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NI Number Verification Request 

 
This submission allows you to either confirm that the National Insurance number you hold is correct, 
or will attempt to provide you with the correct National Insurance number based on the information 
you have provided.  
 
The response to the NI Number Verification Request will be received via the HMRC notification 
service (see the Receiving Notifications from HMRC section of the RTI Payroll Standard Quick Start 
Guide for further details).  
 

 
 
 
 
 
 

 
 
Select the employees that you would like to send an NI Number Verification Request in respect of. 
 
Click the [Generate File] button to generate the NI Number Verification Request. 
 
Click the [View File] button to view the NI Number Verification Request. 
 
Click the [Submit File] button to submit the NI Number Verification Request. 

Selecting the [NI Number Verification Request] menu under the [RTI 
Submissions] menu will display the following screen 
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Earlier Year Update 

 
An Earlier Year Update (EYU) return is required for any employee whose payroll data needs to be 
corrected for a previous tax year.  An EYU must only contain the differences between the values that 
had previously been submitted on the last submission for the year and the correct values.  
 
An EYU cannot be sent until 20

th
 April following the end of the tax year that it is in respect of.  If the 

correction is made before this date it can be done via a Full Payment Submission. 
 

 
  
 
Begin the process by selecting the tax year, the payroll and employee that the earlier year update is in 
respect of: 
 

 
 

 

Click here to begin the Earlier 
Year Update Submission. 



Hartigan Software 4 April 2017 
 
 

Earlier Year Update 

 
 

 
 
Enter the employee details on the first screen. 
 

 
 
Enter the final tax code and the values of the pay and deduction fields that require an adjustment.   
 
The [Adjustment] amount will be automatically calculated if the [Previously Submitted Amount] and 
[Correct Amount] are entered.  Please note that the [Adjustment] amount is the only field that is 
reported on the Earlier Year Update.  The [Previously Submitted Amount] and [Correct Amount] are 
used to help calculate the [Adjustment] amount and are not mandatory. 
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Only enter the values of the fields that require an adjustment and leave the other fields blank. 
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Earlier Year Update 

 
 

 
 
If any adjustments need to be made to the National Insurance contributions, select the appropriate NI 
Letter from the drop down box and the values of the fields that require an adjustment.   
 
The [Adjustment] amount will be automatically calculated if the [Previously Submitted Amount] and 
[Correct Amount] are entered.  Please note that the [Adjustment] amount is the only field that is 
reported on the Earlier Year Update.  The [Previously Submitted Amount] and [Correct Amount] are 
used to help calculate the [Adjustment] amount and are not mandatory. 
 
Only enter the values of the fields that require an adjustment and leave the other fields blank. 
 
If adjustments needs to be reported on more than one NI Letter, press the [>] button on the top left of 
the screen to create a further NI Letter. 
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Earlier Year Update 

 
 

 
 
Enter the values of the Statutory Payment fields that require an adjustment.   
 
The [Adjustment] amount will be automatically calculated if the [Previously Submitted Amount] and 
[Correct Amount] are entered.  Please note that the [Adjustment] amount is the only field that is 
reported on the Earlier Year Update.  The [Previously Submitted Amount] and [Correct Amount] are 
used to help calculate the [Adjustment] amount and are not mandatory. 
 
Only enter the values of the fields that require an adjustment and leave the other fields blank. 
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Earlier Year Update 

 
 

 
 
Enter the leaving date on this screen.   
 
Only enter the values of the fields that require an adjustment and leave the other fields blank. 
 

 
 
Enter the starter details on this screen if an adjustment needs to be made.  Only enter the values of 
the fields that require an adjustment and leave the other fields blank.
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 Earlier Year Update 
 
Generate File 
 
The Earlier Year Submission window is displayed: 
 

  

 
 
 
 
 
 
 
 
Click [Generate File], the following window should be displayed: 
 

 
 
Click [Ok] to close the window. 
 
After successfully generating a submission file the [View File] and [Submit File] buttons are enabled. 
 
View File 
 
Click [View File] to review the submission file content. The report provides a list of all employees with 
information being submitted to HMRC. 
  
Confirm the EYU extract contains information for all the expected employees.  Once content checks 
have been completed close the EYU extract window. 
 
Submit Data 
 
Ensure you are able to connect to the internet then click [Submit File] to connect to the HMRC site 
and transmit your data. 
 
  
  

Click here to generate the file. Click here to view the file. 

Click here to submit the file. 
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Reporting Payrolled Cars 

 

 

 

 

 

 

 

 

 

 

Select the employee from the 
list and press the [View / Edit 
Employee Details] button 

Set [Benefits taxed via payroll] to ‘Yes’ and 
click the [Car Details] button. 
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Reporting Payrolled Cars 

 

 

 

Make and Model of car – Enter the make and model of the car provided. 
 
Co2 emissions - You should enter the approved Co2 emissions figure or ‘X’ for cars that do not have 
a Co2 emissions figure. 
 
Fuel Type - You should select either ‘Diesel’ or ‘All other cars’.  
 
Car identifier -This field helps identify which car you have allocated to an employee, for instance 
where same models are provided. We recommend you use the car registration number. 
The same information is held within HMRC systems.  
 
 

Click the [Add] button to add a new car or 
select a car from the list and click the [View] 
button to view or update the details. 
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Reporting Payrolled Cars 

 
 
Calculated price – The Calculated price is: List price of the car added to price of any qualifying 
accessories less any capital contribution paid by the employee. Please note that payments for private 
use or amounts ‘made good’ are not required in this field. 
 
Date Car available from – The date that the car was made available to the employee.   If the car was 
made available from the start of the tax year, 6th April should be entered.  
 
Cash equivalent – Complete this field with the ‘expected’ cash equivalent when sending information 
for the first time for a new/changed car. If the ‘cash equivalent’ changes, update the field with the new 
amount. 
 
Car Available to - This field needs to be completed when a car is no longer made available.  Note; if 
a car is no longer made available after sending the last FPS for a tax year, there is no requirement to 
send an amended FPS for Car data in the next tax year.  
 
Date free fuel provided - This field needs to be completed with either the 6th April if fuel is provided 
from the start of a tax year or the date you actually provided it.   
 
Cash equivalent of fuel - Complete this field with the ‘expected’ cash equivalent of fuel when 
sending information about a car made available to an employee with fuel. If the ‘cash equivalent’ 
changes, update the field with the new amount. 
 
Date free fuel withdrawn- This needs to be completed with the date free fuel provided is withdrawn. 
If free fuel was withdrawn at the end of the previous tax year after the last FPS this field does not 
require completion in the first FPS. 
 

Amendments and corrections to previously reported data. 

If you need to update any of the figures, simply update the record on the screen and the payrolled car 
record will be included in the next FPS.  If incorrect car data is discovered after the last FPS for the 
tax year, you should send the correct details in the first FPS in the new tax year if you continue to 
provide a car.  There is no facility to report car data amendments on an EYU. 
 
If you have sent car data information in error for an employee who did not have a car you should set 
the cash equivalent to zero and the “Car available to” date equal to the “Car available from” date.   If 
you only discover this after the last FPS has been sent for a tax year, do nothing but ensure you do 
not carry forward the car data into the next tax year. 
 
If you stop payrolling a car, you should enter the “Car available to” date.   
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Apprenticeship Levy 

 
From 6 April 2017 some employers will be required to pay the new apprenticeship levy. 

      
The levy will be charged at a rate of 0.5% of an employer’s pay bill but there is an annual allowance of 
£15,000 to offset against this. So, in practical terms only employers with annual pay bills greater 
than £3 million will pay the levy. 

Employers will only need to report the apprenticeship levy to HMRC where they are likely to have a 
liability to pay the apprenticeship levy. It will be reported as part of the normal payroll process using 
the Employment Payment Summary (EPS). 
 
 
Updating software so that Apprenticeship Levy is not reported 
 
If your employer pay bill is unlikely to exceed £3 million, the payroll record can be updated so that the 
apprenticeship levy is not reported. 
 

 
 
 
Click the [Payrolls] menu to open the following screen:  
 
 

 
 
Select the Payroll from the list and select the [Not required to report Apprenticeship Levy] check box. 
 
Click the [Save] button. 
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Apprenticeship Levy 

Calculating and reporting the Apprenticeship Levy 

 
The Apprentice Levy for each month is calculated via the P32 screen and reported on the Employer 

Payment Summary. 

 

The 0.5% rate is applied to this relevant total pay bill to date to calculate the levy liability for that tax 
month, before the pro-rated cumulative monthly allowance is applied.  The cumulative monthly 
allowance is offset against the cumulative monthly levy liability in order to calculate the apprenticeship 
levy payable for each tax month. 
 

The Employer Payment Summary can be submitted once the Apprentice levy due for the month has 

been calculated on the P32 screen 
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Apprenticeship Levy 

 
Connected companies and charities     

Connected companies or charities are able to share the levy allowance between them, rather than 
stipulating that just one employer out of a group of employers will receive it. If this applies, each 
employer will claim their portion of the allowance against their levy liability due, but no more than 
£15000 in total can be claimed by the employers involved in sharing the allowance  
 
In a similar way, an employer with more than one PAYE scheme will have the option to split the 
allowance as they choose across their PAYE schemes. This will enable the employer to divide the 
allowance they have between their multiple PAYE schemes (but not exceed the total £15,000 annual 
levy allowance) and calculate the levy due accordingly. 
 
The split of the allowance must be agreed at the beginning of the tax year and fixed for that year.  
Employers who are part of a connected group will not be able to change the amount of levy allowance 
in year. 
 

The relevant connected company levy allowance can be entered onto the Payrolls screen (see 

below): 
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Statutory Payment Processing 

 
There are two ways of processing statutory payments: 
 

 the RTI Payroll Standard software can calculate the payments and set up payment 
schedules.  The statutory payments are then selected from the schedules when making 
payments. 
 
or 
 

 the statutory payments can be calculated manually and the amounts input into the software 
when making payments. 

 
The default option is to use the payment calculation engine provided by the software but this can be 
changed via the Advanced Settings screen: 
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Statutory Payment Processing 

Inputting details manually 

 
If the total class 1 NICs for the previous tax year were less than £45,000, the [Small employer 
statutory payment recovery rate] should be selected on the Payrolls screen (see below). 
 

 
 
After adding the payment click the [NI & Statutory Payments] button at the bottom of the Pay Details 
screen and enter the statutory payment amount(s) in the relevant boxes on the screen: 
 

 
 
The [Small employer statutory payment recovery rate] will be pre-set based on its value from the 
Payrolls screen but can be changed on this screen if necessary. 
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Statutory Payment Processing 

Selecting statutory payments from a calculated payment schedule 

 
The statutory payment schedules will need to be created by the software before they can be selected 
for payment.  Please refer to the next section for guidance on how to create the schedules. 
 
After adding the payment click the [NI & Statutory Payments] button at the bottom of the Pay Details 
screen and press the [Calculate] button next to in the relevant boxes on the screen: 
 
 

 
 
A screen similar to the following will be displayed: 
 

 
 
Select the payments that will be included in this pay period by ‘ticking’ the appropriate boxes and click 
the [Close] button. 
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Creating Statutory Payment Schedules 

 

 
 
 
Pressing the [Statutory Payments] button at the bottom of the Employee Details screen will display 
the following screen: 
 

 
 
 
Select the option that corresponds with the statutory payment that you would like to calculate.  Press 
the [Add] button on the right of the screen to perform a new calculation or the [View] button to 
view/update a previous calculation.   
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Statutory Maternity Pay 

Creating an SMP Payment Schedule 

 
Enter the Expected Date of Birth. 
 

 
 
 
Calculating Average Weekly Earnings 
 
Pressing the [Calculate AWE] button will display the following screen: 
 

  
 
The application will calculate the relevant period if the appropriate salary payments have recorded on 
the software.  If the relevant period is not pre-populated, the Gross Earnings for NI in relevant period 
will need to be calculated manually and entered into the text box.   
 
Press the [Calculate Average Weekly Earnings] when all of the relevant data has been entered.  
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Statutory Maternity Pay 

 
Confirm whether or not the SMP conditions have been met. 
 
Enter at least one of: 
 

 Intended SMP Start Date 

 Baby Born Date 

 Pregnancy Related Illness Start Date 
 

Select the appropriate value for Total annual Class 1 NICs from your employer annual return. 
 

 
 
 
 
Pressing the [Calculate SMP] button will create an SMP payment schedule.  
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Statutory Maternity Pay  

Viewing the SMP Payment Schedule 

 
 

  
 
 
 
The SMP schedule can be viewed by pressing the [SMP Schedule] button at the bottom of the 
screen. 
 
The SMP schedule can be exported to Excel by pressing the [Export To Excel] button on the right 
hand side of the screen. 
 
The SMP Details from the previous page can be displayed by pressing the [SMP Details] button at the 
bottom of the screen. 
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Statutory Maternity Pay  

 
Recording Working Days in the SMP Period 
 
Working days in the SMP period can be recorded by pressing the [Working Days in Maternity Period] 
button on the bottom of the screen. 
 

 
 
Press the [Add New] button, enter the [Date Worked] and press the [Save] button to record a working 
day in the maternity pay period.   
 
The first 10 working days in the SMP period are flagged as KIT (Keeping in Touch) days.   
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Statutory Paternity Pay 

 
Creating an SPP Payment Schedule 
 
For Birth: Select the [Calculate SPP for birth] option button and enter the [Expected Date of Birth] 
and [Baby Born Date]. 
 

  
 

For Adoption: Select the [Calculate SPP for adoption] option button and enter the [Date match 
notified by employee] and [Date Child Placed]. 

 
 

  
 
 
Calculating Average Weekly Earnings 
 
Pressing the [Calculate AWE] button will display the following screen: 
 

  
 
The application will calculate the relevant period if the appropriate salary payments have recorded on 
the software.  If the relevant period is not pre-populated, the Gross Earnings for NI in relevant period 
will need to be calculated manually and entered into the text box.   
 
Press the [Calculate Average Weekly Earnings] when all of the relevant data has been entered.  
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Statutory Paternity Pay  

 
Creating an SPP Payment Schedule 
 
Confirm whether or not the SPP conditions have been met. 
 
Enter the SPP Start Date and select how many weeks the SPP will be paid. 

 
Select the appropriate value for Total annual Class 1 NICs from your employer annual return. 
 
 

  
 
 
 
Pressing the [Calculate SPP] button will create an SPP payment schedule. 
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Statutory Paternity Pay  

 
Viewing the SPP Payment Schedule 
 

  
 
 
 
The SPP schedule can be viewed by pressing the [SPP Schedule] button at the bottom of the screen. 
 
The SPP schedule can be exported to Excel by pressing the [Export To Excel] button on the right 
hand side of the screen. 
 
The SPP Details from the previous page can be displayed by pressing the [SPP Details] button at the 
bottom of the screen. 
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Shared Parental Pay 

 
Creating an ShPP Payment Schedule 
 
Entering Partner Details 
 
NOTE: The partner details need to be entered on the Employee Details screen before ShPP can be 
paid. 
 

 
 
 
 
 
 
 

 
 
 
  

Enter the partner details here. 
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Shared Parental Pay 

 
Creating an ShPP Payment Schedule 
 
For Birth:  Select the [Calculate ShPP for birth] option button and enter the [Baby Due Date] and 
[Baby Born Date].   
 
 

 
 
 
For Adoption:  Select the [Calculate ShPP for adoption] option button and enter the [Date Match 
notified by employee] and [Date Child Placed].   
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Shared Parental Pay 

 
Calculating Average Weekly Earnings 
 
Pressing the [Calculate AWE] button will display the following screen: 
 

  
 
The application will calculate the relevant period if the appropriate salary payments have recorded on 
the software.  If the relevant period is not pre-populated, the Gross Earnings for NI in relevant period 
will need to be calculated manually and entered into the text box.   
 
Press the [Calculate Average Weekly Earnings] when all of the relevant data has been entered.  
 
 
Creating an ShPP Payment Schedule 
 
Confirm whether or not the ShPP conditions have been met, enter the start date and end date of the 
selected ShPP period, and select the appropriate value for Total annual Class 1 NICs from your 
employer annual return. 
 
 

  
 
Enter the ShPP period start date and the number of consecutive weeks that the ShPP period will run 
for. 
 
Pressing the [Calculate] button will create an ShPP payment schedule.  
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Shared Parental Pay 

 
Viewing the ShPP Payment Schedule 
 
 

  
 
 
 
The ShPP schedule can be viewed by pressing the [ShPP Schedule] button at the bottom of the 
screen. 
 
The ShPP schedule can be exported to Excel by pressing the [Export To Excel] button on the right 
hand side of the screen. 
 
The ShPP Details from the previous page can be displayed by pressing the [ShPP Details] button at 
the bottom of the screen. 
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Statutory Adoption Pay 

Creating an SAP Payment Schedule 

 
Enter the [Date match notified by employee] and [Date Child Placed]. 
 

  
 
Calculating Average Weekly Earnings 
 
Pressing the [Calculate AWE] button will display the following screen: 
 

  
 
The application will calculate the relevant period if the appropriate salary payments have recorded on 
the software.  If the relevant period is not pre-populated, the Gross Earnings for NI in relevant period 
will need to be calculated manually and entered into the text box.   
 
Press the [Calculate Average Weekly Earnings] when all of the relevant data has been entered.  
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Statutory Adoption Pay 

 
Creating an SAP Payment Schedule 
 
Confirm whether or not the SAP conditions have been satisfied. 
 
Enter the SAP Start Date 

 
Select the appropriate value for Total annual Class 1 NICs from your employer annual return. 
 

  
 
 
 
Pressing the [Calculate SAP] button will create an SAP payment schedule.  
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Statutory Adoption Pay 

 
Viewing the SAP Payment Schedule 
 

  
 
 
 
The SAP schedule can be viewed by pressing the [SAP Schedule] button at the bottom of the screen. 
 
The SAP schedule can be exported to Excel by pressing the [Export To Excel] button on the right 
hand side of the screen. 
 
The SAP Details from the previous page can be displayed by pressing the [SAP Details] button at the 
bottom of the screen. 
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Statutory Adoption Pay 

 
Recording Working Days in SAP Period 
 
Working days in the SAP period can be recorded by pressing the [Working Days in SAP Period] 
button on the bottom of the screen. 
 

 
 
Press the [Add New] button, enter the [Date Worked] and press the [Save] button to record a working 
day in the SAP period.   
 
The first 10 working days in the SAP period are flagged as KIT (Keeping in Touch) days.   
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Statutory Sick Pay 

 
Creating an SSP Payment Schedule 
 
Enter the Period of incapacity to work (PIW) dates and select the qualifying days (normal working 
pattern) for the employee.  
 
If this PIW links to a previous PIW period that has been entered into the software, the [Previously 
Linked PIW] details will be automatically pre filled.  
 
If this PIW links to a previous PIW period that has not been entered into the software, the [Previously 
Linked PIW] should be entered manually. 
 

  
 
Calculating Average Weekly Earnings 
 
Pressing the [Calculate AWE] button will display the following screen: 
 

  
 
The application will calculate the relevant period if the appropriate salary payments have recorded on 
the software.  If the relevant period is not pre-populated, the Gross Earnings for NI in relevant period 
will need to be calculated manually and entered into the text box.   
 
Press the [Calculate Average Weekly Earnings] when all of the relevant data has been entered.  
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Statutory Sick Pay 

 
Creating an SSP Payment Schedule 
 
 

 
 
 
 
Confirm whether or not the SSP entitlement conditions have been met and press the [Calculate SSP] 
button. 
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Statutory Sick Pay 

 
Viewing the SSP Payment Schedule 
 

 
 
 
The SSP schedule can be viewed by pressing the [SSP Schedule] button at the bottom of the screen. 
 
The SSP schedule can be exported to Excel by pressing the [Export To Excel] button on the right 
hand side of the screen. 
 
The SSP Details from the previous page can be displayed by pressing the [SSP Details] button at the 
bottom of the screen. 
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Settings and Folder Locations 
 
 

 
 
 
Click the [Settings] menu to display the following screen: 
 

 
  
 
Payroll File Location 
 
The payroll file stores all of the payroll and employee data.  The file is stored on the local drive of the 
PC by default but the location can be changed by pressing the [Browse] button.  In a multi user 
environment, the [Browse] button can be used to point the application to an existing Payroll data file.   
 
The [Open] button will open the folder that contains the Payroll data file.  
 
Document Submission Folder Location 
 
The Document Submission folder stores all of the files used to submit the returns to HMRC along with 
the receipts from HMRC.  The files are stored on the local drive of the PC by default but the location 
can be changed by pressing the [Browse] button.  In a multi user environment, the [Browse] button 
can be used to point to an existing Document Submission folder. 
 
The [Open] button will open the Document Submission folder. 
 
Backup Folder Location 
 
The Backup folder stores the backup files.  The files are stored on the local drive of the PC by default 
but the location can be changed by pressing the [Browse] button.  In a multi user environment, the 
[Browse] button can be used to point to an existing Backup folder. 
 
The [Open] button will open the backup folder. 
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Advanced Settings 
 
The Advanced Settings screen is displayed when the [Advanced Settings] button is pressed on the 
bottom of the Settings screen. 
 

 
 
Security Settings 
 
If the [Administrator password required] option is set, the application will require the password to 
be entered before the user can access the Settings or the Payrolls screens. 
 
If the [Submission password required] option is set, the application will request that a password be 
entered before submissions are made. 
 
If the [Enter sender ID when required] option is set, the application will request that the Government 
Gateway user ID be entered before submissions are made. 
 
If the [Enter sender password when required] option is set, the application will request that the 
Government Gateway password be entered before submissions are made. 
 
Include BACS cross reference setting 
 
This option will allow a BACS cross reference to be submitted on the Full Payment Submission.  The 
inputs to the BACS cross reference can be set by pressing the [BACS Cross Ref] button on the 
employee details screen. 
 
Do not include employee address on Full Payment Submission setting 
 
If this option is selected, the address will only be submitted to HMRC along with a new starter record.  
If the option is not selected, the employee address will be included on all submissions. 
 
Statutory Payment Options 
 
There are two ways of processing statutory payments: the RTI Payroll Standard software can 
calculate the payments and set up payment schedules or the statutory payments can be calculated 
manually and the amounts input into the software when making payments. 
 
Testing Options 
 
Use this option to set the ‘test in live’ flag when submitting to the Government Gateway Live server.  
This is for testing purposes and the submissions will not be processed by HMRC if this flag is set. 


