm
PAYE scheme.
P46(Pen) Select this if the employee is starting retirement and you
Required need to inform HMRC.
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P46 Statement This field is enabled if the P45 Status setting is set to either P46 Required or | oo
P46(Expat) Required.

P45 Status = P46 Required

Indicates the employee's employment status since the previous 6 April. Set
this to one of the following:

e Affitis the employees first job since the previous 6 April

e B if the employee had another job, or had received taxable
Jobseekers's allowance or Incapacity Benefit since the previous 6
April but this is no longer so

e Cif the employee has another job, or receives a state or
occupational pension.

P45 Status = P46(Expat) Required

Indicates the status of the employee's status when they have been
seconded by a overseas employer to work in the United Kingdom:

e Aifthe employee intends to live in the United Kingdom for more
than six months

o B if the employee intends to live in the United Kingdom for less
than six months

e  Cif the employee will be living abroad while they are working for
you.

P45(3) Produced An indicator that a P45(Part3) has been submitted to HMRC for a new
starter who provided you with a P45 from their previous employer.

You are reminded during the Update command if this box is not ticked but
the P45 Status box is set to P45 Provided.

P46/Expat/Pen Produced An indicator that a P46, P46(Expat), or P46(Pen) has been submitted to
HMRC for the employee. This is either for new starters who did not provide a
P45 from their previous employer, new expatriate starters who have been
seconded to you from a foreign employer, or employees who are starting
pension payments.

You are reminded during the Update command if this box is not ticked but
the P45 Status box is set to either P46 Required, P46(Expat) Required, or
P46(Pen) Required.

EEA/Commonwealth An indicator for citizens of the European Economic Area or Commonwealth.
You can tick the box if the P45 Status setting is set to P46(Expat) Required.

PAYE Office No Enter the PAYE Office number for the employee's previous employment.
You must enter a PAYE Office No if the P45 Status setting is set to P45
Provided.

PAYE Ref. No Enter the employee's PAYE reference number for their previous

employment. You must enter a reference if the P45 Status setting is set to
P45 Provided.

Week/Month No Enter the employee's last week or month with their previous employer.

Pay & Tax from Previous Employment as Shown on the P45

Gross Pay as Shown The gross pay as shown in the Total pay to date box on the employee's P45
whether the employee left in the current Income Tax year or an earlier
Income Tax Year. This information is required for tax calculations.

Tax as Shown The tax as shown in the Total tax to date box on the employee's P45
whether the employee left in the current Income Tax year or an earlier
Income Tax Year. Ifthe employee was previously on a Week1/Month 1
basis then these details will not be required until a Notice of Coding is
received from the HMRC. This information is required for tax calculations.
Any tax paid from previous and this employment must be shown on the
P14/P60 End of Year return as separate items.

Pay & Tax from Previous Employment that Applies to the Current Tax Year

Gross Pay The gross pay from the employee's previous employment in the current
Income Tax year. This field updated from the Gross Pay as Shown field if the
employee left their previous employer in the current Income tax year. It is
disabled unless you selected 'Previous Pay Amended' in the P45 Status field.
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Tax Paid

The tax paid from the employee's previous employment in the current
Income Tax year. The field is disabled if the Leave Date falls in an earlier
Income Tax year.

Important: It is the new employers responsibility to confirm the figure in the
Total tax to date box on the employee's P45 is correct. They must then
update the Tax Paid field with the correct figure, which may be the same
figure in the Total tax to date box if it is correct, or another figure if it is
wrong.

Tip: To check whether the Income Tax figure is correct, use the PAYE Tax
Calculator on the Employer CD-ROM provided by HMRC in the Employers
Pack. Alternatively use the PAYE Tax Calculator in the Employer's section
of the HMRC web site.

These scenarios illustrate how a new employer should update the To-Date form with P45 details if a new
employee left their previous employer in the current Income Tax year, or in an earlier Income Tax year.

Scenario A: The employee left their previous employer in the current Income Tax year. The Total tax to date

figure on the P45 is correct.

#® To-Date : 3001 - Keith Harris

To-Date Details |MI To-Date Details | S5P Details |

eneral Details of Previous Emplovment

Employee

|P45 Provided 'I

P46 Statement IF\ 'l

PAYE Office Mo, @ | 753

leaves in
the current

I 28/04 2008 _l

PAYE Ref. Mo, I ;
B e L Total tax

Tax year |256L

[~ weeklfMonthl WeekiManth Mo, : to date’

Previous Employment a5 Shown an the P45

Gross Pay as Shown | I 15591.00 Tax as Shown

—P45(3) DefEer b

from the
| 2735.99

Total

Previous Employment Ehat applies to the Current Tax Year

I 15591.00 Tax Paid :

employer
confirms

I 2735.99
the Total

pay to

Pay : I_
I_
P45

Total Employee COMP I

Tokal Student Loan I
Total Absent Days ; I

0| II
tax to

= | The P45 is for the current kax wear, | date af'd
\ll) enters it
Waou must ensure the Gross Pay as Shown and Tax as Shown Figlds here.
are copied From the Total pay ko date and Taokal tax to date on the P45,

You must also check the Total kax o date on the P45 is correct
and update the Tax Paid field with the carrect figure.

Please see the Opera IT Help For further details,

(o4 Cancel

Scenario B: The employee left their previous employer in the current Income Tax year. The Total tax to date
figure on the P45 is incorrect.
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® To-Date : 3001 - Keith Harris x|
To-Date Details |m1 To-Date Details | S5P Details | Notes
—General Details of Previous Employment ———————— ||| T
Employee IF‘45 Provided vI P4 Skatement : IA "l PAYE Office Mo, ;| 753
leaves in A
|28,|'D4,|'2008 | PavE Ref, Mo, : 1G9 |
the current tz";::;.ax
i Tax year o 8
e |256L [~ weekl/mMaonthi WeekiMonth No s f
— Pay & Tax From Previous Employment as Shown on the P45 —P45({3} Detg
Gross Pay as Shown I 15591.00 | Tax as Shown : I 723599
O mployee nok d
gerPrevious Employment that Applies to the Current Tax Year istart dake and
employer
I 2735.99 calculates
the correct
il tax figure
and enters
\ij) | The P45 is For the current bax vear. | it here.
ou must ensure the Gross Pay as Shown and Tax as Shown Fields —
onable Pay : I are copied from the Total pay ko date and Total tax to date on the P45, I 0.00
. I ‘aou must also check the Tokal kax bo date on the P45 is correct I
Total Employes COMP : and update the Tax Paid Field with the correct Figure. n.oo
Total Student Loan : I Please see the Opera II Help For Further details, I 8.00
Total Absent Davs I I 0.00
oK | Cancel |
Scenario C: The employee left their previous employer in an earlier Income Tax year.
® To-Date : 3001 - Keith Harris x|
To-Date Details |u1 To-Date Details | S5P Details |
eneral Details of Previous Emplovment
Employee P45 Provided 'l P46 Statement IF\ 'I PAYE Office Mo, @ | 753
leaves in 28/03/2008 | PAYEReF. Mo : |75
a previous | tax
Tax year | 256l I~ wieeki Month tireekibonth N, | /PP
om Previous Emplovment as Showvn on the P45 —P45{3) Dek g:'%“ the
Gross Pay as Shown I 15591.00 Tax as Shown : I 7235,99
i Employee not g
—Pay & Tax from pfevious Employment that Applies to the Current Tax Year istart date and BEETEE
Gross Pay I i} Tax Paid : I i} fields
must he
Zero.
Total
ol [ CCTEE— x
date’ ~ ) . T
ohal G ay I \ll) The P45 is for a previous tax wear, 0,00
able Pay Yol must ensure the Gross Pay as Shown and Tax as Shown Fields 0.00
are copied from the Total pay to date and Total bax bo date on the P45,
ee COMP @ I 0.00
Please see the Opera II Help For Further details.
Tokal Skudent Loan I 0.00
Total Absent Days I 0.00
[o]4 Cancel
Details Provided by You
Employee will not be paid Select if the employee will not be paid by the new employer between the
between start date and next 5th  start date and the next 5 April. This is included on the P45 (3) report and the
April P45(3) submission if the report is sent to HMRC via Online Filing Manager.
EPM6 Select to indicate that the employer operates an Employment Procedures
Manual appendix 6 (EPM6) modified PAYE scheme. These are modified
PAYE schemes that employers of expatriate employees can apply to HMRC
© Pegasus Training Services Page 116


javascript:kadovTextPopup(this)
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Periodical_Reports.htm#P45(3)

Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

Recently Bereaved

Annual Pension

to operate.

Note: This field is enabled if the P45 Status box is set to P46(Expat)
Required.

Select to indicate a pension is being paid because someone's spouse or civil
partner has recently died.

Note: Only relevant if the P45 Status box is set to P46(Pen) Required.

Select to give HMRC an indication what the employees likely pension
amount will be for the year.

Note: Only relevant if the P45 Status box is set to P46(Pen) Required.

Details of Current Tax Year (including any Previous Employment)

Total Taxable Pay
Total Tax Paid

Total Gross Pay

Total Pensionable Pay
Total Occup. Pension Paid

Total Employee COMP
Total Employer COMP

Total SSP
Total SMP

Total Widows & Orphans

Total Student Loan

The total value of taxable pay and tax paid. For new employees, this
information is provided on the P45. If you are setting up your payroll part
way through the income tax year and the employee joined your company in
a previous pay period, then the values you enter in the Total Taxable Pay
and Tax Paid Previous Employer boxes should be the sum of the values
taken from the P45 plus the taxable pay and tax paid in the employment with
you. That is, the values should represent the employees total taxable
earnings and tax paid for the current year, irrespective of employer. If you
are setting up your payroll at the start of a new income tax year, leave these
boxes blank.

The gross earnings to-date regardless of whether it is subject to national
insurance.

The value of pensionable pay and pension paid in the income tax year to-
date. These values must apply to the income tax year to-date, not the
pension year to-date which may be different. If they are different, the
pension year to-date values are accumulated on the employees pay record
and can be cleared at the end of the pension year using the Zeroise
Balances command on the EOY/Special Reports menu. The values entered
here relate to occupational pension schemes. If you are setting up your
payroll at the start of a new income tax year, leave these boxes blank.

Total Occup. Pension Paid : This field is used to hold
superannuation/occupational pension scheme contributions, as needed for
EQY floppy disk submissions. This change applies to the product
regardless of whether ‘Use Advanced Pension Processing’ is activated, or
not.

The value of employee and employer contracted Out Money Purchase Scheme
(COMP) scheme contributions for the income tax year to-date. If you are setting up your
payroll at the start of a new income tax year, leave these boxes blank.

Note: The report produced using the Employee Record Print command on the
Reports menu shows the COMP values as values to-date since the last COMP
period cleardown and values to-date in the current tax year. For monthly payrolls,
clear the COMP values each time you use the Update command on the Utilities
menu. For weekly payrolls, clear the COMP values when the week is the last of
the tax month. Where Advanced Pension Processing is in use, COMP values are
cleared during the Update by selecting the required pension scheme. This will
provide the values you need to report to the pensions company.

The total values for SSP (Statutory Sick Pay) and SMP (Statutory Maternity
Pay) for the income tax year to-date. If you are setting up your payroll at the
start of a new income tax year, leave these boxes blank.

The total value for an employees contribution to widows and orphans, or a
life assurance fund, during the Income Tax year. This figure applies where
an employee is legally obliged to pay such contributions, which qualify for
tax relief, but are not authorized under net pay arrangements for tax relief.

The total contribution is printed on the P14 report, as well as being included
in the end-of-year report on disk and Internet Service for PAYE files.

If you need to record such a value, you can enter it at any time prior to
producing the end-of-year returns.

The total value of any student loan deductions taken for the income tax year
to-date. If you are setting up your payroll at the start of a new income tax
year, leave this box blank.

Note: Contracted  out
Money Purchase (COMP)
occupational pension
schemes that operate on a
defined contribution basis
will be abolished from 6
April 2012. This affects NI
category codes F, G and S,
which are used for
employees' in COMP
schemes and Appropriate
Personal Pension (APP)
schemes for directors.
These pension schemes
and the NI codes F, G and
S will be invalid from 6 April
2012.
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Total Charity Contrib. The total value of charity contributions deducted from the employees pay for
the income tax year to-date in respect of donations to officially approved | e
charities. If you are setting up your payroll at the start of a new income tax Notes
year, leave this box blank. |

Rounding B/Fwd For cash-paid employees only, the balance owed by the employee as a
result of any rounding on the pay for coinage purposes. The application
ensures that the final rounding balance is deducted from an employee who
is leaving in the current period, when you use the Calculation command.

Total Absent Days The number of days absence recorded for the employee in the current
income tax year to-date. These should be non-SSP absence days. This
figure may also be viewed on the main processing screen.

Total Holiday Days Taken The number of days holiday recorded for the employee in the income tax or
holiday year to-date.

The number of days holiday recorded for the employee.

If the employee took holiday in the current pay period - and the days were
entered on the Payroll - Processing - Holiday form, those days are added
here when the Payroll - Utilities - Update command is run at the end of the
pay period. You can also enter the number of days manually.

Important: You must clear this box at the end of your company's working
year. Opera does not clear it when the Payroll - EOY/Special Reports - End
of Year Cleardown command because your company's working year may
not be the same as the tax year.

Total O.S.P.P. Birth The value of any Ordinary Statutory Paternity Pay (Birth) for the income tax
year to-date. If you are setting up your payroll at the start of a new income
tax year, leave this box blank.

Total O.S.P.P. Adopt The value of any Ordinary Statutory Paternity Pay (Adoption) for the income
tax year to-date. If you are setting up your payroll at the start of a new
income tax year, leave this box blank.

Total S.A.P. The value of any Statutory Adoption Pay for the income tax year to-date. If
you are setting up your payroll at the start of a new income tax year, leave
this box blank.

Total A.S.P.P. Birth The value of any Additional Statutory Paternity Pay (Birth) for the income
tax year to-date. If you are setting up your payroll at the start of a new
income tax year, leave this box blank.

Note - Additional Statutory Paternity Pay: Payments of Additional Statutory
Paternity Pay are effective from 3 April 2011. From that date the existing
Statutory Paternity Pay is also being renamed to Ordinary Statutory
Paternity Pay. The abbreviations SPP and OSPP displayed in the product
both refer to Ordinary Statutory Paternity Pay.

Total A.S.P.P. Adopt The value of any Additional Statutory Paternity Pay (Adoption) for the
income tax year to-date. If you are setting up your payroll at the start of a
new income tax year, leave this box blank.
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3.2.3.1 To-Date Details tab (2013-14 tax year)

This form applies to the 2013-14 tax year if the Use Real Time Information option
on the Payroll - Utilities - Set Options form is switched on. The details recorded
are included in the Real Time Information submissions. Most employers will operate
the new Real Time Information PAYE processes from April 2013, with all employers doing
so by October 2013. HMRC also refer to Real Time Information as ‘RTI’ and ‘Operating
PAYE in real time’.

& To-Date: 1001 - Richard Gedson (=23

'} | NI To-Date Details || S5P Details |

Starter Details
Status : | Unknown |Z| Present Circumstances : | A -Employee's first job since last 6th April
EEA [7]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
To-Date Totals
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 Net 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 ASPP Birth : 0.00 ASPP Adopt : 0.00

Rounding B/ffwd : 0.00

Tip: See the HMRC web site for more details of the information that must be
included on the various Real Time Information submissions.

Box Description |

Status A setting that indicates whether the employee has been provided with a P45
form, from their previous employment, or P46 details need to be provided to HMRC.

You can choose one of these settings:

e P45 Provided - Select this if the employee has provided you a P45 from
their previous employer. If this is selected you must also choose an option
in the Present Circumstances box. The Gross Pay and Tax Paid boxes for
the previous employment in the current tax year are also enabled so that
these details can be entered.

e No P45 Provided - Select this if the employee has not provided you a P45
from their previous employer. If this is selected you must also choose an
option in the Present Circumstances box. The Gross Pay and Tax Paid
boxes for the previous employment in the current tax year are disabled
because these details have not been provided by the employee.

e  Prev. Pay & Tax Amended - Select this if the employee has not provided
you a P45 from their previous employer. If this is selected the Present
Circumstances box is disabled but the existing selection is retained as a
record of the setting when the employee started. The Gross Pay and Tax
Paid boxes for the previous employment in the current tax year are also
enabled so that these details can be entered.

e Expat - Select this if the employee works for an overseas employer and has
been seconded to work in the United Kingdom. The Gross Pay and Tax
Paid boxes for the previous employment in the current tax year are disabled
because these details are not relevant for the employee.
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Status... If this is selected you must also choose one of these options in the Present |
Circumstances box to record the employee's residency intentions: Notes

o Intendto live in the UK for 183 days or more |
o Intend to live in the UK less than 183 days
o  Will be living abroad.

e Pension Recipient - Select this if the employee has not provided you a P45
from their previous employer. If this is selected the Recently Bereaved and
Annual Pension boxes are enabled so these details can be recorded if
relevant. The Gross Pay and Tax Paid boxes for the previous employment
in the current tax year are also enabled so that these details can be
entered.

EEA An indicator for citizens of the European Economic Area (EEA). The box is only
enabled if the Status box is set to Expat. If an employee is sent to work by their
employer in a country in the EEA, and they have a valid form E101 issued by that
country, then they are exempt from paying NICs in the UK.

EPM6 Select to indicate that the employer operates an Employment Procedures Manual
appendix 6 (EPM6) modified PAYE scheme. These are modified PAYE schemes that
employers of expatriate employees can apply to HMRC to operate.

Note: This box is relevant only if the Status box is set to 'Expat'.

Present Indicates the employee's employment circumstance since the previous 6 April. This
Circumstances box is enabled if the Status box is set to 'P45 Provided', 'No P45 Provided' or 'Expat'.

Set this to one of the following:
o 'A'ifthis is the employee's first job since the previous 6 April
. 'B' if this is the employee's only job

. 'C' if the employee has another job, or receives a state or occupational
pension.

For expatriate employees:
. 'Intend to live in the UK for 183 days or more'
e ‘Intend to live in the UK less than 183 days'
e ‘Wil be living abroad'.

Note: You must select 'A’, 'B', or 'C' for each employee, regardless of whether or not
they received a P45.

Employee's First An indicator that the employee's first FPS has been submitted. It is selected for the
FPS Already employee when the Payroll - Utilities - Update command is run for the period in which
Submitted the first Full Payment Submission (FPS) is submitted.

Important: If the new employee has already been included in a first FPS in the tax
year when the record is created, perhaps using a different software product or
manually using the HMRC web site, you must select this box manually.

Recently An indicator that the person is being paid because they are a recently bereaved
Bereaved spouse or civil partner.
Annual Pension If you start making occupational pension (including annuity) payments to an individual

and your pension scheme is registered with HMRC then the first time you pay them
you must state the full annual amount of the pension. Do not pro-rata it from the start
date.

3.2.3.2 To-Date Details tab (2014-15 tax year)

Once you have created at least one employee record, you can use the To-Date
command on the Action menu associated with the Processing form to enter the
income tax year to-date figures for each employee.

e If you are creating employee records part way through the income tax year, you
must record each employees to-date values, perhaps using information from your
previous payroll system. You can maintain up to seven changes of NI code. When
entering a new employee during a tax year, you can record the history of NI code
changes on the NI To-Date Details tab. As you complete a line, a new blank line
is made available for another code change if required.

e If you are creating employee records at the start of a new income tax year, you
only need enter values for the last eight weeks or two months pay for each
employee. This is required for statutory payments like Statutory Sick Pay,
Statutory Maternity Pay, and Statutory Adoption Pay.
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e If a new employee starts part way through your income tax year, you enter the to-
date values using the information on their P45.

e In exceptional circumstances, you might need change the to-date values to
correct errors made in respect of previous pay periods.

Note: Apart from the gross pay and tax paid in previous employment, all to-date
figures are maintained automatically by the application as you carry out each
period's payroll calculations. If setting up your payroll part way through an income
tax year, you need to enter the values that apply for the current income tax year
to-date from your existing records. If you are setting up your payroll at the start of
a new income tax year, leave the to-date boxes blank.

To-Date Details tab
Tip: See the HMRC web site for more details of the information that must be

included on the various Real Time Information submissions.

“ To-Date : 4001 - Joan Elsworth =]

{To-Bale Delai! | i To-Date Detais || S5P Detais |

Starter Details
Status @ | Unknown

Gross Pay @

To-Date Totals
Taxable Pay :

Gross Pay @
Pensionable Pay :
Student Loan :
Total Absent Days :

Holiday Days Taken :

EPM& Recently Bereaved

Pay & Tax from Previous Employment that applies to the Current Tax Year

1 Taxable Benefits : 0.00 SAP 0.00

0.0 ASPP Birth : 0.00 ASPP Adopt : 0.00

E Present Circumstances : | A - Employee’s first job since last 6th April

Starter details already sent to HMRC
Annual Pension :

0.00 Tax Paid : 0.00

0.00 Tax Paid : 0.00 55P ¢ 0.00
Net Pay
Arrangement Pension :

Not Met Pay
Arrangement Pension :

0.00 0.00 SMP 0.00
0.00 OSPP Birth : 0.00

0.00 Charity Contributions : 0.00 OSPP Adopt 0.00

Rounding B/fwd : 0.00

Box Description |

Status

A setting that indicates whether the employee has been provided with a P45 form from
their previous employment or HMRC need to be informed that the employee did not
provide a P45.

You can choose one of these settings:

P45 Provided - Select this if the employee has provided you a P45 from their
previous employer. If this is selected you must also choose an option in the
Present Circumstances box. The Gross Pay and Tax Paid boxes for the
previous employment in the current tax year are also enabled so that these
details can be entered.

No P45 Provided - Select this if the employee has not provided you a P45
from their previous employer. If this is selected you must also choose an
option in the Present Circumstances box. The Gross Pay and Tax Paid
boxes for the previous employment in the current tax year are disabled
because these details have not been provided by the employee.

Prev. Pay & Tax Amended - Select this if the employee has not provided
you a P45 from their previous employer. If this is selected the Present
Circumstances box is disabled but the existing selection is retained as a
record of the setting when the employee started. The Gross Pay and Tax
Paid boxes for the previous employment in the current tax year are also
enabled so that these details can be entered.
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. Expat - Select this if the employee works for an overseas employer and has |
been seconded to work in the United Kingdom. The Gross Pay and Tax Paid Notes
boxes for the previous employment in the current tax year are disabled
because these details are not relevant for the employee.

If this is selected you must also choose one of these options in the Present
Circumstances box to record the employee's residency intentions:

o Intend to live in the UK for 183 days or more
o Intend to live in the UK less than 183 days
o  Will be living abroad.

e Pension Recipient - Select this if the employee has not provided you a P45
from their previous employer. If this is selected the Recently Bereaved and
Annual Pension boxes are enabled so these details can be recorded if
relevant. The Gross Pay and Tax Paid boxes for the previous employment in
the current tax year are also enabled so that these details can be entered.

EEA An indicator for citizens of the European Economic Area (EEA). The box is only
enabled if the Status box is set to Expat. If an employee is sent to work by their
employer in a country in the EEA, and they have a valid form E101 issued by that
country, then they are exempt from paying NICs in the UK.

EPM6 Select to indicate that the employer operates an Employment Procedures Manual
appendix 6 (EPM6) modified PAYE scheme. These are modified PAYE schemes that
employers of expatriate employees can apply to HMRC to operate.

Note: This box is relevant only if the Status box is set to 'Expat'.

Present Indicates the employee's employment circumstance since the previous 6 April. This
Circumstances box is enabled if the Status box is set to 'P45 Provided', 'No P45 Provided' or 'Expat'.

Set this to one of the following:
o 'A'ifthis is the employee's first job since the previous 6 April
o 'B'if this is the employee's only job

o 'C'if the employee has another job, or receives a state or occupational
pension.

For expatriate employees:
o 'Intend to live in the UK for 183 days or more'
o 'Intend to live in the UK less than 183 days'
o 'Will be living abroad'.

Note: You must select 'A', 'B', or 'C' for each employee, regardless of whether or not
they received a P45.

Starter details An indicator that an employee's starter declaration has already been included in a
already sent to previous Full Payment Submission.
HMRC

New Employees

If a new employee being created in Opera is a new starter in your business in the
current pay period (rather than an existing employee who is being added in Opera)
then this option must not be selected so that their starter declaration details are
included in their first FPS.

Existing Employees

If you are creating a new employee record in Opera for someone who is not a new
starter, that is they are an existing employee of yours (perhaps you used a different
payroll product previously) then this option must be selected to prevent the employee's
starter declaration from being included in their FPS created in Opera. You should also
set the Starter Details option to ‘Prev. Pay & Tax Amended'.

Note: This option is selected automatically for a new starter when the Payroll - Utilities
- Update command is run at the end of the pay period in which the first Full Payment
Submission (FPS) is submitted.

Recently An indicator that the person is being paid because they are a recently bereaved
Bereaved spouse or civil partner.
Annual Pension If you start making occupational pension(including annuity) payments to an individual

and your pension scheme is registered with HMRC then the first time you pay them
you must state the full annual amount of the pension. Do not pro-rata it from the start
date.
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Pay & Tax from Previous Employment that applies to the Current Tax Year

Gross Pay

Tax Paid

To-Date Totals

Taxable Pay/Tax

Paid

Gross Pay

Pensionable Pay

Student Loan

Total Absent
Days

Holiday Days
Taken

Net Pay
Arrangement
Pension

Not Net Pay
Arrangement
Pension

Charity
Contributions

The gross pay from the employee's previous employment in the current Income Tax
year. This field updated from the Gross Pay as Shown field if the employee left their
previous employer in the current Income tax year. It is disabled unless you selected
'Previous Pay Amended' in the P45 Status field.

The tax paid from the employee's previous employment in the current Income Tax
year. The field is disabled if the Leave Date falls in an earlier Income Tax year.

Important: It is the new employers responsibility to confirm the figure in the Total tax
to date box on the employee's P45 is correct. They must then update the Tax Paid
field with the correct figure, which may be the same figure in the Total tax to date box
if it is correct, or another figure if it is wrong.

Tip: To check whether the Income Tax figure is correct, use the PAYE Tax Calculator
in the Employer's section of the HMRC web site.

The total value of taxable pay and tax paid in this tax year. For new employees, this
information is provided on the P45. If you are setting up your payroll part way through
the income tax year and the employee joined your company in a previous pay period,
then the values you enter in the Total Taxable Pay and Total Tax Paid boxes should
be the sum of the values taken from the P45 plus the taxable pay and tax paid in the
employment with you. That is, the values should represent the employees total taxable
earnings and tax paid for the current year, irrespective of employer. If you are setting
up your payroll at the start of a new income tax year, leave these boxes blank.

The gross earnings to-date regardless of whether it is subject to national insurance.

The value of pensionable pay and pension paid in the income tax year to-date. These
values must apply to the income tax year to-date, not the pension year to-date which
may be different. If they are different, the pension year to-date values are accumulated
on the employees pay record and can be cleared at the end of the pension year using
the Zeroise Balances command on the EOY/Special Reports menu. The values
entered here relate to occupational pension schemes. If you are setting up your payroll
at the start of a new income tax year, leave these boxes blank.

The total value of any student loan deductions taken for the income tax year to-date. If
you are setting up your payroll at the start of a new income tax year, leave this box
blank.

The number of days absence recorded for the employee in the current income tax year
to-date.

The number of days holiday recorded for the employee.

If the employee took holiday in the current pay period - and the days were entered on
the Payroll - Processing - Holiday form, those days are added here when the Payroll -
Utilities - Update command is run at the end of the pay period. You can also enter the
number of days manually.

Important: You must clear this box at the end of your company's working year. Opera
does not clear it when the Payroll - EQY/Special Reports - End of Year Cleardown
command because your company's working year may not be the same as the tax
year.

Pension contributions that are calculated and deducted from gross pay, meaning tax
relief is given on the deduction.

For example, if the contribution is £100, £100 will be deducted from the employee's
gross pay and paid into the pension scheme. As the contribution is taken from pay
before tax is calculated the employee is effectively been given full tax relief.

Note: The Deduct Before Tax option on the Payroll - Maintenance - Deduction Profile
must be selected for the deduction to be calculated as a 'net pay arrangement pension
deduction'.

Pension contributions that are calculated and deducted from net pay, meaning tax
relief is not given on the deduction.

Note: The Deduct Before Tax option on the Payroll - Maintenance - Deduction Profile
must not be selected for the deduction to be calculated as a 'not net pay arrangement
pension deduction'.

The total value of charity contributions deducted from the employees pay for the
income tax year to-date in respect of donations to officially approved charities. If you
are setting up your payroll at the start of a new income tax year, leave this box blank.
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A.S.P.P. Birth

SSP/SMP

O.S.P.P. Birth

0O.S.P.P. Adopt

S.AP.

A.S.P.P. Adopt

Rounding B/Fwd

The value of any Additional Statutory Paternity Pay (Birth) for the income tax year to-
date. If you are setting up your payroll at the start of a new income tax year, leave this
box blank.

The total values for SSP (Statutory Sick Pay) and SMP (Statutory Maternity Pay) for
the income tax year to-date. If you are setting up your payroll at the start of a new
income tax year, leave these boxes blank.

The value of any Statutory Paternity Pay (Birth) for the income tax year to-date. If you
are setting up your payroll at the start of a new income tax year, leave this box blank.

The value of any Statutory Paternity Pay (Adoption) for the income tax year to-date. If
you are setting up your payroll at the start of a new income tax year, leave this box
blank.

The value of any Statutory Adoption Pay for the income tax year to-date. If you are
setting up your payroll at the start of a new income tax year, leave this box blank.

The value of any Additional Statutory Paternity Pay (Adoption) for the income tax year
to-date. If you are setting up your payroll at the start of a new income tax year, leave
this box blank.

For cash-paid employees only, the balance owed by the employee as a result of any
rounding on the pay for coinage purposes. The application ensures that the final
rounding balance is deducted from an employee who is leaving in the current period,
when you use the Calculation command.
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3.2.3.3 Confirm P45 Status

This form is displayed after the Payroll - Processing - To-Date form is closed if the P45
Status box is set to Unknown. This should only be selected if the employee has not

provided a P45 and a P46, P46 (Expat) or P46 (Pen) must not yet be sent to HMRC.

' Confirm P45 Status

P45 Status set to Unknown',
If the employee has given you their P46 details but HMRC does not yet require

you to submit the P46, tick the option below and select the employee's P46
statement.

P46 details provided but not yet to be submitted to HMRC

P46 Statement :

Click QK to save the details.
Click Cancel to return to the To-Date form.

P46 details provided
but not yet to be
submitted to HMRC

Select this option if the employee has not provided a P45 and a P46 must not be sent to HMRC yet.
This is normally the case if the employee's earnings have not yet reached LELfor the week or month.

Ticking this option will ensure that the employee is set to the correct tax code if a P46 for the
employee must not yet be sent to HMRC yet, depending on the selection you make from the P46
Statement box.

Important: If this box is not ticked you must ensure that the correct tax code is used.

P46 Statement

This is enabled only if the P46 details provided but not yet to be submitted to HMRC option is
selected. In this case you must select either of the following so that the employee's tax code is set the
emergency tax code, which is held on the Payroll - Utilities - PAYE/NI/Stat. Payments form:

A - Employee's first job since last April. If this is selected the employee's tax code will be
set to the emergency tax code for the tax year on a cumulative basis. A message is displayed
to confirm this after this form is closed.

B - Now employee's only job. If this is selected the employee's tax code will be set to the
emergency tax code for the tax year on a week1l/monthl basis. A message is displayed to
confirm this after this form is closed.

Note: If box C is relevant to the employee, which indicates that they have another job or receive an
occupational pension, a P46 must be submitted as soon as the employee starts work. In this situation
you must choose P46 Required for the P45 Status box on the Payroll - Processing - To-Date. In this
situation you must choose 'P46 Required' for the P45 Status
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NI To-Date Details

& To-Date: 1001 - Richard Gedson
To-Date Details |
<--Contributions To-Date--»<—----smmmmmmeeeeeeeeee B3NNGS TO-DEE —-mmmmmmeemmmmmm e 2
Rate Ers Ees Total TolEL  LEL-PT  PT-UAP  UAP-UEL SCON  Period Dir
Flw| 229956 | 185184 | 21980.00| 265200 | 960.00 | 16410.00 | 1218.00 || S1234567N|v || 1
[=] 0.00 0.00 0.00 0.00 0.00 0.00 0.00 B
Totals:  2299.56 185184 2196000 265200  960.00 15410.00  1218.00  Entered Values
2299.55 185184 2196000 265200  960.00 15410.00  1218.00  Original Values
Difference

| Box Description

Rate A letter that indicates the national insurance rate applicable to the employee. The
command allows for the entry of values by NI letter. Use the first row for the entry
of values for the first NI rate, and the second and subsequent rows for further
changes. The last rate is always regarded as the current one. The product will
cope with up to 8 changes of NI code during any tax year.

Contributions The value of the employer's and employee's national insurance contributions for
To-Date the income tax year to-date.

Note: Because NIC rebates are deducted from NICs automatically, it is possible
to have a negative value for an employers NIC, if the rebate exceeds the
subtotal. This means you can enter a negative value, if applicable.

Earnings To- The earnings to-date are categorised under the following headings:
Date

e Total: the total earnings on which national insurance is deductible

. UAP - UEL: earnings above the Upper Accrual Point (UAP) up to and
including the Upper Earnings Level (UEL)

e ET - UAP: earnings above the Earnings Threshold (ET) up to and
including the UAP

e LEL - ET: earnings above the Lower Earnings Limit (LEL) up to and
including the Earnings Threshold

e To LEL: earnings at the Lower Earnings Level.

Note: From the 2013-14 tax year all employees earnings - even those whose
total earnings are below the Lower Earnings Limit - is recorded and displayed in
the Total boxes. Each period's earnings are included in the respective Full
Payment Submission if the Use Real Time Information box is selected on the
Payroll - Utilities - Set Options form.

SCON The SCON (scheme contracted out number) applicable to NI rates F, G and S. This must be
a SCON already identified for the employee record. Where Advanced Pension Processing is
in use, this must be a SCON from an existing pension scheme record.

Note: SCON numbers are no longer used. They were previously assigned to employers by
HMRC to maintain Contracted Out Money Purchase (COMP) schemes and Contracted Out
Salary Related (COSR) schemes.

Period The period in which the NI code became active.

Director An option that indicates whether the employee was a director during the period(s)
associated with the NI code.
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. To-Date Details W[ To-Date Details |
Director... = l
B Contributions To-Date ----— S Eatnings To-Dake -----—--------omeoee *
Rate Ers Ees Cont Qut Total Cont Out  TolLEL LEL-ET  ET-UEL SCON Petiod Dir,
[c|zll 25720 0.00 0.00 | z4000.00 |  0.00 [ 334000 510.00 | 20150,00 | I
[F=ll twss] wsaz| toeaz|  eso000| 132200 | 107s00 [ wesoo | 1is7o0 | e
[ = ooo| oo oo ooo| oo oo oo oo =l ol
SCON/NI To-Date Totals
As values are entered for the NI rates and SCON records, the program displays the WENIC totals at the
bottom of the screen. The sum of the values held on all WENIC transactions for an employee must agree
exactly with the total of the corresponding NI to-date. If values do not agree, the message appears when the
end of the table entries is reached
SSP Details

The SSP Full Details section of the SSP Details tab will only be available to those
who have activated the ‘Use Full SSP Processing’ option. It allows an employer
to indicate any previous SSP details relating to an employee from their previous
system. If there is a remaining PIW then the system can refer back to these dates
to determine whether it is a brand new or linked PIW.

3 ToDate : 1001 - Richard Godson

To-Date Detals || NI To-Date Detais | (557 De
55P Full Details General 55F Details
Stent o P1w s ) 5P Days
Period 01 : 3660,00
e
ble For thi i
Is 55P payable Far this PTW :[7] .
Waiting Days : 04
No. of Weeks 55 Paid : [
Linking Letter Start Date © B 08
05 : lm‘
Box Description
SSP Full  If the Use Full SSP Processing option is selected on Payroll > Set Options, you can enter

Details additional SSP to-date values for the following:
. the start date of the period of incapacity for work (PIW (Period of Incapacity for Work))
. the end date of the PIW
. an option to indicate whether SSP is payable within the above-stated PIW
. the number of waiting days applicable
. the number of weeks for which SSP has been paid
. the start date of a linking letter (Social Security benefit claim).

For example, the employee may have a previous linked PIW for this period of sickness, the employer can
indicate the Start of the previous PIW and the End of the previous PIW along with any Waiting Days that

have already been sat and so on. If this is the first period of sickness that the employee has sat, there is

no need to fill out these boxes as the To-Date screen is automatically maintained by the system.

SSP If the Use Full SSP Processing option is not selected on Payroll > Set Options, the
Days application uses this field to record the number of days for which SSP was paid to the
employee during the current PIW (Period of Incapacity for Work).

This is added to when an employee is paid SSP that is linked to a previous PIW. When a
new PIW is started, the to-date value is cleared down. This figure is not cleared down at the
tax year end. If you are setting up your payroll at the start of a new income tax year, enter
the number of days for which the employee has been paid SSP in their current PIW.

SSP If the Use Full SSP Processing option is not selected on Payroll > Set Options, the
Periods  application uses this field to record the employee's pay in each of the last eight payroll
periods.

Entitlement to SSP is based upon the average of an employee's pay during the previous
eight weeks for weekly-paid employees or two/three months for monthly-paid employees.
This is for the purpose of calculating SSP daily rate entitement and is based on gross
Nl'able earnings over the last eight weeks or two/three months and is used to calculate the
average earnings over these periods.
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SSP When Full SSP Processing is not in use you should enter the details of the previous periods'

Periods... . 4y When Full SSP Processing is in use, these fields are redundant. The information
required to establish average pay for SSP is built up by running the payroll for the required
eight weeks or two months. If SSP is required to be paid prior to this, there is an override
average pay facility when entering a new SSP PIW.

Remember, if this is a first period of sickness that the employee has sat, there is no need to fill out
these boxes as the To-Date screen is automatically maintained by the system.

3.2.3.4  To File P45 (Part 3) or P46 Returns Online

You can submit P45 (Part 3) returns to HMRC online for new employees who give you a
P45 when they start together with employees who started in an earlier pay period but did
not give you a P45 when they started, but receive it from their previous employer in a later
pay period.

This is perhaps best illustrated with an example.

Four new employees start their employment with you during the same pay period - employee 1,
employee 2, employee 3 and employee 4. Employees 1 and 2 give you their P45 from their previous
employer. Employees 3 and 4 have mislaid their P45s and tell you they will bring them in as soon as
they can.

You submit P45s (Part 3) for employee 1 and for employee 2. You also submit P46s for employee 3
and for employee 4. You then run your payroll as normal and close the pay period.

You then have another two new starters in the new pay period - employee 5 and employee 6. They
give you their P45 from their previous employer. Employee 3 and employee 4 also now give you their
P45s.

You now submit the P45s to HMRC for employee 5 and employee 6 - new starters in the current pay
period, with employee 3 and employee 4 - who started in the previous pay period.

Follow these instructions to submit the P45 (Part 3) or P46 returns to HMRC for new
employees who start in the current period together with those for employees who started
in an earlier period.

P45 & P46 Returns & Real Time Information

Until the end of the 2012-13 tax year a P45 has four parts (Part 1, Part 1A, Part 2 and Part
3). You send Part 1 to HMRC and give the other parts to the employee. The employee
then gives Part 2 and 3 to their new employer or to Jobcentre Plus if they are not working.
They keep Part 1A for their own records. If the employee does not have a P45, a P46 must
instead be submitted to HMRC.

Because of the introduction of Real Time Information most employers must not submit P45
and P46 returns online or on paper in the 2013-14 tax year. For most employers this will
apply from the start of the tax year. Details that were included on the P45, and also on the
P46, are included in the Full Payment Submission for Real Time Information. You must
however still give a leaver their copy of the P45 as normal.

Some employers will continue with existing PAYE practices until later in the tax year.
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To File P45s (Part 3) or P46 Returns Online

1.

Add the employees to the application using the Payroll - Processing command. These
employees are set as ‘New Starters’ in the application.

For those employee's who have provided a P45, add the details of their previous
employment to the employee's To-Date form. Then set the P45 Status box for the employee
to P45 Provided on the To-Date form, and enter the other details.

For those employees who are waiting for their P45 from their previous employer, set the P45
Status box on the To-Date form to 'P46 Required’, and enter the other details.

If a new employee started in the current pay period:

. If the employee provided a P45, create a P45 (Part 3) online file by ticking the
Include New Starters box and the File Online box on the Periodical Reports - P45
(3) New Employee form. The report picks up all the new employees’ who were set
as P45 Provided on the To-Date form.

. If the employee did not provide a P45, submit a P46 return by ticking the Include
New Starters box and the File Online box on the Periodical Reports - P46 form.
The report picks up all the new employees’ who were set as P46 Required on the
To-Date form.

If an employee who started in an earlier pay period now provides their P45:

a. Set the P45 Status box for the employee to P45 Provided on the To-Date form,
and enter the other details.

b.  Create the P45 (Part 3) online file by ticking the Include Prior Period Starters box
and the File Online box on the Periodical Reports - P45 (3) New Employee form.
The report picks up all the new employees’ who were set as P45 Provided on the
To-Date form.

Use Online Filing Manager to submit the returns to HMRC:

a. Submit the P45s (Part 3) for both the new starters in the current pay period
together with those who started in an earlier pay period.

b.  Submit the P46 for new starters in the current period who did not provide a P45
from their previous employer.

Note: P45 (Part3) returns for this pay period starters, and those for new employees in an earlier pay
period, can be submitted to HMRC at the same time by ticking both the Include New Starters box and
the Include Prior Period Starters box on the Periodical Reports - P45 (3) New Employee report. Online
Filing Manager will then pick up these employees and submit the returns together to HMRC.

3.2.35 To Record a Leaver

1.

2.

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

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.

Retrieve the employee record for the employee who is leaving, click Action and
then click Leavers.

In Leaver Flag, click to select the type of leaver:

a. For type D and L leavers, in Leave Date enter the date the employee
left. The Leave Period is updated automatically. This information is
included on the P45(1) report or online submission via Online Filing
Manager.

b. Select R to reinstate an employee who was previously set as a type D
and L leaver. If the employee is a director, you are asked if you want to
update the employee's record to calculate NI as a normal employee. For
more information, see the Help topic for the Adv option on the
employee's record.

Tip: To remove an employee from the Payroll application who was set up incorrectly,
perhaps because they never started work, select X from the Leaver Flag box. The
employee's record will be removed when the Update command is run.

5.

To store the record, click OK.

Note: If you have the Personnel application, the personnel record will be updated
and the leave date can be added to the employee’s current job record.
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3.2.3.6 To Record a Deceased Employee

You need to consider whether the employee was due wages, due to make
payments such as student loans or child support payments, or was receiving any
statutory payments etc. Earnings of an employee who dies before payment is
made are subject to normal tax rules but no National Insurance contributions are
due.

Tip: For full details of HMRC requirements for processing deceased employees,
refer to the Employer Further Guide to PAYE and NIC guide (CWG2).

Follow these steps after final calculations of the employee's payments and
deductions.

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

2. 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.

3. Retrieve the relevant employee, click Action and then click Details & Bank. The
Details & Bank form is displayed. Tick the Deceased box and click OK. A
message is displayed when this box is selected that reminds you of the
importance of ensuring that the correct NI code is used. No NICs are due on the
earnings of an employee who dies before payment is made but PAYE must still be
paid.

4. Click Action again select Leavers. In Leaver Flag, select L (Leaver this period),
enter the date the employee died and the leave period. Then click OK. You then
need to send the employee's P45 to HMRC and print the remaining parts for the
employee's personal representatives.

5. 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.

6. Click P45. 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.

7. In the Range boxes, select the employee's code. The next step depends on
whether you will submit the P45 to HMRC online (most employers must submit
P45s online) or submit it on paper:

a. To submit the P45 return to HMRC online, tick the File Online box. Click
OK and print the employee parts of the P45 (Parts 1A, 2 and 3). Then
submit the P45 to HMRC using Online Filing Manager.

b. To print all parts of the P45, untick the File Online box. Click OK and

print both the HMRC and employee parts of the P45 (Parts 1A, 2 and 3).
Then send the P45 to HMRC.
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3.2.4 Employee Entries — Payment & Deductions

Once you have created at least one employee record, you can use the Pay &
Deductions command on the Action menu associated with the Processing form to
enter the payment and deduction details for each employee. You can define which
payments and deductions are repeated for each pay period, unless overridden.
So once you have set up each employee’s payments and deductions, you only
need to make changes that are necessary on a period-by-period basis. The
application automatically calculates pay on all payments and deductions you have
chosen to repeat each period. You use the Add command on the Action menu on
the Payments & Deductions form to set up the payments and deductions for the
currently selected employee. Payments are set up on the Payments tab and
deductions on the Deductions tab.

Notes: Employee pay records are not updated with the payments and deductions
you define until you use the Calculation command.

Changes to salaried and weekly-paid employees can also be recorded in the
Personnel module. Such changes update the salary or basic pay element
numbers identified in the Salary Number and Basic Pay Number boxes on the Set
Options form in the Personnel module.

The system displays all of the employee’s default payments and deductions
based on the employee profile. A number of columns will also be displayed to
enter payment values for the employee such as permanent and temporary values.

Actions

When you click Action on the Payments & Deductions form, the following
commands are available:

Zero This Period F2

Add Ikem FS k
Calculate F&
Analysis
Cancel
Use this To
command
Zero This Clear the payment or deductions value for the current pay period. In certain
Period circumstances, the application does this automatically during the payroll

calculation procedure. For example, if you attempt to pay an employee holiday
pay who has not sufficient holiday fund, no payment is made.

Add Item Add a new payment or deduction to the employee record that does not exist on
the employee profile.

Calculate Display the results of calculating the pay for the employee this period.

Analysis Assign nominal dimensions to the employee. This only applies if you have the

Advanced Nominal Ledger or an external nominal ledger. Note that dimensions
assigned on this form apply to all payments and deductions for the currently
selected employee.
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Payments

3 Payment & Deductions : 1001 - Richard Godson |;I|E|rz|

Payments | Deductions

Perm. Yalue Temp. Yalue Units Rate Description TP T.DLL.P T.0LT.P fad
0.00 0.00 0.0000|Basic 0.00 21960,00 0.00

0.00 0.00 0.00 0.0000|Expenses 0.00 0.00 0.00
0.00 0.00 0.00 0.0000|Bonus 0.00 0.00 0.00
0.00 0.00 0.00 0.0000(5.5.P. 0.00 0.00 0.00

9 o [ oo

Box Description

Perm. Value A 'permanent’ value to be repeated each pay period. Although described as
‘permanent’, you can change it at any time. You can override it for a given pay
period by making an entry in the Temp. Value column or update it using the Global
Changes command on the EOY/Special Reports menu. An example of use for a
permanent payment is a salary.

Temp. Value A temporary value you want to use for the current period only. You can use this to
override the value in the Perm. Value box or for occasional payments, such as one-
off expenses.

Units The number of hours for the rate or, in the case of SSP (Statutory Sick Pay) /SMP
(Statutory Maternity Pay) units, the number of days. If payments are made on the
basis of the number of hours worked, you can enter the number of hours each pay
period. If the Retain Units option is selected on the Payment Profiles form for the
payment concerned, the units are retained and displayed as a default in the
subsequent periods. For example, you might want to retain a standard number of
working hours for a basic pay element, while leaving overtime elements open
without a default. Fractions of hours are treated as either minutes or decimals
according to the selection in the Hours and Minutes option on the Options Page 2
tab of the Set Options form.

Rate The rate per unit. This only applies if you have made an entry in the Units column.
Pay is calculated by multiplying the units by the rate.

Description The name of the payment profile.

T.P. This column will display the value of ‘This Period’ of the current period once a

Calculate has been run. These figures may not be accessed.

T.D.L.P The cumulative value of all payments for the profile for the pay year to-date, as at
last period. You can change the value in this box, but this should only be done
before you use the Calculation command and where you are creating a new payroll
part way through the pay year.

T.D.T.P. This column will automatically display ‘This Date This Period’ figures after a
calculation is run and may not be accessed.

Note on SMP Payments

It may be necessary to supplement the amount of Statutory Maternity Pay calculated by
the payroll software in specific circumstances. For example, if an employee qualifies for a
pay rise at any time between the start of the period used to calculate SMP and the end of
maternity leave, the amount of SMP paid needs to reflect that pay rise. If you are using full
SMP processing within the payroll (that is, you have the Use Full SMP Processing option
selected on the Options Page 2 tab of the Payroll Options form), you will need to set up
a new payment profile. Refer to the SMP Adjustments section of the SMP Details topic.

If you are not using full SMP processing with the payroll, you can simply override the
amount of SMP paid within any period.

> )

Zero This Period F2

Add Itemn F5
Calculate F&
Analysis
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Deductions

The principle of entering deductions is the same as payments except deductions
types P, X and H; these types may be entered as percentage values. To do so,
precede the value with a percentage sign (%).

3 Payment & Deductions : 1001 - Richard Godson |:|E]

Payments | Deductions |

S Perm.Value Temp.Yalue Uniks Rate Description T.P. T.DLP. T.C.T.P. »
0.00 0.00 0.0000 (Ees CoPen 0.00 878,40 0.00
0.00 0.00 0.00 0.0000|Ers CoPen 0.00 1096.00 0.00
0.00 0.00 0.00 0.0000 [A4C 0.00 2196.00 0.00

@ w [ o=

Note - forcing deductions to be taken before pension deductions: If you do not use
Advanced Pension Processing, and need a particular deduction to be calculated before a
pension deduction, that deduction's profile code must have a lower number on the Payroll -
Maintenance - Deduction Profile form than the pension's profile code. For example, if an
employer wants to contribute to a holiday fund after a deduction has been made for their
pension, if the deduction profile's code for the pension is '003', the deduction profile's code
for the holiday fund payment must be '001' or '002'". It cannot be '004' or higher. This does
not apply if you use Advanced Pension Processing, the application calculates the
payments without needing the deduction profiles to be set up in this way.

| Box Description

% Percentage deductions are applicable only to deduction types 'P', 'X', 'V' and 'H'.
Add '%' to the % column to treat the permanent value as a percentage. For a
description of these deduction types, see the Deduction Profile Help topic.

If you are using the advanced pension processing facilities and the deduction type
is P, X or V, you cannot amend this value here.

Note: Percentage deductions are always calculated on gross pay, even if the
deduction profile's Deduct Before Tax or Deduct Before NI options are selected.

Perm. Value A 'permanent’ value to be repeated each pay period. Although described as
‘permanent’, you can change it at any time. You can override it for a given pay
period by making an entry in the Temp. Value column or update it using the
Global Changes command on the EOY/Special Reports menu. An example of use
for a permanent deduction is a contribution to a union fund. If you are using the
advanced pension processing facilities and the deduction type is P, X or V, you
cannot amend this value here.

Temp. Value A temporary value you want to use for the current period only. You can use this to
override the value in the Perm. Value box or for occasional deductions, such as
the recovery of an invoice value which has been paid on the employee’s behalf.

Units The number of hours for the rate. If deductions are made on the basis of the
number of hours worked, you can enter the number of hours each pay period. If
the Retain Units option is selected on the Deduction Profiles form for the
deduction concerned, the units are retained and displayed as a default in the
subsequent periods. Fractions of hours are treated as either minutes or decimals
according to the selection in the Hours and Minutes option on the Options Page 2
tab of the Set Options form. If you are using the advanced pension processing
facilities and the deduction type is P, X or V, you cannot amend this value here.

Rate The rate per unit. This only applies if you have made an entry in the Units column.
The deduction is calculated by multiplying the units by the rate. If you are using
the advanced pension processing facilities and the deduction type is P, X or V,
you cannot amend this value here.

-t

Zero This Period  F2

Add Ttem F5
Calculate Fo
Analysis
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Net of

Description The name of the deduction profile.

T.P. This column will display the value of ‘This Period’ of the current period once a
Calculate has been run.

TD.L.P The cumulative value of all deductions for the profile for the pay year to-date, as
at last period. You can change the value in this box, but this should only be done
before you use the Calculation command and where you are creating a new
payroll part way through the pay year.

T.D.T.P. This column will automatically display ‘This Date This Period’ figures after a
calculation is run

Move to next record

During payment and deduction processing, it is also possible to move from one
employee record to another without having to close the form and select another
record. Use the 'Move to next record' to carry out this process. The Ok
command will accept any changes that have been made to the
payment/deduction form. Once used, it will return to the processing screen.

3.24.1 Pension Overrides

An override would be necessary if, for example, a refund was paid to someone
who opts out of an auto enrolment pension after making one or more
contributions. The exact override value entered is used, regardless of how the 'net
of basic rate tax' option is set on the Payroll - Maintenance - Pension Scheme
form for the pension scheme. This applies to both positive and negative values.

Net of basic rate tax

If the 'net of basic rate tax' option is selected on the pension scheme record, then
a calculated pension contribution excludes basic rate tax relief. However, if an
override value is entered in the Temp. column on the Pay & Deductions form to
override a pension contribution Opera does not deduct basic rate tax from that
value.

For example, if the basic tax rate is 20% and the total contribution to the pension
must be £100.00 (4/5 of the total contribution is paid and 1/5 is claimed in tax
relief from HMRC), the contribution will be calculated as described below but any
override value you enter will not include tax relief.

basic Automatically calculated contribution Override

rate tax contribution or

option

refund entry

Ticked The actual deduction will be £80.00 (4/5 of the total contribution). ~ £80.00 or £-80.00 for
The remaining £20.00 (1/5 tax relief) will be claimed from HMRC a refund.
by the pension scheme provider.

Not ticked The actual deduction will be £100.00 (4/5 of the total £100.00 or £-100.00
contribution). In this situation £25.00 (1/5 tax relief) will be for a refund.
claimed by the pension provider.
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3.3 Snapshot

You can attach an image of an employee to the Processing form using the
Snapshot command on the Action menu associated with the Processing form.
You need to have stored the image as a graphic file. You can browse to locate the
file and the image will appear on the General tab and be scaled to fit the space

available.
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3.4 Groups

If you select multiple groups for the Processing command, you can create and
maintain employee records regardless of pay frequency. You can use the Group
command in the Action menu associated with the processing form to change the
Groups selected for processing.

O Select Groups

Z  |Fortnightly
M |Manthly Directors
W |weekly

[ Action ~ I 9 [ oK

Cancel

35 Calculate

Use the Calculate command on the Action menu associated with the Processing
form to calculate and display the pay for the currently selected employee. You can
review the details of the calculated values using the commands on the Reports
menu. You might want to use this command if an employee leaves between
normal pay intervals and need to produce a payslip for them immediately. If you
want to calculate the entire payroll or a group within the payroll, use the
Calculation command instead.

Reverse Selection  F8

Accept Fa

% Calculate: 1001 - R Godson

X5

3 Calculate : 1001 - R Godson @
Taotal pavments 3660,00
Tax this period 622,20
Employees M : 303.18
Removed from 2012/13 onwards Emploves COMP
CQccup. pension this period : T
Cther deduckions 0.00
MNet pay 2175.,56
Employers WI ZEELT
Removed from 2012/13 onwards Employers COMP 40.82
MI'able earnings :

9

This Period
Total payments :

Tax:

Employees NI :

Mot net pay arrange. pen. :

Met pay arrange. pen. :
Other deductions :

Met pay :

Employers MI

NI'able earnings :

9000,00
2491, 16

457.92

0.00
1350.00
0.00
4700.92
1155.88

9000.00

2013/14 onwards

9
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Note: This form also displays pension deductions under 'net pay arrangement
schemes' (calculated before tax) and 'not net pay arrangement schemes'
(calculated after tax).

To calculate an employee's pay

1. Open the Payroll folder, and then click Processing.

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.

3. Retrieve the employee record for whom you want to calculate pay, click Action
and then click Calculate (F6). The Calculation results form appears.

4. To close the results box, click OK.

This procedure will update the Net Pay field on the header record.

Employees using the Nl tax code

Payroll will not deduct income tax for an employee that has the NI tax code. Only
National Insurance is deducted if the earnings are higher than the earnings
threshold. Employees that have this tax code are typically those that should not
pay income tax because they will not earn more than the basic personal
allowance - like students working in the summer on temporary contracts.

Important: The calculation does not warn you if the employee that uses the NI
tax code earns more than the basic personal allowance, and should therefore pay
tax. You must actively monitor these employees to ensure they pay tax where it is
necessary for them to do so. Refer to HMRC for details on how to deal with these
employees.

Tip: To monitor these employees, use the To- Date Summary report or the
Payroll View.
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3.6 Holiday

Box

Enter

Number of any payroll calculations that take place during the weeks they are on holiday.

Use the Holiday (F3) command on the Action menu associated with the
Processing form to record the number of full- or half-days holiday taken in the
current pay period. The entry you make updates the total number of days taken
displayed in the Total Holiday Days Taken box on the To-Date form associated
with the employee’s record.

For weekly-paid employees, record the number of weeks holiday to be taken and
paid. When the application calculates pay subsequently, the number of weeks
holiday is taken into account for tax allowances and national insurance threshold
implications. Payments and deductions are multiplied by the number of weeks
holiday where the profiles have been set up to allow for this. The employee is
excluded from any payroll calculations that take place during the weeks they are
on holiday.

3 Holiday

Enter Murmber of Weeks Holiday : El
Enter Mumber of Dawvs Haoliday

Description |

The number of weeks holiday the employee is going to take. The employee is excluded from

Weeks — - -

Holiday Note: This box is enabled for weekly paid employees only.

Enter The number of days holiday the employee is going to take in this pay period. The message
Number of ‘Warning - holiday exceeds entitlement' is displayed if you enter more days than the

Days employee is entitled to.

Holiday

This is calculated by using the following information:
e  The Holiday Days box displayed under Sundry on the Payroll - Processing form.

e  The Holidays Days Taken box on the To-Date form linked to the employee's
record - which is the holiday taken so far.

Example: An employee is entitled to 25 days holiday per annum and this is displayed in
the Holiday Days box. They have already taken 15 days holiday up to the end of the
previous pay period. This is displayed in the Holidays Days Taken box. They ask for a
further 11 days holiday and this is entered in the Enter Number of Days Holiday box by the
payroll clerk. As the total will exceed 25 the 'Warning - holiday exceeds entitlement'
message is displayed.

Note: The entry you make will be used to update the Total Holiday Days Taken
box on the Payroll - Processing - To-Date form associated with the employee’s
record. This happens when the Update command is run for the pay period.
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3.6.1 Recording Holiday Weeks

You can record the number of full weeks holiday to be taken and paid if you set up
your payment and deductions profiles to do so. The payments and deductions,
including the pay, tax and national insurance calculations, are then multiplied by
the number of weeks holiday entered. The employee is then excluded from any
payroll calculations that take place during the weeks they are on holiday.

Set these options on the relevant profiles so that payments and deductions are
calculated for all weeks' holiday:

e The Multiply for Holidays box on the Payment Profile (Payroll - Maintenance -
Payment Profile)

e The Multiply for Holidays box on the Deduction Profile (Payroll - Maintenance -
Deduction Profile).

3.6.2 Weekly Holiday Pay Details

There are two options on the Payroll - Utilities - Set Options form that control
whether a form called Holiday Pay Details is opened for weekly payrolls when
you select OK on the Holiday form. The form displays the average pay details for
previous weeks.

‘Weeks for Holiday Pay Average : Z 3:

Holiday Pay Payment Mumber @ | 001 'l Basic

The options that control this are:

e Weeks for Holiday Pay Average - the number of weeks used in the calculation
of average holiday pay.

e Holiday Pay Payment Number - the payment profile used in the calculation of
holiday pay entitlement.

For weekly-paid employees, the Holiday Pay Details form is presented with the
average pay details for previous weeks, depending on the setting of the Weeks for
Holiday Pay Average box on the Options Page 2 tab of the Payroll Options form.
You can override the weekly, daily or hourly averages, which will only be used for
entering pay details; they will not change the weeks and days entered on the
previous form. You can then choose one of the following options:

e No Update

e Update Weekly
e Update Daily

e Update Hourly

If you choose one of the update options, the corresponding units and rates are
used to calculate the holiday pay using the payment specified. You can override
the weekly, daily or hourly averages to update the pay details. However this will
not change the weeks and days entered on the Holiday form.

Note: A third option called Current Week in Holiday Average on the Payroll -
Utilities - Set Options form controls whether the current period's pay is included in
the average calculation.
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Tips:

1. If the employee returns from holiday early, you can reactivate their pay record
by retrieving their holiday record using the Holiday command and setting the
number of weeks holiday remaining to zero.

2. If you have put the whole company on holiday (weekly payrolls only), you can
process individual employees through the Holiday command to enter specific
holiday details for them.

3 Holiday Pay Details g|

Average Pay Details
Period Earnings Hours

1011427 474.56 0.00

Q ‘eekly
() Update Daily
(O Update Hourly

1011f26 474,56 0,00
Weekly average 474.56 |2

Daily average : 94,91
Hourly average : 0,0000

I

(]
=

If you choose one of the update options, the corresponding units and rates are
used to calculate the holiday pay and the payment specified in the Holiday Pay
Payment Number list box on the Options Page 2 tab of the Payroll Options form is
updated accordingly. The calculated value is displayed as confirmation. If the
Current Week in Holiday Average option is selected on the Options Page 2 tab of
the Payroll Options form, the current period's pay is included in the average
calculation. If the employee returns from holiday early, you can reactivate their
pay record by retrieving their holiday record using the Holiday command and
setting the number of weeks holiday remaining to zero. If you have put the whole
company on holiday (weekly payrolls only), you can process individual employees
through the Holiday command to enter specific holiday details for them.

To Record Holidays for an Employee

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

2. 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.

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.

4. Retrieve the employee record for whom you want to record holiday, click Action
and then click Holiday. The Holiday form appears.

5. In the boxes provided, enter the holiday details.
6. If required, amend any relevant details on the Holiday Pay Details form.
7. To store the holiday record, click OK.
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Opera 3

L.}
;!) Holiday Pay = 949,12 Calculated as 2 Weeks x 474,56

Payments | Deductions

Perm, Malue Temp. Yalue IInits Fate D

249,12 47,5600

Basic

To calculate the average holiday pay the system will look at the 'Weeks for
Holiday Pay Average' option to pick up the number of weeks. It will also look at
the holiday profile indicated against the 'Holiday Pay Payment Number' option,
which will indicate the correct profile to update with the holiday pay details.

Average Pay Details This is the average pay detail for up to 15 pay periods.

Weekly Average This indicates the calculated average weekly pay rate along with
the number of weeks holiday entered from the previous form.
This is taken from all of the employee's payment profiles that are
set to 'Hol'able'.

Daily Average This indicates the calculated average daily pay rate along with
the number of days holiday entered from the previous form. This
is taken from all of the employee's payment profiles that are set
to 'Hol'able'.

Hourly Average This indicates the calculated average hourly pay. This will only
be indicated if the employee's 'Hol'able' payment profiles are
recorded with hours. The weeks, days or hours on the form can
be overridden as required. The override values will only be used
for entering pay details, they will not change the weeks and days
from the previous form. To select the type of update required,
click one of the following to update the employee's Payment

screen:
No Update This will not carry out any update.
Update Weekly This will update with a weekly rate in the Rate column, the

number of weeks holiday in the Units column and the total
calculated average holiday pay in the Temp column.

Update Daily This will update with a daily rate in the Rate column, the number
of days holiday in the Units column and the total average holiday
pay in the Temp column.

Update Hourly This will update with an hourly rate in the Rate column.
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3.7

Code Type of Leaver :

D

Leavers

Use the Leavers command on the Action menu associated with the Processing

form

to record an employee who is leaving your employment. You can also record

leavers within the Personnel module. Whichever module you use, both modules
are affected. For personnel employees, the leave date can be added to the
employee’s current job record. Three different leaver types are recorded:

"‘ Leavers @

Leaver Flag : L E Leaver this period

leaveDate: | 26/04/2013 D

Leave Period : 1=

-

Payment After Leaving

%)

’ Cancel

To record a leaver (Payroll)

1.

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

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.

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.

Retrieve the employee record for the employee who is leaving, click Action and
then click Leavers.

In Leaver Flag, click to select the type of leaver:

a. Fortype D and L leavers, in Leave Date enter the date the employee left.
The Leave Period is updated automatically. This information is included
on the P45(1) report or online submission via Online Filing Manager.

b. Select R to reinstate an employee who was previously set as a type D
and L leaver. If the employee is a director, you are asked if you want to
update the employee's record to calculate NI as a normal employee. For
more information, see the Help topic for the Adv option on the
employee's record.

Tip: To remove an employee from the Payroll module who was set up incorrectly, perhaps
because they never started work, select X from the Leaver Flag box. The employee's
record will be removed when the Update command is run.

6.

To store the record, click OK.

Note

: If you have the Personnel module, the personnel record will be updated and the

leave date can be added to the employee’s current job record.

Left in earlier period or dismissed without pay in the current period. The employee receives no
pay in the current pay period, but their employee record is retained for reporting purposes.

Note: An employee marked as a 'D' leaver is included in the Full Payment Submission in the pay
period in which they are marked as a leaver. The leave date is included in the submission to
inform HMRC that the employee left your employment in an earlier period.

Leaves at the end of the current pay period. When you subsequently use the Calculation

command, the employee's pay is calculated accordingly and a final payslip provided. Their pay
records are retained for subsequent reporting purposes, including the statutory end of year
returns, but they are excluded from future payroll calculations.

Note: An employee marked as an 'L' leaver is included in the Full Payment Submission as

normal, even if they do not receive any pay. The leave date is included in the submission to
inform HMRC that the employee left your employment in this period.

E

Payment After Leaving

This option is only
applicable from 2013/14
owards and is available if
the leaver status has
been changed from a D to
an L.
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Technical leaver. Use this type if you want to remove an employee’s record from the file

completely, because the record was created in error. The pay record is cleared from the file | s
completely the next time you use the Update command (provided you have also run a Notes
calculation). L

Re-instate leaver. This flag will reinstate an employee previously marked as a leaver using the
flags 'L' or 'D' by reactivating their pay records.

For type ‘D’ and ‘L’ leavers you must enter the date of leaving which is printed on
the employee’s P45 report.

3.7.1 Options

Box Description

Leave Date = The employee's leave date, which can be up to six years before today's date or 30
days ahead. Dates outside of this date range will fail the HMRC validation when the
Full Payment Submission is submitted.

Note: For type ‘D’ and ‘L’ leavers you must enter the date of leaving, which is included in the
Full Payment Submission and printed on the employee’s P45.

Leave This is included on the employee's P45. If the employee left in an earlier period enter

Period that period number here. If they left in the current period you do not need to change
it here - it defaults to the current period.

Payment One of the requirements of Real Time Information is to identify an employee who

After has actually left your employment and been given a P45 but is subsequently paid.

Leaving For example, where they leave and are paid as normal but then you realise that they

are due an overtime payment.

Select to indicate that a payment is being paid after the employee left your
employment. To pay a leaver in the current period you also need to set the Leaver
Flag above to 'L' and enter the required payment on the Payroll - Processing -
Payments & Deductions form. The leaver will then be included in the next payroll
calculation.

Note: The employee's original leave date will be retained in their Payroll record. After the
Payroll - Utilities - Update command is run the 'Leaver Flag' will be set to 'D' to indicate a
prior period leaver.

Reinstating a Leaver

For type ‘D’ or ‘L’ leavers, you can reinstate a leaver by selecting R in the Leave
Flag box which will reinstate the employee’s pay record.

To Record Leavers or Reinstate a Leaver

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

2. 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.

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.

4. Retrieve the employee record for the employee who is leaving, click Action and
then click Leavers.

5. In Leaver Flag, click to select the type of leaver:

a. Fortype D and L leavers, in Leave Date enter the date the employee left.
The Leave Period is updated automatically. This information is included
on the P45(1) report or online submission via Online Filing Manager.

b. Select R to reinstate an employee who was previously set as a type D
and L leaver. If the employee is a director, you are asked if you want to
update the employee's record to calculate NI as a normal employee. For
more information, see the Help topic for the Adv option on the
employee's record.

6. To store the record, click OK.

Note: If you have the Personnel module, the personnel record will be updated
and the leave date can be added to the employee’s current job record.
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Leave Date

Use this for recording the leave date of this employee. This leave date will be
printed on the P45 report.

Leave Period

The Tax Period the Employee became a leaver. The system will automatically
offer the appropriate period.

3.7.2 Real Time Information Option

Note: All employers must operate their PAYE schemes in real time.

Most employers will operate the new Real Time Information PAYE processes from April
2013, with all employers doing so by October 2013. HMRC also refer to Real Time
Information as ‘RTI” and ‘Operating PAYE in real time’.

Note: Where an employee leaves an employer, but then re-joins later on again in
the same tax year, the employer should create a new employee record for that
second period of employment (i.e. give the employee a new Employee Ref. no.);
within Opera if the employer continues to re-use the employee’s old Employee
Ref. then it can cause the employee’s RTI data to get out of sync. at HMRC’s
end; this is really how it should be handled (i.e. the employee should get 2 P60s
at the end of the year, one for each period of employment)

One of the requirements of Real Time Information is to identify an employee who
has actually left your employment and been given a P45 but is subsequently paid.
For example, where they leave and are paid as normal but then you realise that
they are due an overtime payment.

Notes: For type ‘D’ and ‘L’ leavers you must enter the date of leaving which is
printed on the employee’s P45 report.

For type ‘D’ or ‘L’ leavers, you can reinstate a leaver by selecting R in the Leave
Flag box which will reinstate the employee’s pay record.

Historical Leavers

The system will also retain historical leavers. Employees marked as a leaver this
year (L or D Types) will become H Type leavers. To view historical leavers use
the available toggle option on the processing screen.

fckion - Include Historical ’I

T
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3.8 Transfer

Use the Transfer command on the Action menu associated with the Processing
form to change an employee’s reference number or group.

You can change the employee's reference provided it is not already in use within
any group. If you are using multiple groups and intend to transfer the employee to
a new group, you can use the same employee reference number. If you selected
more than one group in the Select Payroll Groups list, enter the new group for the
employee. You can change the group reference to one from your initial selection,
including the employee’s current group where the group is not to be changed in
the transfer.

Mew Emploves Reference : |[3002

Mew Group Code ;

)

% | Monthly

To transfer employees

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

2. 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.

3. Retrieve the employee record you want to transfer, click Action and then click
Transfer. The Transfer form appears.

4. In New Employee Reference, type the new reference for the employee.

5. In New Group Code, click to the select the group to which the employee will
belong.

6. To carry out the transfer, click OK.

Note: Any existing history records will also be transferred to the new reference or
group. If the employee is transferred to a group with a different pay frequency, the
original pay frequency on the history record will not change.

Changing from Weekly
to Monthly or visa-versa

in Opera Payroll = &

Opera requires you to
manually check the EEs
details when moving
between calendars with
differing dates or
periods.

Further information can
be found @
http://mww.hmrc.gov.uk/
payerti/payroll/non-

standard/change-
interval.htm and links

from this page.
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3.9 Override Notes

Use the Override command on the Action menu associated with the Processing
form to override tax and NI values calculated for the current period. Enter the
override values after using the Calculation command for the period, then use the
Calculate command on the Action menu associated with the Processing form for
the employee concerned to ensure that the to-date values are updated with the
revised values.

fbsence Mational Insurance
To-Date E7 Tax and M1,
History F1z Cancel Override

You can override one or more values for the current period as follows:

e Tax

¢ Employer’s NI contribution
o Employee’s NI contribution
e Nlable earnings

e Earningsto LEL

e Earnings from LEL to PT (Earnings Threshold used in the calculation of
National Insurance)

e Earnings from PT to UAP (Upper Accruals for Pensions Limit used in the
calculation of National Insurance)

e Earnings from UAP to UEL
. Employee’s COMP contributions

e  Employer’s COMP contributions

Note: Contracted out Money Purchase (COMP) occupational pension schemes that
operate on a defined contribution basis will be abolished from 6 April 2012. This affects NI
category codes F, G and S, which are used for employees' in COMP schemes and
Appropriate Personal Pension (APP) schemes for directors. These pension schemes and
the NI codes F, G and S will be invalid from 6 April 2012.
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You replace the calculated values shown with the new value.

P "~

‘* Ovwernide : Tax and ML @
Tax ! | 390.00
Employers MI : 383.26
Employees NI : 308.64
MI'able Earnings : 3560,00
Earnings to LEL : 0.00
Earnings from LEL to PT : 0.00
Earnings from PT to LAP : 0.00

|| Earnings from LIAP to LIEL : 0.00
Employees COMP : 45,32
Removed from 2012/13 onwards
Employers COMP ; 40.53
@ [ oK ] [ Cancel

To override employee tax and NI

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

2. 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.

3. Retrieve the employee record for whom to override tax or NI, click Action and then
click Override.

4. On the Override submenu, click to select whether you want to override tax only,
NI only or both.

5. In the boxes provided, enter the new values.
6. To store the override, click OK.

Notes: You can cancel the overridden value by clicking Cancel on the Override
submenu. You must use the Calculation command to implement the changes.

If the employee is a member of a COMP scheme and both Tax and NI are to be overridden
you may override the COMP calculations.

NB : This facility should only be used in exceptional circumstances.

Enter the relevant values as required. Once entered, the system will flag the
employee with an override icon on the bottom toolbar.

I
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3.10 Absence T

Use the Absence command on the Action menu associated with the Processing
form to record absence days for an employee. This updates the Days Absent box
on the General tab of the Processing form. Do not use this command to record
days of absence for which SSP (Statutory Sick Pay) is paid. If you have the
Personnel module, you will be reminded that absence should be recorded in that
module.

Opera 3

\l) Ahsence should be posted in the Personnel module.

To record absence

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

2. 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.

3. Retrieve the employee record for whom absence is to be recorded, click Action
and then click Absence.

4. In Days Absence, enter the number of days the employee has been absent.
5. To store the record, click OK.

Days Absence |

Only Enter Mon-55P Absence.

)

After running a Calculation and Update the number of days entered are
accumulated in the To-date figures. It will also update the Days Absent field on
the main employee screen.

3.11 Memo

This will invoke the employee's memo for recording any personnel information.

General  Memo IL\st ]

Snapshot updated 04/11/2004 J

Change of Bank Details 04/10,/2005

Action ~ Indude Historical

@
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3.12 History Notes

Use the History command on the Action menu associated with the Processing
form to display a period-by-period summary of the currently selected employee's
payroll history. If you have chosen to retain payslip images on the Options Page 3
tab of the Payroll Options form, and are within the number of periods they are to
be retained, you can use the Zoom command on the Action menu associated with
the History form to display an image of the employee's payslip for the selected
pay period.

> A

Year Monthl ToLEL 1a LEL-ET 1b ET-UAF 1c UAP-UEL 1d EEs+ERs MI 12 EEs NI 1F 35P 1g SMP 1h | zl:ll:lm
|1011 o7 421.00) 55.00) 1252.92 0,00 295,19 137,82 0.00) 0.00 -
1011 06 421.00) 55.00| 1252.92 0.00 295,19 137,52 0.00) 0.00
1011 05 421.00) 55.00| 1252.92 0.00 295,19 137,52 0.00) 0.00 E.‘Cd
1011 04 421.00) 55.00| 1252.92 0.00 295,19 137,52 0.00) 0.00
1011 03 421.00) 55.00| 1252.92 0.00 295,19 137,52 0.00) 0.00
1011 0z 421.00) 55.00| 1252.92 0.00 295,19 137,52 0.00) 0.00
1011 o1 421.00) 55.00| 1252.92 0,00 295,19 137,52 0.00) 0,00
0sio| 1z 41:2.00) B4.00| 1252.92 0,00 295,19 137,52 0.00) 0,00
o9iol 11 412.00) 24,00 1252.92 0,00 295,19 137,52 0.00) 0,00
0910 10 412,00 &4,00| 1252,92] 0.00) 295,19 137,582 0,00 .00
0gia| a9 412.00) &4.00| 1252.92 0.00 295,19 137.82) 0.00) 0.00
0gio| os 412.00) &4.00| 1252.92 0.00 295,19 137.82) 0.00) 0.00
ogio| o7 412.00) &4.00| 1252.92 0.00 295,19 137.82) 0.00) 0.00
09io| os 412.00) &4.00| 1252.92 0.00 298,19 137.82) 0.00) 0.00
0gio) os 412.00) &4.00| 1252.92 0.00 298,19 137.82) 0.00) 0.00
0gio| o4 412,00 &4.00| 1252.92 0.00 295,19 137,52 0.00) 0.00
09io| o3 412.00) B54.00| 1252.92 0.00 295,19 137,52 0.00) 0.00
09io| oz 412.00) B54.00| 1252.92 0.00 295,19 137,52 0.00) 0.00
0siol ol 41z.00) B4.00| 1252.92 0.00 295,19 137,52 0.00) 0.00
0g09| 12 390, 00) 63,00 0.00) 1275.92] 303,67 140,35 0.00) 0.00 .,
< >
2

To display the employee history

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

2. 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.

3. Retrieve the employee record for the employee whose details you want to view,
click Action and then click History.

4. To display payslip details for the selected period, click Action and then click Zoom.

Note : The user may print the History form by selecting the Print icon. They may
also re-print or drill down to a previous payslip image if available. The system will
allow users to store payslip images for a maximum of 999 periods if required. The
payslip image for a period is not ‘set’ until the Update utility has been performed
on the current period payroll.

© Pegasus Training Services Page 149



Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

3.13 Calculation Notes

Use the Calculation command to calculate the payroll for the current period. If you
are using groups, you can run the calculation for one or more groups or all groups
in the one process.

O Select Groups

o) D |

For each group, you can override the default actual pay date which is derived
from the usual pay date for the period defined on the payroll calendars. Payroll
calendars are defined using the Payroll - Utilities - Calendar command.

3 Calculation Payment Dates |_,

=S

General | Memo |

Group | |M':'nth|v ‘ Usual Pay Date | 31/10/2010
Pay Period E Actual Pay Dake : | 31/10/2010 E]

Group hame Perind | Usual Pay Date | Actual Pay Date
2 CALEMDAR. NOT CREATED i i
| Maonthly 7| si1ofz010 31/10/2010
M Manthly Directars 1| 3ojo4iz010 30/04/2010
W Weekly 28 1571072010 15/10/2010 v
@ o] ] ’ Cancel

The Actual Pay Date can be edited as necessary, for example, early payment of
employees before a holiday, such as the Christmas period. This date will print on
the Payslips, perhaps to reflect the date the money will be in the bank, and will
also be used as the basis for the N/L Analysis.

If a password is allocated against each group then any users who wish to run a
calculation for the group must know the password.

There must be a calendar set-up for the system to allow a calculation to be run.
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Should the user specify an Actual Pay Date that falls on a weekend or Bank

. . . . Notes
Holiday (defined in Personnel) they would see the following prompt:
The ackual payment date for one or more of
g selecfed grodps ralls on a Weerkena.
1\ the selected Fal kend
Do wou wish ko continue?
[ J o
Important; If a system error occurs during the calculation for the whole payroll or
for selected payroll groups, you must re-run the calculation again.
The procedure calculates the following for each employee:

e Individual payment values (including salary sacrifice) using each employee’s
payments on the Payroll - Processing - Payments & Deductions form.

e Individual payment values using each employee's payments defined on the
Payroll - Processing - Payments & Deductions form.

e Individual deduction values using each employee's deductions defined on the
Payroll - Processing - Payments & Deductions form.

e  Statutory payments - Statutory Maternity Pay, Statutory Sick Pay, Statutory
Adoption Pay, Ordinary Statutory Paternity Pay for new births and adoptions, and
Additional Statutory Paternity Pay for new births and adoptions. The standard rate
for the statutory payments and other parameters that affect how the payments are
calculated are detailed on the SSP and Other Stat. Payments tabs of the Payroll -
Utilities - PAYE/NI/Stat. Payments form.

e  Statutory deductions such as PAYE and National Insurance. The tax and NI rates
and thresholds that affect how the deductions are calculated are shown on the
PAYE, NI ER's and NI EE's tabs of the Payroll - Utilities - PAYE/NI/Stat. Payments
form. Tax deductions are limited to the Tax Regulatory Limit % setting on the
Payroll - Utilities - Set Options form.

e Deductions for attachment orders

e Assessment of their pensions auto enrolment category based on their qualifying
earnings. Qualifying earnings for auto-enrolment refers to an employee's relevant
earnings between the Qualifying Earnings Lower and Upper Thresholds (defined
by The Pensions Regulator/The Department of Works and Pensions). Opera uses
payment profiles (defined on the Payroll - Maintenance - Payment Profiles form)
with the Auto Enrolment box selected when calculating qualifying earnings.

e Pensionable pay and contributions for relevant payments profiles with the
Pensionable box selected (defined on the Payroll - Maintenance - Payment Profile
form).

e Total gross pay

e Total taxable and NI'able pay

e Net pay.

Each employee's To-date values are then updated with the current period’s

calculation results.

To-date values are updated with the current period’s calculation results. The

application determines the current payroll period number and then updates the

calendar for each group processed with the actual pay date. The application

updates the contracted out details for each active employee who has a contracted

out NI code.
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The main sources of information are as follows:

e The Payroll Set Options form

e PAYE, NI, and Statutory Payments tables

e Employees’ records

e Employees’ to-date records

e Employees’ current period payment and deduction information.

Once the Calculation has been completed, you can print the payroll reports and
most will reflect the current period’s pay and to-date values. You will also be able
to print out employees’ payslips. After the calculation has been completed, we
recommend you review the reports to check for anomalies. You can correct errors
or omissions to an employee’s record and carry out an individual calculation for
them using the Payroll - Processing - Calculate command. You can then print the
final payroll reports and payslips for the period.

Important: Important: If a system error occurs during the calculation for the
whole payroll or for selected payroll groups, you must re-run the calculation again.

Main Sources of Information
The main sources of information are as follows:

e  The Payroll - Utilities - Set Options form

e The PAYE, NI, and Statutory Payments rates and thresholds from the Payroll -
Utilities - PAYE/NI & Statutory Payments form.

e The Payroll - Utilities - Calendar form. The application determines the current
payroll period number and then updates the calendar for each group processed
with the actual pay date.

¢ Employees’ records and to-date information

e Employees’ current payment and deduction information for the current period
e Pensions set up for employees on the Payroll - Processing - Pensions form.

Once the calculation has been completed, you can print the payroll reports and
most will reflect the current period’s pay and to-date values. You will also be able
to print out employees’ payslips. After the calculation has been completed, we
recommend you review the reports to check for anomalies.

Calculations for Individual Employees

If necessary you can correct errors or omissions to an employee’s record and
then carry out a calculation for them only before the final payroll reports and
payslips for the period are printed. Individual calculations are done using the
Payroll - Processing - Calculate form.

Important: It is important that the Global Calculation is run for all employees. The
calculation for individual employees should not be used as a replacement for the
Global Calculation.

Calculations of Pension Contributions

If the Use Advanced Pension Processing option on the Options Page 2 tab of the
Payroll - Utilities - Set Options form is selected, the calculation will also deduct
pension contributions for each employee who is a member of a pension scheme.
For more information see the Payroll - Maintenance - Pension Schemes Help
topic.
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NIC Category Letter Checks
Employees in Contracted Out Money Purchase schemes

If employees that are currently members of a (COMP) scheme have a NI category letter of anything
other than NIC category letters F, G and S, a warning is included in the calculation audit report.
Contracted out Money Purchase (COMP) occupational pension schemes that operate on a defined
contribution basis will be abolished from 6 April 2012. This affects NI category codes F, G and S,
which are used for employees' in COMP schemes and Appropriate Personal Pension (APP) schemes
for directors. These pension schemes and the NI codes F, G and S will be invalid from 6 April 2012.

In the 2012-13 tax year NIC category letters F, G and S are no longer valid. If one is detected by the
calculation a warning message is displayed.

Directors

If a director changes NI category letter during the tax year, the order of the letters
used in National Insurance calculations in the 2011-12 tax year for directors who
are members of an Appropriate Personal Pension(APP) is set to G, E, B, A, F, D,
S, L, J, C and X. However, as APP schemes are being abolished in the 2012-13
tax year the order will be letters G, E, B, F, D, A, S, L, J, C, and X for all directors.

Salary Sacrifice

You can set up value-based salary sacrifice payments for employees who agree
to give up some of their contractual cash pay in return for non-cash benefits.
Value-based salary sacrifices can be set up either for a pension contribution or for
other types of contribution, for example child care vouchers or the Cycle to Work
scheme. When Advanced Pensions Processing is in use you can also set up
percentage based salary sacrifice pension payments so that salary sacrifice
payments are calculated automatically.

This can be financially beneficial to both you the employer and also to the
employee because of lower Income Tax and National Insurance contributions. If
the employee's pay is subject to an attachment order you should contact HMRC
to check whether their attachable pay is affected.

This is not a deduction from pay but rather an agreement to give up part of cash
pay in return for non-cash benefits. They are displayed as a negative payment
(not a deduction) on both the Payments tab of the Payroll - Processing - Pay &
Deductions form and on the employee's payslip.

Note: For details of salary sacrifice arrangements including how statutory
payments and leave can be affected, please see
www.hmrc.gov.uk/payerti/payroll/special-pay/salary-sacrifice.htm .

Tip: For the steps to set up automatically calculated salary sacrifice payments in
Opera 3, see the To Set Up Salary Sacrifice for Pensions and To Set Up Non-
Pension Salary Sacrifice Help topics.

This feature is available in Opera 3
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Attachment Orders

Notes
The calculation deducts attachment orders amounts for employees who have -
active records set up on the Attachment Orders form. A warning is displayed on a
report after the calculation if an attachment order cannot be paid in part or in full.
Specifically, if a Deduction from Earnings Order (DEO) cannot be paid, the
calculation updates the employee's record on the Attachment Orders form with
one or two reasons for the underpayment.
Reason for Description
Underpayment of DEO
1. None A full payment was made in this period.
2. Left employment The employee has left this period.
3. SSP The employee is being paid Statutory Sick Pay in this period.
4. SMP The employee is being paid Statutory Maternity Pay in this period.
5. SPP The employee is being paid Statutory Paternity Pay in this period.
6. Protected Earnings The employee has protected earnings in this period.
7. Change of Income The employee had a change of income in this period. This must be set
manually - Payroll cannot detect a change of income automatically.
8. Deceased The employee died in this period.
If one reason for an underpayment is detected, only the Reason 1 box on the
Attachment Orders form is updated. If two reasons are detected, both the Reason
1 and Reason 2 boxes are updated in the order shown above. For example, if a
full deduction could not be made because the employee's earning are protected
(6) and their income had changed (7), Reason 1 shows Protected Earnings and
Reason 2 shows Change of Income.
Note: You should verify that the reasons for an underpayment are correct and
amend them on the Attachment Orders form if required.
Employees using the NI tax code
Payroll will not deduct income tax for an employee that has the NI tax code. Only
National Insurance is deducted if the earnings are higher than the earnings
threshold. Employees that have this tax code are typically those that should not
pay income tax because they will not earn more than the basic personal
allowance - like students working in the summer on temporary contracts.
Important: The calculation does not warn you if the employee that uses the NI
tax code earns more than the basic personal allowance, and should therefore pay
tax. You must actively monitor these employees to ensure they pay tax where it is
necessary for them to do so. Refer to HMRC for details on how to deal with these
employees.
Tip: To monitor these employees, use the To- Date Summary report or the
Payroll View.
P32 Information
The Calculation command calculates the P32 transaction information so that you
can use the P32 Processing command. Where consolidation is being used, the
consolidation company extracts P32 records from all linked companies.
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Retirement Age Checks

The exceptions report that is displayed after the calculation completes includes
these warnings for female employees over the pension age:

1 Whether an employee's NI code is either C or X.

2 Whether a pension contribution has been calculated even though the
employee is over retirement age.

These warnings are reported so that you can correct the employee's record if
relevant.

Note: Category letter C is used for employees who are over the state pension
age. There are only three circumstances when you use category letter X:

- for employees paid below the Lower Earnings Limit for every pay period (for example,
employees who are under 16 years old).

- for pension-only schemes
- for workers from abroad.

Employees who are under 21

New NI category letters M, Z, | and K must be used for employees who are under
21 at the usual pay date in a pay period in the 2015-16 tax year.

e When the End of Year Cleardown command is run to close the 2014-15
tax year it will change the NI letter to use the correct under 21 NI letter for
employees who are under 21 at the usual pay date in the first pay period
in the 2015-16 tax year.

Note: Deferred NI categories are not used at the start of a tax year so the
standard rate letters M and | are used for J and L letters. People wanting to defer
NI contributions because they have more than one job and will earn above the
Upper Earnings Limit must apply to HMRC using form CA2700. The CA2700
certificate lasts for one complete tax year.

e Throughout the 2015-16 tax year the Calculation command will also
ensure that employees who turn 21 are changed to use the correct 21+ NI
letter.

Employees using the NI tax code

Payroll will not deduct income tax for an employee that has the NI tax code. Only
National Insurance is deducted if the earnings are higher than the earnings
threshold. Employees that have this tax code are typically those that should not
pay income tax because they will not earn more than the basic personal
allowance - like students working in the summer on temporary contracts.

Important: The calculation does not warn you if the employee that uses the NI
tax code earns more than the basic personal allowance, and should therefore pay
tax. You must actively monitor these employees to ensure they pay tax where it is
necessary for them to do so. Refer to HMRC for details on how to deal with these
employees.

Tip: To monitor these employees, use the To- Date Summary report or the
Payroll View.
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3.13.1 To Calculate the Payroll e

1. Open the Payroll folder and then click Calculation or click the Payroll & HR tab on
the Ribbon Bar and then click Payroll - Calculation.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. The Calculation Payment Dates form appears.

2. For each group you are processing, the application shows the group name and
the usual pay date derived from the payroll calendar for the group. By default, the
actual pay date is the same as the usual pay date, but if you want to change it,
enter the new date in the Actual Pay Date box. The actual pay date is the one
used to determine the correct calculation of certain items, such as SSP, and is the
date updated on the calendar record for the period being run.

3. To continue with the calculation process, click OK.

4. 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.

3.13.2 National Insurance contributions

National Insurance contributions (NICs) are calculated and displayed according to
these bandwidths:

1d Earnings above the UAP (Upper Accrual NI letter rate uses the ‘U’ line on the NI tables
Point) up to and including the
UEL (Upper Earnings Limit)

1c Earnings above the ET (Earnings NI letter rate uses the ‘A’ line on the NI tables
Threshold) up to and including the UAP
1b Earnings above the LEL (Lower Earnings  NIC Rebate for employees in COMP and
Limit) up to and including the ET COSR schemes is still calculated using this
bandwidth
la Earnings at the LEL

e NICs are zero up to the Earnings Threshold level, but are calculated on all
earnings above the Earnings Threshold at the appropriate rate.

e The to-date totals for NICs are calculated and stored in temporary files as a result
of the calculation procedure.

e The values on the employee To-Date form are updated once the Update has been
completed for the pay period.

e NIC rebates are only deducted after all other employee and employer NICs have
been done.
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3.13.2.1 Accumulating To-date Totals

The to-date totals for NICs are calculated and stored in temporary files as a result
of the calculation procedure. The relevant boxes on the To-Date form are updated
when you use the Update command on the Utilities submenu.

3.13.3 Statutory Payments

How statutory payments are calculated depends on whether these options have
been selected in Payroll - Utilities - Set Options command. Before statutory
payments are calculated, payment profiles must be created for the type of
statutory payment. See the Payroll - Maintenance - Payment Profile Help topic for
more information.

Messages are displayed during the calculation if statutory payments are paid.
3.13.3.1 Automatic Statutory Payments Calculations

Automatic calculations make the task of calculating statutory payments easier
than doing manual calculations. These options must be selected for the
application to calculate statutory payments.

e  Statutory Sick Pay - the Full SSP Processing option must be selected before SSP
will be calculated automatically. The calculation automatically determines ‘this
period’ and ‘to-date this period’ values for SSP payments using details entered for
each employee in the Payroll - Processing - Stat Payments - SSP Absence
command.

e Statutory Maternity Pay - the Full SMP Processing option must be selected before
SMP will be calculated automatically. The calculation automatically determines
‘this period’ and ‘to-date this period’ values for SMP payments using details
entered for each employee in the Payroll - Processing - Stat Payments - SMP
Details command.

e Ordinary Statutory Paternity Pay for births - the Full SPP/OSPP (Birth) Processing
option must be selected before OSPP (Birth) will be calculated automatically. The
calculation automatically determines ‘this period’ and ‘to-date this period’ values
for OSPP Birth payments using details entered for each employee in the Payroll -
Processing - Stat Payments - OSPP (Birth) Details command.

e Ordinary Statutory Paternity Pay for adoption - the Full SPP/OSPP (Adopt)
Processing option must be selected before OSPP (Adopt) will be calculated
automatically. The calculation automatically determines ‘this period’ and ‘to-date
this period’ values for OSPP Adopt payments using details entered for each
employee in the Payroll - Processing - Stat Payments - OSPP (Adopt) Details
command.

e  Statutory Adoption Pay - the Full SAP Processing option must be selected before
SAP will be calculated automatically. The calculation automatically determines
‘this period’ and ‘to-date this period’ values for SAP payments using details
entered for each employee in the Payroll - Processing - Stat Payments - SAP
Absence command.

e Additional Statutory Paternity Pay for births and adoptions - the Full ASPP (Birth)
& (Adopt) Processing option must be selected before ASPP (Birth) or ASPP
(Adoption) will be calculated automatically. The calculation automatically
determines ‘this period’ and ‘to-date this period’ values for ASPP Birth or Adopt
payments using details entered for each employee in either the Payroll -
Processing - Stat Payments - ASPP (Birth) Details command or the Payroll -
Processing - Stat Payments - ASPP (Adopt) Details command.

Note: To comply with the HMRC Payroll Standards (Now known as the PAYE
Recognition Scheme), these options must be selected so that all the statutory
payments are calculated by the application.
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SMP and SAP Split Payments

If the Split-Week Payments of SMP/SAP option is selected, the Calculation
command calculates, for the current pay date, the number of days for each side of
the split, and the resulting SMP and SAP payments to include in employees’
wages or salary payments. Any balance of days remaining is retained on the
employee’s record and then used in the following pay period. The command also
calculates a running total of split days that have been paid in the MPP (Maternity
Pay Period) or APP (Adoption Pay Period)

These days are included on the Payroll > Periodical Reports > SMP report and
the Payroll > Periodical Reports > SAP report.

SMP Example ....

Assume a baby’s EWC (Expected week of childbirth, also referred to by HMRC as "Baby
Due Date") is 01/04/09, the baby is born on Tuesday 20/02/09, the employee is paid
weekly on the Thursday and the employer elects to align SMP (Statutory Maternity Pay)
payments with the pay day, starting on Thursday 22/02/09. The command calculates SMP
for Wednesday 21/02/09 and Thursday 22/02/09 (2 days) to pay with her wages; and
carries forward SMP for Friday 23/02/09 to Tuesday 27/02/09 (5 days) to the following
week. The 5 days SMP is then paid with SMP entitlement for 28/02/09 and 01/03/09 (2
days) in the next week’s wages.

3.13.3.2 Manual Statutory Payments Calculations

If the options described in the Automatic Statutory Payments Calculations section
are not selected, the Calculation command uses values entered manually on the
employee's payment and deduction record for the statutory payment type to
update the employees' ‘this period’ and ‘to-date this period’ values.

3.13.4 Collection of Student Loans (CSL)

For any employee where the Student Loan option is selected on the Payroll -
Processing - Bank & Details form, the calculation command checks whether the
employee’s qualifying pay for the period is more or less than the proportion of the
Student Loan Threshold for that pay period, which is calculated for the period from
the value defined in the Student Loan Threshold box on the Payroll - Utilities -
PAYE/NI/Stat. Payments form. Each table can retain a different threshold for
situations where it changes in different tax years.

You should not select the student loan box until the first payday after the start
date shown on the start notification return (SL1). If the qualifying pay is less than
the student loan threshold, the loan repayment value will be zero. If the qualifying
pay is greater than the threshold, the loan repayment is calculated by deducting
the period threshold amount from the qualifying pay amount and then multiplying
by the loan repayment percentage as defined in the Student Loan % box on the
Options Page 3 tab of the Payroll - Utilities - Set Options form. The calculated
loan repayment will be rounded down to the nearest pound. The student loan
repayments to-date is updated by the amount paid each period.
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From 6 April 2012 the £15,000 repayment threshold will rise to £15,795. In future
years the threshold is expected to rise annually using the Retail Price Index (RPI).

Employers need to make student loan deductions if any of the following apply:

e A new employee gives them a P45 with a Y in box 5 'Student Loan deductions to
continue'

e A new employee gives them a P46 with an entry in box D for Student Loans

e HM Revenue & Customs (HMRC) sends them a Start Notice form SL1 and the
employee's total pay exceeds the student loan threshold.

Accumulating To-date Totals

The to-date totals student loan repayments are calculated and stored in temporary
files as a result of the calculation procedure. The relevant boxes on the To-Date
form are updated when you use the Update command on the Utilities submenu.

3.13.4.1 Accumulating To-date Totals

The to-date totals for NICs and student loan repayments are calculated and
stored in temporary files as a result of the calculation procedure. The relevant
boxes on the To-Date form are updated when you use the Update command on
the Ultilities submenu.

3.13.5 Construction Industry Holiday Payments

You define Construction Industry Holiday Payments for weekly paid employees by
selecting ‘C.I.LH.P.’ in the Type list box on the Payroll - Maintenance - Payment
Profiles form. These payments only apply to weekly-paid employees.

If you add this payment to an employee record on the Payroll - Processing -

| HM Revenue
&Customs

Refer to HMRC website
for further details
regarding the CIHP

Processing, in particular
at the following link.

http://www.hmrc.gov.uk/ma

Payments & Deductions form, then the Multiply for Holidays option on the
Payment Profile for all other payment types for the employee is ignored for when
Construction Industry Holiday Payments are paid. The result is that all other types
of payment are treated as belonging to the current pay period only, while the
CIHP payment is used to cover the employee’s holiday pay. The sum of all other
types of payments is used to calculate National Insurance using a single week’s
limits.

nuals/nimmanual/nim02200
.htm

© Pegasus Training Services

Page 159


mk:@MSITStore:C:/Program%20Files%20(x86)/Pegasus/O3%20Client%20VFP%201.40.00/PayrollPersonnel.chm::/Payroll/To-Date.htm
mk:@MSITStore:C:/Program%20Files%20(x86)/Pegasus/O3%20Client%20VFP%201.40.00/PayrollPersonnel.chm::/Payroll/Update.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP%206.80.00/Opera.chm::/Payroll/Update.htm
payrollpersonnel.chm::/Payroll/Payment_Profile.htm
payrollpersonnel.chm::/Payroll/Payment_Profile.htm
payrollpersonnel.chm::/Payroll/Pay_and_Deductions.htm
payrollpersonnel.chm::/Payroll/Pay_and_Deductions.htm
javascript:TextPopup(this)
http://www.hmrc.gov.uk/manuals/nimmanual/nim02200.htm
http://www.hmrc.gov.uk/manuals/nimmanual/nim02200.htm
http://www.hmrc.gov.uk/manuals/nimmanual/nim02200.htm

Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

Example ...

Notes: Use the CIHP type for the total of the employees pay in the holiday period.
In the above example, the employee is paid £100.00 per week during their
holiday, so the value for the CIHP type is £200.00. You can link CIHP to a type ‘H’
deduction if you want to reduce the holiday stamp fund accumulated for the
employee.

The following describes the calculation process for those employees where a
payment profile of type ‘I’ for construction industry holiday payments is included
on the Payroll - Processing - Payments & Deductions form:

e For any payments on the form that are not type ‘I, the setting of the Multiply for
Holidays option is treated as though it is cleared (even if it was selected on the
payment profile). For any deductions on the form, the setting of the Multiply for
Holidays option is treated according to the setting on the deduction profile.

e National Insurance is based only on the current pay period and not the total
number of periods being paid.

e There is no change with respect to calculation of PAYE where CIHP are involved.
If type ‘I is selected in the Type list on the Payment Profile form, the application
automatically selects the Taxable option to ensure that PAYE is calculated
correctly. You cannot clear this option.

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 NI'able box selected.
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3.13.6 Pensions Auto Enrolment

3.13.6.1 Assessment for Auto Enrolment and Calculation of
Pension Deductions

After you have set up Opera for auto enrolment, the global Payroll - Calculation
and the individual Payroll - Processing - Calculate commands use each
employee's qualifying earnings to assess their auto enrolment category (eligible
jobholder, non eligible jobholder or entitled worker). This is earnings between the
qualifying earnings lower threshold and qualifying earnings upper threshold, which
are defined by the Department of Work and Pensions and The Pensions
Regulator.

3.13.6.2 Payment Profiles

The calculation uses the payment profiles (set up on the Payroll - Maintenance -
Payment Profiles form) when assessing each employee's auto enrolment
category and calculating pension deductions.

e The qualifying earnings and the auto enrolment category are assessed for each
employee using profiles that have been set up with the Auto Enrolment box
selected.

e The pension deductions are calculated using profiles that have the Pensionable
box selected.

“ Payment Profile : 001 - Basic EI = @

Geners|

Payment Code: 001 Description : Basic
Mask NL Code

Type E Default
Mominal Code : | W110 Q

Print if Zero
Multiply for Holidays V| Retain Units
V| Print Balance | Taxable

Balance Description : | Year T.D. J|NLable

/| Pensionable
Auto Align : N Mane -

| Hol'able
Balance Number : 0 V| attachable

Last Modified Date : | 05/11/2013

Triv. Commut. & | No E|

_u_)) Close

Modified

3.13.6.3 New or Existing Pension Scheme?

For new defined contribution pension schemes set up for auto enrolment, if
pension deductions are to be calculated on qualifying earnings (between the
qualifying earnings lower threshold and qualifying earnings upper threshold), the
payment profiles must be set up with both the Auto Enrolment and Pensionable
boxes selected.

For existing schemes that meet the requirements for auto enrolment, the
assessment of qualifying earnings and calculation of pension contributions may
need to be done using different profiles. For example, overtime payments will be
used for assessment but may not be included for calculating pension deductions.
In situations like this pension deductions may be calculated on earnings outside
the qualifying earnings lower threshold and qualifying earnings upper thresholds.
It is important then that the Earnings Restrictions boxes for the pension scheme
(Payroll - Maintenance - Pension Scheme form) are set appropriately for the
scheme.

Tip: For instructions to set up Opera for auto enrolment, please see the To
Prepare Opera for Auto Enrolment Help topic.
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3.13.7 Income Tax Calendar Notes
Month No. Period Covered Month No. Period Covered [N
1 April 6 - 12 27 Oct5-11
1 7
2 13-19 28 12 - 18
3 20 - 26 29 19-25
4 27 - May 3 30 26 - Nov 1
5 May 4 - 10 31 Nov 2 -8
2 8
6 11-17 32 9-15
7 18-24 33 16 - 22
8 25-31 34 23-29
35 30 - Dec 6
9 Junel-7 36 Dec 7 -13
S 9
10 8-14 37 14 - 20
11 15-21 38 21-27
12 22 -28 39 28 -Jan 3
13 29 - July 5
14 July 6 - 12 40 Jan4-10
4 10
15 13-19 41 11-17
16 20 - 26 42 18-24
17 27 - Aug 2 43 25-31
18 Aug 3 -9 44 Feb1-7
5 11
19 10 - 16 45 8-14
20 17 - 23 46 15-21
21 24 - 30 47 22 -28
22 31 - Sept 6
6
23 Sept7-13
24 14 - 20
25 21-27
26 28 -Oct 4
MonthNo. Xl\l:ek Leap Years CHIEEETS NOTE A: The tax week/month number is the one in
L which the employee receives his/her pay not the
48 Feb 29 - Mar 6 Mar1-7 week in which it was earned.
12 NOTE B: The tax months start on the 6th on one
49 Mar 7 - 13 8-14 month and finish on the 5th of the following month
(for example, Apr 6 - May 5 inclusive, May 6 - June
50 14 - 20 15-21 5 inclusive and so on). The dates specified in the

above table refer only to tax weeks.

el 2o ot If there are 53 weekly, 27 fortnightly or 14 four-
weekly pay days because the last pay day in the
52 Mar 28 - Apr 3 Mar 29 - Apr 4 tax year falls on 5 April, or 4 or 5 April in a leap
. year, all employee's should be automatically
53 Apré-5 Apr 5 calculated on a week-one basis for tax.
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3.13.8 P32 Information

When you use the Calculation command, the application calculates the P32
transaction information so that you can use the P32 Processing command. Where
consolidation is being used, the consolidation company extracts P32 records from
all linked companies.

3.13.9 Stakeholder Pensions (Without Advanced
Pension Scheme Processing)

A step-by-step guide to help you process stakeholder pensions where you are not
using advanced pension processing is provided in a separate topic.

3.13.10 Calculation Report

The Calculation Report shows the Calendar Details, specifying the Current
Period, Start and End dates for the Period and the Actual Pay Date.

3 Pegasus Opera 3 - Orion Vehicles Leasing

3Re port Preview (sqwsecl1.frx)

Orion Vehicles Leasing Calculation Report
Printed 30/09/2010 &t 15:09 by MANAGER

Orion Vehicles Leasing Calculation Report
Report Dated 30092010

Employee

Graup - Manthly
Current Period 7 Starts 0110/2010  Ends 31102010 Paid on 3110/2010
3002 Mrs A Owen
LI Calculation Overridden
Tax Calculation Overridden value Entered = 250.00
CFC1 hr A Mclntyre-Angell
Please complete HMRC form CABES95 to obtain the correct NI number as soon a5 possible.
Starter This Period
SCOM Required for Contracted Out Employee
Employee mustbe assigned to an occupational pension scherme

Group W'- Weekly

Current Period 28 Starts 09710/2010  Ends 15M10/2010  Paid on 151 0/2010
4001 hrs J Elgworth

Employee is aboutto go on holiday
4002 hrs I Fisher

I code would normally be G or % if over retirement age.
Pension contributions calculated but ermployee is over retirernent age

At the time of performing the calculation, the system produces an exceptions
report for any employees who meet certain criteria: such as any irregularities i.e.
leavers, re-instated employees, tax overrides, deletions etc. for this period.

The calculation procedure for the current period may be performed as many times
as required until the Update has been run. The Calculate also caters for
SSP/SMP/SPP/Tax Credits/AEO’s, Advanced Pension Processing and Ni
Adjustment facilities. These are covered as separate topics at the end of this
training manual.
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3.14 Specific Processes Notes
3.14.1 Salary Sacrifice for Employer-Supported
Childcare

The HMRC Employer-Supported Childcare (ESC) schemes provide tax-free
childcare vouchers for employees to use as payment for childcare from nurseries,
child minders, nannies, out of school care and holiday schemes for children up to
the age of 15.

The ESC scheme changed for both employers and employees on 6 April 2011.
The changes were made so that all taxpayers can save the same amount of tax
and national insurance when they receive childcare vouchers, regardless of
whether they are standard rate, higher rate or additional rate tax payers. The
changes only apply to employees who join an ESC scheme on or after 6 April
2011. Employees who joined a scheme before that date are not affected by the
changes. For full details of how the schemes work, contact HMRC or an ESC
provider.

Childcare vouchers are maintained by employers as part of a salary sacrifice
scheme so employees’ salaries are reduced by the total amount of the childcare
vouchers. Once an employee has joined a scheme, their monthly gross pay needs
to be adjusted by the value of the vouchers received.

3.14.1.1 Exempt amounts for schemes entered before 6 April
2011

All employees, including higher rate tax payers, who joined a scheme before 6
April 2011 can still receive the following amounts. Employers do not need to carry
out a basic earnings assessment for these employees.

All employees

Weekly  £55

Monthly  £243
Annual £2915

3.14.1.2 Exempt amounts for schemes entered from 6 April
2011

From 6 April 2011, employers; and standard rate, higher rate and additional rate
tax payers; can receive up to the amounts detailed in the table below free of
income tax and national insurance contributions.

Employers must carry out a basic earnings assessment when an employee joins
the employers scheme and also then annually at the start of the tax year. The
amount of income that can be taken as ESC vouchers is determined by this
assessment.

Basic rate employees Higher rate employees Additional rate employees

Weekly  £55 £28 £22
Monthly  £243 £124 £97
Annual  £2915 £1484 £1166
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The tax saving will be approximately £11 per week for all recipients of childcare
vouchers.

NB: With the introduction of auto enrolment please assess and ensure the
relevant payment and deduction profiles have the correct parameters such as
whether they should be AEable, Taxable, Niable etc. If unsure whether certain
payments are AEable, please speak to your Pension provider or the DWP for
further clarification.

3.14.2 Methods for Setting Up a Salary Sacrifice
Scheme

Tip: To set up automated salary sacrifice in Opera 3, see the To Set Up Pension
Salary Sacrifice Payments and To Set Up Non-Pension Salary Sacrifice
Payments Topics

This is a suggested method for setting up employee records in Payroll for ESC
salary sacrifice schemes in Opera using three different scenarios. In each
scenario below, a new payment profile and a new deduction profile are used.
Follow these steps to create the profiles:

1. Open the Payroll & HR — Payroll - Maintenance — Payment Profile form. Create a
payment profile called ESC1 and untick the Taxable and Ni'able boxes. Update
the other boxes as necessary and then save the profile.

2. Open the Payroll & HR — Maintenance — Deduction Profile form. Create a
deduction profile called ESC2. Leave the Deduct Before Tax and the Deduct
Before NI boxes unticked and update the other boxes as necessary. Then save
the profile.

Then follow the guidance in the scenario below that best fits the employee's
circumstances:

3.14.2.1 SCENARIO A - Standard Rate tax payer takes
maximum ESC voucher value

A standard-rate weekly paid employee is entitled to £55.00 of weekly childcare
vouchers tax and NI free. If an employee takes £55.00 as childcare vouchers,
their basic gross pay must be reduced by £55. Their remaining basic gross pay
will be paid according to normal tax and NI rules.

1. Open the Payroll — Processing form. Find the employee and open the
Payments & Deductions form.

i. On the Payments tab, reduce the basic salary by £55.00. Then click
Action and click Add Item. Select the ESC1 payment profile from the list
and click OK. Then highlight the payment and enter £55.00 in the Perm.
Value column.

ii. Click the Deductions tab, click Action and then click Add Iltem. Select the
ESC2 deduction profile from the list and click OK. Then highlight the
deduction and enter £55.00 in the Perm. Value column.

The ESC payment and deductions of £55.00 serve to cancel each other
out but are displayed on the employee’s payslip. No tax or NI is
calculated on the £55.00.

2. Calculate the Payroll and follow normal pay period processes to pay your
employees.
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3.14.2.2 SCENARIO B - Standard Rate tax payer takes more
than maximum ESC voucher value

If a standard-rate tax payer takes more than £55.00 as childcare vouchers, for
example £70 per week, their gross pay must be reduced by £70 but only £55 is
exempt from tax and NI.

3. Open the Payroll — Processing form. Find the employee and open the Payments
& Deductions form.

i.  On the Payments tab, reduce the basic salary by £70.00. Then click
Action and click Add Item. Select the ESC1 payment profile from the
list and click OK. Then highlight the payment and enter £55.00 in the
Perm. Value column.

ii. Click Add Item again and select a payment profile that is set up to
calculate both tax and NI (If you do not have one already set up, you
need to create one on the Payroll & HR — Maintenance — Deduction
Profile form). Then highlight the payment and enter £15.00 in the
Perm. Value column.

iii. Click the Deductions tab, click Action and then click Add Item. Select
the ESC2 deduction profile from the list and click OK. Then highlight
the deduction and enter £70.00 in the Perm. Value column.

4. Calculate the Payroll and follow normal pay period processes to pay your
employees.

Note: The same steps can be followed for a monthly paid employee up to a
maximum value for the ESC voucher of £243.00.

3.14.2.3 SCENARIO C - Higher Rate tax payer takes more
than maximum ESC voucher value

A higher-rate weekly paid tax payer is entitled to £28.00 of weekly childcare tax
and NI free. If the employee takes more than £28.00 as childcare vouchers, for
example £50 per week, their gross pay must be reduced by £50 but only £28 is
exempt from tax and NI.

1. Open the Payroll — Processing form. Find the employee and open the Payments &
Deductions form.

i On the Payments tab, reduce the basic salary by £50.00. Then click
Action and click Add Item. Select the ESC1 payment profile from the list
and click OK. Then highlight the payment and enter £50.00 in the Perm.
Value column.

ii. Click Add Item again and select a payment profile that is set up to
calculate both tax and NI (If you do not have one already set up, you
need to create one on the Payroll & HR — Maintenance — Deduction
Profile form). Then highlight the payment and enter £22.00 in the Perm.
Value column.

iii. Click the Deductions tab, click Action and then click Add ltem. Select the
ESC2 deduction profile from the list and click OK. Then highlight the
deduction and enter £50.00 in the Perm. Value column.

2. Calculate the Payroll and follow normal pay period processes to pay your
employees.
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3.14.3 Method for Setting Up a Salary Sacrifice
Scheme in regards to Pension Processing

This is a suggested method for setting up employee records in Payroll for pension
salary sacrifice schemes in Opera for static value based contributions.

Note: This method also conforms to any RTI information submitted and respective
legislation.

NB: For percentage based or fluctuating value salary sacrifice contributions, you
would have to calculate and enter this manually per required employee. Please
note this proposed method is for defined “values” only.

In the scenario below, a new payment profile and optionally new deduction
profile(s) are used.

Follow these steps to create the profiles:

*  Open the Payroll & HR — Payroll - Maintenance — Payment Profile form. Create a
payment profile called for example “Sal. Sac”. (name as required), ensuring that a
blank “standard” type is used and tick the Taxable and Ni'able boxes. Ensure the
Pensionable and AOable boxes are un-ticked. Update the other boxes as necessary
(AEable may depend on the pension scheme and TPR legislation and HOLidable may
be based on company policy) and then save the profile.

Note: This may be all that is required to process a salary sacrifice value through
the payroll.

*Optional*

If you require the salary sacrifice value on any pensions reports (without
customisation) or NEST output files, please create the following two deduction
profiles;

*  Open the Payroll & HR — Maintenance — Pension Scheme form. Create the required
pension record and complete the fields as required.*

*  Open the Payroll & HR — Maintenance — Deduction Profile form. Create a deduction
profile called for example “EE Pen Sac”. Ensure it is a type “P” profile and the
appropriate pension scheme is selected (if advanced pensions are in use). Leave the
Deduct Before Tax and the Deduct Before NI boxes un-ticked and update the other
boxes as necessary. Then save the profile.

*  Create a second deduction profile called for example “Pen Contra”, and make sure the
blank “standard” type for the profile is used. Then ensure the tick boxes are identical
to the previously created deduction profile (Deduct before Tax etc.). Update the other
boxes as necessary. Then save the profile.

Note: This is needed because you need to reverse out the Pension Type
Deduction to avoid duplicating the contribution from the employee’s pay.

*Only required if advanced pensions are in use.
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Then follow the steps of the example scenario below;

A standard-contribution of 100 a month for a monthly based employee. Their
basic gross pay must be reduced by £100 as this is their salary sacrifice (pension
contribution). Their remaining basic gross pay will be paid according to normal tax
and NI rules.

5. Open the Payroll — Processing form. Find the employee and open the
Payments & Deductions form.

i. On the Payments tab, reduce the basic salary by £100.00. This is
done by clicking on Action and select Add Item.

i. Selectthe Sal. Sac. Profile and click OK.
iii. Enter -100 (negative 100) in the Perm. value column.

Optional

+ If advanced pensions are in use, open the Payroll — Processing form. Find the
employee and open the pension record for the employee by selecting action —
pensions — employee pensions. Then enter 100.00 as a value for the EEs
contributions**

* Regardless if advanced pensions are in use, open the Payroll — Processing
form. Find the employee and open the Payments & Deductions form. Click
the Deductions tab, click Action and then click Add Item. Select the ‘Pen
Contra’ deduction profile from the list and click OK. Enter -100.00 (negative
100) in the Perm. Value column.

**f advanced pensions are not is use you must add the pension deduction
manually; Select the ‘EE Pen Sac’ deduction profile from the list and click OK.
Enter 100.00 in the Perm. Value column.

2. Calculate the Payroll and follow normal pay period processes to pay your
employees.

Please ensure you test and assess the proposed method to ensure this fits the
requirement of the business. Please note if you follow the option of deduction
creations & processing for pension reporting / NEST file requirements, you may
see additional elements on the payslip.
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3.14.4 Produce and List BACS

Use this report to produce a BACS listing for all BACS-paid employees. A file
called ?_ WGBACS.OUT or, in the case of NatWest Autopay, ?WGBACS.TXT
(where ? is the company ID) is created within the DATA subfolder of the
application's folder. If a file of this name exists, you can choose whether to
overwrite it.

Important Note - Bankline: If you use the NatWest or RBS Bankline product to
produce BACS files in bulk format, the reference you enter in the Bulk List
Template Ref. field must be the same as the reference used when the bulk
payment list was set up in Bankline.

Box Description

Value Date  The date that determines the BACS payment date.

Note: This only applies if the BACS System box on the Payroll - Utilities - Set Options form is
set to 'AIB', 'BANK IRELAND', 'BANKLINE AD HOC', 'BANKLINE BLK', 'BANKLINE STD',
'BOS', 'HSBC', 'ROYLINE BLK' and 'ROYLINE STD'.

Payment This identifies the payment as it will be known to the remitter.
Ref

Note: This only applies if the BACS System box on the Set Options form is set to 'BANKLINE
AD HOC..

These three boxes only apply if the BACS System box on the Set Options form is set to 'AIB' or
'BANK IRELAND'.

Volume ID  Default BACS Volume ID for the Volume Header Label.

Auth 1D Default BACS Authorisation ID for the Volume Header Label, supplied by the bank.
Service The Service User Number (SUN) provided to you by your bank or BACS Approved Solution
User Supplier (BASS).

Number This box is displayed if you use the Standard 18 BACS format (selected from the BACS

System list on the Payroll - Utilities - Set Options form). The Standard 18 format includes the
random string used for RTI purposes, which is a HMRC requirement for employers who use a
Service User Number when paying employees by BACS. This format is currently supported
by Allied Irish Bank, Bank of Scotland, Bank of Ireland, Barclays Bank, HSBC, Lloyds TSB
and BACS Approved Solution Suppliers (BASS).

You must only use this if your bank or BASS has told you that the format is suitable and has
given you a (SUN) Service User Number.

Note: You can leave this box blank when you create your payment file. If you do leave it blank
you must enter the SUN in your banking software instead.

Volume No Default BACS Volume number for the Volume Header Label.

Tip: If any details in the report are wrong after the BACS list is created, make the
necessary amendments for the employees on the Processing form, run the
Calculation again, and then run the Produce and List BACS command again.

3.14.4.1 To Produce and List BACS

Important - BACS Payments: If you pay your employees by BACS using either
the 'STDBACS RTI' or the 'Standard 18' format (selected on the Payroll - Utilities -
Set Options form), you must create your BACS file in the Payroll - Payment
Reports - Produce & List BACS command before sending your Full Payment
Submission to HMRC.
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When these formats are used, the Produce & List BACS command createsa o
random reference 'string' that is included in the payment file and is used to create
a cross reference ‘hash’ number for each employee included in the Full Payment

Submission. This is used by HMRC to reconcile the BACS payment data against

the pay details in the Full Payment Submission. If you do not create the BACS file
before sending the FPS, HMRC will not be able to do the reconciliation.

1. Open the Payroll folder and then click Payment Reports or click the Payroll & HR
tab on the Ribbon Bar and then click Payroll - Payment Reports.
2. Click Produce & List BACS.

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.

4. Update the boxes that are enabled for your bank.

5. Click OK.

6. 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.

Note: A warning message is displayed if a BACS file that was created earlier still
exists in the folder. This may be because it was not transmitted to your bank
using your BACS software. You are asked whether you want the existing BACS
file to be renamed to allow the new BACS file to be created. You must then make
sure both BACS files are transmitted to your bank.
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RTI Processing

0 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://Iwww.hmrc.gov.uk/payerti/troubleshoot/index.htm and technical
guidance @ http://www.hmrc.gov.uk/softwaredevelopers/rti/internet-rti.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 Y/,
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)

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.

Fa)
oy

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
Oown pension or annuity
schemes to inform
HMRC when someone
starts their retirement

Does
everyone
need to use /
RTIin April? 4
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.

Employment

Intermediaries —

The new Intermediaries
Regulations coming into force
in the new tax year require
Intermediaries who place
workers with their clients,
where they do not pay them
under PAYE, to report these
payments to HMRC. These
regulations are currently
under review (i.e. the draft
requirements from October
2014 have been updated
from the HMRC consultation
document issued in January
2015).

This will not be catered for
from Opera, This is because
Opera is designed for
Processing PAYE payrolls
(where the EEs on record are
paid and processed within the
system) rather than “workers”
who are essentially being
treated as self-employed and
not processed through the
Payroll software.
Workaround would involve
bespoke or possible
maintaining a spreadsheet or
even investigating whether
personnel only records and
using various fields to
represent data requirements
could cater for El
submissions.

For data information, the
requirements for the
Employment Intermediaries
reporting service are now
available on GOV.UK at
https://www.gov.uk/governme
nt/publications/employment-
intermediaries-support-for-
software-developers.
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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

0 @ 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.

© Pegasus Training Services Page 174


http://www.hmrc.gov.uk/payerti/reporting/payroll-alignment.htm
http://www.hmrc.gov.uk/payerti/reporting/payroll-alignment.htm

Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

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.

Submission Submitted

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)

Informs HMRC of
earnings and
deductions for the
pay period

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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Glossaryof Terms

RTI Real Time Information

EAS Employer Alignment Submission
FPS Full Payment Submission

EPS Employer Payment Summary
NVR NINO Verification Request

EYU Earlier Year Update

DPS Data Provisioning Service

(The system HMRC uses to send messages about your payroll)

NINO National Insurance Number

Split Scheme Where the company’s payrolls are split.

For example; A company runs its own payroll on Opera 3 for normal
employees but their Directors payroll is processed by an external bureau

or

the company is split across two or more software products (Capital Gold
Payroll and Opera 3, or multiple Opera 3 systems etc).

3.15.1 RTI Preparation & Processes Summary

The dedicated checklist guides which are available with the product are a fantastic
source of information and which procedures to follow. The following flow charts
summarises the getting ready and processing of RTI on a top level basis guide;

What'’s first?

Prepare Upgrade Additional Identify required Align Data

*(EAS or FPS)

Activate RTI

existing data software data required Payment Profiles

Processing under RTI

Every Payroll Period

Process the
Payroll (as
normal)

Create BACS
file

Create and
Submit FPS

Add any new
starters

Process any

Print Reports
leavers

Every Tax Month

Submit EPS
o(If required)
eMandatory P12

Ensure all FPS files
submitted for Tax
Month

Process the final
Payroll for the Tax
month

Process your usual
procedures (P32 etc)

Ad Hoc Procedures
A
Submit NVR

e|f required
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3.15.2 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. Each employee's address is also
included.

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).

Important - BACS Payments: If you pay your employees by BACS using either
the 'STDBACS RTI' or the 'Standard 18' format (selected on the Payroll - Utilities -
Set Options form), you must create your BACS file in the Payroll - Payment
Reports - Produce & List BACS command before sending your Full Payment
Submission to HMRC.

When these formats are used, the Produce & List BACS command creates a
random reference 'string' that is included in the payment file and is used to create
a cross reference ‘hash’ number for each employee included in the Full Payment
Submission. This is used by HMRC to reconcile the BACS payment data against
the pay details in the Full Payment Submission. If you do not create the BACS file
before sending the FPS, HMRC will not be able to do the reconciliation.

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.

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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F“'St 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 Only () Detailed
(@ Create FPS and Report @) Summary

Most Recent FPS

Date Created :  23/12/2013
Time Created :  01:43:03 FPM

FPS Details
FPSType : | Regular FPS E|

[]1 only want to indude specific employees in the FPS
[ compress the submission

Specify & late PAYE reporting reason

EE Motional payment: Payment to Expat by third party or overseas employer

Motional payment: Payment to Expat by third party or overseas employer -
Motional payment: Employment related security
MNotional payment: Other )
Payment subject to Class 1 NICs but P11D/PSD for tax 3
Micro Emplayer using tempaorary 'on or before' relaxation

Mo working sheet required; Impractical to report
|reasonable excuse

G m g m W

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.

Why do we have the option for compressing RTI Submissions? |i
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“ Full Payment Submission (FPS) @ ....................................

Please specify 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 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)
Press F5 to remove the highlighted employee from the list. then each FPS will Update
Press F7 to remove all employees from the list. : HMRC’s backend system
: = accordingly (Note: because
@) concel || Bk [ mewt i| the FPS contains data
i 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
Unless you select the | only want to include specific employees in the FPS option, you'd expect).
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 No EPS 1)
employees in the FPS option the second page is where you select the required HMRC will be expecting at
employees. least one FPS per tax
month from an employer; if
i | there are no FPS’s then
“ Full Payment Submission (FPS) @ HMRC will inform the
i | employer that they haven't
been sent any (if they really

Ref Group MName NINO Date of Birth =

Second Page

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

Number of employees that will be induded in the FPS i aren’t due to send any
New starters this period : 0 FPS’s then the employer
Leavers this period : 0 should use the EPS to
Current employees : 2 : = notify HMRC accordingly).
Total : 22 :

Note that such notifications

This Period totals for employees that will be induded in the FPS will be sent to the employer

Tan : 86140.63 via the Data Provisioning
Employees NICs : 5267.10 Service (DPS) in the same
Employers MICs : 2164230 h I g

Student Loan : 13.00 Pl way the employer is

notified about employee tax
code changes, however,
for RTI-specific DPS

‘You are about to create a regular FPS.

After the FPS has been submitted to HMRC you may receive information from HMRC at a later messages, they are
date regarding the NINO status of employees contained within the FPS, The information can i
be viewed online by using the HMRC PAYE desktop viewer application or the Data Provisioning actually bemg. processgd
Service. by a new service (that sits
i | within DPS) that is called
the Generic Notification
Service (GNS).
g) 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.
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Options

Box

Process

Report
Type

FPS Type

Description

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.

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

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.

A 'Regular FPS' contains these employees:
e 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.

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

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:

and who are paid quarterly or annually.

have not yet been paid.

has been selected).

Those who have been paid since the start of the tax year

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

Those who have been paid in the current pay period.

First FPS sent  First FPS after
for alignment  EAS sent for

Yes

VES

VES

New employees who joined in the current pay period who

Both new and existing employees who are currently on unpaid
leave (the Unpaid Absence indicator on the employee record

included in the FPS.

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

alignment

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

Note: The 'First FPS' option was used to align employee records held by employers
with those held by HMRC when Real Time Information was first introduced. The

option should now be ignored.

EE Details

4

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://mww.hmrc.gov.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

Specify a

late PAYE
reporting

reason

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.

Note: This applies from the 2014-15 tax year.

You must submit your Full Payment Submission on or before each pay day. If the
FPS is not sent in time a 'Late PAYE reporting reason' must be included in the FPS
when it is sent. HMRC will use the reason supplied to prevent messages and
penalties being issued where they should not be.

The permitted reasons are:

e A (Notional payment: Payment to Expat by third party or overseas
employer)

e B (Notional payment: Employment related security)

e  C (Notional payment: Other)

e D (Payment subject to Class 1 NICs but P11D/P9D for tax)

e E (Micro Employer using temporary "on or before" relaxation)
. F (No working sheet required; Impractical to report)

. G (Reasonable excuse)

e H (Correction to earlier submission).

This can be set for individual employees if necessary, or for all employees included
in an FPS.

To update individual employee records, tick the Late PAYE Reporting Reason box
on the Additional Info tab of the Payroll - Processing - Details & Bank form for those
employees. Then choose the relevant reason from the list. When the FPS is sent
the late reporting reason will be included for those employees only.

To use the late reporting reason for all employees in the selected payroll groups,
tick the Specify a late PAYE reporting reason box on the Payroll - RTI Submissions
- Full Payment Submission form. Then choose the relevant reason from the list.
When the FPS is sent the late reporting reason will be included for all employees.
Any reason selected for an individual employee will override what is selected here.

Note: Any late reporting reason used will be cleared by the Payroll - Utilities -
Update command, which completes a pay period ready for the next pay period.

Can you

send an FPS &

for the same ~ /4
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
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3.15.2.1 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).

3.15.2.2 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.

3.15.2.3 Leavers

The FPS includes employees who are marked as leavers on the Payroll -
Processing - Leavers form in this pay period:

¢ An employee marked as an 'L' leaver is included in the FPS as normal, even if
they do not receive any pay. The leave date is included in the submission to
inform HMRC that the employee left your employment in this period.

e An employee marked as a 'D' leaver is included in the FPS in the pay period in
which they are marked as a leaver. The leave date is included in the submission
to inform HMRC that the employee left your employment in an earlier pay period.
Employees who left in the previous tax year are included.

Why would | -
send an _
FPS for v

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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3.15.2.4 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.

Important - STDBACS RTI BACS Payments: If you pay your employees by BACS using
the STDBACS RTI format (selected on the Payroll - Utilities - Set Options form), you must
create your BACS file in the Payroll - Payment Reports - Produce & List BACS command
before sending your Full Payment Submission to HMRC.

When the STDBACS RTI format is used, the Produce & List BACS command creates a
random reference that is included in the payment file and is used to create a cross
reference ‘hash’ number for each employee included in the Full Payment Submission. This
is used by HMRC to reconcile the BACS payment data against the pay details in the Full
Payment Submission. If you do not create the BACS file before sending the FPS, HMRC
will not be able to do the reconciliation.

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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3.15.3 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.

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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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 (EPS) @

Use this process to create an EPS ready for submission to HMRC via Pegasus Online Filing 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 201314 tax year. The tax year is taken from
the default group.

Any recoverable amounts which appear in this form have been
Most Recent EPS taken from the P32 figures for the 2013/14 tax year. Please ensure

Date Created : that your figures are up to date before creating the EPS.
Time Created :
EPS Type :
EPS Details
EPS Type : |Regular EPS |Z| Tax Year: 2013/14
[T Mo Payments Due Period of Inactivity : | Not applicable |Z|
From: | [/ From: | [/
To: 'y To: I

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 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).

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 Employer Payment Summaries and Full Payment Submissions will not be
submitted for the chosen period of time. In accordance with HMRC requirements, the first
day of the period of inactivity must be the sixth day of the respective month - the first day
in a tax month. You can enter a date range of up to 12 months.
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Select 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.

In accordance with HMRC requirements, the first day of the period of inactivity must be the sixth day
of the respective month - the first day in a tax month.

Second Page

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.

“ Employer Payment Surnmary (EPS) @

Please verify that the details below are correct and make any amendments where necessary.
Then dick Start to create the EPS,

Recoverable Amounts for 2015/15 {year to date as at month 1) Bank Account Details
Up to Tax Month : 1 E| 06/04/2015 - 05/05/2015 [] tnclude bank account details in the EPS
SMP Recovered : 0.00 Account Holder :
MIC Compensation on SMP : 0.00 Account Mumber
OSPP Recovered : 0.00 Sort Code :
MIC Compensation on OSPP @ 0.00
ASPP/ShPP Recovered : 0.00 Building Society
Reference ;
MIC Compensation on ASPP/ShPP : 0.00

Employment Allowance

SAP Recovered : 0.00

[ start daiming, or no longer qualify for employment allowance
MIC Compensation on SAP : 0.00
CIS Deductions Suffered : 0.00

B Allocate the EPS credit (recoverable amount) against tax month 1
{dear to allocate the credit based on the submission date)

9

The second page is where you enter the recovered amounts for the tax month,
bank account details, and indicate whether the Employment Allowance is being
claimed or ceased (from 6 April 2014).

Option Description |

Up to Tax Select the month that the Employer Payment Summary is being submitted for. This will
Month default to the latest month in Payroll. If you pay HMRC quarterly rather than monthly (and
the P32 Payment Frequency option on the Payroll - Utilities - Set Options form is set to
'Quarterly’) then the quarter number is displayed in the list where appropriate.
Recovered Enter the recoverable amounts for Statutory Payments, National Insurance Contributions
amounts (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 if necessary - this amount is not derived from
the P32 Processing form.
Allocate the  When this box is selected the recoverable amounts are allocated against the month in the
EPS credit Up to Tax Month box. When this box is cleared the tax month that the recoverable amounts
... against are allocated to depends on the submission date.
tax month x
This flowchart illustrates the tax month that recoverable amounts are allocated against,
depending on whether this option is used or when the EPS is submitted.
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Bank
Account
Details

Employmen
t Allowance

Allocate the EPS
credit agoinst tax month
X selected?

No

Submesion dateon or

before 18" of the month CUrrent tax month

Amounts alocated to the

Example: You next submit
an EPS with recoverable
amountson 20 June 2015.
HMRC allocate the EPS to
the 6lune to 5 July tax
month {month 3 - the
Amounts allocated to the current tac month).
previous ta month

Amounts alocated to
selected tax month

Example: ¥You submit an EPS
with recoverable amounts
on 14 May 2015. HMRC
allocae the EP5tothe &
April to5 May tax month
{morth 1 - the previous tax
morth).

Example: You submit anEPS
with recoverable amountson
20 May 2015. You select ‘Up
to Tax Morth 1 to allocae
the EPS to the 6 Aprilto 5
May tax month (month 1).

Enter bank details to which refunds will be sent by HMRC if relevant. This information need
only be provided once but can also be included each time an EPS is submitted.

Note: This applies from 6 April 2014.

Set to ‘Start Claiming’ to signify to HMRC that the allowance will be claimed. You only need
to signify to HMRC once that you will be claiming the allowance, not in each Employer
Payment Summary that you submit.

Set to ‘Stop Claiming’ to signify to HMRC that the allowance will no longer be claimed.

The Employment Allowance is £2,000 in the 2014-15 tax year and is available to most
employers. HMRC will offset the allowance claimed against the Employer Class 1 NICs due
so your payment should be reduced by the amount of allowance that you are claiming.

Note: This applies from 6 April 2014.

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 dedlarations.
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 ? @ Mo ) Yes

As far as you know, did anyone else pay expenses, or in any way provide

vouchers or benefits to any of your employees while they were employed by @) g Yes
you during the year ? : -
Did anyone employed by a person or company outside the UK wark for you for
30 or more days in a row ? @ No I Yes

Have you paid any of an employee's pay to someone other than the employee,
for example to a school ? @ Mo T Yes

Are you a service company ? @ No I Yes

Completed forms P11D and P11D{b) Returns of expenses payments, benefits
and Class 1A contributions _ Are due @) Are not due

J Cancel ] [ Back ] | Start
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3.15.3.1 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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3.15.4 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. Each employee's
address is also included.

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) =

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

Repor i
(@) Create NVR and Report

Most Recent NVR
Date Created :
Time Created :

MNVR 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).

Fal

If | submit a 2
National

Insurance )/
number for 74
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)

Please 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)

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

New starters this period u]
Leavers this period : o]
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 MVR.

The information can be viewed online by using the HMRC 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 NVR.

Box

Only allow
selection of new
starters in this
period

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

3.15.4.1 To Send a NINO Verification Request (NVR) to HMRC

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.

3.15.4.2 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.

Roughly how

long it will

take form /4
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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3.15.5 Employer Alignment Submission (EAS)

Notes
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 HMR.C 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
IR )" () Detailed
(@) Create EAS and Report (@) Summary
Most Recent EAS
Date Created :
Time Created :
EAS Details
[] compress the submission
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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 : 0
Leavers this period : 1]
Current employees : 23
Total : 23

Submission Details
[F] 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 HMRC 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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3.15.5.1 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.
3.15.5.2 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.

3.15.6 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 @
NVR || EAS
Group Description Current Period Created for Current Period?  Date/Time Most Recently Created =
Monthly 3 v 04/01/2013 12:07:23 PM
w Weekly 1
1< . | r
2

“ Submission Information

rs | 555 [ e8|

Most recent EPS

EPS Type : None Created
Tax Year :

Date Created :

Time Created :

Recaverable Amounts year to date :

SSP Recovered : 0.00 CIS Deductions Suffered : 0.00
SMP Recovered : 0.00 MICs Holiday : 0.00
NIC Compensation on SMP : 0.00
OSPR Recovered : 0.00
NIC Compensation on QSPP : 0.00
ASPP Recovered : 0.00
NIC 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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Description

Current Period Created for Current Period? Date/Time Most Recently Created

3
1

W

Weekly

FPS || EPS
‘Group Description Current Period Created for Current Period? Date/Time Most Recently Created =+
Monthly 3 Mot Created

1 Mot Created

Total number of parts :

Most recent unique part ID :

Employers —
correcting any

errors they )
discover in ,/

employee figures
after

submitting their final FPS &
EPS of the tax year.?

An employer would ordinarily
resolve such errors by re-
sending an FPS, or by waiting
until the next FPS is due and
then ‘making good’ in that FPS.
However, the ability to use the
FPS to perform such
corrections is somewhat
restricted after the end of the
tax year.

If we take the forthcoming EQY
as an example, the employer
actually has up until 19th April
2014 to re-send their final full
FPS of the 2013/14 (the
previous) tax year (i.e. with the
FPS containing corrected year
to date figures for example).

However, from 20th April 2014
onwards, if the employer needs
to make corrections to the
2013/14 tax year, then they can
no longer use the FPS to do so
(i.e. from 20th April 2014
onwards the employer can only
send FPS’s that relate to the
current (i.e. new) tax year).

Therefore if from 20th April
2014 onwards the employer
does need to make a correction
to employee figures for the
previous tax year then the only
way the employer can do so is
be sending what’s called an
Earlier Year Update (EYU).

Opera does not cater for the
EYU, so for Opera customers
they will have to use the EYU
facility provided by HMRC as
part of their Basic Payroll Tools
(BPT); a new version of BPT is
due for release by HMRC on
3rd April 2014. Capital Gold
Payroll however does have an
EYU facility built into it.

Finally, if the employer needs to
send corrected EPS figures for
the previous tax year (for
example: perhaps they
accidentally over-claimed SMP
recovery) then the employer
can send an EPS for the
previous tax year at any time
they want during the year (i.e.
even from 20th April onwards).

Reminder: the EPS contains the
tax year the associated figures
relate to. This means that
where EPS figures need to be
corrected for a previous tax
year then such an EPS
submission can be performed
within Opera (i.e. as long as the
customer selects the correct tax
year via the EPS form that the
submission relates to).
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3.15.7 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 &)
An Earlier Year Update
(EYU) cannot be
submitted if the Joined
date for the Payroll
Scheme has not been set.

an
oy

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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Accreditation Training Courseware ~ ———
4 Reports

4.1 Publishing a Report

Payroll reports can be accessed via the Reports Menus in the respective Module.
It is possible to tailor the layout of these reports under development mode
(ADMIN). Once your report criteria has been selected and any matching data
found, a Publisher form will be presented allowing a choice of Screen, Printer, File
or Email output.

.3 Publisher

Please select a destination device for the document you are about

! to publish.

Report Layout ; | Standard report v

| printer || Fie || Email |

@ [ Publish Cancel

To print a report;

1. Open the required module folder, click Reports and then click appropriate
report

2. Define the range of records you want included in the report by entering From
and To values.

3. Click OK.
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4.2 To View Payroll History Details Notes

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

2. Find the Employee using List tab, the search icon on the toolbar, or by pressing
CTRL+F.

3. Onthe Action menu, click View (F12).

Year Month  TolEL 1a LEL-ET 1b ET-UAP 1c UAP-LEL 1d EEs+ERs MI 1e EEs MI 1f S5P 1g SMP 1h A
1011 07 0.00 0.00 0.00) 0.00) 669,90 303.16] 0.00 0.00
1011) 06 0,00 0,00 0.00 0.00 669,901 303,18} 0,00 0.00
1011) 05 0,00 0,00 0.00 0.00 669,901 303,18} 0,00 0.00
1011| 04 0.00] 0.00) 0.00] 0.00] 669,90} 303. 16| 0.00] 0.00
1011) 03 0.00 0.00) 0.00) 0.00) 669,901 303.18] 0.00 0.00
1011) 0z 0,00 0,00 0.00 0.00 669,901 303,18} 0,00 0.00
1011 o1 0.00 0,00 0.00 0.00 669,901 303,18} 0.00 0.00
0910f 12 4940.00) 775.00f 34325.00] 3635.00| 669,36/ 303.01 0.00] 0.00
0910( 11 0.00 0.00) 0.00) 0.00) 669,63 303.04 0.00 0.00
0910( 10 0,00 0,00 0.00 0.00 669,63 303,04 0,00 0.00
0910) 09 0.00] 0.00) 0.00] 0.00] 669,63 303.04 0.00] 0.00
0910( 08 0.00 0.00) 0.00) 0.00) 669,63 303.04 0.00 0.00
0910 o7 0,00 0,00 0.00 0.00 669,63 303,04 0,00 0.00
0910( 08 0,00 0,00 0.00 0.00 669,63 303,04 0,00 0.00
0910 05 0.00] 0.00) 0.00] 0.00] 669,63 303.04f 0.00] 0.00
0910( 04 0.00 0.00) 0.00) 0.00) 669,63 303.04 0.00 0.00
0910( 03 0,00 0,00 0.00 0.00 669,63 303,04 0,00 0.00
0910( 02 0.00 0,00 0.00 0.00 669,63 303,04 0.00 0.00
0910 o1 0.00] 0.00) 0.00] 0.00] 669,63 303.04 0.00] 0.00
0s08( 12 4680.00) 755.001 0.00) 34603.00) 642,47 273.07) 0.00 0.00
< >
g

Remember the “Hidden Reports” which are available in forms which have the
printer icon highlighted in the toolbar as well as the Right-Click Export
functionality.

B B

‘IPEE" |h|'|.;-\.-\.l-|-\.| T~1C1 1~ | 1ci ET lb d
“nar Sort Ascending 0.00
0ar Saort Descending 0.00
Qa0 0.00
081 Select Column 0.00
nar Un-Select Column .00
0&c Invert Selection 0.00
050 Hide Colurmn(s) 0.00
= _ 0,00
nar Ln-Hide Columnis) 0.0
0&L Fick Columns L
0.00
701,00
070 0.00
070 Resek arid To Defaulk 0.00
I:I?I:lul o I UuUUI I:Iul:":l
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4.3 List of Reports Notes

NB — You will be prompted which groups to run the report over.

3 Select Grou ps |z|

Reverse Selection F8

2 |Fortnightly v Accept F9
W \Weekly i

W

’ Action l @ ’ K H Cancel

me & Description Example

Summary Reports

The Payroll module provides listings of records maintained through the various forms and payments and
deductions generated as a result of calculation processes. Reports can be used to view information on your
computer screen as well as printing. Most reports provide a number of options to determine the criteria,
sequence and range of records reported.

|fx This Perloq Summary 3 This Period Summary
= Use the This Period Summary

command to produce an audit trail
for every employee for the current
pay period. If you are using the Fange

departments facility, you can choose First Employes : | 1001 B ooeor
between employee reference or
department/cost centre sequence Last Employee : | CFC1 | McInkyre-angel

and specify the range of records to
be included. You can enter a date to

be printed on the report. Report Date : E]

The Opera 3 Excel report design will
have the various AE earnings
related fields (columns)

Sequence :

@ QK l [ Close

Orion Vehicles Lessing Payroll Summary (This Period)
Pirts D08 #1522 by MANAGE
By Encloree (Sekeced ram 1001 0 CPC1)
Orlon Vehicles Leasing Fayrall Summary (This Period) [
Fepor oo 1203001 1
Total Gross N e Other
Pay Taxabie Tk Emplyes  Empeyer  Deds. et pay
o IR Gogson
BENMD  MODG4  BR NAA8 A2 SSA0E  :ITESE
W02 MeAGregoy
a0 owes  s1se0 0738 alRde GAm 216470
W03 WD Cwellinghn
100830 1500 io0sD 12188 seer rane0
200 e L duigley
e015  tEsD1s 24300 e suz won s
w0z WrEdues
D 2R00A W00 1045 2002 SATe  1Tiam4
W WsLoins
10850 10850 18600 BTy 5376 [ [EE) [T aam T 02ee 2ap SR S as pe—
W4 MissWTumer w
BRSO 143913 20080 105 12328 4637 11535 LI w
30 Mri Hars H
WIS 17SIE3 240 M3 113 35ee 132005 [
002 MrEAOwen
WmE  1TmE 000 wE2 03T 3sE 10782 w0
W03 M Denvant
uRE M 4E00 77 1ma e e [
W4 WP Faven
200 woa 00 o am noa 00 [T
i ® A% e dm we e o i
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To-Date Summary

Use the To-Date Summary

command to produce an audit trail
for every employee for the income
tax year to date. If you are using the Fange

departments facility, you can choose First Employves : | 1001 |
between employee reference or

department/cost centre sequence Last Employee ; | CFC1 | McInkyre-Angel
and specify the range of records to
be included. You can enter a date to

be printed on the report. Repork Date : E]

o To-Date Summary

Sequence :

Orion Vehicles Leasing Payroll Summary (To-Date)

Prinlod DASA011 ot 1534 by MAHADER.

By Emplorme (Selectad fom 1001 1o CFC1)

Orion Vehicles Leasing Payroll Summary (To Date) b 1
Fepirt Dued 012032011
Grass Superann. [ L ssp
Taxablo Pay Tax  Pension  Employes  Fanplayor SSP. Days  spp. SAP. SMP. Stoan

T W R Godson

K12 2170858 as6.20 342 n2m 256704 w0 2 000 oo 000 000
102 MrA Gragory

sl 278445 363500 N8 180371 184556 o 000 o 000 ooo
1003 GG Wallington

sniL 578 s20.30 1843 15558 18230 o 0 000 0 000 oo
20 Wi L Qusgley

[ 176105 140 000 oo 107891 000 0 000 000 000 000
2002 W Janes

551 1536053 23420 am 120815 BiB4d w0 0 000 ") 000 000
2003 MrsL ins

1L BasaEn 109220 am 5300 655,32 o 0 000 oo 000 oo
2004 Miss W Tumer

sl 1007391 140580 000 741 50 62395 0 0 000 w0 000 11200

Departmental Analysis

Use the Departmental Analysis
command to print a departmental
breakdown of the payroll for the
current period and the income tax
year to date. This only applies if you
are using the departments facility. @ o ] l

Close

Orlon Vahices Lessing Departmental Payroll Analysis
e 0203 o 1625 v WADER
Orfon Vanicies Lonsing Deparimental Payesil Analysis 1
P D AN
[ ——
Tasels Pay 0 Toba Tasable %7142 Oecup Pon sem
NonToxable P mployers N 1005 52 Welurtary
s " Emeloyers Studen Lasn
PAYE 158501
ame Employees NI 7155
cunp
Sep T et Te®
SAP.
e T
Notional Insurance
To Date Totale Rata ERs TP GesTE | ERSTD EESTO
Gross T osee 54 & = e 32 s61
Tasable 7417 &
e 0 c 1511 e
HIERS EEr o
s ez E
G o r me wmm mew  me
SSP G
Sme 4
Charity L
SoLaan Coin Analysis Breakdown
Gruss Prev Fifties — Cash
i . oo P _
i Tone Autapay 14a115
SAP TwiPound BACS B
Pound s
e — g %
b e L Bl
Fmployess _—
Curent e a9 10 pr— T
Fumert 5 Ao
Losing TE i et [
Hobgsy s
Hisory ooy
=]

L R . 0] 3 | e

© Pegasus Training Services Page 204



Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

P11

Use the P11 command to print P11
reports for all or a range of
employees within a specified tax
year and period range. There are
three options governing the content
of the report. Selecting the NIC &
Statutory Payments option
produces a report listing the
equivalent content of the columns 1la
to 1j of the P11 form along with the
associated end of year summary
totals, SSP (Statutory Sick Pay)
totals and so on. Selecting the PAYE
(Pay As You Earn) Income Tax
option produces a report listing the
equivalent content of the columns 2
to 9 of the P11 form with the
associated tax code and various pay
and tax totals. Selecting the Both
option prints both these reports, one
after another.

The report is also available in
detailed or summary format. If you
select Detailed, the report shows all
selected periods per employee (that
is, the application prints a P11 for
each selected employee). If you
select Summary, the report shows
the P11 totals for all selected
employee’s periods, grouped by
department and so on.

Sequence :

R.ange

First Employes ; | 1001 | Godson
Last Emploves : | CFC1 % | MecInkyre-tngel

(%) Both
O MIC & Statukory Pavments Only
(I PAYE Only

(%) Detailed
O Summary

Perind Range

Fram To Tax Year :

TN

<
r
<

Monthly @ | 1

Weekly 1 |1 ¥ |52 v

Report Date @ | 02/0512011 B

3 Pegasus Opera 3 - Orion Vehicles Leasing

3 Report Preview - P11 (sqwep11s.ix)

Orion Vehicles Leasing P11 NIC & Statutory Payments - Year to 5 April 2011 (Detailed)
Priged 02037201 ot 16 52 by MANAGER
P11 for Employeas betwaen 1001 and CFC1 - Both Reports
Orion Vehicles Leasing P11NIC & Statulory Payments - Year fo 5 Apeil 2011 (Detalled) Poge 1
Fepor Dated 0200572011

Employer's leme: Sur reame NI Humber St Date

Gron Vebices Laasig Godeon GYSATIAA O11ASGE

HMRC Office Hame & Employer®s PAYE ret Forenarmes Date o birth Leave Date

Moy 6053960 Ficherd ooenos2

Gender Fayrolltumber Student Loan Case
" o
e Stattory
Eenrg  Ea Ewnrge  Eanngs  EEz-ERS £es Shuder Loon
aiell LEGE S URFISUEL  coraien  conlibution ssp B P sa Bedoction

L] 1s b 1 1d 1o it 1a h 1i 1 i
o o 000 000 om om0 w319 om om om om 000
I 00 000 000 om 6950 0319 om o om om 000
I 00 000 000 om 6050 0318 om o om om 000
0 oi0 000 000 om se050 0318 om o om om 000
05 oio oo 000 o sec0 w318 om ot o om 000
o om0 P Py om Bess 318 om om om om 000
o om0 P P om e 319 om om om om 000
T om0 [ [ om s EET] om o 0o om [
M Sumenary - er Civactoes, pease 306 P14

Orion Vehicles Leasing
Printed D2008/2011 o 16:32 by MANAGER

P11 Income Tax- Year to 5 April 2011 (Detailed)

P11 far Emplayees between 1001 and CFC1 Both Reports

Orion Vehicles L easing P11Income Tax -Year to 5 April 2011 (Detailed) Page 1
Report Dated 020302011
Employer's Name Surname Date of birth Tax Code
Orien Vericles Leasing Godsan 03061952 K12
Forenames PayrollHumber Amended
HMRC Office Name & Employer's PAYE ref Richare! 1001 code  period
Kettering 360453960 N Number Start Date
GYSIEITAR 01011596
Gender Leave Date
FAYE Income Tax
<K Coles— < KCotes only—— <K Codes—>
Pay Tetel T e ot e it
iolngSPr  Totelpay  Totafes  aidfional  Toldlacckle Tooltoxdue endofoaton  Reguatory Texdedied  ceducteddue
SMPSPPISAP toddte  paylodde payiocele  pavtocets  todato b imit o refuncd tore, it
M 2 4 0 5 3 6 7 3
01 310034 10094 000 1075 #1169 62220 62220 155047 63220 0
02 10094 6201 88 000 2150 622338 124460 62240 155047 62240 0
03 310034 30262 000 5235 335,07 166700 62240 155047 62240 0
04 0088 1240878 000 4300 1244878 248920 62220 155047 62220 0
05 0084 1850470 000 575 15556 45 1160 62240 1550 47 62240 0
06 0088 1880564 000 6450 1867014 EzE] 62240 155047 62240 0
o7 0084 ATESE 000 7525 21761.83 435620 62220 155047 62220 00
Py an Tax Totals o dats—————————>
Pay Tauededlucted
000 In previous smploymerts 000
21706 58 In this employment 435630
21706 58 Totel for year 435620
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Payment Reports

The Payroll module provides listings of records maintained through the various forms and payments and
deductions generated as a result of calculation processes. Reports can be used to view information on your
computer screen as well as printing. Most reports provide a number of options to determine the criteria,

sequence and range of records reported.

Payslips

Use the Payslips command to
produce employee payslips for the
current pay period. If you are using
the departments facility, you can
choose between employee
reference, employee surname, or
department sequence and specify
the range of records to be included.
You define the date to be printed on
the payslips and optionally a
message.

Variables Available to Print on
Payslips

You choose the layout you want for
the payslip using the Report Layout
list on the Publisher form.

To Print Payslips

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

2. Click Payslips. 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.

3. In Sequence, click to select
the sequence you want to
apply to the report and then,
under Range, enter the start
and end references. Update
the remaining boxes as
necessary.

4. Select the Printer, Web, or E-
mail options as necessary.

5. Click OK.

6. 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.

L 3 Payslips

S

Seguence :

Employee E|

El Godson
[=] wns

31/05/2015 E]

[ include payslips with zero pay

Range

First Employee : | 1001

Last Employee : | 3022

Report Date :

Payslip destination and attachments
Printer
Web

E-mail

Attachment 1:
Attachment 2 :

Attachment 3 :

Payslip Message

BEE

9

Report Date

Include payslips
with zero pay

Printer payslips

Web payslips

The date that you want to print on the payslips if the date
is included on the payslip (this is a variable that can
optionally be included on the payslip - see the Payslip
Variables table below).

Select if you want to generate payslips even if the value is
zero.

Select to print paper payslips for the pay period or save
them in a single PDF for later printing. You choose the
layout you want for the payslip using the Report Layout list
on the Publisher form - displayed after selecting the OK
button.

If the Payroll Self Service feature is used then only people
who have not been set up to receive online payslips will be
included in the printed payslips run.

Tip: See the Printing and Reporting Help topic for
help with the options on the Publisher form.

Note: When the Payroll - Utilities - Update
command is run to close a pay period individual
PDF payslip images are saved in a sub folder of the
company's DATA\?_PDF folder called 'PAYIMAGE'".
For example, for the first pay period in the
2015/2016 tax year for company ‘Z' the payslips will
be saved in the 'DATA\Z_PDF\PAYIMAGE\151601"
folder. The payslips are then available to be viewed

from the Payroll - Processing - History form.

Select to upload payslips for the pay period to the to the
Pegasus Web Xchange/Payroll Self Service website. Web
payslips can be previewed on screen before they are
uploaded so that you can double check the details if
required. You are asked to confirm the upload of the
payslips before it starts. After the payslips are uploaded
they will also be immediately available for viewing from the
Pavroll - Processina - Historv form.
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Notes:

- When an employee is set up on the Payroll Selff | 7w
Service website they can be marked as someone

who gets web payslips only. Payslips for these

people only will be uploaded to the website.

- Web payslips are uploaded to the website for each
pay period and also saved in a sub folder of the
company's DATA\?_PDF folder called 'PSSIMAGE'.
For example, for the first pay period in the
2015/2016 tax year for company 'Z' the payslips will
be saved in the 'DATA\Z_PDF\PSSIMAGE\151601"
folder.

Caution: This process may take some time - this depends
on the number of payslip images that need to be created
and uploaded. Web payslips use a standard report design
that is suitable for online viewing and printing if necessary
- the report's name is Ifwgrpla_pss.frx. This report can be
modified if necessary but please be aware that making
changes to the report could cause a performance issue
when the payslips are uploaded.

Pegasus Web Xchange & Payroll Self Service options

Pegasus Web Xchange provides a set of services to
securely access and view Opera 3 data via a web
browser. Users can log in from a range of devices using
web browsers such as Internet Explorer, Google Chrome,
Mozilla Firefox and Safari. Payroll Self Service provides a
secure and easy way for your employees to access their
details including payslips and P60s. Pegasus Web
Xchange and Payroll Self Service are installed separately
to Opera 3.

This feature is available in Opera 3 if Pegasus Web
Xchange and Payroll Self Service are used (installed
separately) and the company has been subscribed to
Payroll Self Service from the System - PWX Centre.

E-mail payslips Select to print payslips for the pay period for those
employees who have been set up for email payslips. Only
employees who have had their email details set up on the
Additional Information tab of the Payroll - Processing -
Details & Bank form are included. You can also include up
to three PDF attachments.

This feature is available in Opera 3 if Pegasus Scheduler
(2.10 or later) is installed and at least one email cover has
been designed for payslips using the Payroll - E-mail
Admin - Design E-mail Covers form.

Tip: To set up Payroll for email, follow the steps in
the To Set up Payroll for Emailing Payslips and
P60s Help topic.

Tip: To see a report of emails sent, who sent them,
when they were sent and so on, use the Historical
Emailed PayslipsP60s Summary report.

3 Pegasus Opera 3 - Orfon Vehicles Leasing

Wi, Code L

17556
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Cheques

number.

Payslip Variables
These variable can be included on online and paper

Notes
payslips. e
DEDUCT An array of 50 rows and three columns. The rows
represent the 50 potential deductions in the
system. The columns are as follows: 1. Deduction,
2. Description, 3. Value deducted this period and
4. Running balance of remaining deductions.
DEDBAL An array of 50 rows and two columns. The rows
represent the 50 potential deductions in the
system. The columns are as follows: 1. Balance
description and 2. Balance value.
DEDCAL An array of 50 rows and three columns containing
the details of type X' and 'H' calculated deductions
(that is, those deduction types which are
calculated but not deducted from the employees'
pay). The rows represent the 50 potential
deductions in the system. The columns are as
follows: 1. Deduction description, 2. Value this pay
period and 3. Balance for the deduction.
INITIALS The employee's initials.
MSG1 The first message line as entered under Payslip
Message on the Payslips form.
MSG2 The second message line as entered under
Payslip Message on the Payslips form.
MSG3 The third message line as entered under Payslip
Message on the Payslips form.
PAYMENTS An array of 50 rows and three columns. The rows
represent the 50 potential payments in the system.
The columns are as follows: 1. Payment
description, 2. Units, 3. Rate, 4. Value paid and 5.
Running balance of remaining payments.
PAYMETHOD The payment method description.
PAYBAL An array of 50 rows and two columns. The rows
represent the 50 potential payments in the system.
The columns are as follows: 1. Balance description
and 2. Balance value.
RDATE The date entered in the Report Date box on the
Payslips form.
Use the Cheques command to
produce cheques for employees
paid by this method, for the current
pay period. You can specify a range Range
of employees and the date to print ' i
on the cheques and the first cheque First Employee : | 1001 8| Gedsan
Last Emploves ; [ CFC1 | McInkyre-Angel
Report Date : | 02/03/2011 E]First Cheque Mo :
() Continuous Cheques
Q) QK l [ Close
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' CHEQOECZ010.PDT - Adube Roader
Pl Edt Ve Donuent Tocks Windon el

Uﬂ]%’ e jeeew) 5 G

0210302011 e —

""" Nine Seven One 93

! "-\ Did The Cheques Print OKF

*971.93"

Produce and List BACS - )
Use the Produce & List BACS ) Produce & List Bacs

command to produce a BACS listing

for all BACS-paid employees. A file

called 2 WGBACS.OUT or, in the HSBC

case of NatWest Autopay,

?WGBACS.TXT (where ? is the

company ID) is created within the e DT 3 0403201 1 |B
DATA subfolder of the application's

folder. If a file of this name exists, Bulk Lisk

you can choose whether to overwrite Template Ref, |
i Yolume ID ;

Tip: If any details in the report Auth IO,

are wrong, make the necessary

amendments in  Payroll > Walume Mo, :

Processing, run the Calculation

again, and then run the Produce

and List BACS command
again.

3 Pegasus Opera 3 - Orion Vehicles Leasing,

Note: A Warning message iS 3 Report Preview - Produce & List Bacs (sqwarp4.frx)
displayed if a BACS file that was
created earlier still exists in the Orion Vehicles Leasing BACS List
folder, This may be because it e LIR30 o 1647 by MANAGER
was not transmitted to your bank o O e <o s an =
. mplayee mount B ortCode  BankRel, ame
USIng your BACS SOftware' You 1001 Mr Richard Godson 217556 65498654 20-45-7T 44958 R GODSON
are asked whether you want the 1002 Mr Andrew Gregory 228470 58923875 204577 59837 A GREGORY
existing BACS f"e tO be renamed 1003 Wir Dawid Charles Wellington 79360 4567338369 20-45-77 203311 D G WELLINGTON
to allow the new BACS file to be fot .
Totals Agreed with BACS Report

created. You must then make - "
sure both BACS files are
transmitted to your bank. .

Opera 3 ;
Important Note - Bankline: If ~
)é(::\klli]r?: tgfo d’:i:W?gt 3:0532 . | } EACS file successfully created

BACS files in bulk format, the
reference you enter in the Bulk
List Template Ref. field must
be the same as the reference
used when the bulk payment list
was set up in Bankline.
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Transmit BACS

Use the Transmit BACS command
to pass the payment detail from the
accounting system to the BACS
software for onward transmission to
the bank.

The command starts a file called
BACS.INF which you can set up to
start the BACS software you use to
transmit BACS payments to the
bank. You must edit the BACS.INF
file so that it contains the path to the
location of the BACS program plus
the name of the program, for
example c:\program
files\bacsfolder\bacsprogram.exe.

To transmit payroll BACS

Tip: Before running the Transmit
BACS command, double-check the
payment details on the BACS List
report that was created in the Produce
and List BACS command. Make sure
the amount, bank account, sort code,
bank reference, and payee names are
correct.

1. Open the Payroll folder,
click Payment Reports
and then click Transmit
BACS.

Important Note - Bankline: If
you use the NatWest or RBS
Bankline product to transmit
BACS files in bulk format, you
must first set up the bulk
payment list in Bankline before
you transmit the BACS file. When
you set up the list in Bankline,
each employee paid by BACS
has a Beneficiary ID assigned to
them. The Beneficiary ID in
Bankline must be set to the
employee’s reference number in
Opera 3.

' E Are you sure you wank Eo Transmik BaCS?
[

[ Yes ] [ Mo l

@ Transmitting B&CS File

L] E Was the BACS transmission successiul?
[

[ Yes ] [ Mo ]

No =file remains

Opera 3 D_<|

Yes = Removal of file

y B&iCS file has not been deleted.

What setup requirements are needed in order to transmit BACS
within Opera 3?

BACS transmissions within Opera 3 relies upon a 'BACS.INF' file which
is called each time the transmit BACS function is run, and this file needs
to include the ".EXE' path to the BACS software that the customer is
using. The path should not be split into more than one line within the
"INF file.

Locations

Once created this file should be copied into the Opera 3 root directory on
the server. Local clients that are running the BACS tranmission will also

need to copy the BACS.INF file into their Opera 3 program files directory.

For example; c:\Program Files\Pegasus\Opera 3.

Finally, ensure the BACS software being used is specified and set as
one of the current supported versions found under the respective
modules Set Option BACS drop down list.
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Cheque List

Use the Cheque List command to
produce a list of the cheques printed
using the Cheques command in the
current pay period including details
of the number of cheques printed
and their cumulative value. You can
select a range of employee records
for the listing and enter a date to
print on the report.

J Cheque List

Range
First Employee : |[1001

¥ | Godson

Last Employes @ | CFCL + | McIntyre-Angel
Report Date : | 02/03(2011 E]

3 Pegasus Opera 3 - Orion Vehicles Leasing

3 Report Preview - Cheque List (sqwarpé.frx)

Orion Vehicles Leasing Cheque List

Printed 020312011 ot 16:53 by MAMAGER

(Selected from 1001 to GFCA)

Orion Vehicles Leasing Cheque List

Report Dated 02032011

Employee £ Cheque No.
a0m KHARRIS 132006 00000000
3002 ACWEN 1307 52 00000000
3003 G DERWENT 181849 00000000
3004 P FADDEN 2000 00000000
4001 J ELEWORTH T40.34 00000000
4002 JFISHER 37538 00000000
s001 LFUTTON 631.39 00000000
2003 LGING 871.93 00000000
3006 M STEPHEMN 1176.591 00000000
4004 ALEEDHAM 48060 00000000
4008 G HARPER 48454 00000000
3007 8 THOMPEON 1703.00 00000000

12 Cheques - Total 11029.75

Autopay List

Use the Autopay List command to
produce a list showing all employee
paid by Autopay for the current pay
period, in Autopay code order. You
can enter a date to print on the
report.

3 Autopay List

R.ange

First Emploves [1oo1

* | Godson

Last Employee : | CFC1 “
Report Dake ;| D2f03[2011 E]

McIntyre-Angell

Close
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3 Pegasus Opera 3 - Orion Ve

3 Report Preview - Autopay List (sqwerp7.frx),

Orion Vehicles Leasing Autopay List
Printed 02132011 af 16:54 by MANAGER
Orion Vehicles Leasing Autopay List
Report Dated 02032011
Bank AIC_ Sort Code  Autopay Code Amount
2002 BJONES 91646734 204577 465098 171964
2001 L QUIGLEY 11982743 204577 540958 143115
2004 W TURNER 34958756 348222 623098 1115.39
4006 M JOHNSON 346786800 334480 A0045 51456
Sub Total 4780.74
Repart Total 4780.74

List BOBS

Use the List BOBS command to produce
a listing of employees paid by the BOBS
method. If you are using payroll groups,
you can define different BOBS details on
the Set Options form for each group.
When running the BOBS report, you can
choose to process one group at a time or
combine groups. If you want to combine
them, the BOBS settings must be the
same for each group otherwise a warning
message appears and the report is
ended.

Ll

ange

First Employee IlDEIl 'I Godsan
Last Employes ISDEI? 'I Thompson

Repart Date ; |17."'32."2'310 |

(o] 4 | Close |

=l
4@ o &

BARCLAYS BANK PLC - BRANCH ~ 34.82.22

Branch Driginated BACS S ervice - Short Data Submission Form

Customer Name :  Orion Vehides Leasing

Customes Number - 4763 Application Number: 44 DueDate: 17022010 Page 1
Totd Value - 1115.39

AccountName Reference No. Sort Cade AccNo. BOLC Amount

w TURNER ORION-S4LARY 348222 34958756 00071 1115.33

Signature of Customer - Date: 17022010 Page Total: ms33
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Periodical Reports

The Payroll module provides listings of records maintained through the various forms and payments and Notes
deductions generated as a result of calculation processes. Reports can be used to view information onyour |
computer screen as well as printing. Most reports provide a number of options to determine the criteria,
sequence and range of records reported.
P45 & P46 Returns & Real Time Information
Until the end of the 2012-13 tax year a P45 has four parts (Part 1, Part 1A, Part 2 and Part 3). You send Part 1 to HMRC and give
the other parts to the employee. The employee then gives Part 2 and 3 to their new employer or to Jobcentre Plus if they are not
working. They keep Part 1A for their own records. If the employee does not have a P45, a P46 must instead be submitted to HMRC.
Because of the introduction of Real Time Information most employers must not submit P45 and P46 returns online or on paper in the
2013-14 tax year. For most employers this will apply from the start of the tax year. Details that were included on the P45, and also
on the P46, are included in the Full Payment Submission for Real Time Information. You must however still give a leaver their copy
of the P45 as normal.
Some employers will continue with existing PAYE practices until later in the tax year.
Note : For Filing Online Details, please refer to the Appendix or F1 Help
P45 Leavers Report & pas o] = =
Use the P45 report command to
produce returns for employees Sequence Employee
leaving in the current pay period. Range
You can select a range of First Employee : | 1001 E Godson
employees to be included and
. Last Employee : |DFG IZ| dfg
specify the type of report to produce.
Any empIOyees set in this pay per?Od [T Include Prior Period Leavers Only
as L type leavers (current pay-period
Ay This report displays the information you would see on a P45
Ieavers)_, or D type Ieave_rs (prior . (@ P45 Report but it is not designed to be printed on P45 stationery.
pay-period leavers), are included in ) pas cont ; )
i Use this report to manually copy the information onto
this report by default. After the | (7) P45 Laser HURC Statanery,
Update command has been run for Faper P45 [Laser Oy
the pay period, P45s for prior-pay- When Real Time Information is in use you must not submit a
. ’ A P45 Part 1 to HMRC. You will still need to give the employee
period leavers can be printed on an L their copy of the P45,
individual basis if the Include Prior
Period Leavers Only box is tickegt
i @ oK ] [ Close
HMRC Stationary
3 Pegasus Opera 3 - Orion Vehicles Leasing
3 Report Preview - P45 (SOWGRP12.frx)
Up to 2012/2013
T e ] Orion Vehicles Leasing P45 - Leaver Details
P45 - 0[x) Prited 3032011 of 10:12 by MANAGER
By Employee [Selected from 1001 1o (FCT)
Sequence Emplayes
Orion Vehicles Leasing P45 - Leaver Details Page 1
Range Repod Dated (V2011
3 EER8 Eain 1. PAYE Reference  District 5. Student Loan Deductions:
Lot Ensloyess [T ity dogel
6.Tax Code at Leaving Date: 563L
2 Nationat Wnsurance Number
[Cnclude Prior Period Leavers Only [ZFie Oriline ES 56 98 71 A Week 1 of Month 1:
@risaeat R e k. M e M M. Ocher
) P45 Continuaus/Continuous(E) i net designed to be printed on P45 M 7. Last Entries on P11 Deductions Working Sheet
O a5 Laser stationery nar to be sent to HMRC, ‘Surname 7
() Plain Paper P45 (Laser Only) et eeer Coeorat ori e dones Total pay to date: 1596063
! FB::V\M““ Total taxto date: 253420
Q oK Day Month Year
4. Leaving Date: 3 3 2011
Important: Employers with 50 or more [ 2 Emplapoc's prvate adross
employees must submit a P45 (Part 1) R TR 152 Crowdorough Lane
online. Ttaltax i this ervploymet: Hofants
Opera 3 &3] Postcode
J) The following P45 Part 1 output Fils has now been created in your company data drectory: bl
— il
o ORION HOUSE ORION WAY
KETTERING NORTHANTS
10.Gender: X NN15 6PE
! E Do you wish to submit the P45 Part 1 now?
[ ] P45 & P46 Returns & Real Time Information
vEs [ w | Until the end of the 2012-13 tax year a P45 has four parts (Part 1, Part 1A, Part 2 and
Part 3). You send Part 1 to HMRC and give the other parts to the employee. The
employee then gives Part 2 and 3 to their new employer or to Jobcentre Plus if they are
[ ot thenfomatin reqrdiofl the i e L i not working. They keep Part 1A for their own records. If the employee does not have a
Remember: I you file the P45 Part | criine you do not need to send a printed copy to HMRC. P45, a P46 must InSlead be Submltted 10 HMRC
e
=]
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P45 Leavers Report ...

Because of the introduction of Real Time Information most employers must not submit
P45 and P46 returns online or on paper in the 2013-14 tax year. For most employers this
will apply from the start of the tax year. Details that were included on the P45, and also on

included.

employees

employees.

& Bank form.

online.

Information

HMRC.

the P46, are included in the Full Payment Submission for Real Time Information. You Notes
must however still give a leaver their copy of the P45asnormal. |
Some employers will continue with existing PAYE practices until later in the tax year.
P45 (Part 3) New Employee Report -
3 P45(3) New Employee
Use the P45(3) New Employee report
command to produce returns for
employees starting in the current pay Sequence ! Emploves
period if they have provided a P45 return
from their previous employer. You can Range
select a range of employees to be First Employes : ltoo1 v | Godson
Last Emplawes ;[ CFCL | McInkyre-angel
Note: It is mandatory that at least two
lines of employees address details are
included in submissions of P45(3) [“linclude New Starters
returns. _It is not pos_S|bIe to create the Include Priar Period starters
.NET file (the file that includes . )
details) for  P45(3) File Cnline
submissions unless at least two
address lines exist for the selected
Employees'  address
details are maintained in the Payroll >
Processing command on the Details -
Q [ Ok I ’ Close ]
Important: Employers with 50 or more DPE ra 3 rx |
employees must submit a P45 (Part 3)
i Emploveels) with a blank date of birth andjor
\‘) insufficient address details have been found,
P45 & P46 Returns & Real Time P45 Part 3 online submissions must include the employves's
Until the end of the 2012-13 tax year a P45 date of birth and at least two lines of their address,
has four parts (Part 1, Part 1A, Part 2 and , .
Part 3). You send Part 1 to HMRC and give Please complete the emplovee's date of birth and
the other parts to the employee. The address details as required and then run this process again.
employee then gives Part 2 and 3 to their
new employer or to Jobcentre Plus if they are H Rt 4
not working. They keep Part 1A for their own An audit repart listing these emplovees will now be produced.
records. If the employee does not have a
P45, a P46 must instead be submitted to
Because of the introduction of Real Time
Information most employers must not submit
P45 and P46 returns online or on paper in 3 Pegasus Opera 3 - Orion Vehicles Leasing,
the 2013-14 tax year. For most employers 3 Report Preview - P45(3) New Employee (sqwepA5e.rx)
this will apply from the start of the tax year.
Details that were included on the P45, and Orion Vehicles Leasing P45(3) - Exceptions Report
also on the P46, are included in the Full Printed 0310312011 3t 10017 by MANAGER:
Payment Submission for Real Time Orion Vehicles Leasing P45(3) - Exceptions Report
Information. You must however still give a oo
|eaVer their Copy Of the P45 as normal' 40';: = Mr';::::avuev At least twalines of the employes's address must be provided
Some employers will continue with existing
PAYE practices until later in the tax year.
© Pegasus Training Services Page 214


mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP/Opera.chm::/Payroll/Processing_Payroll.htm
mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP/Opera.chm::/Payroll/Processing_Payroll.htm

Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

P45 (Part 3) New Employee Report...

If all information is present the appropriate report and print can be
produced...

Orion Vehicles Leasing P45(3) - New Employee Details
FIFte CI3201 11020 b5 MANAGER

By Emplayes (Selected from 1001 o CFC1)

Orion Vehicles Leasing Pa5(3) - New Employee Details poge

Ropod Daled 13037201

1.Previous PAYE Reference 123 1234408764

2 National Insurance Number WE 13 75 56 D
M. TS, PSS, M. Ot
e

3 sumame wengton
First name(s) Dava Charles
Doy womn vear I
4. Leaving Dt s s a0 . Continuo Student g
- “ Loan Deductions.
Week  or Mo 1
6. Tax Codo at Lomina Date 5471
wesk Marn
7 Last Entries on Week or Manith rumiier 3
Deduciions
Total pay o date 250000
Total tax to date 500.00
To the new employer
8 NowPAYERsforence S0 453068
Day Montn Year
9. Date smploymert storted 1 7 2403
10 WorksPayall Number 1003
Deparimart A
12.Tax Code (i different 1061 5211 Wesk 1Month 1
13 Tax figure entered on P11 i diferent from tem 7, 000
14 Employee's 55 Hermmingeay Cout
pivete Beachwml
Aress Norharmponshire

NG 38T

Month Year

Day
15. Employee’s date of birth 20 4 1958 16.Employee's job litle  Drector

17. Employer's ORIDN VEHICLES LEASING
Narne, ORION HOUSE ORION WaY
Address and KETTERING NORTHANTS
Pastcode N1 6PE
Date =]

Director v

Opera 3

V: About ko create the information required to File the P45 Part 3 online.

-

Remember: IF you File the P45 Part 3 online you do not need to send a printed copy ko HMRC,

Are you surer

[ es ] [ Mo ]

Opera 3 E'
\i‘) The following P45 Part 3 output File has now been created in your company data direckary:

Z_PAY-P43-3_ ZMW NET

P46 Report

Use the P46 report command to produce
returns for new employees starting in the
current pay period if they have not
provided a P45 return from their previous
employer. If the employee has ticked box
A or B in the "Your present
circumstances" section on the P46 form,
do not submit the form to HMRC until their
earnings for the week or month exceed
the LEL.

You can select a range of employees to
be included.

0 X

Sequence ! Employee
Range
First Emploves ; (1001 | Godsan

Last Employes : | CFC1 * | McIntyre-Angell

Include Mew Starters
Include Prior Period starters
Filz Online

@ oK ] [ Close
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P46 Report...

Note: It is mandatory that at least two
lines of employees address details are
included in submissions of P46
returns. It is not possible to create the
NET file (the file that includes
employees details) for P46
submissions unless at least two
address lines exist for the selected
employees. Employees’ address
details are maintained in the Payroll >
Processing command on the Details
& Bank form.

Important: You cannot submit the
P46 return to HMRC on paper from
Opera 3 - it can only be submitted
online using Online Filing Manager. If
you want to send a paper P46 return
to HMRC, you must fill out a P46 form
on HMRC stationery using the
information on this report. Employers
with 50 or more employees must
submit a P46 online.

P45 & P46 Returns & Real Time
Information

Until the end of the 2012-13 tax year a P45
has four parts (Part 1, Part 1A, Part 2 and
Part 3). You send Part 1 to HMRC and give
the other parts to the employee. The
employee then gives Part 2 and 3 to their
new employer or to Jobcentre Plus if they are
not working. They keep Part 1A for their own
records. If the employee does not have a
P45, a P46 must instead be submitted to
HMRC.

Because of the introduction of Real Time
Information most employers must not submit
P45 and P46 returns online or on paper in
the 2013-14 tax year. For most employers
this will apply from the start of the tax year.
Details that were included on the P45, and
also on the P46, are included in the Full
Payment Submission for Real Time
Information. You must however still give a
leaver their copy of the P45 as normal.
Some employers will continue with existing
PAYE practices until later in the tax year.

Opera 3

X

insufficient address details have been Found.

i J Emploves(s) with a blank date of birth and/ar
P46 online submissions must include the employvee's
date of birth and at least bwao lines of their address,

Please complete the emplovee's date of birth and
address details as required and then run this process again.

an audit report listing these emplovees will now be produced,

3 Pegasus Opera 3 - Orion Vehicles Leasing

3 Report Preview - P46 {sqwgp45e.frx)

Orion Vehicles Leasing P46 - Exceptions Report
Printsd D30G2011 a1 1023 by MANAGER
Orion Vehicles Leasing P46 - Exceptions Repont Page

Emplopee  Mome
) WAy

of the smploysels addiess must be provided

If all information is present the appropriate report and print can be
produced...

3 Pegasus 0

3 Report Preview - P46 (sqwepd6.f1x)

Orion Vehicles Leasing P46
Pt 0303011 6t 10:26 by MANAGER
By Emplores (Sekected from 1001 10.CFCT)

Orion Vehicles Leasing P16 e 1
Repant Dakod (/2 1

Section One - Completed by the Employee
National Insurance Number Employec's date of bith

1203 1m0

MHame Details: Adaress Detais:
Title Mr Address
Orian Houss
Surname Meintyre- Angell i
Ketienng
Firstname(s)  Anfory Michael "

Gender (Male Female) 1
Posicode

Present circumstanees

© Employes has anctherjob Comn becuctions

Section Two - Completed by the Employer
Emplayee's Details
Works Payroll Number  Department

Date employment started
LI

oFCt ADMN
Employee's job ftle Director e
Employer's
Employer's PAYE Reforence Address Detaits
360 453969 Address
ORION HOUSE
Employer's name ORION ViAY
ORION VEHICLES LEASING KETTERMG

NORTHANTE
Posicode
NN1S BFE

Tax Code Datail

Tax code used B47L

E About to create the information reguired ko file the P46 orline.

;

Remember: If you file the P46 online you do not need to send a printed copy bo HMR.C,

Are you sure?

Opera 3 le

i ) The following P46 output file has now been created in your company data directory:

Z_PAY-Pa6_ ZMW . NET

1 ‘: Do you wish ko submit the P46 now?
Ld

I fes ] l [Rle]
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P46 (Expat) Report

Note: This report applies to the
2009-10 tax year or later.

Use the P46(Expat) report command to
produce a list of new employees who
work for an overseas employer and have
been seconded to work in the United
Kingdom.

HMRC define a seconded employee as
someone who is:

. Working wholly or partly in the UK
for a UK employer on assignment
whilst remaining employed by an
overseas employer

. Working wholly or partly in the UK
at a recognised branch of their
overseas employers business

. Included by an employer in a
dedicated expatriate scheme

. Included by an employer in an
expatriate modified PAYE scheme.

You can select a range of employees to
be included.

Important: You cannot submit the
P46(Expat) return to HMRC on
paper from Opera 3 - it can only be
submitted to HMRC online using
Online Filing Manager. If you want
to send a paper P46 (Expat) return
to HMRC, you must fill out a P46
(Expat) form on HMRC stationery
using the information on this report.

Note: It is mandatory that at least
two lines of employees address
details are included in submissions
of P46(Expat) returns. It is not
possible to create the .NET file (the
file that includes employees details)
for P46(Expat) submissions unless
at least two address lines exist for
the selected employees.
Employees' address details are
maintained in the Payroll >
Processing command on the
Details & Bank form.

3 P46 (Expat)

Sequence Employves

Range

First Emplovee @ | 1001 | Godsan
CFC1 * | McInkyre-Angel

Include Mew Starters
Inchude Prior Period starters
File Cnline

Last Employes :

Close

P45 & P46 Returns & Real Time
Information

Until the end of the 2012-13 tax year a P45
has four parts (Part 1, Part 1A, Part 2 and
Part 3). You send Part 1 to HMRC and give
the other parts to the employee. The
employee then gives Part 2 and 3 to their
new employer or to Jobcentre Plus if they are
not working. They keep Part 1A for their own
records. If the employee does not have a
P45, a P46 must instead be submitted to
HMRC.

Because of the introduction of Real Time
Information most employers must not submit
P45 and P46 returns online or on paper in
the 2013-14 tax year. For most employers
this will apply from the start of the tax year.
Details that were included on the P45, and
also on the P46, are included in the Full
Payment Submission for Real Time
Information. You must however still give a
leaver their copy of the P45 as normal.
Some employers will continue with existing
PAYE practices until later in the tax year.

P46 (Expat) (sqwe

Orion Vehicles Leasing
epot Datect 031/2011

Orian Vehicles Leasing P46(Expat)
Printec 031032011 a1 1035 by MANAGER:
ByEmployes (Selected from 1001 1o CFCT)
PAG(Expal) Fage 1

Section One - Completed by the Employee

National Insurance Number

WE 78 90 78 C

Hame Details:
Title Mirs
Surname Leednam
Firstnamets)  Alice

Gender (Male Fomale)

Present circumstances

© lwillbe working for the empleyer bolh insids and
ouside Ihe UK, bul will be Iving adroad

Emplayee’s date of birth
23 18w
Address Details:
UK Address
1 The Hedaewar
Patprborouah
Camas

Postcode
PEATEX

Continue Student N
Loan Deauctions

EEATC N

Section Two - Completed by the Employer
Employee’s Dt

Date cingloyment started
® N

Employecs job tile
Manage:

WorksPayroll Number  Departmont
4008 ADMN
Director Mo

EPMS (Modified) scheme Mo

Emplayer's

Employer’s PAYE Reference
0 453968

Employer's name
ORION VEHICLES LEASING

Tax Code Det.

Addross Details
UK Address
ORION HOUSE
ORIONWAY
KETTERING
NORTHANTS
Postcoae
NMIS 6PE

il

Tax code used 5211

Opera 3

l'7

Are you sure?

About to create the information reguired to file the P46(Expat) online.

Remember: If wou file the P46(E:xpat) online wou do not need to send a printed copy to HYRC,

Opera 3

3

i ) The following P46{Expat) output file has now been created in your company data directory:

Z_PAY-P46-EXP_ 2MW NET

L] E Do o wish ko submit the P4E(Expa
-

[ es ] [ Mo ]

) mow?
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P46(Pen) Report

Note: This report applies to the
2009-10 tax year or later.

Use the P46(Pen) report command to
produce a list of new pension starters who
are starting their retirement.

From 6 April 2009, the P46 (Pen) return
replaces 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.

Important: You cannot submit the
P46(Pen) return to HMRC on paper
from Opera 3 - it can only be
submitted to HMRC online using
Online Filing Manager. If you want
to send a paper P46 (Pen) return to
HMRC, you must fill out a P46
(Pen) form on HMRC stationery
using the information on this report.

Employers with 50 or more employees
that before 6 April 2009 submitted P160
forms on paper or PENNOT returns
online, must instead submit a P46 (Pen)
online. HMRC expect that employers with
fewer than 50 employees will have to
submit the P46 (Pen) online from 6 April
2011.

Note: It is mandatory that at least
two lines of employees address
details are included in submissions
of P46(Pen) returns. It is not
possible to create the .NET file (the
file that includes employees details)
for P46(Pen) submissions unless at
least two address lines exist for the
selected employees. Employees'
address details are maintained in

the Payroll > Processing command
on the Details & Bank form.

P45 & P46 Returns & Real Time
Information

Until the end of the 2012-13 tax year a P45
has four parts (Part 1, Part 1A, Part 2 and
Part 3). You send Part 1 to HMRC and give
the other parts to the employee. The
employee then gives Part 2 and 3 to their
new employer or to Jobcentre Plus if they are
not working. They keep Part 1A for their own
records. If the employee does not have a
P45, a P46 must instead be submitted to
HMRC.

Because of the introduction of Real Time
Information most employers must not submit
P45 and P46 returns online or on paper in
the 2013-14 tax year. For most employers
this will apply from the start of the tax year.
Details that were included on the P45, and
also on the P46, are included in the Full
Payment Submission for Real Time
Information. You must however still give a
leaver their copy of the P45 as normal.
Some employers will continue with existing
PAYE practices until later in the tax year.

3 P46 (Pen)

X

Sequence Emploves
Range
First Employee ! [too1 “

Filz Cnline

Last Employes @ | CFCL w

Include MNew Starters
Inchude Prior Period starters

Godsan

McIntyre-angel

Orion Vehicles Leasing
Privted 03032011 of 10138 by MANAGER

By Emplopes (S elected from 1001 to CFC1)

Pa6(Pen)

Orion Vehicles Leasing
Flepon Doted IATV/ZT

Pd6{Pen) Page 1

Pension recipient
Wational Insurance Number
MA 43 88 75 D

Tt (M Mrs. Miss, M. Owe)
s

Surame

Fisher

First namets)

i

Gendar (Male Femae)
F

Day  Month Year
Dato of birth [ERE R

Address 44 Reqent Street
Ketienng

Hartharts

Postcode  NN1G 950

Recently bereaved spouseicivl partner  Ho

About the pension
Employer PAYE Reference
W0 (453988

Employer name and address.

NORTHANTS
Posicade
NN1% BPE

Date pension started 1 4
Pension payroll mumber 4002
Annwial pension

Tax cote muse 6L

Day Momth Year
193

Week 1 or Month 1

Previous employment detalls

Previous employer PAYE reference
i

Day Manth Year
Leming Dte.

Total pay to date 000
Total tax paid to date 000
Tax code used Week 1 or Month 1
week montn
‘Week or Month number 1

Are you sure?

'f About ko create the information required to file the P4a(Pen) online,

Remember: IF vou File the P46(Pen) online vou do not need to send a printed copy ba HMR.C,

Opera 3

Z_PAY-P46-PEM_ ZMW.NET

i ) The Following P4&{Pen) output File has now been created in vour company data directory:

X

Opera 3

' E Do wou wish o submit the P46({Pen) now?
L

[ L= l [

Mo ]

© Pegasus Training Services

Page 218


mk:@MSITStore:C:/Program%20Files/Pegasus/Client%20VFP/Opera.chm::/Payroll/Processing_Payroll.htm

Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

Employee Record Print

Use the Employee Record Print
command 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, payments and
deductions for the current period and
to-date and, where appropriate,
values from the WSCON table
printed below the SCON reference
numbers.

Employee Record Print report will
have the various AE earnings
related fields

3 Employee Record Print

Sequence :
Range
First Emplovee

Last Employee :

Report Date @

1001 “ | Godson
CFC1 | Mclntyre-Angel

]

Include Leavers

Orion Vehicies Leasing Employee Record Piin g 7 01 1
ot Rat G e
— Py N
Cronnnt o s e Grove v e =
et i kit ot e st
Nty s sces Shasieia
Bk Sty R
o ™
e vaticns il Checs e
— P Comn Bock
o ' fcampery co o) o or e s anacion £
Nk v o i
CoMbMomter R B Caret SCOMSIZHET
Crece St v b
Owector Date of Aspciniment AN 2om S °
o Wiz [r— 250 -
S s o @ Pvsim cansaoos e 1208
P Fra Ta Frevious 0 Shurderd Loary L]
Ocyt Code: DN Lowear Earings Lirk o
o S =
Coeamy s o ww Sarrs L6 LEl Elmise  WapnieL Be e _ScONRer
i “d = F 6T nam m000  2MT00 W00 2002700 zmm ¥ 1 SIIHSETN
o e a2 oy
Tt s o
s S s
e
Pan: same ¥
e e Fr
o v s
££ COMP T a6es Tue Ausancs ¢ Tow i Nz 29820 T WM Mom 200
R S T 28574 Toes Mol Doys. o i e o
Grr o P SHEED T S0 2
e oo b o
vy 1
]
et ny w000 Erebyerstt = S (e 5 PouoPay %00 musr
Tt oo Smse Ervheneit et S cone frten 3000 o
Ta e wm S e P st et N—
[T —— s Par M omsse  crwsss
cosc £ o Swim  mam lpea
o coeen ox Hew am  iam LLRET
frs Gobery .00 18300 Tus L 12800 ETiol
A W0 @ nes0 W UAPmLEL

SSP Report

Use the SSP Report command to
produce a report for all or a range of
employees and dates, listing details
for those employees with SSP
records, in summary or detailed
format. You can also choose
whether to include paid or unpaid
SSP only or both. The summary
report includes totals for the
employees concerned, while the
detail report also include the
sickness day records.

3 SSP Report

Sequence :
R.ange
First Emplovee :

Last Employee :

Feport Date ;
First Date :

Employee R

1001 “ | Godsan
CFC1 | McIntyre-angel

]
TR T —

() all Ttems
() paid Only
() Unpaid Cnly

O Summary

[ calculated 55P Only

Close
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SSP Report...

3 Pegasus Opera 3 - Orion Vehicles Leasing

3 Report Preview - SSP Report (SOWGSSPD.frx)

Orion Vehicles Leasing SSP Detailed Report

Finted 03032011 311343 by MANAGER

B8P for Employees between 1001 and CFCG1 Al terns

Orion Vehicles Leasing SSP Detailed Report

Report Dated 030372011
Sickness <«— Payment—> <«— Qualifying—> Withhold Weeks

Employee Date Date Period  Daily Rate _ Indicator Days SSP Committed Prop.Paid  Comment

3002 ane Owen ossR010 3102010 7 on 6D s 0200
os0BR010 3102010 7 on 0D s 0200
omsn0n 300N 7 Wating Day s 0200
oBBR0I0 AORDND 7 Watha Day s 0200
0sXEROND  31A0RDND 7 Watng Day s 0200
10082010 S1A0ADID 7 4se300 SSPPad s 0200
1osa0t0 31000 7 1se00 sseead s 0200
12082010 3102010 7 Non 00 s 0200
13082010 310010 7 Non G0 s 0200
4082010 310010 7 1sea00 SSPPad 5 0200
15082010 3102010 7 1sgw0 SSPPed s 0200
16082010 3102010 7 1sgw0 SSPPed s 0200
170sn0t0 30RO 7 1sgw0 SSPPad s 0200
18082010 3102010 7 1sgw0 SSPPad s 0200
19082010 3102010 7 Hon 0D s 0200
20082010 A0 7 Nen 0D s 0200
2080010 H1A0R0ND 7 15em00 SSPPad s 0200
2082010 S1A0ADID 7 4se300 SSPPed s 0200
23082010 3102010 7 1se00 sseead s 0200
24082010 3102010 7 1se00 sseead s 0200
25082010 310010 7 tssw0 sSPPad s 0200
2082010 310010 7 Non 6D 5 0200
2m0s010 310010 7 on 6D s 0200
080010 3102010 7 1sgw0 SSPPad s 0200
w8200 3102010 7 1580 SSPad s 0200
wsn0i0 ORI 7 1se0 SSPPad s 0200

SMP Report

Use the SMP Report command to
produce a report produce a report
for all or a range of employees and
dates, listing details for those
employees with SMP records. You
can also choose whether to include
active SMP records only or all. If the
Split-Week Payments of SMP option
is selected, the report also includes
details of any split-week payment
days.

3 SMP Report

Sequence :

Range

First Employee : | 2001 | Quigley
Last Employes : | 4004 * | Leedham

Report Date 03032011 E]
e m R oy

(%) all Ttems
) Ackive Only

Orion Vehicles Leasing SMP Report
Prited O33N 4 1340 by MAKAGER
SMP Details far Employees hetween 2001 and 4004 Al tems

Orion Vehicles Leasing SMP Report Poge.
Repert Deted 5032114
a0 Rico Lopdnam acive [
e WeTBSITB
Nty Dets Reteers percd
Dste o s 0 s Retus ot Polod Noperds Paed Pt
ety e st e 012 et e ot T e s
Expscten weekof cbm 70211 Oute ot i sk 14712010
Esrliest MPP start Gt 1znzene Latest WP end dae B0 2= ! o Feom
Maternty pay pericd - fram DEO2R011 Waberrity pey period - fo 0sn12011 = N 09000 oS00
Dets reanadto work om0 umme s
Lot st e o sty 5.k corircs srlayme a0 E o ownesars s
Dot ot ceeptance of el acceplonce 1onoaoio 6 m 1 o e
O Matamity Lisve N Wecical eviderce provided A n.on 1 270800 £5000
e m 1 meowe 0w
v wrcmaton
Actual SMP Paid Estimated SMP Entitiernent St oate: 14083010
o . Mool | Veesly Endas wanaan
ekt - e Wieeks. Amourt Average weekly earnings - cokusted 65100000
4P pactoLastFerd kot i —
WP st To Dt . Eormings Reoted Fote 2 Split Week Payment Days
4P o T Ferod Standord e Do p o Lt e
WP ot o Lact Parot s ResteaRote © Oz 0 o e -
P ToDate D pa T Pt

Detsis af SHP WAIhheK 30

Tetsl weeks wihhek!
Special cheumstances

Mo ot weeks weekes arrg MEP: 0
b of weeks spert i trade s 0

Wsoks TP

Amount TP Amount To-Date  Werk withickl
Grand Tots
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SPP/OSPP (Birth) Report

Use the OSPP (Birth) Report
command to produce a report for all
or a range of employees and dates,
listing details for those employees
with OSPP records. You can also
choose whether to include active
OSPP records only or all.

Note - Additional Statutory
Paternity Pay: Payments of
Additional ~ Statutory Paternity

Pay are effective from 3 April
2011. From that date the existing
Statutory Paternity Pay is also
being renamed to Ordinary
Statutory Paternity Pay. The
abbreviations OSPP and OSPP
displayed in the product both
refer to Ordinary Statutory
Paternity Pay.

o3 SPP (Birth) Report

Sequence :

R.ange

First Employee : | 1001 “ | Godson
Last Employee : | CFC1 w

Repott Date : | 03/03/2011 G

Firsk Dake

(=) all Ttems
) Active Only

MeIntyre-angel

T = L N ™

3 Pegasus Opera 3 - Orion Vehicles Leasing,

3 Report Preview - SPP. (Birth) Report (SOWGSPP.frx)

Orion Vehicles Leasing
Printed 030312011 =t 1347 by MANAGER
SPP (Birth) Dstails for Employees between 1001 and CFCT All tems

SPP (Birth) Report

Orion Vehicles Leasing
Report Dated 03032011

SPP (Birth) Report

1002 Andrew Gregory Ative
NiNa: BESGB375C

Ertillec to SPF

Paternity Details

R

elevant Period

PP paid To-Date
PP paid This Period
SPP Ieftto Last Period
PP left To-Dste:

Details of SPP VWithneld and Special

Average weekty earmings|

st

Date hoby is due: o1zt Actua date of bith Pt Nlriors Pomert Pt
Patermity leave cete -« nfendedt: 010172011 Actual leave date s 1 smamoo 7000
Expected week of chidhith: 261272010 Date of auaifying week 12m912010 N \ smmomo s
Paternity pay period ~from: 02172011 Patermity pay period - 1o 150172011
Latest PRP Start Date 43220t Letest ster cote o selisty s o
Date returned o wark 26-week cortinuous employment:  27/03:2010 4 000
Weeks paternty eave warted 2 s 000
GnPaterrity Leave N Dectoraton pravided v 5 00
3PP Information v 000
Tio.of o, of iesily s om
Wesks Amourt Wesks off Amourt A TRt
SPF paidto Last Period PR for current rstes ot Py

- Galculted
- overridden

75481538
000000

Total weeks withheld 0

Special Circumstances Hene
Mo of weeke warked during PPP 0
Mo of weeks spent n trade dispute: 0

sk TP Weeks To-Dste:

Aot TP Amount To-Dste

Grand Total

Wiseks withheld

OSPP (Adopt) Report

Use the OSPP (Adopt) Report
command to produce a report for all
or a range of employees and dates,
listing details for those employees
with OSPP for adoption records. You
can also choose whether to include
active OSPP for adoption records
only or all.

Note - Additional Statutory
Paternity Pay: Payments of
Additional ~ Statutory  Paternity

Pay are effective from 3 April
2011. From that date the existing
Statutory Paternity Pay is also
being renamed to Ordinary
Statutory Paternity Pay. The
abbreviations OSPP and OSPP
displayed in the product both
refer to Ordinary Statutory
Paternity Pay.

3 SPP (Adopt) Report

X

Sequence

R.ange

First Employee : | 1001 | Godson

Report Date : | 03/03/2011 E

Firskt Date

@) all Ttems
) Active Only

Last Emploves : | CFCL | McIntyre-Angel

] vemomecfrr ]

Close
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OSPP (Adopt) Report...

3 Pegasus Opera 3 - Orion Vehicles Leasing

3 Report Preview - SPP. (Adopt) Report (SOWGSPA. frx)

Orion Vehicles Leasing SPP (Adopt) Report
Printed 03032011 at 1348 by MANAGER:
PP (Adoph Details for Employees between 1001 and GFC1 All tems
Orion Vehicles L easing SPP (Adopt) Report
Report Dated 030312011
1002 Andrew Gregory Active Erttlecito SPP
NN : BESSEITSC
Paterniy Deals Relevart Period
Mateing dete : oo Actusl placement dte : Poige Nepsrons Paypent Pt
Paterniy leave dats - Itended: 010172011 Actual lave dete: s 1 aomnoio 327000
Expected placemert dete o101 2011 Date of matcin wesk 26120010 . s T stmsEoio 7000
Paternty pay peril - from: 020012011 Paternity pay period - 1o 1501201
Latest PPP Start Date 1zm2011 Latest stat dat to satisty ¢ e
Date returnectto work 26-week continuous empioyment 101072010 4 000
Weeks paternity leave warted! 2 B 00
on Paternity Leave M Declaration provided ¥ 3 0m
PP Informetion 7 000
oot o_of ieakly 3 0
Vieks Aot Weeks off Ao N P—
PP pilto Last Pericd PP for curtent rates ot ot 08010
e Bverage weeky sanings [ S 75461533
PP i T e weekly earings [ St 150
SPPIettto Last Period
PP Iett To-Date
Detais of PP Wlthneld and Speciel Circumst
Tatal weeks witheld ]
Special Circunstances None
Mo, of wesks worked dring PPR 0
No. of wesks spert intracie dispute: O
Weeks TP Wieeks To.Dete Amourt TP Amount ToDate  Vieeks withheld
Grand Tetal

SAP Report

Use the SAP Report command to
produce a report for all or a range of
employees and dates, listing details
for those employees with SAP
records. You can also choose
whether to include active SAP
records only or all.

3 SAP Report

Sequence ;

Range

First Employee : | 1001 “ | Godsan

Report Date : | 03/03/2011 E

Firsk Date :

() all Ttems
() Active Only

Last Emploves : | CFCL | McInbvre-Angel

[ ) wsowecfis ]

3 Pegasus Opera 3 - Orion Vehicles Leasing

3 Report Preview - SAP Report (SQWGSAP.frx)

Orion Vehicles Leasing SAP Report
Printed 030312011 af 13:52 by MANAGER
SAF Details for Employees hetween 1001 and CFC1 Al liems
Orion Vehicles Leasing SAP Report
Report Deted 03032011
1002 Andrew Gregory Active Ertiecio 58P
NG BESEB3TSC
Acioption Detalls Relevart Period
Matehing date 16042011 Actusl placement date : Ferioe No potows Paymert Pt
dopion leave dats - Intsnded: 14042011 Actual leave date: e 1 3omsnon 327000
Expected placement date 18042011 Dete of metching week 10Daro s s + wmenot 000
Adoption pay period -Trom: 15042011 Actaption pay period - ta 12012m2
Ecrlist APP Start Dete 014011 Latest start dteto selisfy : o
Latest APP Start Date 160472011 26-week continuous employment - 23H0/2010 4 oo
Date returnedto work s 00
On Adoption Leave N Evidence provided ¥ [ 00
PP Information i o0
o, of Mo, of Weekly 8 0w
N ks Amourt ks ot Amount I -,
paid to Last Perio APP for curent rates
300902010
S4P paid To-Date End cte . 75461535
- calculate
S4P peid This Period Average weekly earrin
P & Y 9. overmdden 0.00000
S4P leftto Last Period
S4P It To-Date Spiit Week Payment Days
Days paid to Last Periad
Days paidto To-Date
Days paid This Period
Detsi of SPPWiheld snl Specil ot
Total weeks wibhel ]
Special Croumstances Nane
No. of wieeks warked during APP 0
No. of weeks spent in trade dispute: 0
Weeks TP Weeks To-Dale Amourt TP Amourt ToDate  Vieeks withheld
Grand Totel

Notes
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ASPP (Birth) Report

Use this report to produce a report
for all or a range of employees and

dates, listing details for those

employees with Additional Statutory
Paternity Pay (ASPP) for new births

records. You can also choose

whether to include active ASPP for

new births records only or all
records.

Note - Additional Statutory
Paternity Pay: Payments of
Additional  Statutory Paternity

Pay are effective from 3 April
2011. From that date the existing
Statutory Paternity Pay is also
being renamed to Ordinary
Statutory Paternity Pay. The
abbreviations OSPP and OSPP
displayed in the product both
refer to Ordinary Statutory
Paternity Pay.

3 ASPP (Birth) Report

)

Sequence :

Range

First Date :

First Employes : | 1001 * | Godson
Last Employes ; | CFC1 | McIntyre-Angel

T
TR T ATR—

Report Dared 18122012

(%) all Ttems
) Active Only
=
[o]'8 Close
K Pegaus Oper 3 - Ovion Vehicles Lemsing
¢ Repon Preview - ASPP (Binth) Report (SQWGASPB.frd)
Orion Vehicles Leasing ASPP (Birth) Report
Prinied 1822012 a 12:38 by ADMIN
ASPP (Birth) Details for Emgloyees betwaen 1001 and DFG  All llems
Orion Vehicles Leasing ASPP [Birth) Repert Page 1

1001 Richard Godson aciive

Entited to ASFF

ASEP infarmation

esks Amount

Special o
Ho. afweeks spentin vade dispute: 0

ASPP paid 1o LastPeriod 466 tar current ra

Partner Details — For

RTI 2013/14

GranaTow

iount TP

AmountTo-Date  Weeks wiinnes

ASPP (Adopt) Report

Use this report to produce a report
for all or a range of employees and

dates, listing details for those

employees with Additional Statutory
Paternity Pay (ASPP) for adoption

records. You can also choose

whether to include active ASPP for
adoption records only or all records.

Note - Additional Statutory
Paternity Pay: Payments of
Additional ~ Statutory Paternity

Pay are effective from 3 April
2011. From that date the existing
Statutory Paternity Pay is also
being renamed to Ordinary
Statutory Paternity Pay. The
abbreviations OSPP and OSPP
displayed in the product both
refer to Ordinary Statutory
Paternity Pay.

3 ASPP (Adopt) Report

Ed

Sequence :

Range

First Dake

(=) all Ttems
() Active Only

First Employee @ | 1001 | Godson
Lask Emploves : | CFCL | Mclnkyre-angel

S T
r— T T —

Close
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ASPP (Adopt) Report...

Orion Vehicles Leasing
Printed 03/03/2011 ot 14:00 by MANAGER

ASPP (Adopt) Report

ASPP (Adopi) Detalls for Employess between 1001 and CFCT All iems

Orion Vehicles Leasing
Report Dated 0310312011

ASPP (Adopt) Report

1001 Richard Godson Active Ertitecito ASPP
NIND : GYS483T4A
Paternty Detais Relevart Period
Period Mo periods  Paymert Payment
Matching date 151082011 Metual placemert date 19m82011 oo e fer gty -

ASPP leave date - Intended Actusl leave date:

1.os 1 aomseol 368000
Date of metching week 1amaott . s © owemon as000
APPR St PP End 17msam2
Actual S4P Stert Dte et SAP End Dete 2 oo
Earliest APPP Start Dl : Criginal S4P End Dt “ oo
Latest PP Start Dsle 17ms2012 Latest start date o salisty 5 000
Adopter returned to work 0110472012 26-week continuous employmert ;- 28/02¢2011 6 000
Date retuamedta worlc Documentary Evidence Receivect v 7 000
On ASPP Leave N 8 0
ASPP nformation Startcte otmanoto
oo oo Wealty End date 0mamD
Weske Amourt \iseks oft Amourt o 5845153
ASPP paidto Last Period APPP for current rates Average weekly earnings [ e onom
ASPP paid To.Date
ASPP paid This Period
PP It to L Perict
AP It To-Date
Detais of ASPP Witheld and Special
Total weeks wihheld 0
Specal Crounstances ane

No.of wesks spert in trace dispute . 0

Visks TP Wiecks To-Date maurt TP Amount To-Date  Weeks withheld

Grand Tatal

Tax Credit
Historical Tax Credit Report.

Y

Tax credits For one or more of selecked pay groups can no longer be paid via the pavrall.
This report is available For historical reasons only,

Opera 3 fg

) Tax Credits

Sequence :

Range

First Employes : | 1001 | Godson
Last Employee : | CFC1 “ | McInkyre-angell

Report Dake : | 03/03/2011 B
1 e

() all Ttems

() Active

O Completed

(") Skop date not set

(®) Include Leavers

() Exclude Leavers
() Leavers only

Orien Vehicles Leasing
Frited G30372011 a1 1353 by MANAGER

Tax Credit Report

Taw Credit Details for Empiorees betwian 1001 400 CFC1 Al flems Include Leavers

Orion Vehicles Leasing

Tax Credit Report
Fieport Deted 020372011

Amouni Amount  Days  Days < Last Payment >
Employee Ml No. FromDate  Paid TO Paid TP Paid 10 Paid TP Date _ Prd. Active Comp. Stop Date Stop Reason
4001 Josn Bz CE10394E 12047005 azsem w3 o smams s v
Total 3880 T "
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Employee Pensions

This report only applies if you are
using advanced pension processing.
Use the Employee Pensions
command to produce a report for all
or a range of employees and
optionally scheme joining or leaving
dates, listing details of the scheme
to which they belong and the
contribution details. You can choose
to produce the report for active
schemes only.

The Employee Pensions report will
have some additional fields added to
it to help the ER reconcile the EE’s
AE status.

3 Employee Pensions

Sequence :

Range

Last Employes :

Report Date :

Date Range
@ Mone
C) Join Dake
C) Leave Dake

First Employee : | 1001 ¥ | Godsan
CFCl1 | Mclntyre-Angel

s [

[] active schemes onky

Q

Close

K" Pegasus Opera 3 - Orion Vehicles Lessing

& Report Preview - Employee Pensions (SQWGPNED fm)

QOrion Vehicles Leasing
Printed DAE2011 af 10:27 by MANAGER

Employee Pension Report

Emplayee Pension for Employees bebween 1001 and YOUNS:

(Qrion Vehicles Leasing Employes Pension Report Page
Report Dafed 010122011
Employes 001 Richard Godson N Number : DOB : 4044/4359 AE Category: EJ AE Status : Auto-Enrolled
Scheme: COPENSION  Gampany pensian scheme Type: COMP SCON :STZM5ETH Date Joined D172003
DateLeft© C2012013
Employs  Employes Employes AVC ErsMinComp Ess MinComg Tota
Cortrutions Currenty e 4642.00 H 105640 R 675 165558
Caniribufinns To Daie 45000 (=1 100000 M
Caniribusions This Ferod
HormslPeriod Contribuions % % 0%
Scheme: SKPENSION  Siskeholder Pension Type : Siskeholder Persion SCON Dste Joined (2012013
Employe  Emplayee EmployeeAVC ErsMinComp Exs MinComa Tot
Caniribuginns Curently Dee:
Caniribuions To Daie
Ganiribugions This Ferod
HoraslPeriad Contribuions % %

Scheme Contributions

Produces a report for all or a range
of pension schemes listing the
employee and employer
contributions that are currently due
to be paid to the pension provider.

Note: This report is relevant only
if the Use Advanced Pension
Processing option is selected on
the Options Page 2 tab of the
Payroll - Utilities - Set Options
form.

.} Scheme Contributions

Sequence !

Range

Last Schemne

Report Date :

First Scheme COPEMSION % | Company pension scheme
SKFEM3IOM % | Stakeholder Pension

Type
03034201 1 E]
(%) Detailed
[ Active Scheme Only () Summary

9

= ]I

Close
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Scheme Contributions...

4 3 - Orion Vehicles Loosing

e Contributions (SOWGPHCD.frx)

Orion Vehicles Leasing Pension Scheme Contribution Report (Detailed)
Friied 03002011 51 1534 by MENAGER
Contibutians for Schemes between COPENSION and SKPENSION Datailed Report
Orion Vehicles Leasing Pensian Scheme Contribation Report (Detailod) Page 1
Fapoe Dot 0302011
Scheme COPEMSION  Companypension schome
Type:  com SCON: 51234661 Prouidors Ref.: 19537758 Adminisirators Ref:
Enpioiee. 1o 008} Gaglors  Enskess Socbess AVC  EEMICone  EREMDCOmo Totel
1001 Ficherd Gossen GvsaEIMA Curtly Oue - 18300 14640 600 a2 888 7628
ez ToCete
326658 Thie Pesic
1003 Divid Cries Welinglen WEABTSSED Curetly Due: 5348 o 1z 710 12830
2004095 Tabete
s This Pesi
Totaifor Scheme  COPENSION Currertly Due 2845 18817 w600 5579 76 at1.18
ToCate
This Peront

Attachment Orders

Use the Attachment Orders
command to produce a report for all
or a range of employees detailing
their attachment order deductions.
You can choose to produce the
report for all orders, active orders or
completed orders only.

3 Attachment Orders

Sequence Employee

R.ange
Firsk Employes @ | 1001

Last Employes @ | 5001

Report Date :

Order Status @ al

CECTa -

() Active only
() Completed Only

| Godson

| Futton

s Leasing

Orders (SQWGAORD. frx)

Qrion Vehicles Leasing
Frikd 32011 1535 oy MAMAG ER

Attachment Order Report

Atachment Orders for Employeesbetween 1001and 5001 Al Orders

Orion Vehicles Leasing Mtachment Orcler Repart Page
Reyort Dl 30300 1
Emplogee 101 Richard God ron

Priority: 1 Order Ty ; Council Tax AEQ (CTAED)

Hema Detit -

OWMIRH:  cmeigz

Nomal s e : 0m  Pokekd Eanings L)

Tols b gl OO0 Dk bsed

Deductvini Fee Y Compld Yoo nmE

MmontDecd A Fee CPdDecicbor  CePiEm. Mt . Gaice Renaiig

Tolak Hmm “n

Tit Perd o om i om o
Emplogee 3006 Stephen Newheart

Biority: 1 Order Type : Non-Proriy AEO

Memo Detaik ©

OnbrRel:  ArTES

Nomal Ded. e : SO0 Pokckd Eanigs o

Tols b gl B Dk Eseed

Dedvctivini Fe o Compld o

montDesickd  Admi Fee CPwdDechcbon e ProtEan.  Meciabk B alnce Remainig
To Dak s am 2500
it Perd 500 om i om o151
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DEO Payment Schedule

The DEO Payment Schedule report
lists details of Deductions from
Earnings Orders (DEO) payments
for a selected date range. There are
three type of DEO schemes, issued
separately in 1993, 2003 and 2012.
All schemes are valid but if an
employee has a new DEO applied
from October 2012 it will be under
the 2012 scheme. This report can be
faxed, posted or uploaded to the
self-service web site hosted by the
Child Maintenance Service.

The report can be produced for
employees in different payroll groups
even if the groups have different pay
frequencies, for example a weekly
payroll and a monthly payroll. This
will save you the unnecessary effort
of generating the report separately
for each pay period. So, if you run a
weekly and a monthly payroll you
can submit separate weekly reports
for say the first three weeks in a
month and a combined weekly and
monthly report for the fourth week.

The report can also be produced for
employees in one payroll group only
(and therefore one pay frequency) if
required. So, for example you can
produce separate reports for weekly
payrolls and monthly payrolls.

& Do Payment Schedule

Range

Sequence :

First Employee ; | 1001

Last Employee : | 5001

Employee

IZI Godson
Izl Futton

Note: The report cannot combine pay
periods of the same frequency into one
consolidated report. For example; the
report for weeks 22, 23, 24 and 25 in
month 6 must be submitted to CMS
separately for each pay period, it
cannot be consolidated into one report
for the four weeks.

COpera 3

ReportDate: | 11/09/2012 E Create Upload File
From Date : 25082012 E ToDate: | 31/10/2012 E]
Pay Freq. : Mixed
Q) [ oK ] l Close l
' Pegasus Opers 3 - Drion Vehicles Leasing
& Peport Preview - DEQ Payment Schedule (sqwadeced.frd)
DEO Payment Schedule Report
e e
-
.
= o -

Al

About to create the upload file for submitting the payment schedule

online.

Remember: If you submit the payment schedu
need to send a printed copy.

Areyou sure?

le online then you do not

Details on the Report

The report includes the following
information:

. Your company's name,
address and phone number

e Your company's PAYE
reference and employer child
maintenance reference
number

e  The date the report is
produced and the period the
payments relate to

. Each employee's name,
national insurance number,
reference number, amount
due and paid

e  Reason for underpayments, if
relevant.

File

Z_XMUPAYROLLYZ20120911X1 2345678901 2172928 XML
has been created in your data folder.

T ASETROILITIZEN - Netepad

foe Edr Fomat Yiew Help

|<?xm version="1.0"

|<bons0: :DEOSchedule xmins:bons0="http://www.childmaintenance. gs1 gov.uk/futurescheme/bo/CMECDEOSchedule"

|xmins:xsi="http://www.w3.0rg/2001/XMLSchema-instance">
<CompanyLevelInfo>

encoding="I50-8859-1" standalone="yes" 7

<EmployerName>Orion Vehicles Leasing</EmployerName>
<EmpPAYERef>360/453968</EmpPAYERe F>
<EmployerRefNum>123456789012</Employerrefum>
<PaymentFromte>20120929</PaymentFromdte>
<PaymentToDte>20121031</PaymentToDte>
<TotalAmountPaid>0.00</TotalAmountPaid>

</CompanyLevelInfo>
<EmployeeLevelInformation>

<Forename>Richard</Forename>
<Surname>Godson</Surname>
<NINO>GY548374A</NINO>
<EmpTo¥eeRefNum>123</EmpWoyEeRefNum
<MonthyAmtDue>123.00</Month]yAmtDue>
<AmountPaid>0. 00</AmountPaid>

</EmployeeLevelInformation>
</bons0:DEOSCheduTe>
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Payments to CMS

Payment needs to be made by the
19th of the month following the
month when the deduction was
made from an employee’s pay. After
you have received your first DEO
under the new 2012 scheme, you
must make the payment of all the
DEOs deducted to a new CMS bank
account. This must also then include
those issued under the 1993 and
2003 schemes.

Creating an Upload Report File

The Create Upload File box is ticked
automatically because CMS prefers
that the report is uploaded to its self-
service web site. The report will also
be published to the selected option
on the Publisher form so you can
print a file copy if required.

This option can be used only when
one or more of your employees has
deductions under the 2012 DEO
scheme. To prevent the file from
being created, clear the Create
Upload File box before selecting OK.

To Publish the DEO Payment Schedule Report

Note: Before generating the report, enter your Child Maintenance Reference
Number in the Child Maint. ER Ref No. box on the Options Page 1 tab on
the Payroll - Utilities - Set Options form.

1. 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.

2. Click DEO Payment Schedule. If you are using groups, in the
Select Payroll Groups list, click to select the group you want to
process and then click OK. CMS allows different pay frequencies
on the report so you can select groups that have different pay
frequencies and pay period dates.

3. Under Range, enter the start and end employee references.

4. In Report Date, enter the date you want to print on the report. The
From Date and To Date boxes are updated with the dates for the
current pay period for the selected pay group.

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.

A new option has been added to allow a file to be created and uploaded
for reporting DEO Payments to CMS.

The ~XML file is created in the Z_XML\Payroll folder within the Data
folder.

Important: Do not use this option if
deductions are made under the 1993
or 2003 schemes only. In this situation
the report must be printed. However,
once one or more of your employees
have deductions under the 2012
scheme, the report can be uploaded
even if it includes deductions made
under the 1993 and 2003 schemes.

Priority AEO For the collection of family maintenance and fines. Raised by the High
Court, Magistrates Court and the County Court in England and Wales

under the Attachment of Earnings Act 1971.

Non-Priority AEO For the collection of civil debts. Raised by the High Court, Magistrates
Court and the County Court in England and Wales under the

Attachment of Earnings Act 1971.

Deduction from For the recovery of child maintenance from absent parents' earnings
Earnings Order under the Child Support (Collection and Enforcement) Regulations
(DEO) 1992.

If a DEO cannot be paid, the calculation updates the employee's record
on the Attachment Orders form with a reason for the underpayment.

Note: See the Deductions from Earnings Orders (DEOs) Help topic for

details of the different types of deduction from earnings orders.

Community Charge For the collection of unpaid Community charge. Raised by the Local
AEO charging Authorities in England and Wales, subsequent to obtaining a
Liability Order - 1988.

Council Tax AEO For the collection of unpaid Council Tax.. Raised by the Local charging
Authorities in England and Wales, subsequent to obtaining a Liability

Order - 1992.

Earnings Arrestment  For the collection of civil debts or fines. Raised by Scottish courts and
since 1997 by HM Revenue & Customs to collect some duties.

Current Maintenance  For the collection of family maintenance. Raised by Scottish courts.
Arrestment

Direct Earnings Attachment (DEA)

The deduction amount for DEAs is normally calculated using different tables of bandwidths and
percentages for weekly and monthly paid employees supplied by the Department of Works and
Pensions (DWP). In some circumstances the DWP will allow an alternative fixed amount to be
deducted.

This type of deduction does not need to be agreed in civil court. It also does not replace any
existing attachment orders. The DWP will send a notice (including a payment schedule) to
employers when the DEA needs to be implemented for an employee.

Tip: For more information see www.gov.uk/government/publications/direct-earnings-
attachments-an-employers-quide.

Table Indicates that the DEA must be calculated using the tables of
bandwidths and percentages for weekly and monthly paid employees
supplied by the DWP.

Fixed Indicates that the DEA must be calculated using the alternative fixed
amount method.
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Pensions Reports

The Payroll application provides listings of records relating to your employees' pension schemes, including both Notes
employer and employee contributions for each pay period and details of auto enrolment. |
The Enrolment File and Contribution File options are used for enrolling employees in a National Employment
Savings Trust pension scheme and for making contributions to the scheme. NEST is a 'low-cost and easy-to-use'
pension scheme that’s available for any employer to meet their pensions auto enrolment duties. Refer to
www.nestpensions.org.uk for details.
Note: For an introduction to auto enrolment, sometimes referred to as 'Workplace Pensions Reform', see
the Introduction to Auto-Enrolment Help topic.
The following reports and file-creation commands are available in the Pensions Reports menu:
Auto Enrolment Details & Auto Enrolment Details o] = |
Produces either a detailed or = —
summary list for all or a range of pditiog oSl
employees, departments or pension Sequence : Employee IZ| Sort within Sequence @ | None |z|
schemes. A count report can also be Range
produced for a range of departments ) ) Detailed
or pension schemes. This report First Employee | 1001 [=] Godson @ summary
only applies if the Use Auto LastEmployee : | 5001 [=] Futton ) Count
Enrolment Processing option is -
selected on the Payroll - Utilities - Category
Set Options form. [ an From: |/ E
Mone
Eligible Jobholder (£3) Tor |11 o]
Note: The summary report can Mon-Eligible Jobholder {(MET)
be saved as a spreadsheet. This Entitled Worker (EW)
feature is available in Opera 3 MfA [ indude only if category changed this period
Use this report to produce either a Status
detailed or summary list for all or a [ a1 from: |/ f D
range of employees, departments or None Joined
pension schemes. A count report AutoEnrolled [ Ceased To: I D
can also be produced for a range of Postponed Already in QS
de_partments or pens.ion .schemes. Opted-In DB Hybrid
This report only applies '_f the U.SE . Opted-Qut N/A [T include only if status changed this period
Auto Enrolment Processing option is
selected on the Payroll - Utilities - ReportDate: | 12/09/2012 ()
Set Options form. Some of the
options are available only if the
Advanced Pension Processing @ oK ] [ Close ]
feature is used.
“ Auto Enrolment Details EI =] @
Note: For an introduction to
auto enrolment, sometimes General
rEfe”.ed to as \ Workplace Length of Employment Start Dates
Pensions Reform', see the -
Introduction to Auto- ©) All Employees [lincude Leavers From: | [/ E]
Enrolment Help topic. () New Starters Only ,
() Exclude New Starters To: H E]
& Pogun Opara 3 - Orien Vebicles Lazing ]
1 Report Breveew - Auto Enioient Details (igwgaes Fo) =
Detailed The detailed report Auta Enrolment Detalls - Summary
includes all details of
each selected
employees' auto
enrolment settings. T
Summary  The summary report .
includes only one line
for each selected
employee. Each line
shows the selected
employees' auto
enrolable earnings, the
date the category was
first achieved, the auto
enrolment status and
date.
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Count

Include
only if
category
changed
this period

Include
only if
status
changed
this period

Report
Date

Note: The

summary report
can be saved as a

spreadsheet.
This feature is
available in
Opera 3

You can select this
option if the sequence
is set to either
‘Department’ or
'Pension Scheme'. The
report will either list the
number of employees
per department or
pension scheme.

This applies to category
selections. Select to
include only employees
who have achieved the
selected category in the
current pay period.

This applies to status
selections. Select to
include only employees
who have achieved the
selected status in the
current pay period.

The date that is printed
on the report.

Employee Pensions

Produces a report for all or a range
of employees and scheme joining or
leaving dates, listing details of the
scheme to which they belong and
the contribution details.

Note: This report is relevant only
if the Use Advanced Pension
Processing option is selected on
the Options Page 2 tab of the
Payroll - Utilities - Set Options

form.

% m ployee Pensions

Sequence :

Range

Report Date :

Date Range
@) None
_) Join Date

First Employee :

Last Employee :

) Leave Date

e B
1001 |z| Godson

5001 [v] Futton

12/08/2012 D

[] active schemes only

FirstDate: | [/

LastDate: | [/

Jd

Close
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Employee Pensions...

Scheme Contributions

Produces a report for all or a range
of pension schemes listing the
employee and employer
contributions that are currently due
to be paid to the pension provider.

Note: This report is relevant only
if the Use Advanced Pension
Processing option is selected on
the Options Page 2 tab of the
Payroll - Utilities - Set Options
form.

The Scheme Contributions report
will have some additional ‘pension
scheme header’ fields added to it.

Use this report to produce either a
summary or detailed listing of the
employee and employer
contributions that are due to be paid
to the pension provider up to the
selected date. The report can
include either all or a range of
pension schemes. Inactive schemes
can optionally be excluded.

If you use National Employment
Savings Trust pension schemes you
can also include contributions that
are being held onto. After an
employee is auto-enrolled into a
pension scheme they have about
one month to opt-out if they want to
(known as the ‘opt-out period’). This
ends their membership and any
contributions are then refunded.
Employers can hold onto an
employee’s contributions in their opt-
out period so that they do not have
to request the money from the
pension provider if the employee
does opt out. If the employee does
not opt out the contributions must
then be paid to the pension provider
after the opt-out period.

& Pegasus Opera 3 - Orien Vehicles Leasing.

& Report Preview - Employee Pensions (SQWGPNED.fr)

Orion Vehicles Leasing
Printed 12/09/2012 at 11:24 by MANAGER

Employee Pension Report

Employee Pension for Employees between 1001 and 5001

Orion Vehicles Leasing
Report Dated 12/09/2012

Employee Pension Report

Page 1

Employee 1001 Richard Godson

NI Number: GYS48374A

Employee 1002 Andrew Gregory

Scheme: COPENSION ~ Gempany pension scheme Type : COMP. SCON :S1234567N
Employer  Employee Employee AVG ErsMinComp Ees MinComp Total

Contributions Currently Due 439200 #1360 878400 3132 83576 1825668

Gontributions To Date 1098.00 78.40 219600 “r280

Contributions This Peiod

Normal Period Gontributions 500% 400% 1000 %

NI Number ; BES8375C

Date Joined 170772003

Employee 1003 David Charles Wellington

Scheme: OCGPENSION Occupational Pension Scheme  Type : GOMP

SCON :S4236277X

Employer  Employes Employee AVC ErsMinComp Ees MinComp Total
Contributions Currently Due 432000 288000 74978 85690 830868
Contributions To Date 1060.00 72000 180000
Contributions This Peiod

Normal Period Gontributions 180.00 12000 %

N Number ; WE18T556D

Date Joined 0670472003

7] Active Scheme Qnly

() Summary

"* Schemne Contributions EI =l @
seerce: | ]
Range
First Scheme COPENSION El Company pension scheme
Last Scheme SKPEMNSION El Stakeholder Pension
ReportDate: | 12/09/2012 D Type
! @ Detailed

This Penioa

g) [ oK l [ Close
W' Pegasus Opera 3 - Orion Vehicles Leasing
& Report Preview - Scheme Contributions (SQWGPNCD fr)
Orion Vehicles Leasing Pension Scheme Contribution Report (Detailed)
Printes 01012011 8 10:30 by MANAGER
Gontrioutians for Schemes between COPENSION and SKFENSION  Detalled Report
Orion Vehicles Leasing Pension Scheme Contsibution Report (Detailed) Page
Report Dated 01012011
Scheme COPENSION  Company pension scheme
Tye:  comp SCON : S1234567N Providers Ret.: 4537756 Administrators Ret.
Use for Auto Envalment: No Operatian: Unspecitied
1601 Richard Gadson Currently Dus w20 396360 1058400
TonnsEs To D 8000 15000 180000
136856 This Period 00
103 David Charles Wellingion Gurranty Dua 1236 50 107954 283487
548 548 10652
Totslfor Scheme  COPENSION Currenty Due siase s0e54 1088400 s
To Date 46 50345 180000 280822
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Enrolment File

Contribution File

This produces an enrolment file which is sent to National Employment
Savings Trust to enrol employees into a NEST pension scheme or to
cancel an employee's membership of a NEST scheme.

What's NEST?

The National Employment Savings Trust is a government established
pension scheme for all earners. NEST has a public service obligation so
must accept any employer. NEST is one of a number of new or existing
pension schemes that employers can choose to fulfil their new duties.
These pension schemes are regulated using the same principles as
every other scheme.

Always refer to the NEST website at www.nestpensions.org.uk for the
latest details about NEST pensions. There are a number of guides,
videos and other tools available that will help with your planning.

Note: This is currently used only if you maintain National Employment
Savings Trust pensions in Opera.

This produces a pension contribution file which is sent to National
Employment Savings Trust at defined intervals to contribute to
employees's pension funds if they are enrolled in a NEST pension
scheme.

What's NEST?

The National Employment Savings Trust is a government established
pension scheme for all earners. NEST has a public service obligation so
must accept any employer. NEST is one of a number of new or existing
pension schemes that employers can choose to fulfil their new duties.
These pension schemes are regulated using the same principles as
every other scheme.

Always refer to the NEST website at www.nestpensions.org.uk for the
latest details about NEST pensions. There are a number of guides,
videos and other tools available that will help with your planning.

Note: This is currently used only if you maintain National Employment
Savings Trust pensions in Opera.

Misc. Reports

The Payroll module provides listings of records maintained through the various forms and payments and

deductions generated as a result of calculation processes. Reports can be used to view information on your

computer screen as well as printing. Most reports provide a number of options to determine the criteria,

sequence and range of records reported.

Birthday List

Use the Birthday List command to
produced a list of employees whose
birthday falls between the dates
specified on the report. The report
indicates those employees reaching
'milestone’ birthdays including 18th
and 21st birthdays, female
employees reaching their 60th
birthday and male employees
reaching their 65th birthday. You can
select a range of employees to be
included and specify a date to print
on the report.

3 Birthday List

Range

First Employee : | 1001 | Godson

Last Employee ; | 4002 “ | Fisher

Report Date : | 01/01f011 E]

First Date : 0170172011 G Last Date : | 31/12j2011 G
_\_)) oK ] ’ Close
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Birthday List...

3 Pegasus Opera 3 - Orion Vehicle:

3 Report Previ irthday List (sqwerp13.frx)

Printed 0303411 at 15:42 by MANAGER

(Selected fram 1001 to 4002}

Orion Vehicles Leasing Birthday List

Orion Vehicles Leasing Birthday List for 010111 to 31/12/11
Employee Date of

Ref Age 18 21 60 65 Birth
1001 58 03(06i52 hir Richard Godson
1002 47 12002/64 Mr Andrew Gregory
1003 52 20/04i59 Mr David Charles Wellington
2001 78 18/09/32 Mrs Laura Quigley
2003 58 2601453 Mrs Liz Gins
2004 £ 1306172 Miss Wendy Turner
3001 45 17/08I65 Mr Keith Harris
3002 45 27/02/66 Mrs Aning Owen
3003 43 15010i68 hir Gary Derwent
3004 40 21271 hrs Pamela Fadden
3008 43 2202i68 hir Dienis Jackson
3008 43 16011168 Mr Stephen Newheart
3007 an 27105081 Mr Stuan Thormpson
4001 40 240871 Mrs Joan Elsworth
4002 63 1200548 Mrs Jill Fisher

Holiday Pay Average

Use the Holiday Pay Average
command to produce a list showing
employees' average pay over the
number of weeks specified in the
Weeks for Holiday Pay Average
box on the Options Page 3 tab of
the Payroll >> Utilities >> Set
Options command. This is usually
13 weeks.

If you are using the departments
facility, you can choose between
employee reference or
department/cost centre sequence
and specify the range of records to
be included. You can enter a date to
be printed on the report.

O Holiday Pay Average

Sequence :

Range

First Emplovee ; Godson
Last Employee ! Johnson

Report Date : | 31/03/2011 E]

Close

e (sqwerpha. frx)

Orion Vehicles Leasing Holiday Pay Average
Printed 0300312011 st 16:03 by MANAGER
(Selected from 1001 to 4006)
Orion Vehicles Leasing Holiday Pay Average
Report Dated 31/03/2011
Employee Average
Ref. Period Pay Hours Pay
1001 R Godson 1011607 000 0.00 0.00
1002 A Gregory 10107 0.00 0.00 0.00
1003 D Wellington 10117 0.00 0.00 0.00
2001 L Guigley 1011607 .00 0.00 0.00
2003 LGins 1011007 000 0.00 0.00
2004 W Tumer 1011607 000 0.00 0.00
32001 KHarris 10107 0.00 0.00 0.00
002 A Owen 1011007 000 0.00 0.00
3003 © Demwent 1011607 .00 0.00 0.00
3004 P Fadden 1011007 000 0.00 0.00
3008 S Newheart 1011607 000 0.00 0.00
3007  Thompson 101147 000 0.00 0.00
001 J Elsworth 1011027 47456 0.00 47456
1011426 47456 0.00
002 JFisher 1011027 47299 0.00 47299
1011426 47299 0.00
004 A Leedham 1011027 610,00 0.00 610.00
1011426 610,00 0.00
005 G Harper 101127 563.08 0.00 563.08
1011426 563.08 0.00
008 WJahnson 1011027 666,92 0.00 656.92
1011426 656,93 0.00
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Holiday Report

Use the Holiday Report command
to produce a list of holiday days for
all or a range of employees. You can
print the list of only those employee
with holiday entitlement or just those
without, or you can include all
employees regardless of entitlement.
The report included the entitlement
days, holiday days booked this
period and to-date and the balance
of days remaining.

o3 Holiday Report

Repott Date : | 31/12/2010 G

() with Entitlement
() without Entitlement

Sequence :

R.ange

First Employee : | 1001 | Godson
Last Employee : | 5001 * | Futton

Jrion Vehicles Leasing

Holiday Report (sqwes pho.fre)

Orion Vehicles Leasing Holiday Report

Prrted U2032011 1 16:04 by MANAGER

From Emalosee 1001 1o 5001 - All employees

Orion Vehicles Leasing Holiday Roport Page 1
Report Onted 311122010

Employee  Employee

_ Ret Name Entilement _ Booked TP, Booked T.D, _ Balance
1001 Mr R Godson 50 250
1002 Wir A Gregory %0 250
1003 r D C Wallinglon %0 50
2001 Mrs LGulgley 20 220
2003 Wrs LGins 00 200
2004 Miss W Tumer 720 70
3001 Mr K Hams wo 00
2002 Mrs ACwen 00 00
3003 Mr G Darwent 0o 00
3004 Mrs P Fadden wo 200
3008 Mr S Newhear w0 200
3007 Wr 2 Thompson 720 70
4001 Mrs J Elsworth 20 220
4002 Wrs J Fisher 20 220
4004 Mrs AlLsedham 00 200
4005 W G Harper 20 70
4006 Mr M Johnson %0 50
5001 Mr L Fution 720 220
Grand Totd 3040 00 [ 3040
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4.4 Payroll View

Use the View command to display enquiries on Payroll transactions. The views
available depend on those defined using the Views command on the Maintenance
submenu. Two predefined views are provided, one for Groups only, the other for
Years only. You can create you own views using up to six levels of dimension.

.3 Payroll View ~Tolx|

Hiew |C[itar\a |

Range
From: |06/04/2010 B Wiew : ‘ Emplayvee Pay & Ded v | Refresh
Ta: 05042011 B Levels :‘ Emploves Ref. | Payment/Deduction Code/ Manthy Payment Period |
Code IDEstriptiDn I Llrntsl \l'alual I -~
-] 1001 W
E-Jl Doo1
Period 01 0.00 146.40
... April 0.00 146.40
May 0.00 146.40
Jung 0.00 146.40
July 0.00 146.40
August 0.00 146.40
September 0.00 146,40
October 0.00 146.40
... Ees CoPen 0.00 1024.80
= Frs CnPen n.nn 128100 ™

Con] @

You can specify a date range for transactions to be selected that make up the
view. If you want to specify further selection criteria, use the filters provided on the
Criteria tab:

e Range boxes for payments, deductions, employees, and tax years/periods.
e An option to include payments, deductions, or both.

¢ An option to allow units to be displayed. For more information on units, see the
Payroll >> Utilities >> Set Options Help topic.

e An option to include the current period's values as well as previous periods.
e An option to select the payroll groups to include in the view.
e An option to select the pay frequencies to include in the view.

M=19

Display Units ¢ Include Current Period @ Show ¢ | CodefDescription v

Pay/Ded, Ta:

Payment

From
O ]

Pay Frequency :
2 |Fartnightly [¥] weekly

M |Monthly Directors [¥] monthty

W wWeskly [Fz-weekly
-izekly

Tax Year! Petiod

aroups

(=] @

5 Transactions  F12
Select Colour
Copy Data  Ctrl+C
Chart Ctrl+H

-Iran:actinns F12
Select Colour
Copy Data  Cirl+C
Chart Ctrl+H
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Once you have selected one of the view definitions in the View list box, click
Refresh to see the Payroll information, starting at the highest level. To see other
levels, where applicable, click the higher level in the tree to display the names of
the analysis classifications at the next level down. For each level the value is
displayed. You can drill down to see further detail. For example, you can display
the transactions that make up a particular total. You can also zoom a particular
transaction to see its details. Once you have generated a view, you can use the
Graph tab to display a 3D bar graph.

Actions

A ction = 2

el Copy Data Chrl+C

Use this

command

Transactions

25| Transactions F12

Select Calour

Cancel

Drill down to display a list of the transactions that make up the selected analysis total, or you

can simply double-click the item in the view.

Select Colour

Change the colour of the views by using the Select Colour command on the Action menu.
You can then pick a standard colour or create a custom colour from the Colour form to use
as the background colour for the tree view and any subsequent grid forms displayed using
the drill down facilities.

Note: If you want the colour you select to be retained next time you load the View form, you
need to ensure the Remember form positions and sizes option is selected on the
Preferences form in the System module.

Copy Data Copy the view data to the Windows clipboard, for example, to place in a Microsoft Word or
Microsoft Excel document.
Chart View the data in one or more charts. You can open the Chart form more than once so you

can view the data using different graphical views, for example a pie chart and a horizontal
bar chart. When the form is open you can move between records to change the information
in the graph.

There are a number of options on the Action button on the Charts form:

® Clipboard to copy the chart to the Windows clipboard
. Print with various printing settings
. Export to save the chart in a chosen graphical format
e  Criteria to view the current criteria for the form.

For more information, see the Chart Views Help topic.

To view Payroll transactions

o

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

Under Range, define the date range for which you want to view the Payroll values.
The default is the start of the current month to the current system processing date.

If required, use the filters on the Criteria tab to define more detailed selection
criteria:

a. Click Display Units to see the units that were recorded for payments and
deductions.

b. In the Show list box, select Description, Code, or Code/Description to
display the employee's names, reference codes, or both on the View tab.

Retrieve the view that you want to display using the View list box.
Click Refresh.
To close the View form, click Close.
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Tips: You can view a graph of the selected data using the Graph tab. If the graph

Notes
has more than one page, you can navigate between the pages using the forward v
and backward arrows on the toolbar.
You can print a copy of the view using the Print toolbar button.
You can copy the view data to the Windows clipboard, for example, to place in a
Microsoft Word or Microsoft Excel document by pressing CTRL+C.
You can copy the graph by clicking the Copy data icon on the toolbar. To print
the graph, you must copy it to the Windows clipboard first, then paste it into
another document.
4.4.1 Creating Custom Payroll Views
Use the Views command on the Maintenance submenu to create your own
enquiry facilities for Payroll transactions. The application provides two views as
default options, but you can add others according to your choices from the
settings available. Views defined using this command can be displayed on the
screen using the View command on the Payroll menu. Each view record
comprises a unique code plus a description and up to six levels of analysis
according to the following options:
e Employee Reference
e  Group Code
e Tax Year
e Payment Period
e Payment/Deduction Code
e Payment Frequency
e Month
e Year
Example:
You might want to view a breakdown of payroll values by Group, year, and month. Create a
new view using the Views command on the Maintenance submenu, assigning a code and
description, such as 'GMY"' and 'Values by Payroll Group'. In the Level 1 View box select
Group Code; in the Level 2 View box select Year; and in the Level 3 View box you select
Month. On the Record menu, click Save. Using the View command on the Payroll menu,
you select the 'Values by Payroll' Group view and then click Refresh. Values are shown per
Pay Group. You can then drill down to see the transactions that make up the values by
year and month.
3 View: EMP - Employee Pay & Ded g@g|
Wigw Code @ |EMP
Yiew Mame ;| Emploves Pay & Ded
Swsterm ¢ Default :
Lewel 1 Wiew ; | Emploves Ref, A Level 4 Wiew ;| Pavment Period A
Lewel 2 Wiew : | PaymentiDeduction Level 5 Wiew A
Level 3 Wiew ! [ Month w Lervel 6 View !
5}
Wigw
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You can also select one of the views to be the default. That is, the one first -
displayed when you click View on the Payroll menu. Two system views are
already set up for you: GRP provides an analysis by group, and YRR provides an
analysis by year.

To define Payroll views

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

Click Views.

On the Record menu, click New.

In the View Code box, enter a unique reference to identify the view.
In the View Name box, enter a description for the view.

Use the list boxes to select the dimension you want for each level of the view. You
can specify up to 6 levels.

7. On the Record menu, click Save.

2 e

Tip: Click Default for a view to define it as the one displayed first when you use
the View command on the Payroll menu.

You cannot change the setting of the System option. This is automatically
selected to indicate which views are predefined in the software. You can only
amend the description of such 'system' views.
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Accreditation Training Courseware ~ ———
5 Utilities

51 Nominal Analysis

Use the N/L Analysis command to provide a report which details all the journal
entries you should make in your nominal ledger. You can choose between a
detailed and a summary report. If you choose the detailed report, the application
will print both a detailed and a summary report. The detailed report includes
nominal ledger posting information organised by employee, providing a
comprehensive audit trail. The summary report documents the journal entries
created in the nominal ledger. One posting, being the total accumulated values for
all employees, is made to each account whose reference has been used during
the calculation process.

Type of run required
() Repart anly
(%) Create Transfer File and report

Transfer Date: | 040312011 E]

Mar 2011

If the Payroll module is not integrated with either the Nominal module or an
external nominal, the summary report lists the entries which should be made
manually to update whatever nominal ledger accounting function you use. If the
Payroll to External Nominal option is selected on the Options tab of the Company
Profiles form in the System module, you can also export the report to produce a
comma separated values (CSV) file which you can use as an import source for
the external nominal ledger. Please refer to the Appendix section of this training
manual for further details on linking your payroll to an external nominal ledger and
creating the transfer file.

-
=
=
D
n

If the Advanced Nominal Ledger is being used, department and project codes will
be used in the analysis of nominal accounts for those accounts set up to use
these dimensions (either optional or mandatory). If no dimensions are specified on
the employee record analysis, defaults used will be those associated with the
nominal account, if applicable. If the use of dimensions on the account is
mandatory but none have been specified on the account record or in payroll, a
warning appears on the analysis report to indicate that the dimension is
undefined.

If the Advanced Nominal Ledger is not being used but you are using an external
nominal ledger, the nominal analysis procedure will only use dimensions if they
are specified on employee records. Where dimensions are specified, it is the
corresponding external code specified on the Nominal Project or Nominal
Department form that is the one included in the journal output.

© Pegasus Training Services Page 239



Accreditation Training Courseware - O3Training_Accreditation_PAY10PayrollR5.0.docx

If the ‘Real Time Update’ has been activated this Utility will update the Nominal
Control Accounts immediately. The option for Report Only should be used if the
Nominal is not to be updated.

3 Pegasus Opera 3 - Orion Vehicles Leasing

3 Report Preview - N/L Analysis (sqwgnomL.frx)

Orion Vehicles Leasing
Frinted! 047032011 ot 14:48 by ADMIN

Nominal Analysis of Payroll (Input)

Orion Vehicles Leasing Nominal Analysis of Payroll (Input)

Momind  Cost Employes
Code Centre Debit Credit  Number Project Department
W10 ADM 386.72 1001 MrR Godson Morth 01 Ernployers National Insurance

E3z0 669.90 WMonth 01 Ers'+ Ees' National Insurance

E3z0 £22.20 Month 01 PAYE

w120 ADM 40.82 Month 01 Emplovers COMP

E320 87.48 Manth 01 Ers'+ Ees' COMP

W10 ADM 3660.00 Month 01 Basic PMAT c3
E330 ADM 146.40 Month 01 Ees CoPen

E330 ADM 183.00 Wonth 01 Ers CoPen

w130 ADM 183.00 Wonth 01 Pension

E330 ADM 366.00 Marith 07 A¥C

E310 217556 Month 07 Payroll Contral Account

Total 425054 425054

w120 TEG 372.78 1002 WrAGregory Wmonth 01 Emplayers National Insurance

E320 680,16 Morith 01 Ers' + Ees' National Insurance
E3I0 525,60 Month 01 PAYE

Wiz TEC 1578 Month 01 Employers COMP

E3Z0 98.10 Morith 01 Ers' + Ees' COMP

w110 TEC 3270.00 Wonth 01 Basic vhi1 M
E330  TEC 12000 Maorith 1 Ees OFF

E330  TEC 180.00 Morth 01 Ers OPF

Wil TEG 180.00 Morith 01 Pension

E310 226470 Month 01 Payroll Contral Aceount

Total 3868.56 3868.56

WIID  ADM 121.89

1003 MrOCWellington  Month 01 Employers National Insurance
i

E320 22239 ionth 01 Ers’ + Ees' National Insurance

E320 115.00 Month 01 PAYE

w120 ADM 1497 Wonth 07 Employers COMP

E320 3207 Marth 01 Ers'+ Eeg' COMP

w110 ADM 106817 Month 01 Basic PhA1 c8
E330 ADM 4277 Manth 01 Ees CoPen

E330 ADM 5346 Month 01 Ers CoPen

W30 ADM 5348 Month 01 Pension

E310 793.80 Wonth 01 Payroll Control Atcaunt

Total 1268 48 1250.48

The Transfer Date is key to updating the Nominal Ledger. If the date on the N/L
Analysis file does not fit into the current Nominal Period the transactions will stay
on the transfer file until such time as the date fits. The information will then update
the Nominal Control Accounts when a Nominal Ledger Period End routine is run.

3 Pegasus Opera 3 - Orion Vehicles Leasing,

3 Report Preview - N/ Analysis (sqwanomj.frx)

Orion Vehicles Leasing

Nominal Analysis of Payroll (Journal)

Printed 04/03/2011 &t 14:50 by ADMIN

Orion Vehicles Leasing Nominal Analysis of Payroll (Journal)

Nominal Cost
Code Centre

Debit Credit Project Department

E310 Salaries 19584.02

E320 PAYE & MIC Pavable 897530

E325 TEC Student Loans 17.00

E327 sAL Attachment of Earnings Orders 5.00

E330 ADM Staff Pension Payable 328.20

E330 TECG Staff Pension Pavahle 30.63

E340 ADM Staff Holiday Fund 6368

E340 SAL Staff Holiday Fund 4004

E340 TEC Staff Holiday Fund 64.41

110 ADM Salaries 1029035 Phtal cs
W10 L5G Salaries 190542 Phial o)
W10 SAL Salaries 395200 Phial S
W10 TEC Salaries 1027480 W W
w120 ADM Erplavers NI Cantribution 1061 41

Y120 LSG Emnplovers NI Contribution 168.88

w120 SAL Emplovers NI Contribution 38400

w120 TEC Employers NI Contribution 110047

w130 ADM Employer Pension Gontribution 301.41

Y130 TEC Employer Pension Contribution 21504

Wit 40 ADM Other Benefiis 20543

140 SAL Other Benefits 49.04

W40 TEC Other Benefits 6441

To Produce the Nominal Analysis of Payroll

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

2. Click N/L Analysis.

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.

NL Value Update

The values posted to
the Nominal will
automatically be spread
across Cost Centres if
they are in use. The
system does this
automatically. Settings
in Set Options and NL
Masking are required if
you wish the postings
to post to different
accounts —see NL
Masking Appendix for
further information.
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4. Under Type of run required, do one of the following:

a.

To produce a report of transactions without updating the Nominal module, select
the Report Only option.

To produce a report and create a Nominal Ledger transfer file, select the Transfer
and Report option. This is a two step process - this file is then used by the
Nominal Ledger - Utilities - Payroll Transfer command to update the Nominal
Ledger.

To transfer the transactions to the Nominal Ledger in one step and produce a
report, select Transfer direct to NL and Report. You must also select a Transfer
Date. The default date is the last day in the current period in the Nominal Ledger.
If you accept the default date or enter a date that falls in the current Nominal
Ledger period, the Nominal Ledger will be updated. If you enter a date that falls
after the default date the Nominal Ledger is not updated until the transfer date
falls in a Nominal Ledger period. The transactions are transferred by the Nominal
Ledger - Utilities - Period End command if the transfer date falls in the new period.

To produce a report and export the details to a CSV file, select the Export and
Report option and enter the date that reflects the date of the nominal journal
document in the Export Date box. This option only applies if you have selected the
Payroll to External Nominal option on the Options tab of the Company Profiles
form in the System module.

5. If you want a detailed report, select the Detailed report option.
6. Click OK.
7. 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.

5.2 P32 Processing

The P32 is the ‘Employer’'s Payment Record’ and is used to help calculate and
record how much an employer owes the HMRC per tax month. The information is
derived from the calculation of the Payroll.

Based on information derived from the calculation of the payroll, the P32
Processing form provides the means to view, maintain and print P32 Employer
Payment Record information. When you select the P32 Processing command, the
application displays the P32 form which displays the P32 records for the current
tax year. For two and four-weekly payrolls, weeks 54 and 56 are included in the

week 53 line.
¢ Payroll P32 Processing : 1415 (=T ==

Period Wesk  TeomeTax1 Stlsan2 NetTax3 GrossNIC4 SSPRecS SMPRecs SMPComp7 OSPPRecB OSPPComp S ASPPRecid ASPPComp 1 SAPRec12 SAP Comp 13 NICDeduet 14Net
T Tontha T o T R I T o om 0] 20 o) T )| o]
EApiTa 2 o 0.00) 0.00) .00, 0.0 0.00) 0.00 0.0 .00, 2.00 0.00) 0.00 0.00) a.00| o
™ 3 0.0 0.00) 0.00) 0.00 0.00 0.0 0.00 0.0 0.00 0.00 0.00) 0.00 0.00] 0.00| o
s 506,64 200| somes|  senel 0.0 0.00 0.0 0 0o 2.00 0.00) a.00 2.00) a.00|=
Total s670.32] 200| 67232 60958 .00 000 0.00) 000 0.00 .00 0.00 0.00) 0.00 00| *
month 2 s am 0.) 0.00] .00 0.00 0.2) .00 0m .00 0.00 0.00) 0.0 0.00] 09| o
&MayTa ] om 0.00) 0.00) 000 0.0 0.0 0.0 0o 000 2.00 0.00) a.00 0.00) a0 o
Sane 7 o 0.00) 0.00) .00, 0.00 0.00) 0.00 .0 0.00) 0.00 0.00) 0.00 0.00) 0.00| o
s am 0.0) 0.00] oo 0.0 0.2) 0.2 0 .00 0.0 0.00) 0.0 0.00] 02| o
Total .00 .00 0.0 000 .00 000 .00 000 000 .00 0.00 .00 0.0 000 @
Hanth 3 s 000 0.00) 0.00) 0.00) 0.00 0.0 0.00 0.0 0.00) 0.00 0.00) 0.00 0.00) 00| o
suneTe ) am 0.0 2.00] oo 0.00 0.2 .20 o .00 0.00 0.00) 0.0 0.00] 00| o
5 3y u om 0.00) 0.00) 000, 0.0 0.0 a.00 00 .00, 2.00 0.00) a.00 0.00) a0 o
2 0.0 0.00) 0.00) 0.00 0.00 0.0 0.00 0.0 0.00) 0.00 0.00) .00 0.00) 0.00| o
n oo 0.00) 2.00] oo 0.0 0.0 .00 o oo 2.00 0.00) .00 0.00] 00| o
Total .00 0.00 0.00 000 .00 000 0.00) .00 0.00 .00 0.00 0.00) 0.00 000 0
ranth 4 " am 0.) 0.00] .00 0.00 0.) .00 0m 0.00 0.00 0.00) 0.00 0.00] 00| o
SaiyTo 15 om 0.00) 0.00) n.0o) 0.0 0.00 a.00 0o 000 2.00 0.00) a.00 0.00) a0 a
5 dugust ® o 0.00) 0.00) 0.00) 0.00 0.00) 0.00 .0 0.00) 0.00 0.00) 0.00 0.00) 0.00| 0
v am 0.0 0.00] oo 0.00 0.2) 0.2 0w .00 0.0 0.00) 0.0 0.00] 0m| o
Total .00 .00 0.00 000 .00 000 .00 00 000 .00 .00 .00 0.00 000 @
Hanth § " 00 0.00) 0.00) 000, 0.00 0.00) 0.00 00 0.00) 0.00 0.00) .00 0.00) 00| o
6 hugustTe s am 0.0 0.00] oo 0.00 0.2 0.0 o .00 0.00 0.00) 0.0 0.00] 02| o
S September = oo 0.00) 0.00) 000, 0.0 0.0 a.00 0.0 .00, 2.00 0.00) a.00 0.00) a0 a
n 0.0 0.00) 0.00) 0.00) 0.00 0.0 0.00 0.0 0.00) 0.00 0.00) .00 0.00) 00| o
Total .00 0.0 000 000 [ 00 [ 0.0 000 .00 o e 000 o0l 0
Hanth & 2 o 0.00) 0.00) 000, 0.00 0.0 0.00 0.0 0.00) 0.00 0.00) 0.00 0.00) 00| o
ssepmmoerte | 23 0m 0.) 0.00) 0.00 0.00 0.) .00 0m 0.00 0.00 0.00) 0.00 0.00) 000 o
5 October 2 om 0.00) 0.00) oo 0.0 0.00 0.0 0o .00 2.00 0.00) 0.0 0.00) a0 a
= o 0.00) 0.00) .00, 0.00 0.00) 0.00 .0 0.00) 0.00 0.00) 0.00 0.00) 0.00| 0
] am 0.0) 0.00] oo 0.00 0.2) 0.2 om .00 0.00 0.00) 0.0 0.00] 0| o
Total .00 .00 0.0 a0 .00 000 .00 00 a0 .00 .00 .00 0.0 00| @
Hanth 7 7 o 0.00) 0.00) 000, 0.00 0.00) 0.00 0 0.00) 0.00 0.00) 0.00 0.00) 00| o

& October To ] oo 0.00) 0.00] 0o, 0.00 0.2 .20 0 .00 0.00 0.00) .00 0.00] 0|0 .
1- ,

acton Q@ | e |

S
Full/ Concise F4
Show/ Hide Detail F5
Funding Fé
Payment F7
Drill Down F&

Previous Year
Mext Year
Consolidate P32
=/ Print P32
Edit Ctrl+E
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3 Payroll P32 Processing : 1112 =1[E3
rS
Period Week Income Tax 1 Sk Loan 2 Met Tax 3 GrossMIC 4 SSPRecS  SMPRecd SMP Comp 7 —
Month 1 1 0.00 0.00 0.00 0.00 0.00 0.00 0.00
& April To 2 0.00 0.00 0,00 0.00 0.00 0.00 000
5 May 3 0.00 0.00 0,00 0.00 0.00 0.00 0.00
4 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Month 2 5 0.00 0.00 0,00 0.00 0.00 0.00 0.00
6 May To 6 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5 June 7 0.00 0.00 0,00 0.00 0.00 0.00 0.00
g 0.00 0.00 0,00 0.00 0.00 0.00 0.00
Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Month 3 9 0.00 0.00 0,00 0.00 0.00 0.00 0.00
6 June Ta 10 0.00 0.00 0.00 0.00 0.00 0.00 0.00
5 July 11 0.00 0.00 0,00 0.00 0.00 0.00 0.00 v
< | 3
)

If you file your year-end forms online, the information on this form is used by the Prepare
Internet P35 command to create the P35 Employer Annual Return file to submit to HMRC
using Online Filing Manager. This includes information that is gathered from the
employees' records and the payments and funding information you enter on the Payment
and Funding forms.

If you file your year-end forms on paper returns, the information on this form should be
used when preparing your P35 Employer Annual Return.

NB: HMRC has withdrawn support for submitting P14 (End of Year Summary) and P35 (Employer
Annual Return) year-end returns on floppy disk. Almost all employers must file their P35 and their
employees' P14 returns online for the 2010-11 year end. In addition, as most employers will need to
make online submissions, HMRC has discontinued all continuous printer and laser printer versions of
the P14 although do still provide P60 stationery. You can still purchase P14 stationery from Pegasus
Business Forms if you need to keep a file copy but for most employers, they must not be submitted to
HMRC.
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5.2.1 New Option for the 2010-11+ Tax Year

An option called P32 By Income Tax Month has been added to the Payroll -
Utilities - Set Options form that controls how some weeks in weekly, two-weekly
and four-weekly payrolls are included on the P32 Processing form. The weeks
affected span different tax months - weeks 5, 9, 18, 22, 27, 31, 35, 40, 44 and 48.
This option does not affect monthly payrolls.

P32 Co. Consolidation 1D Z v

[#]P3z by Income Tax Manth

If this option is ticked, from 6 April 2010 the form includes the week numbers in
the month where the usual pay date for the week falls. In the week numbers
mentioned, this means that the week may not be included in the month as it is
displayed on the official P32 form. This is best explained with an example.

3 Payroll P32 Processing ; 1112 DEx
a
Period Income Tax L Stloan2 MetTax3 GrossNIC4 SSPRecS  SMPReco  SMP Comp7 OSPPRecS
Month 1 0.00 0,00 0.00 0,00 0.00 0,00 0.00 0.00
Month 2 0.00 0,00 0.00 0,00 0.00 0,00 0.00 0,00
Month 3 0.00 0,00 0.00 0,00 0.00 0,00 0.00 0,00
Month 4 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Month S 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Month & 0.00 0,00 0.00 0.00 0.00 0,00 0.00 0.00
Manth 7 0.00 0,00 0.00 0.00 0.00 0,00 0.00 0.00
Month & 0.00 0,00 0.00 0,00 0.00 0,00 0.00 0,00
Month & 0.00 0,00 0.00 0,00 0.00 0,00 0.00 0,00
Month 10 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Month 11 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Month 12 0.00 0,00 0.00 0.00 0.00 0,00 0.00 0.00
Grand Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00|
1< >
)

If the usual pay date for the first five weeks of the year are 6 April, 13 April, 20
April, 27 April and 4 May, according to the P32 return Weeks 1, 2, 3 and 4 should
be included in Month 1 and Week 5 should be included in Month 2. Under an
HMRC ruling however, in this example Week 5 should be included in Month 1
rather than in Month 2 because the usual pay day of 4 May falls in Month 1.

This means that:

e Month 1 should include Weeks 1, 2, 3, 4 and 5
e Month 2 should include Weeks 6, 7, 8 and 9.

Notes

»-crot
Full/ Concise F4
Show/ Hide Detail F5
Funding F6
Employment Allowance  F10
Payment F7
Drill Down F&
Previous Year
Mext Year

Consolidate P32
= Print P32
Edit Ctrl+E
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Period Week. Income Tax 1 Stloan 2 Met Tax3  GrossMWIC4  S5PRecS  SMPRecd SMP Comp 7 AL —
Notes
| Month 1 1 0,00 0.00 0.00 0.00 0,00 0.00 0.00 = | BN
& April To 2 0.00 0.00 0.00 0.00 0.00 0.00 0,00
5 May 3 0.00 0.00 0.00 0.00 0.00 0.00 0.00
g 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total % 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Month 2 & 0.00 0.00 0.00 0.00 0.00 0.00 0.00
& May Ta 7 0.00 0,00 0.00 0.00 0,00 0.00 0,00
S June a8 0.00 0.00 0.00 0.00 0.00 0.00 0.00
9 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Month 3 10 0.00 0.00 0.00 0.00 0.00 0.00 0.00
6 June To 11 0.00 0.00 0.00 0.00 0.00 0.00 0.00 &
1< | y
When the option is ticked the weekly breakdown will be hidden by default and you
will see a month-by-month summary instead. You can view the details by
selecting the F5 button or by clicking Show/Hide Detail on the Action menu.
Note: This option has been added after clarification from HMRC about how to
deal with this scenario. To comply with the HMRC guidance, make sure this
option is ticked if you run weekly, two-weekly or four-weekly payrolls. You can tick
it before or after 6 April 2010.
5.2.2 P32 Processing Functions
Process Steps
Funding Use this form to update the P32
. Processing form if you have applied and
o3 Funding received funding in respect of a tax refund
— or in respect of a statutory payments
Geerl | pemo refund. Under certain circumstances the
Tax Year Th HMRC provides funding for Tax Credits,
DateReceived : (0410372011 []  Fundng Appliss o | 1011 ¥ SSP/SMP/SPP/SAP and PAYE.
R TR PR Any funding received must be recorded for
the P32 & P35 form.
b |SMP | Funding must be recorded in the Parent
Company if consolidating.
Date Received | Tax Year Funding Type Amaunt Ref, A&
04/03/2011 1011 SSPISMPIOSPRIAS 132.45[5MP
To Update the P32 with Funding from
HMRC
I< s * 1. Open the Payroll folder, and
then click P32 Processing.
2 ok ] I Cancel ] 2. Select the period you have
: received funding for.
Wig
< 3.  On the Action button, click
Funding.
Under certain circumstances, HMRC provides funding for 4. Update the boxes on the form
Statutory Maternity Pay, Ordinary Statutory Paternity Pay, and click OK.
Addltl(_)nal Statutory Paternity Pay,_Statut_ory Sick Pay, Statutory o Gesihy wnehn ol (RREE GE Rk
Adoption Pay and Income Tax. This funding needs to be recorded  processing form, the P35 Substitute report and the
for the P32 and the P35 Employer Annual Return. If you run payrolls in  file used by the Prepare Internet P35 command to
more than one company in the application, funding records can Z;Jtt’r':;'te‘:g ;zﬁe‘fgs'%:: '?r%’i‘:i'o';?;iwdtgo';gﬁg
only be entered in the ‘pa_rent company that is to be useq to update the Cashbook or Nominal Ledger so you
produce a P32. The grid lists all existing funding records in must also post the funding separately in the
descending order of tax year (so you see the most recent record Cashbook module, or the Nominal Ledger if the
first). On the report, funding records are in descending order of tax ~ Cashbook is not used.
year, but within each tax year the individual funding records are in
ascending date order (as they appear on the P32 for a tax year).
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Payments

3 Payment : 1112

General | Memo

2 Met
Month ; 06/04/2011 - 05/05{2011 B e Tax: 3771.86
Date Pad : | 04032011 B Met NICs : 335,60
Cutskanding
Amount Due : T157.46 This Month :

Reference : |Paid |

Date Paid Month Amount Dug Reference ”~
04/03(2011 1 7157 .46 | Paid
s
1< >
@ ’ OF ] ’ Cancel
iew

Various Prompts may appear to offer advise;

The 19th of the month is the last date For sending your PAYE and NIC payments to
! HMR.C by post, IF you pay electronically the payment must reach the HMRC bank.
account by the 22nd of the month.

Are you sure you wank bo continue?

[ Yes ] [ ha |

The Amount Due field will automatically be populated from
information derived from the Calculation routine. The user may

choose to ‘under’ or ‘over’ pay and can expect to see the following

example prompts in such circumstances:

".\ Payment is greater than the amount outstanding For this maonth,

Are you sure you wank bo continue?

Yes ] [ Mo

This command opens the P32 Payment
that lists all payments for the selected tax
year and is where you post new payments
for HMRC. Default values are provided
from the oldest unpaid period. A warning is
displayed if you attempt to post payments
against an already paid period, but are not
prevented from doing so.

To Update the P32 with Payment
information

1. Open the Payroll folder, and
then click P32 Processing.

2.  Select the period you want to
create a payment for.

3. Onthe Action button, click
Payment.

4. Update the boxes on the form
and click OK.

Note: Posting the payment will update the
P32 Processing form and the P35 Substitute
report and the file used by the Prepare
Internet P35 command to submit the P35
Employer Annual Return to HMRC at the end
of the tax year. This command does not
update the Cashbook or Nominal Ledger so
you must also post the payment separately in
the Cashbook module, or the Nominal Ledger
if the Cashbook is not used.

The period information displayed will be
either monthly or quarterly depending on
setting of the P32 Payment Frequency
option on the Options Page 1 tab of the
Payroll Options form.

Cpera 3 | |
Payment is less than the amount cutstanding for this month.
B Are you sure you want to continue?
Yes ] [ No
L y.
Consolidate This form lists all companies that are

3 Cansolidate P32

Please select companies bo consolidate P32
infarmation from.

Mobe: Only comparses with matching P32 corsolidstion
company [Ds and sccounts office references are displayed

|E[>ekamwtm

Q@ oK

| [ conce

linked to this company for the purpose of
consolidating P32 records. When you are
working in the ‘parent’ company, use this
command to consolidate P32 transactions
from linked payroll companies in Opera 3.

Only companies with these attributes on
the Payroll - Utilities - Set Options form are
displayed on the form:

e  Each company must have the
'‘parent' company's ID in the P32
Co. Consolidation ID box

e Each company must have the
same Accounts Office
Reference as the 'parent'
company.
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.Gpera 3 r>_<|

\:’!l) Consolidation completed,

3 Drill Down : 1112 - Week 4

FEX

Company Group Group Marne

Pay Dake Week  IncomeTax  Stloan (A

4 Morithly 30/04/2011 4

754,80 17.00%

To Consolidate P32 information with the
Parent company

1. Open the Payroll folder, and
then click P32 Processing.

2. On the Action button, click
Consolidate P32.
3. Click to select the companies

you want to consolidate and
then click OK.

Drilldown would offer the company
breakdown.

Print

3 Print P32

Sequence : Monthly

Range

From Manth II' Ta Month
Report Date : | 09/03/2011 E]

Petiod Columns
() Detailed & Eull
O Surmrary O Concise

1z 4

@ oK ] [ Close

EsEsE

A HEE R

ERETEIEE

&

PREElElEEa

) CE ] ]

Use this command to print the information
on the P32 Processing form. You can
define the months or quarters to include
on the report and also choose the amount
of information you want to include. The
Full and Concise options under Columns
determine whether all columns (Full) or
only net total columns (Concise), are
included in the report.

To Print the P32 Report

1. Open the Payroll folder, and
then click P32 Processing.

2. On the Action button, click Print
P32.

3. Update the boxes on the form
and click OK.

Note: To include all payrolls in
companies that are linked to this
company for the purpose of
consolidating P32 information, ensure
that you are running the payroll in the
'parent company.
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The information on the P32 Processing
form is updated automatically by the
application. You would not normally
change the values on the form but there
may be occasions when you need to do
so, for example when you upgrade from
another payroll system to Opera 3. Once
these initial values are set up when the
application is first installed, Opera 3
updates the figures on the P32 Processing
form automatically. You should therefore
only use this form to edit the P32 period
figures under exceptional circumstances
and you should take into account the effect
of any changes on payments already
made to HMRC.

Before selecting this command, click
anywhere in the period you want to edit.
The figures in the boxes on the General
tab correspond with the columns of data
Z) for the selected period on the P32

Processing form. For example, if you
Field Description

Edit

EIBX)

3 Edit : 1112 - Month 1 Week 4
General | pemo

Company: |2 Group : v || Morthly

Income Tax 1: 3754.66 Student Loan 2 ¢ 17.00 Tax Credit Paid : 0.00

Met Tax 3 377186 Gross WIC 4 1 3385.60

S5P Paid ¢ 269.11 S55P Rec % 1 13.00

SMP Paid : 0.00 SMP Rec 6 0.00 SMP Cormp 7 ¢ 0.00

OSPP Paid : 0.00 OSPP Rec & 0.00 QSPP Camp 9 0.00

ASPP Paid 0.00 ASPPRec 101 0.00 ASPP Comp 11 : 0.00

SAP Paid : 0.00 | SAPRec1Z: 0.00 SAP Comp 13 ¢ 0.00

S5PPaid S A
268,111

Conmparry Group  Income Tax 1 St Lnan 2 Tax Cred Met Tax 3 Gross NIC 4

b 3754.86 17.00 0.00 3771.86 3385.60

=
i< >

)

Wig

selected period four in the grid, the figures
available for editing will be those for period
four. The numbers next to each box's

Company The active company which must be the ‘parent’ .
company if other companies link to this Payroll. This C?fpt_lop rela]Ees to the box numbers on the
cannot be changed. official P32 form.
| T . The application will warn you before it
(ri;:ome X i b aligee] iy i [aiest allows a value to be changed and may
also double-check values against other
Net Tax (3) This is the Income Tax amount + any Student Loan values on the form. For example, if you
amount for the period. This cannot be changed. change the SMP Compensation value, the
; ; i application checks that the value is not
SSP Paid The Statutory Sick Pay for the period. greater than the SMP Recovered box. You
SMP Paid The Statutory Maternity Pay for the period. You can must keep in mind any payments already
enter a negative value if, for example, an employee made to HMRC when changing these
was paid SMP incorrectly. values.
SPP Paid The Statutory Paternity Pay for the period. You can
enter a negative value if, for example, an employee To Edit P32 information
was paid OSPP incorrectly.
SAP Paid The Statutory Adoption Pay for the period. You can 1. Open the Payroll folder, and
enter a negative value if, for example, an employee then click P32 Processi’ng
was paid SAP incorrectly. ) '
2. Select the period you want to
Group For those periods that include more than one pay edit.

Student Loan

@)

Gross NIC (4)

SSP

Recovered %

Tax Credit

Paid

frequency (such as weekly and monthly), you can
select which set of figures to display by choosing
from the list box.

The value of Student Loan deductions for the period.
The Gross National Insurance Contributions for the
period.

The recovery rate percentage for Statutory Sick Pay
for the period.

The amount of Tax Credit paid for the period.

The following boxes are displayed if the P32 By Income Tax Month
box on the Payroll - Utilities - Set Options form is not ticked. In this
situation, you can override the recovered amounts and
compensation amounts that were calculated by the Calculation
command for Statutory Maternity Pay, Statutory Paternity Pay and
Statutory Adoption Pay.

SMP

Recovered (6)

SMP Comp (7)

SPP

Recovered (8)

The Statutory Maternity Pay recovered from HMRC
for the period. You can enter a negative value if, for
example, an employee was paid SMP incorrectly.

The National Insurance compensation on the amount
of Statutory Maternity Pay for the period. You can
enter a negative value if, for example, an employee
was paid SMP incorrectly.

The Statutory Paternity Pay recovered from HMRC
for the period. You can enter a negative value if, for
example, an employee was paid OSPP incorrectly.

3.  On the Action button, click Edit.

4. Update the boxes on the form
and click OK.

Note: You cannot make any direct
changes to the P32 totals; you can
only change sub and grand-total
values by making amendments to
figures within specific periods.
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SPP Comp (9)

SAP
Recovered
(10)

SAP Comp
(11)

The National Insurance compensation on the amount
of Statutory Paternity Pay for the period. You can
enter a negative value if, for example, an employee
was paid OSPP incorrectly.

The recovered amount of Statutory Adoption Pay for
the period. You can enter a negative value if, for
example, an employee was paid SAP incorrectly.

The National Insurance compensation on the amount
of Statutory Adoption Pay for the period. You can
enter a negative value if, for example, an employee
was paid SAP incorrectly.

The following boxes are displayed if the tax year is 2010-11 and the
P32 By Income Tax Month box on the Payroll - Utilities - Set Options
form is ticked. In this situation, the recovered amounts and
compensation amounts for Statutory Maternity Pay, Statutory
Paternity Pay and Statutory Adoption Pay are calculated when the
P32 Edit form is closed based on the percentages entered.

SMP Rec %
Reg

SMP Rec %
SER

SMP Comp %
Reg

SMP Comp %
SER

Small
Employer's
Relief

The recovery rate percentage for Statutory Maternity
Pay, Statutory Paternity Pay and Statutory Adoption
Pay for the period if you are not entitled to the Small
Employer's Relief (SER). Negative percentages are

not allowed.

The percentage of recovery of Statutory Maternity
Pay, Statutory Paternity Pay and Statutory Adoption
Pay you can reclaim if you are entitled to the Small
Employer's Relief (SER). Negative percentages are
not allowed.

The percentage of National Insurance Contribution
compensation you can claim if you are not entitled to
the Small Employer's Relief (SER). Negative
percentages are not allowed.

The percentage of compensation for Statutory
Maternity Pay, Statutory Paternity Pay and Statutory
Adoption Pay you can reclaim if you are entitled to
the Small Employer's Relief (SER). Negative
percentages are not allowed.

An indicator that you are entitled to Small Employer's
Relief for payments of Statutory Maternity Pay,
Statutory Paternity Pay and Statutory Adoption Pay
for the period.

5.2.3 Employment Allowance

Use this form in the 2014-15 tax year to enter the Employment Allowance you
want to claim for each tax period. The employer NICs payment due for each tax
month is displayed on the form alongside a box where the amount of allowance

claimed for each tax month can be entered.

“ Employment Allowance: 1415 @

Month ER NIC Amount Claimed
1:
2:

10: 0.00 0.00
i1: 0.00 0.00
12: 0.00 0.00

Totals : 0.00 0.00

0.00 | 0.00)
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00

oK Cancel
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The Employment Allowance is £2,000 in the 2014-15 tax year and is available to
most employers. HMRC will offset the allowance claimed against the Employer
Class 1 NICs due so your payment should be reduced by the amount of
allowance that you are claiming.

Example ...

An employer has The Income Tax and NI liability whichpays to HMRC is the same
amount every month. Their Employer Payment Summary for April 2014 is for
£752.32 (£290.35 Income Tax, £214.61 Employee NICs and £247.36 Employer
NICs).

They claim £247.36 for the month from their Employment Allowance for April.
They then claim the remainder of the allowance over the following seven months:

Month Employee NICs Payment (£) Allowance Remaining (£)

April 0.00 1752.64

May 0.00 1505.28

June 0.00 1257.92

July 0.00 1010.56

August 0.00 763.20

September 0.00 515.84

October 0.00 268.48

November 0.00 21.12

December 0.00 0.00

January 226.24 0.00

February 247.36 0.00

March 247.36 0.00
[sooeseipion |

ER NIC . The employer's NI due to HMRC for the tax month.

Amount The allowance being claimed for the month or quarter, up to the annual limit.

Claimed Notes:

- If the P32 Payment Frequency option on the Payroll - Utilities - Set Options
form is set as 'Quarterly’ you can enter the allowance for months 3, 6, 9 and
12.

- The limit is held in Opera in the Employment Allowance Limit box on the NI
ER's tab of the Payroll - Utilities - PAYE/NI/Stat. Payments form.

Note: For more information see www.gov.uk/government/publications/national-

insurance-2000-employment-allowance.
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5.2.3.1 To Claim the Employment Allowance

The Employment Allowance is £2,000 in the 2014-15 tax year and is available to
most employers. HMRC will offset the allowance claimed against the Employer
Class 1 NICs due so you must reduce your payment for the tax period by the

amount

of allowance that you are claiming.

Follow these steps when you are ready to send your Employer Payment
Summary to HMRC for the tax month or quarter.

o

Open the Payroll folder and then click P32 Processing or click the Payroll & HR
tab on the Ribbon Bar and then click Payroll - P32 Processing.

Open the Employment Allowance form from the Action menu, enter the amount of
the Employment Allowance you wish to claim, up to the annual limit. Select OK
and close the P32 Processing form.

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.

Click Employer Payment Summary.
Complete page one as normal and click Next.

On page two under Employment Allowance select the Start or cease claiming
employment allowance box and on page two and select ‘Start Claiming’ from the
list. When the Employer Payment Summary is submitted this signifies to HMRC
that the allowance will be claimed.

Click Start to submit the Employer Payment Summary.

Notes:

- You only need to signify to HMRC once that you will be claiming the
Employment Allowance, not each time you submit an Employer Payment
Summary.

- You can claim the full allowance in a single month if your employer's NICs due
exceeds the limit. You should enter the amount claimed on the each month on the
P32 Processing - Employment Allowance form.

- When you pay Income Tax and employer's and employees' National Insurance
contributions to HMRC you must adjust your payment by the amount of the
Employment Allowance you are claiming.
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5.3 Update

The Payroll Update routine is very similar to a period end procedure and must not
be used until the calculation has been performed and all the reports for the payroll
period have been run, including the N/L Analysis. This will finalise that particular
pay period and will not be able to be ‘undone’.

to be updated
Desc : | Monthly Pay Freq. : | Monthly |
to be updated 2012/2013 — P =
— pdate 2013/2014
‘fear Usual Pay Date  Actual Pay Date Has Calculation been run 013/20
1112 31/10/2011 N Has BACS been run Group to be updated
§ Has Mominal transfer been ri de : . thi . thi
Co. Holiday ~ Start Date End Date Code : Desc : | Monthly Pay Freq. : |Monthly
Has Cashbook transfer been|
0 01/10/2011 31/10/2011
Period to be updated
ml Action Status
Period ‘Year Usual Pay Date  Actual Pay Date Has Calculation been run? v
1| 1314 30/04/2013 30/04/2013 Has BACS been run?
§ Has FPS been created?
Weeks Co. Holiday ~ Start Date End Date i
Has Mominal transfer been run?
0 01/04/2013 30/04/2013
@ oK ] | Cancel

Important: A series of messages guide you through the update and warn you if
other actions need to be run beforehand. Please read the messages carefully.

5.3.1 The command carries out the following updates

[ 3 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 Has Calculation been run? v
1 1415 30/04/2014 30/04/2014 Has BACS been run? W
_ Has FPS been created?
Weeks Co. Holiday  Start Date End Date )
Has Mominal transfer been run? v
0 01/04/2014 30/04/2014

Has Cashbook transfer been run?

@ Ok

A number of actions must normally be completed before the update is run, the list
depends on the features in use and the other applications in Opera that Payroll is
linked to. The Update form in Opera 3 displays a list of these actions together
with a tick to indicate that they have been run. You should complete any actions
that have not been ticked before running the update.

Note: A series of messages guide you through the update and warn you if other actions
need to be run beforehand. For example, if a new employee has been marked as having
provided you with a P45 return which has not been submitted to HMRC, the update
informs you about this. Please read the messages carefully.

Is there an

undo

command v
for the

Update?

No, there is no undo
command for an
update. If a Payroll has
been processed in error
we recommend a
restore to a back-up.

If an Employee was
processed incorrectly,
for example, they were
a leaver but still got
processed several
periods on, we
recommend (if unable to
restore in any way)
working with the HMRC
to resolve the issue and
most likely handle the
differences and
incorrect figures outside
the realms of Opera 3.
They may ask you to
change TDTP figures or
leave them with the
incorrect figures and
this will be worked
through at the end of
the year — however we
recommend you contact
the HMRC and obtain
instructions on how to
handle the employee’s
record.
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Add this period's pension values on the Payroll - Processing - Pensions -
Employee Pensions form to the 'year-to-date’ values on the same form.

If a pension is selected on the Pension Schemes form, both the employer's and
employees' contributions that were due to be paid to pension providers will be
cleared. The Pension Schemes form is only displayed if the Use Advanced
Pension Processing option on the Options Page 2 tab of the Payroll - Utilities - Set
Options form is selected. Show ...

Increments the current period number and starts a new pay period for each
selected group.
Updates the employees’ pay records with to-date values based on the last period
to-date, including:

- Income tax earnings

- NI Earnings up to the Lower Earnings Limit

- NI Earnings above the Lower Earnings Limit up to and including the Earnings
Threshold

- NI Earnings above the Earnings Threshold up to and including the Upper Accrual
Point

- NI Earnings above the Upper Accrual Point up to and including the Upper
Earnings Limit

- Student Loan Repayment

- Statutory Adoption Pay

- Statutory Maternity Pay

If the Split-Week Payments of SMP/SAP option is set for the payroll group, the
Update command also updates each employee who is paid Statutory Maternity
Pay or Statutory Adoption Pay with:

. The number of Split Days to carry forward to the next pay period
= The total number of Split Days that have been paid during the
MPP(Maternity Pay Period) or APP(Adoption Pay Period)
- Ordinary and Additional Statutory Paternity Pay (birth)
- Ordinary and Additional Statutory Paternity Pay (adoption)
- Statutory Sick Pay.

Removes from employees’ pay and deduction records' temporary values from the
old period.

Deletes data that has reached its end of life based on these options on the Payroll
- Utilities - Set Options form: Keep T.P Summary Image, Keep Payslip Image,
Keep PSS Payslip Image, Keep PSS P60 Image, Keep Stat. Payments History,
and Keep Transaction History.

Creates a history record for all employees' payments and deductions for the
previous period if the Keep Transaction History option in Payroll - Utilities - Set
Options is defined. This does not apply if payments and deductions values are
zero, to employees that are on holiday, or to leavers.

Note: Existing history records will be removed if they are older than the number of
periods in the Keep Transaction History option, or if an employee is registered as
a type X leaver.

Deletes from the file any employees who have been registered as leavers of type
‘X’. For details, see the Payroll - Processing - Leavers Help topic.

Marks employees who left in the period as having been given their P45. The P45
Produced box on the Payroll - Processing form is used for this purpose. A
message is displayed before the employees are updated.

Clears the employee project and department dimensions analysis records if the
Keep Project or Keep Department options are cleared on the employee profile.

For employees who have Deduction from Earnings Order (DEO) deductions that
could not be fully paid, the Update resets the reasons for the underpayment to
‘None' and unticks the Override boxes in readiness for the next tax period.

Saves a copy of paper payslips in a sub folder of the company's DATA\?_PDF
folder called 'PAYIMAGE'. For example, for the first pay period in the 2013/2014
tax year for company 'Z' the payslips will be saved in the
'DATA\Z_PDF\PAYIMAGE\131401' folder. The payslips are then available to be
viewed from the Payroll - Processing - History form.

Checks for new starters in this period that should have had P45(Part3), P46, P46(Pen), or P46(Expat)
returns submitted to HMRC. A message is displayed for each scenario if this is the case.

NB: The v1.4x.xx release enhanced the Update screen to provide further summary information and a
mini checklist to what process have been completed for that period.
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When the current period is the last period in the Tax Year, you must print out your
final reports including any end of year statutory reports, which are situated in the
EOY/Special Reports menu.

The Update may only be run on an individual payroll group at any one time. Use
the Update command to complete the pay period ready for the next pay period.

Various Messages

Messages / Prompt

Opera 3

===

A

About to perform a Payroll Update on pay period 7 for group 'Monthly'.

Proceed only if all reports have been printed and a data backup has
been taken.

Do you want to continue with the Update?

Reason

Confirmation that you are about to
perform the update

J Update

Pension Schemes

| |l1:l:lr|'||:lar|';.-' pension schem
SKPEMSION Stakeholder Pension
QCCPEMSION  [Dccupational Pension Scl
PCOMP Fension Scheme {COMP)
PERSOMAL SROLP PERSOMAL PEMS]

If advanced Pensions are in use
you are able to clear to-date totals
at an Update if required.

Opera 3

e

lé Mo schemes selected, would you like to continue?

Select All F5

Reverse Selection Fb

&
Action l [ oK ] [ Cancel ]
Opera 3 &J
q The Update has identified that no FP5 has been produced for this
A period,

If employees have been paid this period then please ensure that the FPS
is produced and submitted to HMRC,

Click Yes to proceed with the Update.

Click Mo to quit the Update and then produce and submit the FPS to
HMRC.

Check for whether an FPS has
been processed.

Recognised the process of a P45
Leaver or Starter or a P46.

Y

Calculate has not been run, would wou like to continue?

[ es ] L Mo ]

Check whether a global calculate
had been done.
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If BACS is in use and the BACS

senmmenal
the update, it will be highlighted. Notes

' E BACS has nat been run, wauld yvau like ko conkinue 7

L]

l fes ] [ ilu] ]
- If Linked to Nominal and the
Opera 3 i Transfer has not be done yet, it
will prompt to warn the user.
L] E Marminal transfer not vet run, would wou like to continue 7
L
[ WEs l I T l
pe — Transfer has not be done yet, it
The Cashbook transfer has not vet been run, will prompt to warn the user.
! 5 The posting ko Cashbook will be lost if wou run the Payroll Update
befare the Cashbook transfer. Do not proceed urless wou are sure.
Do you still wish to run the update ?
Yes ] I Mo
Opera 3 e A final confirmation message to
continue with the Update routine.
. The Payroll Update for group 'Monthly' is about to commence.
A
Do you want to continue with the Update?
Yes ] [ Mo ]
Pracessing Emplovee 1001
Processing Emploves 3002
To Update the Payroll Period

1. Open the Payroll folder, click Utilities, and then click Update.

2. 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.

3. At the prompt, choose whether you want to clear the COMP period totals, or, if
using the advanced pension scheme processing, select the scheme(s) for which
contributions to-date are to be cleared and click OK.

4. Confirm that you want to carry out the update. You are reminded to ensure you
have printed all the period reports you want and have taken a backup copy of your
data files.

5.  When the update is completed, click OK. The Payroll is now in the new period.
Use the Update command to complete the pay period ready for the next pay period. A form
is displayed that displays the payroll group that will be updated (controlled by the Use
Groups option on the Payroll - Utilities - Set Options form), details of the period that will be
closed including the period and year, and company holiday dates, if relevant.

3 Update

Period update on Default group was successhul,
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New Starters in this
Period with a P45

If one or more employees have a P45 Status of P45 Provided with a blank
P45(3) Produced box on their To-Date form, the following message is
displayed to prompt you that their P45 (Part3) may not have been submitted
to HMRC either on a printed form or online via Online Filing Manager.

The Update has identified that these returns should have been produced for
this period.

P45(3) for starters

Click Yes to mark the employees as having had the returns produced and
submitted to HMRC.

Click No to quit the Update and then produce and submit the returns to
HMRC.

. Click Yes to continue with the Update if you have submitted the returns to
HMRC.

o Click No if you have not submitted the returns to HMRC. Then use the
Periodical Reports - P45(3) New Employee command to generate the
necessary returns.

New Starters in this
Period without a P45

If one or more employees have a P45 Status of P46 required with a blank
P46/Expat/Pen Produced box on their To-Date form, the following message
is displayed to prompt you that their P46 may not have been submitted to
HMRC either on a printed form or online via Online Filing Manager.

The Update has identified that these returns should have been produced for
this period.

P46 for starters

Click Yes to mark the employees as having had the returns produced and
submitted to HMRC.

Click No to quit the Update and then produce and submit the returns to
HMRC.

. Click Yes to continue with the Update if you have submitted the returns to
HMRC.

o Click No if you have not submitted the returns to HMRC. Then use the
Periodical Reports - P46 report command to generate the necessary returns.

Expatriate New
Starters in this
Period

If one or more employees have a P45 Status of P46(Expat) Required with a
blank P46/Expat/Pen Produced box on their To-Date form, the following
message is displayed to prompt you that their P46(Expat) may not have been
submitted to HMRC either on a printed form or online via Online Filing
Manager.

The Update has identified that these returns should have been produced for
this period.

P46(Expat) for starters

Click Yes to mark the employees as having had the returns produced and
submitted to HMRC.

Click No to quit the Update and then produce and submit the returns to
HMRC.

. Click Yes to continue with the Update if you have submitted the returns to
HMRC.

o Click No if you have not submitted the returns to HMRC. Then use the
Periodical Reports - P46(Expat) report command to generate the necessary
returns.

Employees Starting
Pensions in this
Period

If one or more employees have a P45 Status of P46(Pen) Required with a
blank P46/Expat/Pen Produced box on their To-Date form, the following
message is displayed to prompt you that their P46(Pen) may not have been
submitted to HMRC either on a printed form or online via Online Filing
Manager.

The Update has identified that these returns should have been produced for
this period.
P46(Pen) for starters

Click Yes to mark the employees as having had the returns produced and
submitted to HMRC.

Click No to quit the Update and then produce and submit the returns to
HMRC.

. Click Yes to continue with the Update if you have submitted the returns to
HMRC.

. Click No if you have not submitted the returns to HMRC. Then use the
Periodical Reports - P46(Pen) report command to generate the necessary
returns.
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5.3.2 To Update and Complete a Payroll Period

This is a suggested sequence of tasks to update your payroll for each pay period.
If you are running the Payroll for the first time in the tax year, or if changes to
statutory rates have been announced, you must check that the statutory rates are
correct, for example tax rates. These rates are displayed on the PAYE/NI/Stat.

Payments form.

Important: A number of actions must normally be completed before the update is
run, the list depends on the features in use and the other applications in Opera
that Payroll is linked to. The Update form in Opera 3 displays a list of these
actions together with a tick to indicate that they have been run. You should
complete any actions that have not been ticked before running the update.

If you use payroll groups, you must update one group at a time.

1. If Payroll is integrated with the Costing application, use the Payroll Transfer
command on the Utilities menu in the Costing application to transfer your
employees' timesheet information for the current pay period.

2. Onthe Pay and Deductions form on the Processing form, enter any necessary
changes to employee's payment and deduction information for the period.

3. Run the Calculation command. You should not make any changes to
employee's records after running the calculation. The application produces a
report that highlights 'exceptions', for example leavers in the period and tax
overrides. The report also lists anomalies, for example, if a payment that is
designed to reduce a balance cannot be made because the balance is
insufficient.

4. From the Payment Reports menu:

a. Print payslips or upload them to the Payroll Self Service website (Opera 3
only)
b. Print cheques

c. Create BACS payments and transmit them to the bank

5. Then print any necessary reports from the Summary Reports and Periodical
Reports menus.

6. Carry out the Nominal Analysis and Cashbook Transfer command on the
Utilities menu if Payroll is linked to the Nominal Ledger and Cashbook.

7. Backup your company data using the Backup command on the Utilities menu in
the System application. For help on how to backup your data, refer to the Backup
Help topic.

8. Create and submit the Full Payment Submission for the period.

9. Run the Update command on the Utilities menu to complete the current pay
period ready to start the next pay period.

On the Pension Schemes form displayed, select the schemes only if you need
to clear the contributions currently due to the pension provider. This value is
shown for each employee on the pensions reports in Opera.

Important - NEST pensions: You must clear contributions currently due if you
have created the contribution file for NEST in this pay period using the Payroll -
Pensions Reports - Contribution File command. Contributions held on to will not
be cleared.

If you have not created the contribution file for the pension scheme do not select
the pension scheme from the list.
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54 NI AdeSt Notes

Use the Adjust NI command to make changes to an employee's NI figures
retrospectively for the current tax year only. This might be necessary if you have
inadvertently used the wrong NI category code for an employee and therefore
need to adjust the employee's and employer's NI figures from the pay period in
which the wrong code was first used up to, and including, the current pay period.

You will need to have created a deduction profile to cater for this that uses the 'N'
for NI Adjust type setting. Deduction profiles are maintained using the Deduction
Profile command on the Maintenance menu.

3 Deduction Profile : 016 - NI Adjust

General | |ist
Deduction Code: Description @ | MI Adjust
Type ! a “ | MI Adjustment [IMask ML Code

Warning: We strongly recommend you take a backup of your data files using the
System - Utilities - Backup command before using this command.

An example of this would be where an employee has recently passed retirement
age but failed to provide proof to you for several periods. This utility would allow
you to backdate the NIC category.

Notes: If an employee has been overpaying NI, the resulting adjustment
produces an NI refund which will be shown on the payslip. The employer will
recover the NI through the corresponding deduction from the next P32 figures. If
an employee has been underpaying their NI, the additional amount of NI due
might exceed the employee’s pay for the period or may result in a significant
deduction from the employee's pay for the period. Consequently a warning is
given when you use the Calculation command and you might need to adjust the
employee’s payments to ensure that any NI underpayment can be covered. You
might want to enter a temporary ‘one off’ ‘non-taxable, non-Nlable’ payment to
cover the amount of NI underpayment and then recover that money from their
employee on an ongoing basis (using a reducing balance deduction similar to that
of a loan repayment).

Under 21 NI category letters

New NI category letters M, Z, | and K must be used for employees who are under
21 at the usual pay date in a pay period in the 2015-16 tax year.

e When the End of Year Cleardown command is run to close the 2014-15
tax year it will change the NI letter to use the correct under 21 NI letter for
employees who are under 21 at the usual pay date in the first pay period
in the 2015-16 tax year.

Note: Deferred NI categories are not used at the start of a tax year so the
standard rate letters M and | are used for J and L letters. People wanting to defer
NI contributions because they have more than one job and will earn above the
Upper Earnings Limit must apply to HMRC using form CA2700. The CA2700
certificate lasts for one complete tax year.
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e Throughout the 2015-16 tax year the Calculation command will also
ensure that employees who turn 21 are changed to use the correct 21+ NI
letter.

NI overpayments

If an employee has been overpaying NI, the resulting adjustment produces an NI
refund which will be shown on the payslip. You will recover the NI through the
corresponding deduction from the next P32 figures.

NI underpayments

If an employee has been underpaying their NI, the additional amount of NI due
might exceed the employee’s pay for the period or may result in a significant
deduction from the employee's pay for the period.

A warning is shown when you use the Calculation command and you might need
to adjust the employee’s payments to ensure that any NI underpayment can be
covered. You might want to enter a temporary ‘one off ‘non-taxable, non-Nlable’
payment to cover the amount of NI underpayment and then recover that money
from their employee on an ongoing basis (using a reducing balance deduction
similar to that of a loan repayment).
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5.4.1 To Adjust NI

Utilities,
Adjust NI.

history

period.

Notes
Open the Payroll folder, click .
and then click
Before applving any MI adjustments please ensure you have taken a full backup of vour data.
! ‘ou will have ko re-calculate your emplovees after running this utility,
Are you sure you wank ko conkinue?
[ Yes ] [ Mo ]
If you are using groups, in - g
the Select Payroll Groups ) Select Groups E |
list, click to select the
group(s) you want to process
and then click OK.
2 |Fortnighkly
M Monthly Directaors
W ekl
W
o4 l I Zancel
In Employee Ref, type the 3 Adjust NI
employee reference or select oo
. . . Employes Ref : ame | Pay Freq:
from the list to identify the . Mt e
individual whose NI values PayPenUd:l:I NI Code l:l SCON ¢ l:l
are to be amended. The Nl'able Earnings TolEL LEL-PT PT - UAP AP - LEL Employee KNI Employer NI
application will display the | | | | | | |
records for the
current taX year. Period MICode MI'able Earnings  To LEL LEL-PT PT-UAP UAP-UEL EE NI ER.MI Adjusted SCOM ]
v
I< | 3
Employes's MI Adjustment : Employer's NI Adjustment :
°
View
Click to select the pay period 3 Adjust NI
O iihich the cnange of NI
In the NI Code box, enter the ey ot
MI'able Earnings ToLEL mU e N mployer M
new NI Code to apply to that [ [ wa] | =
Period | NICode WI'sbleFamings TolEL | LEL A Mot O/ Standard
oA S08.56) 5700 E  [Mak O Reduced
0z A 506.56 497.00
i1 506.56 97,00 m ) k
MlA S0656(  97.00 D |20 Cosh Standard
s A 506.56 97.00
ol & i I E [0 Cosk Reduced
w| A 50556 97.00 F |20 COMP Standard
wl . S5/ 9700 G |CiO COMP Reduced
P oA ] I J Mot Cfd Deferred
L |/ COSR Deferred
o e ey 5 |10 co oafered I
@ I ¥ Mo Liabiliey
View
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Press the Tab or Enter
button. The application then
checks that the change is
valid before calculating and
displaying the adjusted NI
values.

If you are asked whether you
want the NI adjustment to
apply to all subsequent
periods in the tax year, reply
'Yes' or ‘No' as appropriate.

- If you click 'Yes', the
employer's and employee's
NI values - displayed in the
'‘EE NI'and 'ER NI' columns -
will be recalculated from the
chosen pay period to the last
pay period in the current tax
year. For example, if period
12 is the current pay period
and you adjust an
employee's NI for period 9,
periods 9, 10, 11 and 12 are
recalculated on this form.

- If you click ‘No', the
employer's and employee's
NI values will be recalculated
for the chosen pay period
only.

Depending on the NI code
selected other messages
may also be displayed.

Click OK and then click OK
again to confirm the
changes.

Note: If you change an
employee to NI code C
(employees of retirement
age), or to NI Code X

(employees under 16), the
application uses the
employee's Date of Birth
and the Usual Pay Date for
the relevant period to check
whether the employee is the
correct age.

[ fes ] [ Ho |
3 Adjust NI (=13
Employes Ref ;| 4001 Hame : Joan Elsworth Pay Freq : Weekly

NI Number : CE103984B

Pay Period : | 06 M Code: X % SCOM
WI'able Earnings ToLEL LEL-ET ET-UaP UAP - LEL Emplayes MI Ernployer NI
S08.58 97.00 13,00 396,56 0.00 0.00 0.00
Period = MICode NI'able Earnings’  ToLEL LEL-ET ET-UAP LAP-LEL EE NI ER NI Adjusted SCON ~
o1 A 506.56 97.00 13.00 396,56 0.00 43,62 50.76 Mo
0z A 506.56 97.00 13.00 396,56 0.00 43,62 50.76 Mo
03 A 506.56 97.00 13.00 396,56 0.00 43,62 50.76 Mo
04 A 506.56 97.00 13.00 396,56 0.00 43,62 50.76 Mo
0s A 506.56 97.00 13.00 396,56 0.00 43,62 50.76 Mo
i} K 506.56 97.00 13.00 396,56 0.00 0,00 0.00 Yes
o7 " 506.56 97.00 13.00 396,56 0.00 0,00 0.00 Yes
08 " 506.56 97.00 13.00 396,56 0.00 0,00 0.00 Yes
03 " 506.56 97.00 13.00 396,56 0.00 0,00 0.00 Yes v
1< >
Employes's NI Adjustment -959.64 Employer's NI Adjustment : -1116.72
)

Wigw

Some of the other potential messages...

The chosen NIC category letter will be clarified. A variety of verification
prompts can be expected by the user, an example of this could be
changing the employee to a code ‘C’.

Changing to MI Code C.

Has the emplovee provided proof of pension age ?

Yes

A second example could occur when choosing a reduced contracted out
rate code for the employee:

Changing to Reduced Rate NI Code
Does employes hold a valid Certificate of Election ?

Yes

Or if a validation check fails

\1) Can only specify NI Code C if emplovee is at retirement age.

Meaning you cannot change it to a C code unless at retirement age.

] "_\. Are you sure you want to save all changes made to this employee?
L

Ck l [ Cancel

Important : The adjustment figures will be displayed at the bottom of the
form, both employee’s and employer’s values. Multiple changes may be
carried out at any one time. Once an employee’s adjustment has been
saved the form will clear and is ready for the second. Closing the form
will prompt the user to run a Calculate in order for the NI Adjustments to
take effect. It is important to check hat this utility has changed the
employee’s NI Code on the employee processing form.
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Run the Calculation
command to update the
employee's record with the
recalculated NI. The
Calculation report will display
a note to the effect that the
employee's NI has been
adjusted and the Employee
Record Print displays the
value of the adjustment. The
adjusted NI value is also
displayed on the Payroll -
Processing - History form for
the current pay period's
record. The previous pay
periods still reflect the
deductions that were made
in those periods so you can
see the actual deductions
made from the employee's

pay.

Opera 3

L

In arder For any NI adjustrents to kake effect wou MUST run the Calculation

Opera 3 E|

\lr) MI adjustment has been applied this period.

0.0000 (Ers SHP 26.47
0.0000| NI Adjust: -959.64

Orion Vehicles Leasing

Calculation Report

Printed 10032011 at 10:15 by MAMAGER

Orion Vehicles Leasing

Calculation Report

Report Dated 10/03/2011

Employee

Group - Manthly

Current Period 3 Starts 01/06/2011  Ends 30/06/2011  Paid an 3000872011
CFC1 Wit A Melntyre-Angell

Please complete HMRC form CABES5 to obtain the correct NI number as soon as possible.

SCON Required for Contracted Qut Employee

Employee musthe assigned to an occupational pension scheme

Group W' - Weekly

Current Period 28 Starts 091072010 Ends 151002010 Paid on 1501072010
4001 Mrs J Elsworth

Employee is aboutto go on holiday

Ml adjustrnent has been applied this period.

Pay above upper chegue limit
4002 Mrs J Fisher

M1 code would normally be C or Xif over retirernent age.
Pension contributions calculated but employee is over retirement age

NB: Various Reports, for example Employee Record Print, To-Date Summary and
This Period Summary will show details of any NI Adjustments.
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each system.

Note:  The  Payroll

example,

Ledger.

5.5 End Of Year Processes Notes
A number of processes are available from the End of Year Special Reports. The
Year end process is detailed in full in the Payroll End of Year guide.

This is a reminder of the tasks that employers submitting their ~ This is a reminder of the tasks that employers not submitting

year end returns online must carry out at the end of the 2011-  their year end returns online must carry out at the end of the

12 tax year for each of the companies in Opera 3. These 2011-12 tax year for each of the companies in Opera 3.

steps must be followed for each company and payroll group  These steps must be followed for each company and payroll

after calculating all the employees’ payments and deductions.  group after calculating all the employees’ payments and

If the Additional Systems is used - which allows more than 36  deductions. If the Additional Systems feature is used - which

companies to be used - the process must be completed for  allows more than 36 companies to be used - the process must

be completed for each system.
Release and Upgrade guide Note: The Payroll Release and Upgrade guide

(PAYINFO.PDF) includes checklists to complete the year end, (PAYINFO.PDF) includes checklists to complete the year end

file your P14 End of Year Summaries and P35 Employer and start the new tax year. The PAYINFO.PDF file is installed

Annual Return online using Online Filing Manager (3.20), and with the Opera 3 client software in the User Documents folder

start the new tax year. The PAYINFO.PDF file is installed with  (for example, C:\Program Files\Pegasus\Client XXX\User

the Opera 3 client software in the User Documents folder (for Documents (where XXX is either VFP or SQL)).
C:\Program  Files\Pegasus\Client ~ XXX\User
Documents (where XXX is either VFP or SQL)). .
Before completing the year end
Before completing the year end 1. If a data backup was not done before Opera 3 was
upgraded, run the System - Utilities - Backup command
k h .

1. If a data backup was not done before Opera 3 was Lol o XE ST B 7
upgraded, run the System - Utilities - Backup 2. Check that the Current Tax Year box on the Payroll -
command to back up each company. Utilities - Set Options form is set to '1112" for the 2011-

2.  Check that the Current Tax Year box on the Payroll - 12 taxyear.

Utilities - Set Options form is set to '1112' for the 2011-
12 tax year. Completing the year end
Completing the year end 1. Print the Payroll - Summary Reports - To-Date
Summary report.
. 2. Open the Payroll - P32 Processing form and make sure

1. Print the Payroll - Summary Reports - To-Date funding and payments are up to date. If necessary,
Summary report. consolidate the P32 values from other payroll

2. Open the Payroll - P32 Processing form and make sure companies.
funding and payments are up to date. If necessary, 3. Qpen the Payroll - EOY/Special Reports - End of Year
consolidate the P32 values from other payroll Returns form and select the option to print the P14 End
companies. of Year Summaries to submit to HMRC. Make sure the

3. Open the Payroll - EOY/Special Reports - End of Year stationery is for the 2011-12 tax year.

Returns form and select the Internet Service for PAYE 4 Open the Payroll - EOY/Special Reports - End of Year
option to create the .NET file for online submission of Returns form and print the required Print P60 End of
employees’ P14 End of Year Summaries. Year Certificates for all employees.

4. Create the .NET file for online submission of the P35 5. Open the Payroll - EOY/Special Reports - Print P35
Employer Annual Return. If there is more than one Substitute form and print the P35 Deductions Working
Payroll company in Opera 3, this must be done in the Sheet to submit to HMRC.

P32 parent company. Open the Payroll - EOY/Special ) . )
Reports - Prepare Internet P35 form and check that the 6. [Pl _the Palyroll 'f EOIpEER! [REpeliis = Pay/Dfed L;]st
Statutory Payments Recovered and Compensation to print a8 'zt oh payr_nents an;i deductions ;r dtfe
values are correct. Amend them if required. Then click c#rrfgnt lperlp : T in (R ETigy GRSy (ERRES AEEEEE el
OK. You are asked whether you want to submit the the final period in the 2011-12 tax year.

returns to HMRC now in Online Filing Manager. Make 7. If Payroll is linked to the Nominal Ledger, run the
sure that Online Filing Manager (3.20) is installed Payroll - Utilities - N/L Analysis command to update the
beforehand. Nominal Ledger.

5.  Open the Payroll - EOY/Special Reports - End of Year 8.  If Payroll is linked to the Cashbook, run the Payroll -
Returns form and print the required Print P60 End of Utilities - Cashbook Transfer command to update the
Year Certificates for all employees. Cashbook.

6. Open the Payroll - EOY/Special Reports - Print P35 9. If employees are paid by BACS, run the Payroll -
Substitute form and print a file-copy P35 Deductions Payment Reports - Produce & List BACS command to
Working Sheet if required. create the BACS payment file.

7.  Print the Payroll - EOY/Special Reports - Pay/Ded List 10. If Payroll is linked to the Nominal Ledger, run the
to print a list of payments and deductions for the current Payroll - Utilities - N/L Analysis command to update the
period. Then print any other reports needed for the final Nominal Ledger.
period in the 2011-12 tax year. 11. Run the Payroll - Utilities - Update command for the

8.  If Payroll is linked to the Nominal Ledger, run the Payroll final pay period.

- Utilities - N/L Analysis command to update the Nominal 12. Run the Payroll - EOY/Special Reports - End of Year
Cleardown command. This clears to-date values such

9. If Payroll is linked to the Cashbook, run the Payroll - as Income Tax and National Insurance Contributions
Utilities - Cashbook Transfer command to update the from the employee’s records and makes the payroll
Cashbook. ready for the next tax year. Click to select those you

want to clear balances or press F5 to select all
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10.

11.

12.

13.

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

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

Run the Payroll - EOY/Special Reports - End of Year
Cleardown command. This clears to-date values such
as Income Tax and National Insurance 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 '1213' for the new
tax year. Also, check the 2012-13 pay calendar on the
Payroll - Utilities - Calendar form.

13.

payments and deductions.

Check that the Current Tax Year box on the Payroll -
Utilities - Set Options form is set to 1213 for the new
tax year. Also, check the 2012-13 pay calendar on the
Payroll - Utilities - Calendar form.

EOY/Special Reports

5.5.1 P60 End of Year Returns

Use the P60 End of Year Returns command to produce the P60 (End of Year

Certificates) for your employees.

You must provide a form P60 to each employee who is working for you at the end
of the tax year. The P60 confirms their final tax code and shows their total pension
and/or earnings for the year, as well as the year's total tax deductions and

National Insurance contributions.

%' PO End of Year Returns

Sequence !
Range

First Employee @ | Godson

Last Employee @ | Wilis
Report Order

@ Alphabetic
(1 Employee Ref

P&0 destination and attachments
Printer
Web
E-mail
Attachment 1:
Attachment 2 :

Attachment 3 :

eroovee |

|Z| Richard
|E| Roberta

@ Indude Leavers
() Excude Leavers
() Leavers Only

(@ HMR.C Single Sheet (Laser Partrait) P&0
() Peq. Laser PE0 Mailer

)
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55.1.1 Printed or Online P60s

Select to print P60s and then select the required stationery using the print options below.

Web
P60s

Select to upload your employee's P60s to the Payroll Self Service website. Uploaded web P60s
use a HMRC approved standard report design that is suitable for online viewing and printing if
necessary. The report's name is Ifwgsrl_2_pss.frx.

Caution: This process may take some time - this depends on the number of P60s that need to be
created and uploaded.

This option is available if:
. You use Pegasus Web Xchange and Payroll Self Service

. Synchronisation is currently active for the Opera 3 company (controlled from the
System - PWX Centre).

Notes:

- When an employee is set up in Payroll Self Service they can be marked as someone who only
gets web payslips and web P60s. Only payslips and P60s for these people will be uploaded to
the website. They will also be ignored in print runs.

- Web P60s are uploaded to the website and also saved in a sub folder of the company's
DATA\?_PDF folder called 'P60IMAGE'. For example, the 2013-14 P60s for company Z will be
saved in the 'DATA\Z_PDF\P60IMAGE\1314' folder.

- The number of years that web P60s are retained after Pegasus Web Xchange is installed is
controlled by the Keep PSS P60 image option on the Payroll - Utilities - Set Options form.

This feature is available in Opera 3 if Pegasus Web Xchange and Payroll Self Service are
used (installed separately) and the company has been subscribed to Payroll Self Service
from the System - PWX Centre.

Both

Select to both print and upload the P60s.

E-mail

Select to print P60s for those employees who have been set up for email P60s. Only employees
who have had their email details set up on the Additional Information tab of the Payroll -
Processing - Details & Bank form are included. You can also include up to three PDF
attachments.

This feature is available in Opera 3 if Pegasus Scheduler (2.10 or later) is installed and at least
one email cover has been designed for P60s using the Payroll - E-mail Admin - Design E-mail
Covers form.

Tip: To set up Payroll for email, follow the steps in the To Set up Payroll for Emailing Payslips
and P60s Help topic.

Tip: To see a report of emails sent, who sent them, when they were sent and so on, use the
Historical Emailed PayslipsP60s Summary report.
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5.5.1.2

Stationery for Printed P60s

These are available if the Paper P60s option is selected.

These are the options available for printing your employees' P60 returns. The
stationery is available from both HMRC and Pegasus Business Forms.

Option Form Description Printer
code
HMRC Single P60 The HMRC P60 stationery. Laser
Sheet (Laser (Single
Portrait) P60 Sheet)
Peg.Laser P60 MAL-P60  This is a two-part return that includes P60 that folds and seals, Laser
Mailer and a file copy.
MAL- This is the same format as the MAL-P60 but is a ‘peel and seal’
P60PS version of the form. This format allows them to 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.

Use the End of Year Returns command to produce the year-end P14 (End of Year
Summaries) for HMRC and P60 (End of Year Certificates) for your employees. You can
either create a file containing the P14 to submit to HMRC online using Online Filing
Manager or print the returns on stationery returns. Employees must receive their P60s
before the end of May.

Important: From 6 April 2010, most employers must file their P35 Employer Annual Return
and P14 End of Year Summary for each employee online. They must still provide
employees with their printed P60 End of Year Certificate by 18 May 2010.

Employers must also submit their P35 (Employer Annual Return) at the same time as
submitting the P14 using Online Filing Manager. The Prepare Internet P35 command must
be used after the employees' P14 details for the tax year-end have been created using the
Internet Service for PAYE option.
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& End of Vear Returns

seerce: | ]

Range
First Employee ; | 1001 IZI Godson

Last Employee : | 3007 E Thompson

(@ Indude Leavers
() HMRC Single Sheet {Laser Portrait) P60 Excude Leavers
() Peg. Laser PE0 Mailer (znd file copy) Leavers Only
(@ Internet Service for PAYE
Report Order
Alphabetic

@ Employee Ref

Mandatory Online Filing
Almost all employers must file their P35 and their employees' P14 returns online, the only
employers who can file on paper are:

Note: Because of the introduction of Real Time Information the 2012-13 tax year is the last
year when year-end returns will be submitted to HMRC. Most employers will operate the
new Real Time Information PAYE processes from April 2013, with all employers doing so
by October 2013. HMRC also refer to Real Time Information as ‘RTI’ and ‘Operating PAYE
in real time’.

HMRC supports neither the submission of P14 and P35 (Employer Annual Return) year-
end returns on floppy disk nor provides continuous printer and laser printer versions of the
P14. Almost all employers must file their P35 and their employees' P14 returns online. You
can still purchase P14 stationery from Pegasus Business Forms if you need to keep a file
copy but for most employers, they must not be submitted to HMRC.

The only employers who can file on paper are:

e Employers entitled to operate PAYE using the Simplified Deduction Scheme for
domestic employees if they have not previously received a tax-free payment for
online filing

e Practising members of religious societies or orders whose beliefs are incompatible
with the use of electronic methods of communication

e Employers who employ someone to provide care or support services at or from
their home

e Limited companies filing a return solely to submit an entry in box 28 of form P35
('CIS deductions suffered’).

Important: Employers that file online must also submit their P35 (Employer Annual
Return) at the same time using Online Filing Manager. The Prepare Internet P35 command
must be used after the employees' P14 (End of Year Summaries) details for the 2011-12
tax year have been created using the Internet Service for PAYE option (see below).
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Other Options

These options are available for printed returns only. Online submissions always
include leavers in the current tax year.

Option  Description

Include  All employees in the range entered are included, including those employees who left in the
Leavers current tax year

Exclude Only current employees in the range entered are included. Those employees who left in the
Leavers current tax year are not included.

Leavers Only employees in the range entered who left in the current tax year are included.
Only

Report Returns can be printed in alphabetical order the employee surname or in the order they are
Order displayed in Payroll using the unique employee codes.

Dot Matrix & Laser Printers

To print P14 and P60 returns, you can use either dot matrix or laser printers. The way each part of the return is
printed depends on the type of printer used:

Dot The individual parts of stationery designed for dot matrix printers are automatically printed in sequence.

Matrix For example, the Peg. Continuous 12 inch P14/P60 option is designed to print on five-part stationery.

Printers  To print using this option you insert the stationery into the printer and then each part is printed in
sequence.

Laser The individual parts of the reports designed for laser printers are printed separately. For example, the

Printers  Peg Laser Portrait P14/P60 option is designed to print on four-part stationery. To print using this option
you must first insert part 1 into the printer and print that part for each employee. Then you insert part 2
into the printer and print that part for each employee, and so on. To print only the P60 End of Year
Certificates, you only print one page per employee.

Filing P14 End of Year Summaries Online

Note: To use the service, 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.

If you have installed Pegasus Online Filing Manager you can submit P14 End of Year
Summaries to HMRC using the Government Gateway. The output file for P14s uses the
naming convention x_PAYEOY_g.NET, where x is the company ID and g is the code for
the group or groups.

i } The Following EQY Returns output file For the Internet Service for PAYE has now been created in your company data directory.

Z_PAYECY_ 2MW.NET

For example, creating a file for company A’s weekly payroll group ‘W’ would result in the
production of the file A_PAYEOY_W.NET. If the file was created for weekly ‘W', two-weekly
‘2" and four-weekly ‘4’ groups, the file name produced would be A_ PAYEOY_24W.NET. In
the case of the default group, the file name would be A_PAYEQOY_ .NET. The use of this
naming convention is designed to help you identify all the files that have to be created and
consolidated for a specific company.
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Employers that file online must also submit their P35 Employer Annual Return using Online
Filing Manager. See the Prepare Internet P35 Help topic for details. You are prompted to
run the Prepare Internet P35 command before you submit your year-end returns using
Pegasus Online Filing Manager.

To Create the file for filing P14 End of Year Summaries online
These steps must also be followed for each payroll group in each company in Opera 3.
Follow the steps once if you have one payroll group. When all the groups' output files for
P14s have been created, run the Prepare Internet P35 command to create the file for the
P35 Employer Annual Return. The Prepare Internet P35 command prepares a file for all
payroll groups in the Opera 3 company.

1 After all ECY Return output Files For the company have been created wou

riust run 'Prepare Inkernet P35 before using the Online Filing Manager.

Important: To submit every company's P14 End of Year Summaries and P35 Employer
Annual Returns in one submission in Online Filing Manager, all the output files must be in
the same folder.

Open the Payroll folder, click EOY/Special Reports, and then click End of Year Returns.

If you are using groups, in the Select Groups list, click to select the group(s) you want to

process and then click OK. The End of Year Returns form appears.

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

Click to select the Internet Service for PAYE option.

5. Click OK. The application will then check to see whether a file exists. If so, you will be asked
if you wish to overwrite it. If you want to overwrite an existing file, click Yes. To keep the file,
click No and rename the existing file. Then run the End of Year Returns command again.

6. The output file is created and a message appears to inform you of this. Click OK to close the
message box.

Printing P14 End of Year Summaries and P60 End of Year Certificates

To print P14 End of Year Summaries and P60 End of Year Certificates, you will need a

supply of approved preprinted stationery. How each part of the return is printed depends on

the type of printer used:
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Dot Matrix Printers
The individual parts of stationery designed for dot matrix printers are automatically printed ...
in sequence. For example, the Peg Continuous 12 inch P14/P60 option is designed to print

on five-part stationery. To print using this option you insert the first part of the stationery

into the printer and then each part is printed in sequence.

Orien Veticles Limited
Orion House
Orenway

Kettering Kettering
Nortiarts NN1S BPE

360 457088

Gy sa83Te A 0308 1852
Godson

Richard 5 The Grove
Viston Mallet
Nertharts

N4 TR

F o126 192858 857 00859 90842 1234567N
0 0 0 om
0 0o o om  om
0 00 0 om  om

Laser Printers

You can only use laser printers to print P14 and P60 returns; ‘continuous dot
matrix' matrix printers are not supported. The individual parts of the reports
designed for laser printers are printed separately. For example, the Peg Laser
Portrait P14/P60 option is designed to print on four-part stationery. To print using
this option you must first insert part 1 into the printer and print that part for each
employee. Then you insert part 2 into the printer and print that part for each
employee, and so on. To print only the P60 End of Year Certificates, you only print
one page per employee.

# Report Designer - pub_admin_2wb0muB9a, frx - Page 1

Orion Vehicles Linmited
Crion House
orion Way Kettering
Kettering
Northants NN1S SPE

as0 453968

& The Grove
Viston Mallet
Horchants

N4 TR

z008.83 909.12 1234567
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Stationery & Online Filing Options

This table details the options available for printing your employees' year-end returns or for submitting
them online using Online Filing Manager. The stationery is available from Pegasus Business Forms in

the listed pack quantities. The HMRC Single Sheet (Laser Portrait) P60 is available from HMRC.

Option Form Pack Description Printer
code Quantity
Peg. TAX- On This is a three-part continuous sealed P60 which is provided Continuous
Continuous 12 830P application as a replacement for the TAX-350P and TAX-800P forms. paper
inch P60
ne Note: The TAX-350P and TAX-800P forms are no
longer available.
HMRC Single P60 Refer to This HMRC stationery includes the employee’s P60 Laser
Sheet (Laser (Single HMRC End of Year Certificate only.
Portrait) P60 Sheet)
Peg. Laser TAX- 25 These are four-part returns that include National Insurance Laser
Portrait 402P and tax copies, the employee’s P60 End of Year Certificate
P14/P60 and a file copy.
TAX- 50
405P
TAX- 100
410P
TAX- 250
425P
TAX- 25 These are two-part returns that include a P60 End of Year Laser
202P Certificate and a P14 file copy. The P60 does not seal.
TAX- 50
205P
TAX- 100
210P
TAX- 250
200P
Peg. Laser MAL- 100, 250, This is a two-part return that includes P60 (End of Year Laser
P60 Mailer P60 or 500 Certificates) that folds and seals, and a file copy.
éa(.)nd )f”e Note: This form's code has changed from PEG-P60
Py to MAL-P60.
MAL- This is the same format as the MAL-P60 but is a ‘peel Laser
P60PS and seal’ version of the form. This format allows them
to 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.
Internet Service  None None This creates the year-end file with P14 details for the 2012-13 None

for PAYE

tax year to submit to HMRC using Online Filing Manager
(3.30). The file for this uses the naming convention
x_PAYEOY_g.NET, where x is the company ID and g is the
code for the payroll group or groups.

The Payroll - EOY/Special Reports - Prepare Internet P35
command must be run to gather the P35 figures after using
this option.

Note: To use the service, you must 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.
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To Print End of Year Returns

1. 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. Elgl R%venue
2. In Sequence, click to select the sequence you want to apply to the report and LSEOMmS
then, under Range, enter the start and end references. Refer to HMRC website
3. Click to select the format of the output. for further details
4. If you do not want to include employees marked as leavers, select the Exclude [r:eogrer:]rgggat;oeuf %Y File
Leavers option or if you want to report on leavers only, click the Leavers Only particular the CA51-52
option. guides.
5. If you choose the Alphabetic option under Report Order, directors will be listed www.hmrc.gov.uk

first (also in alphabetical order), as is the case with the P35 (Employers Annual
Return) . If you choose the Department option under Sequence, P1l4s are
grouped in department order, but within each department, you can also specify
whether the employees are sorted in alphabetical or employee reference order.

6. Click OK.

7. 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.

Filing P14 End of Year Summaries on Disk - Note: No longer Valid from April 2011 onwards

You must have authority from HMRC before you can submit your end of year forms in floppy disk. You
must also ensure the Unique ID and Employer's Code boxes are completed on the Payroll - Utilities -
Set Options form.

Opera Il

": Unique I 546456546
- About ko create ECY Disk file, Continue?

To Create the End of Year File on Disk

Open the Payroll folder, click EOY/Special Reports, and then click End of Year Returns.

If you are using groups, in the Select Groups list, click to select the group(s) you want to
process and then click OK. The End of Year Returns form appears.

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

Click to select the EOY Disk Output option.

5. Click OK. The application will then check to see whether a file exists. If so, you are asked if
you wish to overwrite it. If you want to overwrite an existing file, click Yes.

6. A message is displayed with your unique ID and you are asked before the file is created.
Click Yes to create the file.

7. You are then asked if you want to copy the file to a floppy disk. Click Yes. Make sure there is
a formatted disk in the computer.

Opera ll

& Copy to Floppy Disk ?

| [ Yes - Drive A ] [ Yes - Drive B

Mame Size  Twpe Date Modified
=z_wparm.dbf 7KB  Microsoft Yisual Fox,., 26/03/2010 10:49
SKE File 26/03/2010 10:44

Important : clicking NO will create a file in the Data Directory which could be placed onto a different
media such as a CD-ROM
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5.5.2 Print P35 Substitute

Use the Print P35 Substitute command to print the P35 Employer Annual Return
substitute. You will need a supply of approved substitute forms on preprinted stationery.
Employers that can submit paper Employer Annual Returns to HMRC can also use this
option to print a file-copy P35 Substitute. Employers that submit their Employer Annual
Return to HMRC online can use this option to print a file-copy P35 Substitute only.

o3 Print P35 Substitute

3 Publisher

Please select a destination device for the document you are about

5 to publish,

Report Layout :

Screen | Printer ||

35 (CS) Substitute 3 Col. Continuous  [sqwgsr2.frx
P35 (CS) Substitute Laser - Plain Paper  [IFwgsr2.frx
P35 {CS) Sub 5 Col, Pre-2009/10 sqwasr2a.fr;
P35 (CS) Substitute Laser - Preprinted  [Ifwa: 3 |Default k

You can choose between the following options:

Description Print on ...

P35 (CS) Substitute 3  This three-column report is designed  This report prints on form 'INF-035

Col. Continuous for continuous dot-matrix stationery. (P35) CONTINUOUS' supplied by
Pegasus Business Forms.

P35 (CS) Substitute This laser report is designed for Plain paper

Laser — Plain Paper plain A4 paper.

P35 (CS) Substitute This laser report is designed for This report prints on form 'INF-035L"

Laser — Preprinted laser A4 stationery. supplied by Pegasus Business
Forms.

Note: The P35 (CS) substitute five-column report - P35 (CS) Sub 5 Col. Pre-2009/10 must
not be used. HMRC changed to a three-column report in an earlier tax year.

Use the Print P35 Substitute report from the EOY/Special Reports menu to print a
file-copy P35 Substitute for your records.

This report must not be sent to HMRC. Year-end information for employers is now
included in the final Employers Payment Summary (EPS) of the tax year so it is
no longer necessary to file a P35 (Employer Annual Return) return with HMRC at
the end of the tax year.
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To produce the P35 substitute

1. Open the Payroll folder, click EQY/Special Reports, and then click P35
Substitute.

2. 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.

3. Click to select the format of the output.

4. Click OK.

5. 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.

3 Pegasus Opera 3 - Orion Vehicles Leasing

3 Report Preview - Print P35 Substitute (lfwgsr2p.frx)

*Godson R
*Gregory A
“Melntyre-#

ngell AM

*Wellington D C

Derwent G

1383.80
000
000
000

55810

Employee's name
Put an asterisk (*) by the name if the
person is a director

eolumn Te on form P11.

Write R’ beside any minus

amounts

Income Tax

deducted or refunded

124650
52540
0.00
14260
757 0

Continuation Sheet

Deductions Working Sheets

Natlonal Insurance
contributlons (NICs)
Enter the total NICs from

In this employment

Write ‘R’ beside an amount

to show a net refund

£

L

£

£

P35 Substiture — &/

The O3 P35 substuture
form is a 3 column
substitute report for the
official HMRC P35cs
report

Fal

http://mwww.hmrc.gov.uk/f
orms/p35cs.pdf

5.5.3 Pay/Ded List

Use the Pay/Ded List command to produce an analysis for a selected payment or
deduction profile for a range of employees. The following details are printed:

¢ Employee reference and name.

. Rate.
e Units.

e Permanent value.

e  Amount paid or deducted in the current pay period.

e Current period’s balance for the payment or deduction.

3 Payments/Deductions List

Sequence

Range

First Employes

Last Employes :

Employee

1001

Boo1

v

v

Report Date @ | 10/03/2011

(]

POO1 A

Godson

Futton

[CJExclude Zero Balances

Basic

9

[ o [ ow
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TO prlnt the payments and deductlons ||St ....................................

1. Open the Payroll folder, click EOY/Special Reports, and then click Pay/Ded
List.

2. 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.

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

4. In the list box provided, click to select the payment or deduction profile you want
to use.

5. Click OK.

6. 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.

Note: By default, the list includes all payments and deductions in use for the
range of employees selected, irrespective of whether there has been a payment
or deduction made in the current period. The means that, for example, you can
see the overtime rates for employees even if they have not been paid overtime in
this period. However, the report will not include any 'blank’ records; that is, where
a payment or deduction is assigned to an employee but has never been used

If you select the Exclude Zero Balances option, any payment or deduction
records with a zero balance will NOT be printed, and this includes any reducing
balances that have been completed and therefore have a balance of zero.

3 Pegasus Opera 3 - Orion Vehicles Leasing

3 Report Preview - Payments/Deductions List (SOWGSR3.frx)

Orion Vehicles Leasing Payment Deduction List For Basic
Prirted 10/03/2011 &t 11:02 by MANAGER
By Employee (Selected frorm 1001 to 50013
Orion Vehicles Leasing Payment Deduction List for Basic
Report Dated 10/03/2011
Emplovee Perm.  Amount
Number Payee Name Rate Units Value TP. Balance
1o0m R Godson 0.0000 0.00 3660.00 3660.00 29280.00
1002 A Gregory 0.0000 0.00 3270.00 o.oo 22890.00
1003 D C Wellington 0.0000 0.00 106817 1068.17 B553.38
2001 L Quigley 0.0000 0.00 150615 140515 12041.20
2003 L Gins 0.0000 0.00 116850 1168.50 9348.00
2004 Wi Turner 0.0000 0.00 146850 1468.50 11748.00
3001 K Harris 0.0000 0.00 1751.83 1751.83 14014.64
3002 AOwen 0.0000 0.00 167892 1678.82 13431.36
3003 G Derwent 0.0000 0.00 245183 2451.83 10861464
felilil) D Jackson 0.0000 0.00 1850.00 oon oon
3006 S Mewheart 0.0000 0.00 146017 146017 11681.36
ano7 S Thompsan 0.0000 0.00 220200 2208.00 17664.00
4001 J Elswiorth 474,560 2.00 47456 948,12 13762.24
4002 J Fisher 0.0000 0.00 47299 472.98 1324372
4003 H Saddler 11.2000 0.00 0.0o o.oo o.oo
4004 ALeedham 0.0000 0.00 61000 610.00 17080.00
4005 G Harper 0.0000 0.00 56208 563.08 15766.24
4006 M Johnson 0.0000 0.00 656.92 656.92 18302.76
5001 L Futton 0.0000 0.00 615.28 615.39 17230.92
Company Total 2228957 265743.44
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5.5.4 Prepare Internet P35

After all the P14 (End of Year Summaries) for a company have been prepared using the
Internet Service for PAYE option on the End of Year Returns form, you must use this
Prepare Internet P35 command to prepare the employer details for the year-end. This
command creates a file that contains the employer's P35 (Employer Annual Return) details
which is used by Online Filing Manager for submission to HMRC using the Government
Gateway.

Opera 3 I&J

4. Hasthefinal Calculation of the tax year been performed for all groups
Lk in the company (including any groups from other companies that are
to be consolidated within the same P32)7

Have all Internet Service for PAYE output files for the company been
created and have all P32 figures been consclidated?

Important: A message will be displayed for you to confirm that you have run the final calculation for
the tax year for all groups in the company and any other companies that are to be consolidated on the
same P32. You must not run this command until final calculations have been run in all companies.

You should also ensure you have created all the P14 (End of Year Summaries) output files using the
Internet Service for PAYE option on the End of Year Returns form and consolidated all P32 (Employer
Payment Record) figures where applicable. If you are consolidating companies, you should run the
Prepare Internet P35 command in the parent company associated with the P32 - if the active company
is not the parent company for the P32, a warning message is displayed.

[ 3 Prepare Internet P35 : Tax Year 1112 E
S5P Recovered : 0.00 ASPP Recovered : 0.00
SMP Recovered : 0.00 MIC Compensation for ASFP : 0.00
MIC Compensation for SMP : 0.00 SAP Recovered : 0.00
OSPP Recovered @ 0.00 MIC Compensation for SAP : 0.00
NIC Compensation for OSPP : 0.00 MICs/Tax Already Paid to HMRC : 0.00

Funding Received from HMRC
a The values which appear in this form have been taken from the P32
To pay S5P/SMPJOSPP [ASPP/SAP : 0.00 for the Tax Year 1112

This Tax Year is taken from the Default Payrall Group.

To refund tax : 0.00
If this is NOT the correct Tax Year, Cancel this process and use
Utilities - Set Options (selecting the default group) to change the
current Tax Year.
Co Name Groups Filename Status -
7 |Crion Vehides Leasing Default, W Mo EOQY Internet File

Recovery and Compensation Fields

Default values for these fields are automatically obtained from the P32 Processing form for
the whole year, but you can amend these if required. The defaults are obtained from the
parent P32 company; not from any subsidiary P32 companies. The P32 Co. Consolidation
ID box on the Payroll - Set Options form indicates the company ID for the parent P32
company.
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SSP Recovered

The value of Statutory Sick Pay you are entitled to recover under the percentage
threshold scheme.

SMP Recovered

The value of Statutory Maternity Pay you are entitled to recover.

NIC Compensation for
SMP

The value of NIC compensation you can claim against Statutory Maternity Pay
according to the prevailing rate.

OSPP Recovered

The value of both Ordinary Statutory Paternity Pay and Additional Statutory Paternity
Pay that you are entitled to recover.

NIC Compensation for
OSPP

The value of NIC compensation you can claim against both Ordinary Statutory
Paternity Pay and Additional Statutory Paternity Pay according to the prevailing rate.

ASPP Recovered

The value of Additional Statutory Paternity Pay you are entitled to recover.

NIC Compensation for
ASPP

The value of NIC compensation you can claim against Additional Statutory Paternity
Pay according to the prevailing rate.

SAP Recovered

The value of Statutory Adoption Pay you are entitled to recover.

NIC Compensation for
SAP

The value of NIC compensation you can claim against Statutory Adoption Pay
according to the prevailing rate.

NICs/Tax Already Paid to
HMRC

The value of NICs and tax already paid to HMRC for the tax year.

Funding Received from
HMRC

The value of funding received during the tax year from HMRC for Statutory Sick Pay,
Statutory Maternity Pay, Ordinary and Additional Statutory Paternity Pay, Statutory
Adoption Pay and tax refunds.
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To create the file for filing the P35 Employer Annual Return online

Notes
On the EOY/Special Reports submenu, click Prepare Internet P35. e
If you are sure you want to proceed having satisfied the criteria indicated in the note above,
click Yes.

3. The grid lists the companies and groups for which the Internet Service for PAYE files
(.NET (File that contains employee and employer year end information to send to HMRC
using Online Filing Manager (A software product from Pegasus that allows you to submit
end of year returns to HM Revenue and Customs using the Internet and the Government
Gateway) ) files) have been produced. The grid will also highlight any companies that have
the same tax office number and PAYE reference as the currently selected company, but that
do not yet have any .NET files created. Where this is the case, you are advised to abandon
the process and create the necessary files using the Internet Service for PAYE option on the
End of Year Returns form in the corresponding companies.

4. In the boxes provided above the grid, default values are displayed according to the
accumulated P32 values, which you can amend if required.

5. When you have completed the details, or if you are satisfied with the defaults displayed,
click OK.

6. You will be prompted to confirm that you want to prepare the P35 for the tax year shown. To
proceed, click Yes.

": ‘fou are abouk to prepare the P35 For bax vear 1112,
Are You REALLY Sure?
The output file produced in the company data folder when you use the Prepare Internet
P35 command is x_PAYEOYP35.NET, where x is the company ID. The application will
display a prompt to indicate that this file has been produced. If you have the Online Filing
Manager installed on the same computer as the payroll, you will be asked if you want to
run the Online Filing Manager at this stage. Otherwise, you will be able to submit the files
by running the Online Filing Manager independently.
i } The fallowing EOY Returns autput filz Far the Internet Service for PAYE has now been created in wour company data directary.
Z_PAYEQYP3S.NET
Mame Size Tvpe Date Modified
EZ_PM"EOVPSS.NET 1 KB MET File 26/03)2010 11:54 '
' ': Do wiou wish o submit these EQY Return details now?
L]
| |[  mo
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5.5.5 End of Year Cleardown o

Use the End of Year Cleardown command to clear down all relevant to-date
values from employee records, such as PAYE and NICs, so that the payroll is
ready to use in the next income tax year. The application also creates a new
Payroll Calendar 