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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 Natifications from HMRC section of the RTI Payroll Standard Quick Start

Guide for further detalils).

B rm Payroll Standard by Hartigan Softuare

(=] @ ]

Exit  Settings  Payrolls | RTI Subrnissions | Motifications  Tools  Help

Paymoll Procezsing

Full Payrment Subrmission

Employer Payment Summary

ng

Payroll Name l’ MI Mumber Werification Request

PAYE Fef Submission Histary

Earlier Year Update

Inrludeidarive Paurn

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

' MIMumber Verification Request

R eturn D ate

-

==

P ayrall ABC Ltd

Find Employes
Find “wark Mo

[nzlude Employees that have eft

Emplayee(s] Jaones, John

M aternity, Michelle b ary
Maoorgate, Maria

O'Mat Ine-5RIT, Sandra-Jane
St Maonthly, Hilda
Tax-Testing, Jimmy

Generate File |

| Cancel

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.

Hartigan Software 2
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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" 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.

H'  RTIPayroll Standard by Hartigan Software

Exit  Settings  Payrolls

Payroll Frocessing

Payrall Mame

F&YE Ref

RTI Subrmissions

Matifications  Taals

Full Payment Subrission
Ernployver Payment Summary
NI Mumber Yerification Request
Subrnission History

Click here to begin the Earlier
Year Update Submission.

Earlier Year Update

Include inactive Paurol

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

respect of:

e

' Earlier Year Update

Felated Tax Year

Fleaze zelect the tax pear that the
EY'U iz in rezpect of

.

(=5
201516 - |

Payroll ABC Lid

i |

Find Employes
Find ‘wfork Mo

Include Employees that have left

Select a Employes

M arme

Jones, John

kd aternity, Michele Man Sk
koorgate, Maria

'Mat Ing-SRIT, Sand...

St konthly, Hilda

Tax-Testing, Jimmy T

whark Mo

Cancel

| | Continue

Hartigan Software
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Earlier Year Update

T Eatlier Year Update: Employee Details @
" denaotes a required field
Title l Payment to a non individual
Farenames ™ Jinarny
Iniﬁéls [If farename nat known]
Sumame * Tax-Testing
Gender * @ Male Female
Date OF Bith = 14/08/1335
NI Mumber 84894440

“Works Mumber T2

Pazsport Mumber

Address 1 Tax Test Road
FPAYE Town

UK Post code  pag 2ws
o

Mon UK Country

| Cancel | Mewt =

Enter the employee details on the first screen.

B Eatlier Vear Update: Pay and Deductions @
Employee  Tax-Testing, Jimmy “wiorks Mumber  TAX1
Final Tax Code |— Please enter the adjustment amount for any figures that need to be updated.
Scattish Tax Regime The adjustment amont will be calculabed automatically if the previousiy

submitted and conect amounts are entered.
“Was this on a week 1/month 1 basis?
Ve Mo Please only enter the values for the fields that require an adjustment and leave
the ather fields blank.

Previously Submitted Amaount Correct Amaunt Adjustment
Taxable Pay

Tax Deducted

Berefitz Taxed wia Payroll

Employes pengion contributions
paid wia "'net pay anrangements''

Employee pengion contributions
nat paid wia 'net pay arrangements"

Student Loan Repayments

| Cahcel | | < Back || Mext > |

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.

Hartigan Software 4



Only enter the values of the fields that require an adjustment and leave the other fields blank.

Hartigan Software 5 April 2017



Earlier Year Update

T Earliervear Update: Mational Insurance Contributions @
Employee  Tax-Testing, Jirmy “Works Mumber  TAX1
MI Letters And ¥V alues
| > | 1 of 1T MI Letters Pleaze enter the adjustment amount for any figures that need to be updated.
NI Lether | - The adjuztment amount will be calculated automatically if the previously

submitted and caorrect amounts are entered.

Pleaze only enter the values for the fields that require an adjustment and leave
the: other fields blank.

Presviouzly Submitted Amount Correct Amount Adjuztment

[arozz Earmings for MIC
E amingz at lower earningsz limit [LEL)

E armings abowe LEL up to Primary Threshold

E amings from Primary Threshold
to Upper Earningz Limit

Emplayerz Ml Contributions

Employee contributions due on eamings

MIC refund | - Indicate “'es' if there iz an overpayment of employee's NICz and the refund hasz
- been paid to the emplopee.  Othenwize indicate 'MNo'.

| Cancel | | Skip || ¢ Back || M et = |

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.

Hartigan Software 6 April 2017



Earlier Year Update

e

i3 3 Earlier Year Update: Statutory Payments @

Employee  Tax-Testing, Jimmy Works Mumber  TAXT

Pleaze enter the adjustment amount for any figures that need to be updated.

The adjuztment amount will be calculated automatically if the previouzly
gubmitted and correct amounts are entered.

Pleaze only enter the values for the fields that require an adjuztment and leave
the ather fisldz blank.

Previouzly Submitted Amaunt Correct Amount Adjustrnent
Statutory b atermity Pay [SMP) |
Statutary Paternity Pay [SPF)
Statutory Adoption Pay [SAF)
Shared Parental Pay [ShPP]
[ cancel | | Skip || <Back || Mem>

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.

Hartigan Software 7 April 2017



Earlier Year Update

Earlier Year Update: Pension and Leaving Details [ﬁ

Employee  Drummond, Hamy Works Mumber

Please enter the adjustment amount for any figures that need to be updated.

Please only enter values for the fields that require an adjustment and leave the other fields blank.

Leaving Date

| T T

Enter the leaving date on this screen.

Only enter the values of the fields that require an adjustment and leave the other fields blank.

- T — - h
Earlier Year Update: Starter Details ﬁ
Employee  Drummond, Hamy Works Number
(7)) Existing Employee Please only enter the fields that require an

adjustment and leave the other fields blank.
@ Mew Employee from the LK

(7) Mew Employee seconded to work in the UK

Starting Date
Starter Declaration
() A This is their first job since the start of the tax year (6th April).

() B. This is cumently their only job.

() C. They have another job or pension.

Student Loan Deductions Apply?
I Yes () Mo

o) (st ] (et )

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.

Hartigan Software 8 April 2017



Earlier Year Update

Generate File

The Earlier Year Submission window is displayed:

-

Related Tawvear 1517

Generate Filz

4

K Earlier vear Update Subrmission

Select a Paproll ABC Ltd

Cloze

-~

/

Click here to submit the file.

Click here to generate the file.

Click here to view the file.

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

Generate File

L ! subrmit,

f B The EYU File was successfully generated and is now ready to view or

(el

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.

Hartigan Software
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Reporting Payrolled Cars

B ru Payrall Standard by Hartigan Software

Exit  Settings  Payrolls  RTI Submissions

Payrall Processing

Fayrall Mame

P&YE Ref

Include inactive Payrolls =

Payrall Ligt

Select a Payroll

MNotifications  Tools  Help

Employee Processing

Sumame
MI Humber

Works Mumber

Include Employees that have left (|

Emploves List

Select an Employes

Ji Jiohn
Maternity, Michells Maryp
Moorgate, b aria

O'Mat Ine-5RIT, Sandra-Jane

St Monthly, Hilda i

Run Payrall l [ Yiew / Edit Employee Details
Select the employee from the
list and press the [View / Edit
Employee Details] button
' Employee Details @
Title | Iritialz Tax Code 1080L
Farenames John [7] week 1 # Month 1
Surname Jones MI Categorny
@ s Scheme Conbracted-out
Gender @ Male ' Female Number [SCON)
Date Of Birth 03/03/1979 Student Loan Deductions
NI Mumber AB342511C Employee Pay Period [Monthl_l,l V]
Standard h ked
Warks Number pereek e [2429.99 hes -
Pazzport Mumber Regular Pay Amount
Address 15 Lo Street Direct E armings Attachment Eivass
Hitchin DE& Rate
Periad of Enploynment
Start Date  01/02/2017 Wiew Start Details
UK Post code SER 20D Leaving Date Print P45
or
Maon UK. Country Employed as a director
Wetes Director's NI Cale Method
Director Appointment Date
Benefits taxed via payroll [Yes v] [ Car Details ]
L3
Partrer Details ] ’ Statutory Payments ] [ Auto Enrolment ] ’ Undo Changes ] [ Delete\ ] ’ Close ]

Hartigan Software

\

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

Ij’ Payralled Cars @
Emplopes Jonez, John
Woorks Murnber
Make and model Car [dentifier Date available from Wiew
Add
™~
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.
| Cloze
rlj,’ Payrolled car details @ﬂ
Employee Jonesz, John
Whorks Number Full Payment Subrmizzion Complete
Make and model of car
COZ Emission
Fuel Type )
Car [dentifier
Calculated Price
Date car available from
Cazh equivalent of car
D ate car available to
Date free fuel provided
Cazh equivalent of fuel
D ate free fuel withdrawn Pamed | ‘ Thoes

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.

Hartigan Software 11 April 2017



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.

Hartigan Software 12 April 2017



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.

I3 3 RTI Payroll Standard by Hartigan Software El =] @

Exit  Zettings | Payrolls | RTI Submissions  Motifications  Toals  Help

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

E’ Payrolls @
Payroll List
Payroll Name Mame PAYE Ref Add New
P&YE Ref ABC Ltd A564
/| Exclude Ceased Scheme Find
Payiall Detail: Cantact
Payroll Mame ABC Lid Title
HMRC Office Name Test Forenames
Office number  Referance number
Employer PAYE reference ey 7 aEES Sumame
E‘rggg:é?ccoums Office 12921 2345678 Telephone Number

Employer's contracted-out
number (ECOM)

Self Azzessment Unigue Emplover Address
Tax Reference

Emplaver Mame

Corporation Tax Reference

Sender Type Employer 7
Sender [D 154564
Sender Password testing Ermployer Postcode
Scheme Ceased
Annual NICs Employment Allowance applicable -
Date Scheme Ceased
Annual NICs Employment Allowance claimed -
Small employer statutory payment recovery rate
[total class 1 NICs for previous tas pear less than £45,000]
Current Payroll Date 10/04/207 Mat required ta repart Apprenticeship Lewy W
Current Tax Year End Date  05/04/2018 Apprenticeship Levy Connected Compary Levy Allowance
Irport Payrolls | Save | | Delete | ‘ Close |

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

Click the [Save] button.

Hartigan Software 13 April 2017



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.

B P32 Employer Payment Record ==
Employer ABCLid TaxYear End Date  2018:0405
Morth  Period PAYETax StdentloanDeds  GrossMICs  DedsfomMIC:  AmountDue NetCSDeds  Apprerticeship Levy *
1 0B/D4 to 05/05  533.999.60 13496300  237.04583 000 97826343 oo 524300
2 06/05 to 05/06 193,999.80 000 15819340 000 361.949.20 0,00 3,750.00

m

4 06407 to 05408 0.00 0.00 0.00 000 1,250.00 0.00 1,250.00
5 06408 to 05/09 0.00 000 000 000 1,25000 1,250.00
6 06/09 to 05410 0.00 000 000 000 1,250.00 1,250.00
7 06410 to 05/11 0.00 000 000 000 1,25000 000 1,250.00
g 06/11 to 05412 0.00 000 000 000 1,25000 2,250.00
3 064120 05/01 0.00 000 000 000 1,25000 1,250.00
1n NRAN b NRAN2 nnn nnn nnn nnn -1 2RO 0N AzEnn T
Fiecavered Amounts of Statutory Payments
Recavered NI Comp ot <
Statutary Materrity Pay [SMP) 000 0.00 Py Fem 0B 08/201 7
Statutory Paterrity Pay (SPP) 000 0.00 To 05072017
Shared Parental Pay (ShPP) /
Additional Statutory Paterity Pag [ASPP] Uy oy PAYE Income Tax 44553570
0.00 Student Loan Deductions 0.00
Apprenticsship Lewy Gross NICs 158,193.40
Relevant total pay bill to date 2499,.997.00 Tatal Deductions from NICs 000
Arnual levy alowance smount to date 375000 Met NIC: 158,139.40
Apprenticeship Levy due to date 13.743.00 [15 Deductions Made 0o
Apprenticeship Levy previously paid §.893.00 C15 Deductions Suffered 0.00
& pprenticeship Levy due this manth 3.750.00 et €15 Deductions 0.00
Amount Due 607,485.10

Enter Detais Manualy | [ Export to Excel Unda Changes Close

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

H Employer Payment Summary (5

Select aPawol [ 4pc g

Perind to which the submission relates Payment Yalues
TaxYear 20617 @ 201718 Yalue of SMP 1ecovered year to date 0,00
Tax Maonth End Date 05 ﬁ 2017 Month Mo, 3 Walue of NIC compensation on SMP year to date 0.00
This is the final submission far the tax year. Walue of SPP recovered year to date. 0.on
Value of NIC compensation on SPF year to date 000

Petind of inactivity
No payments were made to employses of disctors for a period of

ohe or more complete tak manths and there was no FPS made. Value of SAP recavered year to date o
Fromdate 06 Enter the start date of the first tax “alue of NIC compensation on SAP pear to date 0.00
IEID €2l month inwhich no papments made.
Enter the end date of the [ast tas alue of ShPP recovered vear to date. 0.0
Todate 05

month in which ha payments made
Walue of NIC comp

Mo FPS will be due far future period(s] a3 no emplovees or
directors will be paid in the future period(s).

Fomdate OF Enter the start date of the first tas .
omitts mnth of your ‘period of inactivity’ Apprenticaship Levy due year to date 13749.00

o5 Enter the end date of the last tax

Todate month of pour period of inactivity'

Annual Apprenticeshin Levy alowancs amount 376000

Tax month for the levy due to date amount

Employment &llowance Indicator

IF you are eligible ta claim the annual NICs Emplogment Allowance to be offset against your empidd would indicate “es

below. The claim wil be rstained unti such time as you ceass to qualify, at which point you should select No’

e No @ N/a This indicator should only be submitted when the claim is originally made or when the allowance is ceased
Bank account details to which any repayment is to be sent Scheme has ceased
Name of Account Holdeis) This is the final submission because the

scheme has ceased
Sort Code Account Number

Date Ceased

Generate File Cancel

Building Society Reference
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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):

E Payrolls @

Payroll List

Payrall Name Name P&YE Ref Add News

P&rE Ref ABC Ltd ABE4
V| Exclude Ceased Scheme Find

Payioll Details
Payrall Name ABC Ltd

Cortact
Title
HMRC Office Name Test Forenames

Office number Reference number

Emplover PAYE reference 564 ! ABE4

Employer Accounts Dffice Telephone Number
eyt 123PZ12345675

Surname

Emplover's contracted-out
number [ECOM]

Self Azsessment Unique Emplayer Address
Tax Reference

Emplayer Mame

Corporation Tax Reference

Sender Type Employer b

Sender 1D 154564

Sender Pazsword testingl Emploper Postcode

Annual MIC: Emplopment Allowance applicable -

Scheme Ceased

Date Scheme Ceased

Annual MIC: Emplopment Allowance claimed -
Small emplover statuton payment recovery rate
[total class T NICs For previous tax pear less than £45,000]
Current Payroll Date 10042017 bl d to report Apprenticeship Lewy i \
Current Tax Year End Date  05/04/2018 Apprenticeship Lewvy Connected Company Levy Allowance >
Import Payrolls Save | | Delete | ‘ Close |
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Statutory Payment Processing

There are two ways of processing statutory payments:
e 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

e 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:

B settings @

Payrall File Location

Open @ C:\ProgramData\Hartigan Software\RTI Payrall\S ettings\D atabasze\Payrollz.mdb

Change

Document Submigsion Folder Location

Open C:%ProgramD ata'Hartigan Software R T| PavralllUserDocs Change

]

Backup Folder Location

Open CMRTI Backup Change

Mumber of daps until license expires 256

[ Advanced l |Pr ting Dptions| | Close

B advanced Settings @
Security Settings
Adrminiztration pazzsword required
Submizzion pazzword required
Enter sender |0 when required

Enter zender pazzword when required

Include BACS cross reference

Do ot include employee addrezs on Full Payment S ubmizsion

Statutory Payments
@ Uze payment calculation engine

Input figures manually

Testin live

Cloze

Hartigan Software 16 April 2017



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).

H payrolls =
Paprall List
Payroll Mame | Name PAYE Ref Add New
PAYE Ref ABC Ltd ABE4

V| Exclude Ceased Scheme Find

Paprall Details

Contact
Payroll Mame ABC Ltd Tite
HMRL Dffice Name Test FElEReri=s
Office number Reference number
Ernployer PAYE reference gy e Sumame
Er:gg:;:cwunts Office 1P ZHEETS Telephone Number

Employer's contracted-out
number [ECOM]

Self Assessment Unique Employer Address
Tax Reference

Employer Name

Corporation Tax Reference

Sender Type Employer 7
Sender ID 15564
Sender Passward testing] Emplayer Postcode

Scheme Ceased

& Scheme Ceased

Annual NICs Emplayment Allowance applicable -
L.

Annual NICs Employment Allowance claimed

Small employer statutory payment recovery rate
[total clags 1 MICs for previous tax pear legs than £45,000]
1070472017 Mat required to report Apprenticeship Lewvy

Curnent Tax Year End Date 05/04/2018 Apprenticeship Levy Connected Company Levy Allovance

Impart Payrolls ‘ Save | ‘ Delete ‘ | Cloze |

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:

H  Pay Details ==
=Y

Employes Jones, John Mational Insurance

Pay Period Morthiy R Pt Subrbsen Cemp e Walues of earnings at the lower earnings limit. 430.00

Hours Worked W Periods Covered 1 \L:ISIt';;l:;ﬂ;ﬂ?iis?ﬁ;T):\;Zl;vrﬁ[ezﬁg‘li;g (s, 190.00

Gross pay

M| Category Letter A Walue of earmings above the primary threshold,

- ’ Ly InrEsy 820.00
up to and including the upper eamings limit.
Statutary Payments

Emplayees M| contributions due in pay period 98.40
Total S5P this period
Total SMF this period 0.oo Employers NI contributions due in pay period 11316
0.00
Totel S4P this period Taotal of employes and emplayer contributions 211.56
Total SPP this period 0.00
Total ShPP this period 0.00
Small employer statutary payment recovery rate 7l

[total class 1 MICs for previous tax pear less than £45,000)

Payment Auto
BEES fee

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 [Nl & 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:

E’ Pay Details @
&

Employee Maternity, Michelle Mary National Insurance

Pay Feriod Morthly R Rt S e Bt Walues of eamnings at the lower earnings limit 430.00

Hours Worked 242383hs =] Periods Covered 1 e oL 1800

Gross

ategory Letter & Walue of earnings above the primary threshold, 3,.070.00
up to and including the upper earnings limit. =
Statutary Payments

Employees NI contibutions due in pay period 333.40

Total 55F this period Calculate 0.00

Tatal SMP this period Calculate 0.00 Employers NI contributions due in pay period 596.16
Calculat 0.00

Ve b pered sl Total of employee and employer contributions 383.96

Tatal SPP this period Calculate 0.00

Total ShPP this period Calculate 0.00

Payment Auto
Dol o

A screen similar to the following will be displayed:

"

B sMP payments @
Pleaze select the SHMP payments that are to be made in this pay period.
Pay date of SMP entitlement SMP due to employes i
¥1:31/08/2016 - 06/09/2016 1,038.47
V| 07/09/2016 - 13/09/2016 1.038.47
V1 14/03/2016 - 20/09/216 1.038.47
V| 21/03/2016 - 27/03/2016 103847 |z
28/09/2016 - 04/10/2016 1.038.47
051042016 - 11410/20E 1.038.47
121042016 - 18A10/2016 13358
13/10/2016 - 25/10/206 133.58
261042016 - 01A11/2006 13358
07A12/2016 - 1312/2E6 133.58
1412/2016 - 20411 2/2016 13358
211242016 - 271 2/20E6 133.58
281242016 - 03/01/27 13368
04/01/2017 - 10401/2017 133.58
11/01/2017 - 17/01/27 13368
18/01/2017 - 24/01/2017 13358
25/01/2017 - 30127 133.58 s
Cloze

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

Director Appointment Date I:I

Period of Employment

UK Postcode | pad kK Start Diate (0140142000 Wigw Start Details

Employee Details [z|
Title Initials [ ] Tax Code
Forenames ‘Miche\le | |Mar_l,l | [ week 1/ Manth 1
Surname ‘Matemity | M1 Category
Gender ) Male (%) Female ﬁiﬁebn:[g%nutﬁ;:ted-out l:l
Date OF Birth Student Loan Deductions
MI Mumber Employes Pay Period | M anthly " |
Works Mumber ‘Matemitﬁ | g:r:\?:éﬁ i e | 16-23.99 hrs hd |
Paszsport Humber ‘ | Regular Pay Amaunt 5000.00| | Calculate
Addiess ‘22 Dwiff Street | Employed as a directar Gioss
|PAYE Town | Ditectors NI Cale Method
|
|

ar
Mon UK Countiy | | LeavingDate[31/03/2016 | Fiint P45 |
Motes
[BAES Cross Hef] [ Partner Detailz ] [ Statutory Payments Unda Changes ] [ Delete ] [ Cloge

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

Statutory Payments [$_<|

Employee | kd aternity, bichelle kan |

“Whorks Mumber |Malernil_l,l1 |

(%) Statutory Matemity Pay [SMP) () Statutory Adoption Pay [S&P)
A
) Statutory Paternity Pay [SPP) () Shared Parental Pap [ShPP]

) Ftatutory Sick Pay [55F) () Additional Statutor Paternity Pay [5PP)
Start Date Expected Date af Bith Wig
[2/p9/2mh5 181072015

Add

Delete

|k

Cloze

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.

Statutory Maternity, Pay Calculation @

Employes |Eternit}', I atilda I |
|

Wworks Number  |HDE12 []

Expected D ate of Birtth 03112013

‘wieek Baby Due 03/11/2m3 to |09/11/2013
g itz it e 21/07/2013 to  [27/07/2013
wieek baby due

AthWeek, befares the
Week baby due 0E/A10/23

SMP period can start fram 18/08/2013
Awerage Weekly Eamings l:l Calculate AWE

Are the SMP conditions met? () Mo (O Yes

Intended SMP start date

\

Baby Bom Date

Fregnancy Related liness
Start D ate

Total annual Class 1 MICs from your (O |z equal to or less than £45,000.00
Employer &nnual Betumn for the tax
year 201213 () |2 more than £45,000.00

Ul

SHP Schedule] ’ Warking Davs in Maternity Period ] ’ Cloze ]

Calculating Average Weekly Earnings

Pressing the [Calculate AWE] button will display the following screen:

Average Weekly Earnings @

Relevant Period fram | to [28/08/2m3 |
Grosz Eaming for Ml in relevant period | 7,000.00
Employes Pay Period | b onthly A |

Calculate Average ‘Weekly Eamings ]

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:

e Intended SMP Start Date

e Baby Born Date
e Pregnancy Related lliness Start Date

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

Statutory Maternity Pay Calculation

Expected Date of Bitth
‘wheek Baby Due

15th Week before the
week baby due

Ath week before the
“week baby due

Intended SMP start date

Baby Born Date

Start D ate

year 200213

“Wworks Mumnber HDE12

SMF period can start from
Ayerage \Weekly Earnings

Are the SMP conditions met?

Fregnancy Related lliness

Total annual Class 1 MICs from wour
Emplover Annual Return for the tax

Employes Eterrity, M atilda

0z/11/2m3

03117203

u]

21/07 /203

o

061042013

18/08/2013
80769230

) Mo (&) Yes
mA1/2m3

X

03/11/2013

270723

Calculate AWE

(%) |z equal to or less than £45,000.00

() |5 more than £45,000.00

Calculate SMP

SMP Schedule] [ Working Days in Maternity Penod ] [ Cloze ]

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

Viewing the SMP Payment Schedule

Statutory Maternity Pay Calculation

Employes b aternity, Michelle b ary
“Whorks Mumber b aternity
Paid = Pap date of 5P entitlement SKP due to employes . #
03/09/2014 - 09/09/2014 1.038.47 add
10/09/2014 - 16/09/2014 1.038.47
17/09/20114 - 23/03/2014 1.038.47
24/09/2014 - 30/09/201 4 1.038.47
0102014 - 07A0/2014 1.038.47
0802074 - 147042014 1.038.47
1510/2014 - 21.10/2014 13818
22042014 - 2810/2014 13318
29410/2014 - 04112014 13818
05112014 -111./2014 13818
12112014 -1811./2014 13818
1911/2014 - 2511/2014 13218
261172014 - 0212/2014 13318
03722014 - 0912/2014 13818
1072/2014 -16/12/2014 13818
17242014 - 2312/2014 13318
241242014 - 3012/2014 13818
AA22014 - 06/01 /2015 13818
07012015 -13/01 /2015 13818
14012015 - 20401 /2015 13218
212015 - 2701 /2015 13318
28/01/2015 - 03/02/2015 13818
04/02/2015 - 10/02/2015 13818
[w] 1140242015 - 17/02/2015 13818 ¥
YWhorking D'aps in Matermity Penod l [ Cloze

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.

Statutory Maternity Pay Calculation [‘5_<|

Employes |Eternit}', b atilda |

Wworks Number — |HDE12 |

“arking D ays

Date Worked FIT Day Add New

Date Wworked Save

[ SMP Detais | [ SMP Scheduie |

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].

Statutory Paternity Pay Calculation fZ|
Emploves |
W orks Mumber |F|0hin.-’2 |
(%) Calculate SPP for bith (O Calculate SPP for adoption
Expected Date of Bith I:I
Baby Bomn Date |:|
Week Baby Due | | to | |
Qualifying ‘Week | | o | |

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

Statutory Paternity Pay Calculation [5__(|

Employes | Re-Start, Robin |

Works i |Rebin/2 |

() Calculate SPP for birth () Calculate SPP for adoption

Date match notified by employes I:I

Date Child Placed [ ]

Wwieek Child Placed | | w | |
Qualifying ‘Week | | to | |
Awerage ‘Weekly E amings |—| [W

Calculating Average Weekly Earnings

Pressing the [Calculate AWE] button will display the following screen:

Average Weekly Earnings E]
Relevant Period from | R | to |28/08/2013 |
Grozs Earming far Ml it relevant period | 7.000.00
Employes Pay Period | M anthly A |

Calculate Average ‘Weekly Eamings ]

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.

Statutory Paternity Pay Calculation

Employes Re-Start, Robin

“Whorks Mumber Robin2
() Caloulate SPP for birth (¥} Caloulate SPP for adoption

Date match notified by emplopes 15/04/2015

D ate Child Placed 23/04/2015
“Week Child Placed 13/04/2015 to | 25/04/2015
Qualifying Week 12/04/2015 bo [18/04/2015
Ayerage Weekly E arningz EO0 54000 Calculate AWE
Are the SPP conditions met? ) Mo (%) Yes

SPP start date 23/04/2015

Haow many “Weeks leave does

the employes intend to take? O 1wesk (&) 2weeks

Total annual Clazs 1 MICs from your (%) |z equal to or less than £45,000.00

Employer Annual Beturn for the tax
wear 201415 ) |2 more than £45,000.00

| Calculate SPP |

SPF Schedule

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

Viewing the SPP Payment Schedule

Statutory Paternity Pay Calculation

Emplopes | Re-Start, Robin

Works Mumber | R obin/2

[

FPaid | Pay date of SPF entitlement SPP due to employes Ewport To Excel
O 23/04/2015 - 29/04/2015 13958 T
il 040442015 - 0B/0B/2015 13958

E dit

Delete

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.

Employee Details E‘

Tite En Initels Tax Code 10601

Forenames Flobin wizek 1/ Month 1

Sumame FleStat NI Category D v
Scheme Contracted-out

Gender @ Male O Femde Moo s 5130123%H

Date DIBith | 01/06/1976 Studert Loan Deduetions [Na v

HI Kumber HT7801464 Employee Pay Period Manthly -
Standard h ked

Works Number  |Robin/2 ek [Upto 1599 v

Passpart Nurber

Flegular Pay Amourt

2500.00] | Calculate
Gross
No £

Address 10 e Chales de Gaulle Employed &t  director

Appartement 42 Directors NI Calc Wethod

£3001 Lyon Cedex Director Appointment Date

Period of Emplayment
UK Post code Stait Date | 01/03/2014 View Start Details
or

Non UK County |France Leaving Date Print P45
Notes

BACS Cioss et | [ Patner Detals | [ Stalutory Paymenis Unda Changes | [ Delete | [ Close

Enter the partner details here.

[

Partner Details ifor shared parental pay)
Title | Iriitials

Farenames Charles Rabert

Surname Sh-Parental

Drate of Birth

NI Mumber ABTT1111 A

Cloze
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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].

Calculate Shared Paternity Pay

E mployee | Fe-Start, Robin |

“Wharks Murmber |HD|:|ir'|.-"2

(%) Calculate SHPP far hirth () Calculate ShPP for adopticr

Employee iz mother of child [F]

Baby Due Date

Baby Bom D ate

Clualifying week to
Ayerage Weekly Eamings

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

Calculate Shared Paternity Pay

Employes | Fie-Start, Fobin |

Wiorks Murmber | Robind2

) Caloulate ShPP for birth {#) Calculate ShPP for adoption

[ ate match notified by employes 15/04/2015

D ate Child Flaced 20/04/2015
Hualifying ‘Week 12/04/2015 to 18/04/2015
Average Weekly Earnings R4i5.32000 Calculate AWE
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Shared Parental Pay

Calculating Average Weekly Earnings

Pressing the [Calculate AWE] button will display the following screen:

Average Weekly Earnings @

to | 28/06/2013

Relevant Period
Grogz Eaming for Ml in relevant period | 7,000.00

Employee Pay Periad b anthly A

Calculate Average ‘Weekly Eamings ]

Cloze

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.

Are the ShPP conditions satisfied? () Mo (3 Yes
ShPP period can ztart from 2040442015

Tatal annual Class 1 HICs from your () |5 equal to o less than £45,000.00
E mployer Annual Beturn for the kax

wear 2014-15 () |3 more than £45,000.00

Shared Paternity Pay Period
E nter below the start date of the shared period paternity pay peniod that is being added

along with the number of conzecutive weelks that it will run far. |F there will be maore than
one ShPF period, add them one at a time.

ShPPF Period 15062015 to 26074215

Calculate

Mumber of consecutive weeks  |B

ShPP Schedule Cloze

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

Calculate Shared Paternity Pay

Employes | Re-Start, Robin

“Whorks Mumber | Raobindz |

Paid  Pay date of ShPF entitlernent  ShPP due to employes Expart To Excel
[]  15/06/2015 - 210642015 129,58
[ 22/06/2015 - 28/06/2015 13958 Add
[ 29/06/2015 - 05/07/2015 139,58 Edi
[ OBRADF/2015 - 1240742015 139,58
[ 13/07/2015 - 190742015 139,58 Delete
[ 2000772015 - 260742015 139,58

SHPP Details

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].

Statutory Adoption Pay Calculation E|

Employee | Eternity / |

Wworks Number | HDET2

Date match notified by employes I:l /

[rate Child Placed

Qualifying Week, | | to | |

Average Weekly Earmings | | ’ Calculate AWwWE i
Are the SAP conditions sattisfied? (73 No () Yes

Drate SAP can start from I:I
SAP start date I:l

Tatal annual Class 1 NICs from waur () |z equal to or less than £45,000.00

Erplover &nnual Return for the tax
pear 201213 () | mare than £45,000.00

| 54F Schedue | | Warking Days in 54F Period | | Close

Calculating Average Weekly Earnings

Pressing the [Calculate AWE] button will display the following screen:

Average Weekly Earnings @

Relevant Period from | EEME | to [28/08/2m3 |
Grogz Eaming for Ml in relevant period | 7,000.00
Employes Pay Period | b onthly A |

Calculate Average ‘Weekly Eamings ]

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.

Statutory Adoption Pay Calculation

Employes |Eln_l,l:-:, B army |
Works Mumnber |

D ate match notified by employes 13401/2014

D ate Child Placed 18/01/2014

Qualifying Week, 124012014 to 18/071/2014
Average Weekly Earnings VE4.43000 Calculate &w'E

Are the SAP conditions satished? Mo 1

Date SAP can start from 04/0142014
SAP start date 040152014

Total annual Clazs: 1 MICs from wour (%) |z equal to or less than £45,000.00

E rmployer Annual Beturn for the bax
year 2012-13 ) 1z more than £45,000.00

O

Calculate SAP

SAP Schedule | | Working DaysinS4P Period | [ Cbse /|
L

/

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

Viewing the SAP Payment Schedule

Statutory Adoption Pay Calculation

Employes O, B army
Works Mumber
Paid  Pay date of SAP entitlement SAF due to employes
] 040142014 - 10014201 4 136,78
] 110142014 - 1701 /2014 136,78 st
O] 180142014 - 24/01/2014 136.78
] 2840142014 - 310142014 136.78
] 01/0242014 - 070242014 136,78
] 08/02/2014 - 140242014 136.78
] 15/02/2014 - 210242014 136.78
| 220242014 - 280242014 136.78
] 01/03/2014 - 070342014 136,78
] 02/03/2014 - 140342014 136,78
] 15/03/2014 - 21/034201 4 136.78
] 2240342014 - 28/034201 4 136.78
] 29/03/2014 - 0470472014 136.78
] 05/04/2014 - 110442014 136.78
] 12/04/2014 - 18/04/201 4 13818
| 19/04/2014 - 250442014 13818
] 26/04/2014 - 02/05/2014 13818
] 03/05/2014 - 09/05/2014 13818
] 10/05/2014 - 16/05/201 4 13818
] 17/05/2014 - 23/05/2014 13818
] 24/05/2014 - 30/05/2014 13818
] /0542014 - 06062014 13818
] 07 /0642014 - 137064201 4 13818
1 14/06/2014 - 20/06/2014 13818 ¥
W'orking D'aps in SAP Penod ] [ Cloze

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.

Statutory Adoption Pay Calculation

Ermployee | O, Barry |

“Works Hurmber | |
Wwhorking Days

D ate Warked KIT Day Add MNew

D ate “Worked Save

| 54P Detais | | S4P Schedule |

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.

Statutory Sick Pay ['5__<|
Employes ||:Iny:-c, Barmy |
Wwiorks Mumber |5FR143 |
Period of incapicty to wark [Flw) — fom | D1/08/2013 % | to | 0B/08/2013  »

Qualifying D ays Sun Mon Tue ‘wWed Thu Fr Sat
[working Patern) Fl ]
Freviouzy Linked PR
Dioes this Pl link to a previous Plw period? ) Ho O Yes

Were the S5P entitlement condiions satisfied on previous Plw penod?
Lazt day of previous incapicty to wark. period [if applicable]

Mumber af waiting davs in all previous linked Plwis

Tatal nurmber of weeks S5P paid in all previous Pl

Mumber af remaining odd days S5F paid in previous Pl

HDDDH

Average Weekly Eamingsz for first inked PR

Average Weekly Earnings 500.0000 [ Calculate AwE l

Calculating Average Weekly Earnings

Pressing the [Calculate AWE] button will display the following screen:

Average Weekly Earnings E]

Relevant Period from | 3 | to |28/08/2013 |
Grozs Earming far Ml it relevant period | 7.000.00
Employes Pay Period | M anthly A |

Calculate Average ‘Weekly Eamings ]

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

Statutory Sick Pay E|
Ernployes Orwr, Barry
Whorks Murnber SFR143

Fenod of incapicty to wark, [P from |01/08/2013 % | o [08/08/2013 %

I]ualif__l,ling Dayz Sun Mon Tue Wed Thu Fn Sat
[working Patern) "] "]
Presviouzly Linked PR
Dioes thiz PIW link to a previous Pl period? ® Mo O Yes

“Were the 55F entitlement conditions zatisfied on previous PRw period?
Last day of previous incapicty to work, periad [if applicable]

MHumber of waiting days in all previous linked Flw's

Total number of weeks S5P paid in all previous Pl

Murnber of remaining odd days S5F paid in previous Phw

Average Weekly E arnings far firgt linked Phsf

Average Weekly E arnings A00.0000 Calculate AWE

Are the 55P entitlement conditions met™? ) No (3 Yes

MHurmber af qualifwing day in Pl G
Mumber of waiting days in Pl 3
Mumber of weeks in Pl 0
Number of odd days in Pl 3 | CalculatessP |

IUndo Changes ] [ Delete ] [ Cloze ]\

/

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

Statutory Sick Pay [z|
Emplopes |Dn_l,l:-:, Barry |
works Number |5FR143 |

Fay date of S5F entitlement S5F due to employee Export To Excel
0E£08/2013 17.34

07/08/2013 17.34 Add
08/08/2013 17.34

E dit

i

Delete

Unda Changes ] [ Delete ] [ Cloze

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

H  RTIPayroll Standard by Hartigan Software EI =] @
Exit  Settings  Payrolls  RTI Subrnissions  Motifications  Tools  Help

/

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

]'_],’ Settings @

Fayrall File Location

d

Open @ C:hProgramD atatHartigan SoftwarebB T PayrollsS ettingsh D atabaze\Payrolls. mdb

Change

Dacurnent Submission Folder Location

d

Open C:\ProgramData\Hartigan SoftwarebATI Papral\UserDocs Change

Backup Folder Lozation

Open C:A\RTI Backup Change

I

d

Murnber of days until license expires 256

Advanced l |PrintingDptiDns| | Cloge

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.

B Advanced Settings @

Securty Settings

Adminiztration password required
Submizzion pageword required
Enter sender [0 when required

Enter sender password when required

Include BACS cross reference

Do not include employee address on Full Payment Submizsion

Statutory Papments
@ sze payment calculation engine
Input figures manually

Testing Dptions

Testin live

Cloze

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.
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