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Checklist

Use the checklist below tensure that all Tax Year End tasks have been undertaken.

For Payroll Assistance customers certain tasks will be undertaken by your Payroll Executive, these are coloured grey below.

Support Payroll Assistance
Customers Customers

Task Page

Preparing forEnd of Year

Enter & reconcilpayments made to the HMRC

Finalising Tax Year

Print P60s 9
SD Worx can be contracted to print P60s. For details\séeg SD Worx to print P60s

Submit RTAmendments (if required) 13
Submit EPS 14
Commencing New Tax Year

Action P9 tax code changes 16
Check Pension scheme parameters 17
Check NI Letters J 17
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Sction 1- Preparing folend of Year

Introduction

This section covers keeping your payroltaplate in readiness foEnd of YeaR020. It also contains advice on what may cause issuéisesEnd of Yeaand
how to avoid them.

Enter monthly payments to the HMRC

Each month, payments made to the HMRCHANE‘must be entered inRay and Peopleln the Tax Year End sectithns will appear on your P35
Information sheeunderédb L/ & yR ¢FE tIAR ! f NSIFReé¢®

If thishas not been done, please seetering payments made HMRor more information
Reconciling Payments made to the HMRC
It is best practice to reconcile your payroll each month by checking that the payment made to the HMRCshaldrec&ax and NEZlue for that period.

It is essential that this ishecked prior to making an electronic submission.
Forfurther information please se€hecking P30 Values

|, SdWOI‘X Pay & People Finishing the Tax Year 2020 5



Section 2¢ Finalising Tax Year

Introduction

This section covers aspectsfiofalisingTax Year En2019/2020. You need to follow the procedures described in this section for each employer that you
process through Pay and People.

Accessing Tax Year End

1. Log intoPay and Peoplandin the Payroll module, seledtear EndYear End.

e Vear [or920  [v] Emploer Name | ==
Titanium Systems Limited At Year End

. 1 . 1 Records

Show |25 records per page

2. Check:
VV Tax Year at the top of the screen is se@1 9 20.

V {iFGdza 2F (§KS SYLloRtBes dike dr &norakdf yibur pagrolidNdadngt Re®proceEsed. This may be due to a redundant Pay Interv:
Check that any live Pay Intervals ar¢he new tax year
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3. Select the employer from the list.

Titanium Systems Limited

2019/20

At Year End

View P35 forms.

Display a list of employees for viewing their individual P14/P60 forms.

This allows submission of year end data to the HMRC.

4. From the Year End Process screen, View P35 lineAcless This Area

P35 Check Listf Declarations | Laser Continuation Sheets | Return To Year End

Titanium Systems Limited
2019/20

At Year End

Part 1 Summary Of Employees And Directors

View N/
Continuation Sheet Page 1 View View
Continuation Sheet Page 2 View View
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5. In Part 1 Summary of Employees and Directors, Yiew.

6. Check the following " SdWOfX
V.2E o FYR .2E ¢ a¢2iGlf bL/aé
For more on this, se€hecking P11 Values
V BoxZabL/ YR ¢l E tI AR Iletettl NSI R& ¢ |
V Box®ab2¢g tlelofSé Aa mnodnnd oo ton 507 [ 220843] 70)

-y .
l J P35 Information Total NICs 1+2 [EN £ 192,053 Total Tax 4+5 [« 229|g43l

Advance received from

SRR o
ve & Customs | 00]

For more on this, seEntering payments made to HMRC

Total NICs and tax 3 +8
7. Close the document. Total Student [¥ .~ 3506

Loan deductions

Statutory payments recovered s+10 QR 425423

Statutory Maternity Pay
(SMP) recovered

-
=
™
=

NIC compensation on SMP |

-
m
o

Statutory Patemity
Pay (SPP) recovered

-
=
™

(=]

NIC compensation on SPP

3 - - - -
N =

™ m ™ m

o o o o

5

Statutory Shared Patemity
Pay (ShPP) recovered £ 2,696

NIC compensation on ShPP

Statutory Adoption Pay

(SAP) recovered 8

NIC compensation on SAP i

Total of boxes 12t 19 PdH £ 2,696

Funding received from |
HM Revenue & Customs

to pay
SMP/SPP/ShPP/SAP 11 mnus 22 PEY £ 422 726 4

L]
-
m
o
!!

20minus 21 [ £ 2,696

Deductions made from subcontractors & £

Amount payable for the year 23 + 24 &1 £ 422 726( 4

NICs and tax paid already [l £ 422 726| 4
Tax-free incentive ent
received during m?)'ﬁf 27

NOW PAYABLE 25mius26and 27 i £

I!

Boxes 29 and 30 are completed only if you are a CIS deductions suffered
limited company that has had CIS deductions Total of calumn E on form (15132
made from payments received for work in the Revised amount

N
D
"
o o

i C
construction industry now payable 28 minus 29 B4y
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Printing P60s
The P60 is the certificate of pay and tleducted andnust be distributed to your employees.
315tMay 2020is the deadline for distributing a P60 for the tax year topril 20to each employee who was working for you at that date.

Asking SD Worto print P60s
We can produce P60s for yolrthese will be printed onto Security Sealed P60s statiofiéry.cost for this service is:

1 90p per employee
1 £28.00delivery
To request this service, please email your Support Desk with the subjedattine 1~ ® (NPaRgdrclude the following information:
V Employer(s) name(s): If your Pay & People portal contains more than one employer please list these.
V Delivery Address: The addrassvhere you would like the documents delivered. Please include an addressee.
V Employee selection type:
o All employeeg All employees who were live in the Tax Year
o Employees live at 5tApril 2@®0 ¢ Any current employee and any employee who terminated on the 6th Ap2i0 20 later
o Employees live in Month 12/Week 52ny current enployee and any employee who was paid on the final payroll but has since terminated.

V Charges: Please indicate that you accept the charges mentioned above.
All P60 requests must be sent to your Support Deskld{ April 2020. There is a 5 working day turnaround for production of these documents
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Printing P60s yourself
You can also print P60s yourself using freepeted stationery available from HMRC:
http://www.hmrc.gov.uk/payerti/formsupdates/formspublications/onlineorder.htm
or telephone0300123 1074
The stationery required is
V P60 (SingleSheet/Shortened) (28-2020) - Certificate of Pay. For manual completion or withLaser Printer.

Once you have the stationery (see above):
1. Inthe Year End Process scre&fiew P60 line clickAccess this area.

G

Titanium Systems Limited

2019/20

At Year End

Surname | First Mame

Emplores o | |
Employeetame  cmployesNamber  MdYerlewer  POF
Gary Adams 0123 Mo View
Charlotte Allwood R25 Mo View
Kenneth Ambrose 0000062 Mo View
Sophie Andrews 78 Mo View
Daniel Andrews 0000013 No View
Micala Armstrang 0000027 Mo View
Andrew Boxall 0000002 Mo View
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2. ClickLaser Sheet Continuous.

e

s
Location [ An

Employee Selection |AII Employees

Batch Size 30

Batch 1 to 2

Output to Unofficial Stationery? |

3. Selectthe options as described below
V Location:Forms can be printed for each location individually. To print for all emplojesge the option as All
V Employee Selection
o All employeeg; All employees who were live in the Tax Year
o Employees live at 5th ApglAny current employee and any employeeatierminated on the 6th Apribr later
o Employees live in Month 12/Week 52ny current employee and any employee who was paid on the final payroll but has since terminated.
VV Batch Size/BatchPay and Peoplean produce P60s in batches. Alternativelyyéthisoption blank

A x> 4 oA

V Output to Unofficial Stationery] S+ @S of | y{ @ 6LT aStSOGSR:Y GKA&A gAff LINRPRAzOS tcna
However, all current employees must be provided with a P60 on HMRC approved stajionery

4. ClickGenerate.

5. When prompted, clickkpenand the document opens in Adobe Acrobat (or equivalent PDF reader):

|’I5dworx Pay & People Finishing the Tax Year 2020 11



a 1E2D6024-6F79-4E92-95AF-BEFAAAFIFCOT. pdf - Adobe Acrobat Reader DC

File Edit View Window Help
Home Tools 1E2D6D24-6F79-4.. X

B oé¢BERQ ®@® 13

Titanium Systems Limited
Gth Floor

The Victoria

150-182 The Quays
Salford

M50 ISP

Adams

Gary

0123

MX 95 64 58 C

R M O® = - @ B

2020
Chaple

945 Cl34567

68 Fordwich Road
London

London

NW2 8UG

6. Insert the HMRC stationery, P&Xigle SheéShortened(2019/2020) into your printer.

7. Select Print in Adobe Acrobat (equivalent pdf reader). Ensure that the page scaling is set to none in printer options.

|’Isdworx
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Making a final submission

A final submission would only be required if changes have been made to any employee fiscal values using a rollbacikaftdr fi##week 52 FPS
submission has been mad#.you are an SD WorxdPay & People Payroll Assistance customer, you do not neefbiow the procedure below. Your tax
year end submission will be undertaken by the Payroll Assistance team.

To use this feature, follow the procedure below.
1. In the Year End Process screen, SulBmitAmendmentkne, clickAccess This Area

Ot T

Titanium Systems Limited

2019/20

At Year End
Titanium Systems Limited Monthly
Titanium Systems Limited Fortnightly

2. Select the required Pay Interval

Full Payment Submission

Employer Titanium Systems Limited
Pay Interval Monthly

Submission Type Full Payment Submission

Pay & People will correctly determine whether a Full Payment Submission or Earlier Year Update is required based orsthensdaiai

If the submission date is 19th April or before a Full Payment Submisgidrewlisplayed, if the submission date is 20th April or later an Earlier Year Update
will be displayed.

3. ClickSubmit

I’ISdWOfX Pay & People Finishing the Tax Year 2020 13



EPSSubmission

Employers are obliged to file the EPS final declaration electronically either by using HMRC Basic PAYE Toolsher slatieartic meanSD Wonrxdoes
not file the EPS final declaraticas standardecausehis declaratiorby you the employeconfirms completion of the tax year to HMRC

|’ SdWO]‘X Pay & People Finishing the Tax Year 2020
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Frequently Asked Questions

Why would thetax | have paid over to HMRC nagree with the values shown omy reportsor HMRC systems?
Some of theeasons
1 External manugbayments or corrections have not beapplied to theSD WonPayroll.
1 You did not pay over the amounts dugenerallythe amount you pay over each period should be the value shawthe P30 Report.
1 You have not filed an EB8claring your Statutory Payment reclaim values.
1 HMRC have created duplicate records in efadrange of name, pay frequen®tg.).
1 Employes tranderred from one employee record to another have caused duplication on HMRC systems or double reportisdpfitiaorx
Why doNl-able earnings appear to be incorrect?
Areany of the below statements applicable:

1 If the individual has been on more than onelétter in the Tax Year, you need to ensure that when the letter changed, the correct earnings values
were used.

T5ANBOG2NEQ bL A& RAFFSNBYUG FYyR (GKS OFftOdz I GA2Yy A ¢ 2d\h anlamniaisetiasisA O f f
Why are some of my P60s missing?
P60s are produced according to the selection criteria that you have specified
1 All employees; All employees who were live in the Tax Year
1 Employees live at 5th Aprit Any current employee and any employee who teratgd on the 6th April 2B0 or later
1 Employees live in Month 12/Week 52Any current employee and any employee who was paid on the final payroll but has since terminated.
Can | have duplicate set of P60s?
Pay & People offers as standard the ability tovpdne-off copies of P60 data. S€einting P60s Yourself
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Section  Commencing the new Tax Year

Introduction

This sectiorassists with the commencement of tinew tax year.
Tax Code Actions

Currentemployees Tax Codes

Pay and Peopldoes the following automatically:
V Con6NIia Fff SyLfz2essSaq it E

V  Applies all uplifts of tax codes as per legisiat

O«
N
P
(0p))
Qx

Form P9 Tax Code Changes
You must:

V  Apply any new tax code changesmatified individually by HMRC.

02

Odzydz | GA DS

V Ensure any new tax codes you receive from the HMRC for Tax 2€a2@1 are implemented on your first payroll for the new Tax Year i.e. tax

week/month 1.
Forinformation on entering tax code changes, $egering a New Tax Cade

If you are a Payroll Assistance client these forms should be sent to your usDalorxcontact for processing.

New Starter Tax Codes

Please see the update guidance on Legislatiomvaty.sdworx.co.uk/taxyearendor the RTI user guidance atvw.sdworx.co.uk/rti/resourcesor specific

guidance on how to operate

|’ SdWO]‘X Pay & People Finishing the Tax Year 2020
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Order in which to update Tax Codes

Tax code canges that are not dated or do not have matching sequencing dates are applied as follows:
1 Uplift of tax codes by legislation
1 Individual P6/P9 changes submitted in payroll data
1 P45s/New Starter Checklists

Pension Scheme actions

Each year it is essential thyou check ALL your Pension Schemes parameters prior to processing your first pay period in the new Tax Yearhdt youital t
confirm with the pension providers and trustees that the current parameters are accurate.

For more information se€hecking Pension Details

National Insurance actions

Pay and Peoplautomatically reflects changes in legislation. However, if you eavaloyees on NIC categoriesydmeans of a CA2700 certificate, some
action may be requiredYou will need to have their NI Table letter reset to A if a new certificate is not sent in time for the first processing run.

Legislation Update

Please review the legislation update that will hold all th@@2Q021 information availableon the Tax Year End site

www.sdworx.co.uk/taxyearend

|’ SdWO]‘X Pay & People Finishing the Tax Year 2020 17
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Appendix 1¢ Correcting Errors

Introduction

This appendix covers how to correct any errors. Some errors may be corrected usiaythad Peoplaserinterface. Others require a rollback.

Correcting Data withat Rollback

If any of the items listed below are incorrect and month 12/week 52 has ajrbadn processed, you can correct them without performing a rollback of the
payroll.

Employee Personal Information
V  First names

Surname

Address

Date of birth

National insurance number

< < K< < <

Gender

For more information se€orrecting Personal Details

Employer Information

V Employer Name
Employer Address
Tax Office Name
Tax Office Number
Employer PAYE reference

< < < < <

Accounts Office Reference

For more information se€hecking TaRetails

|, deorx Pay & People Finishing the Tax Year 2020 18



Statutory Elements Brought ont®ay and People

If you started usingPay and Peoplpart way through the tax year and figures were input from your previous payroll provider, certain items can be corrected
without the need to rollback the payroll.

V Total Statutory Maternity Pay
Total Statutory Paternity Pay
TotalShared ParentdPay
Total Statutory Adoption Pay
Total Statutory Sick Pay

< < < < <

Total Student Loan Deductions
VV National Insurance Contributions

SeeCorrecting P11 Figures

If you are unsure how to correct theséems, please speak to youSD WonSupport Desk
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Correcting data using Rollback

If any of the items listed below are incorrect and month 12/week&8 already been processed, you will need to rollback to correct this information.
If you are unsure how to rollback and correct these items please speak to BidWorx Support Desk
Statutory Elements Processed throudfay and People
Items which have baeprocessed through thBay and Peoplpayroll system
V Tax
National Insurance
Statutory Maternity Pay
Statutory Paternity Pay
Shared Parentdbay
Statutory Adoption Pay

<K < < K< < <

Statutory Sick Pay
VV Student Loan Deductions

Statutory Elements Brought ont®ay and Peole

If you started usingPay and Peoplpart way through the tax year and figures were brought oRtty and Peopla rollback will be required in order to correct
the items below.

V Gross Pay To Date
V Taxable Pay To Date
V Tax Due To Date

|’ SdWO]‘X Pay & People Finishing the Tax Year 2020 20



Appendix & User Guides

Entering payments made to HMRC

1. Log intoPay and Peoplend from within the Payroll modujeelectAdministration, Company Setupnd select the employer.

@ Employer Details | Delivery Addresses | View Pay Interval | View P32 Detzils | View HMRC Payments | Return to Employer List
Employer Titanium Systems Limited ECON
Address 6th Floor Tax Office Name Chaple
The Victoria Tax Office No 945
150-182 The Quays Employer PAYE Reference CI34567
Accounts Office Reference
Town Salford Tax Year End Submission Full
County SA Unigue Tax Reference
Postcode M50 35P COTAX reference
Telephone 020 7335 3000 Fax
Email
Document Delivery Details: Steven Mckenna
Ceridian
6th Floor
The Victoria
150-182 The Quays
Salford
Ma0 35P

2. In the top right selecView HMRC Payments

e |
[ Ceee—

‘ Tax Year: 201912020 ‘

| Period  PeriodEnding  Pagmembwe  Complte
0 /A NfA Yes

1 05/05/2020 19/05/2020 Mo

2 05/0 6/2020 19/0 6/2020 No

I’ISdWOfX Pay & People Finishing the Tax Year 2020 21



3. Check the correct Tax Year is displayed at the top of the screen

4. Click on the period for which the payment has been made from the list

C,]' Edit HMRC Payment (Titanium Systems Limited, Period 1, Tax Year 2019/20 )

Tax Due

MIC Due

Period Starting
Period Ending
PaymentDue

Tax Brought Forward

MIC Brought Forward

19610.99

15154.84
06/04/2020
05/05 /2020

19/05 /2020

0.00

0.00

Tax Paid [0.00 | @
NIC Paid [0.00 | @
Reference | | L7
Tax-Free Incentive Payment [0.00 | 7]
Complete ]

Please be aware that if vou are reclaiming SMP, it is deducted from your overall tax
bill at 923 which is the standard rate that vou can redaim unless you qualify for
small employer's relief,

You may pay in a variety of ways including electronic methods. For information on ways to pay please click here.

VV Enter the Tax Pai@dnd NIC Paid to the HMRC

V Enter a Reference if required

5. If required, enter any Takree Incentive that has been claimed

TaxFree Incentive should only be entered in one period.

6. Tick theCompletebox.

7. ClickSave.

2dz oAt t

5

[
No
[«
A
(s}

aw/ Qomple¥®lnmna a ONBS

V26

1]/ sdworx
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Entering a New Tax Code

1. Log intoPay and Peoplend from within the Payroll modu)selectEmployees, Employee List.

e ]
Location fau Employee Status @) current () Former Surname [ |
Division [ an Employee No. | | First fame | |
Job Title IM Payroll Status IAI Preferred Name | |
Company [An Account Number | |

Choset
fmployeeteme 0O ek DO beten 00 Acewtte.  Netonfayol  lmPayolsin

Adams, Gary 0123 London 36555412 1
Alwood, Charlotte R25 London 31251456 1

2. Select the employee from the list ¢ibu cannot see the employee in the list, check the search filters in the top of the window)
3. SelectEmployee Payroll InfothenPay & Tax Details

@Pﬁmarypay&TaxDm Return To Employee Summary | Long Term Hold Periods| Payment Types

T pene—— =
Swws | Coremt
@
@
Tax Code @
NI Category | A-Standard Rate @

V Enter the Tax Code
V Select Week 1 Month 1 if applicable.
4. ClickSave
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Checking Bx Details

1. Log into Pay and People. From within the Payroll module, sathwinistration, Company Setup
2. Slect therequiredcompany from the list.

3. In Employers detalils, cliédit.

) Employer Details Delivery Addresses | View Pay Interval | View P32 Details | View HMRC Payments | Return to Employer List

Employer Titanium Systems Limited ECON
Address 6th Floor Tax Office Name Chaple
The Victoria Tax Office No M5
150-182 The Quays Employer PAYE Reference 134567
Accounts Office Reference
Town Salford Tax Year End Submissien Ful
County SA Unique Tax Reference
Postoode ME0 5P COTAX reference:
Telephone 020 7335 3000 Fane
Email
Document Delivery Details: Steven McKenna
6th Floor
The Victoria
150-162 The Quarys.
Salford
M50 350

4. Check each entry, correcting as required:
V. Employer NameAs found on the PayslBooklet (see next page).
V Address¢ KAa A& (GKS FRRNFaa ILIISIENRY3I 2y @2dzNJ SYLIX 28SSaQ tcnao
V Tax Office Namet KS y I YS 2F (KS GIE 2FFAO0S NBaLRyaAofS FT2NJ &2dzNJ O2YLJ yéQa
\%

Tax Office Number & Employer PAYE Referefidgs entry comprises the thregh NI OG SNJ (G E 2FFAOS ydzYo SNE G KSy
SYLX 28SNRa t!,9 NBEFSNBYyOS>: Sodad amHoOK! ! MHONpE®

Accounts Office Referenc&:our HMRC Accounts Office Referenées found on correspondence from the HMRC

<
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Checking Pension Details

1. Log intoPay and People&nd from within the Payroll modu)selectAdministration, Pension Schemes.

e

Ensloyer E [searcn |
ALL AVC AVC ez No Mo

ALL CO COMP Company Tax Approved SBEBEABAK No No Yes

ALL GPPP Group Personal Pension Flan No Mo Mo

. 1 . 3 Records

show |25 records per page

2. Select the pension scheme from the list

3. The Edit Pension Scheme screen opens:

I’ISdWOfX Pay & People Finishing the Tax Year 2020
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e e

Employer ALL

@
Reference |cPPP x| @
Description |Group Persanal Pension Plan | @
Pension Year Start Date IElh - IApri - @
Pension Scheme | Perzonal Pension Scheme (Including GPP & Stakeholder) @
Auto-enrolment Type | Auto-enrolment scheme @
Reduce contribution by Basic Rate Tax O (If type of Pension Scheme is Personal, induding GPP & Stakeholder) @
Type |Percentage @
Amount @
Type [Percentage @
sunt °

1In the fields below enter a cash amount or for NI Earning Limits enter LEL, PT, UEL, QELT or QEUT
Stat paint —
End Point L 1

V Amend the items as required
4. SelectSave.
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Correcting PersondDetails

1. Log intoPay and Peopland from within the Payroll module seleEmployees, Employee List.

& e NN

Location fAn
Division [an
Job Title o
Company [

Employee Status  (®) Current () Former

Employee No. |

Payroll Status IAI

Account Number |

First Name |

Preferred Name |

Adams, Gary

Alwoaod, Charlotte R25
Ambrose, Kenneth 0000062
Andrews, Daniel 0000013
Andrews, Sophie 78
Armstrong, Micola 0000027

London
London
Lendon
Bristol

London

31251456

12567834

13554589

95655985

2. Select the employee from the list (if you cannot see the employee in the list, check the search filters in the top ofltve)win

3. SelectEmployee Infothen Personal Detalils.
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[ L e———— cmvtoesoz
olrectmer sms
Tide L Date Of Birth [20]~ [ December [~ |[1574 [
First Name Draniel
| | Gender ® male O Female
Middle Name [ |
Marital Status [Singe  [v]
Address [10 Sydenham Grove | Email |danigl andrews@diamond co.uk
[Forest Hin | Home Email |
| | Home Tel [020 62911234 |
[ | Mabile Tel | |
Town [London | Work Tel | |
County | | Extension No | |
Postcade
I Number Proof OF Eligibility [Birth Certificate From UK or ROI
Proof OF Eligibility Comments | -
Passport Number |
Does employee have a work |
permit?

VV Correct any details as required.

4. ClickSave.
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Correcting P11 Figures
1. Log intoPay and Peopland from within the Payroll module sele€mployeesthen Employee List.

i
Location fau Employee Status (@) current () Former Surname | |
Division [ An Employee No, | | First Name | |
Job Title [an Payroll Status [ AW Preferred Hame | |
Company IM Account Number | |

[Reset

[Eemeresnme ] _ __ | tekonreyrall _
Adams, Gary
Alwood, Charlotte R25 London 31251456 1
Ambrose, Kenneth 0000062 London 12567834 1
Andrews, Daniel 0000013 London 13554589 1

2. Select the employee from the list (if you cannot see ¢hgployee in the list, check the search filters in the top of the window)
3. SelectEmployee Payroll Infothen Previous Salary Details

e e |

Bl e v | R F——— emreetort
PR ) s

£2500.00 £2500.00 £426.78 2019/20 Yes (Pay Run Complete)

. 1 .1Ilm:|rds

Slmlw - records per page

4. Select the P11 from the list.
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@ Edit P11 | Retumn To Previous Salary List

e st verton Co D Pee—

81 Current

@ Because this record has been induded in a Pay Run the Total Pay TD, Taxable Pay TD and Tax Due TD fields have been locked.

old Payroll ID @ Total SHMP © || Delete Amended code —tL
1s Employee A Director? @ Total 55P (7]

Total Pay TD @ Total SPP @

Taxable Pay TD @ Total 54P @

Tax Due TD @ Total SHPP @

Gross earnings for NIC TD @ Total Student Loan (7]

Benefits Taxed in Payrall TD (=]

Previous Employment Pay & TaxTotals [ Ada |
Total Pay TD @

Tax Due TD

Delete Category 1a ib ic 1d 1e 1f SCON

1 A 481 182 1837 /] 436.21 201.45

Cpua | oot |
“sove |

I’ISdWOfX Pay & People Finishing the Tax Year 2020 30



5. Amend any of the following figures as required

Vv

< < < <

Vv

Total SMKStatutory Maternity Pay)
Total SSP (Statutory Sick Pay)
Total SPP (Statutory Paternity Pay)
Total SIPP tharedPaental Pay)
Total SAP (Statutory Adoption Pay)

Total Student Loan

6. To Amend National Insurance Contributions, select the NI Category line

E) Mational Insurance Contributions
Tax Year 2019/2020
Table Letter |A - Standard Rate
@
1b @
1ic 1837 @
1d DI @
1e @
if ®
SCON | | L7
7. Amend figures as required then cliSlave.
8. In the Edit P11 screen, clilave.
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Checking P30 Values

1. Log intoPay and Peopland from within the Payroll module, seleReports thenView Reports

@ REPORTS ‘T\\

Choose Report Section Select A Report

g :3'1":’5 = Currency Required

ay
ﬁ = Employee Pay Deviation
ﬁ Pay Run Checks = P11 Summary report
ﬁ Audit =/ Payroll Absence report

Payroll Deduction And Attachment report
Payroll Summary - Individual Pay Period

Payroll Summary - Year To Date
Pension Contributions

Pay Element Preview

Pay Interval Summary
Bank Details
Payroll Month End Summary

Payroll Summary A Year To Date

Payroll Summary B Year To Date

Payroll P30 Summary

ly G M Gy Uy UGN LGN MY UL UMDY QLN QUNN ULLy LDn GO g
n

Report Help

Payroll P30 Summary

Summary
This report shows spedfic payroll data for a spedfic company for the selected Tax Year
Fields Displayed

PAYE
Student Loans
Net Tax
Gross NI
55P

SHMP

SAP
QOSPP/ASPP
MNet MI
Total Due
Tax Paid

Ni Paid

2. SelectPayroll thenPayroll P36Gummary

fj Payroll P30 Summary

Return To Reports List

| Report Output Format

| Text File (*.csv)

Company

Tax year

| Titanium Systems Limited

| 2019/2020 -

3. Select the Company
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4. Specify the following settings:
V Report Output Formatta ¢ SEG FAE S
V Select Tax Yeat019/2020¢

5. ClickRun Report

OF ©OE B0 &

6. Confirm that
V' The Tax Carried Forward figure is 0 at March
V'  The NI Carried Forwafdyjure is O at March
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