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General Information  

 There is a host of information available on the SD Worx website  

 

www.sdworx.co.uk/resources  

www.sdworx.co.uk/tax-year-end  

www.sdworx.co.uk/specialist-payroll-services  

www.sdworx.co.uk/rti/resources  

 

 Join our group SD Worx & UK Legislation   

 

 Follow @SDWorxUKI on twitter 

 

For further information about our products and services, 
please see our web site www.sdworx.co.uk  

  

http://www.sdworx.co.uk/resources
https://www.sdworx.co.uk/tax-year-end
http://www.sdworx.co.uk/specialist-payroll-services
http://www.sdworx.co.uk/rti/resources
https://www.linkedin.com/groups/4496129
http://twitter.com/SDWorxUKI
http://www.sdworx.co.uk/
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Checklist 

Use the checklist below to ensure 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. 

Task Page 
Support 

Customers 
Payroll Assistance 

Customers 

Preparing for End of Year 

Enter & reconcile payments made to the HMRC 5   

Finalising Tax Year 

Print P60s 

SD Worx can be contracted to print P60s. For details see Asking SD Worx to print P60s 
9   

Submit RTI Amendments (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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Section 1 - Preparing for End of Year 

Introduction 

This section covers keeping your payroll up-to-date in readiness for End of Year 2020. It also contains advice on what may cause issues at the End of Year and 
how to avoid them. 

Enter monthly payments to the HMRC  

Each month, payments made to the HMRC for PAYE must be entered into Pay and People.  In the Tax Year End section this will appear on your P35 
Information sheet under άbL/ǎ ŀƴŘ ¢ŀȄ tŀƛŘ !ƭǊŜŀŘȅέΦ 

If this has not been done, please see Entering payments made to HMRC for 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 HMRC balances to the Tax and NICs due for that period.   

It is essential that this is checked prior to making an electronic submission. 

For further information please see Checking P30 Values. 
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Section 2 ς Finalising Tax Year 

Introduction 

This section covers aspects of finalising Tax Year End 2019/2020.  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 into Pay and People and in the Payroll module, select Year End, Year End. 

 

2. Check:  

V Tax Year at the top of the screen is set to 2019/20. 

V {ǘŀǘǳǎ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜǊ ƛǎ Ψ!ǘ ¸ŜŀǊ 9ƴŘΦΩ LŦ not, then one or more of your payrolls has not been processed.  This may be due to a redundant Pay Interval.  
Check that any live Pay Intervals are in the new tax year 

2019/20 
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3. Select the employer from the list. 

 

4. From the Year End Process screen, View P35 line, click Access This Area.  

 

 

 

2019/20  

2019/20  
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5. In Part 1 Summary of Employees and Directors, click View. 

6.  Check the following  

V .ƻȄ о ŀƴŘ .ƻȄ с ά¢ƻǘŀƭ bL/ǎέ ŀƴŘ ά¢ƻǘŀƭ ǘŀȄέ 

For more on this, see Checking P11 Values.  

V Box 27 άbL/ ŀƴŘ ¢ŀȄ tŀƛŘ !ƭǊŜŀŘȅέ Ƙŀǎ ōŜŜƴ ŎƻƳǇleted  

V Box 29 άbƻǿ tŀȅŀōƭŜέ ƛǎ ϻлΦллΦ   

For more on this, see Entering payments made to HMRC. 

7. Close the document. 

  



  Pay & People Finishing the Tax Year 2020 9 
 

Printing P60s 

The P60 is the certificate of pay and tax deducted and must be distributed to your employees.  

31st May 2020 is the deadline for distributing a P60 for the tax year to 5th April 2020 to each employee who was working for you at that date. 

Asking SD Worx to print P60s 

We can produce P60s for you.  These will be printed onto Security Sealed P60s stationery. The cost for this service is: 

¶ 90p per employee 

¶ £28.00 delivery 

To request this service, please email your Support Desk with the subject line άtсл tǊƻŘǳŎǘƛƻƴέ and include 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 address to where you would like the documents delivered. Please include an addressee.   

V Employee selection type:  

o All employees ς All employees who were live in the Tax Year 

o Employees live at 5th April 2020 ς Any current employee and any employee who terminated on the 6th April 2020 or later  

o Employees live in Month 12/Week 52 - Any current employee 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 Desk by 14th 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 free pre-printed stationery available from HMRC:  

http://www.hmrc.gov.uk/payerti/forms-updates/forms-publications/onlineorder.htm  

or telephone 0300 123 1074. 

The stationery required is  

V P60 (SingleSheet/Shortened) (2019-2020) - Certificate of Pay. For manual completion or with a Laser Printer. 

Once you have the stationery (see above): 

1. In the Year End Process screen, View P60 line, click Access this area. 

 

 

 

 

2019/20  

http://www.hmrc.gov.uk/payerti/forms-updates/forms-publications/onlineorder.htm
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2. Click Laser Sheet Continuous. 

 

3. Select the options as described below 

V Location: Forms can be printed for each location individually. To print for all employees, leave the option as All 

V Employee Selection  

o All employees ς All employees who were live in the Tax Year 

o Employees live at 5th April ς Any current employee and any employee who terminated on the 6th April or later  

o Employees live in Month 12/Week 52 - Any current employee and any employee who was paid on the final payroll but has since terminated. 

V Batch Size/Batch: Pay and People can produce P60s in batches.  Alternatively, leave this option blank. 

V Output to Unofficial Stationery: [ŜŀǾŜ ōƭŀƴƪΦ  όLŦ ǎŜƭŜŎǘŜŘΣ ǘƘƛǎ ǿƛƭƭ ǇǊƻŘǳŎŜ tслǎ ǿƛǘƘ ŀƴ άǳƴƻŦŦƛŎƛŀƭέ ōŀŎƪƎǊƻǳƴŘΦ /ŀƴ ōŜ ǳǎŜŘ ŦƻǊ ƻŦŦƛŎŜ ŎƻǇȅΦ 
However, all current employees must be provided with a P60 on HMRC approved stationery.)  

4. Click Generate. 

5. When prompted, click Open and the document opens in Adobe Acrobat (or equivalent PDF reader): 
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6. Insert the HMRC stationery, P60(Single Sheet/Shortened)(2019/2020) into your printer. 

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

  

2020 
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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 rollback after the month 12/week 52 FPS 
submission has been made.  If you are an SD Worx Pay & People Payroll Assistance customer, you do not need to follow 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, Submit RTI Amendments line, click Access This Area 

 

2. Select the required Pay Interval 

 

Pay & People will correctly determine whether a Full Payment Submission or Earlier Year Update is required based on the submission date. 

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

3. Click Submit 

2019/20  
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EPS Submission  

Employers are obliged to file the EPS final declaration electronically either by using HMRC Basic PAYE Tools, or some other electronic means SD Worx does 
not file the EPS final declaration as standard because this declaration by you the employer confirms completion of the tax year to HMRC 
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Frequently Asked Questions 

Why would the tax I have paid over to HMRC not agree with the values shown on my reports or HMRC systems? 

Some of the reasons: 

¶ External manual payments or corrections have not been applied to the SD Worx Payroll. 

¶ You did not pay over the amounts due. Generally, the amount you pay over each period should be the value shown on the P30 Report. 

¶ You have not filed an EPS declaring your Statutory Payment reclaim values. 

¶ HMRC have created duplicate records in error (change of name, pay frequency, etc.). 

¶ Employees transferred from one employee record to another have caused duplication on HMRC systems or double reporting from SD Worx. 

Why do Nl-able earnings appear to be incorrect? 

Are any of the below statements applicable: 

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

¶ 5ƛǊŜŎǘƻǊǎΩ bL ƛǎ ŘƛŦŦŜǊŜƴǘ ŀƴŘ ǘƘŜ ŎŀƭŎǳƭŀǘƛƻƴǎ ǿƻǊƪ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŦǊƻƳ ǎƛƴƎƭŜ ŜŀǊƴƛƴƎǎ ǾŀƭǳŜǎΣ ŀǎ 5ƛǊŜŎǘƻǊǎ bL/ǎ ƛǎ ŀŎŎƻǳƴǘŜd on an annualised basis. 

Why are some of my P60s missing? 

P60s are produced according to the selection criteria that you have specified 

¶ All employees ς All employees who were live in the Tax Year 

¶ Employees live at 5th April ς Any current employee and any employee who terminated on the 6th April 2020 or later  

¶ Employees live in Month 12/Week 52 - Any current employee and any employee who was paid on the final payroll but has since terminated. 

Can I have duplicate set of P60s? 

Pay & People offers as standard the ability to print one-off copies of P60 data. See Printing P60s Yourself 
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Section 3 ς Commencing the new Tax Year 

Introduction 

This section assists with the commencement of the new tax year. 

Tax Code Actions 

Current employees Tax Codes 

Pay and People does the following automatically: 

V ConvŜǊǘǎ ŀƭƭ ŜƳǇƭƻȅŜŜǎΩ ǘŀȄ ŎƻŘŜǎ ǘƻ ŀ ŎǳƳǳƭŀǘƛǾŜ ōŀǎƛǎΦ  

V Applies all uplifts of tax codes as per legislation 

Form P9 Tax Code Changes 

You must: 

V Apply any new tax code changes as notified individually by HMRC. 

V Ensure any new tax codes you receive from the HMRC for Tax Year 2020/2021 are implemented on your first payroll for the new Tax Year i.e. tax 
week/month 1.   

For information on entering tax code changes, see Entering a New Tax Code. 

If you are a Payroll Assistance client these forms should be sent to your usual SD Worx contact for processing. 

New Starter Tax Codes 

Please see the update guidance on Legislation at www.sdworx.co.uk/tax-year-end or the RTI user guidance at www.sdworx.co.uk/rti/resources for specific 
guidance on how to operate   

http://www.sdworx.co.uk/tax-year-end
http://www.sdworx.co.uk/rti/resources
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Order in which to update Tax Codes 

Tax code changes that are not dated or do not have matching sequencing dates are applied as follows: 

¶ Uplift of tax codes by legislation 

¶ Individual P6/P9 changes submitted in payroll data 

¶ P45s/New Starter Checklists 

Pension Scheme actions 

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

For more information see Checking Pension Details.  

National Insurance actions 

Pay and People automatically reflects changes in legislation. However, if you have employees on NIC categories J by means of a CA2700 certificate, some 
action may be required. You 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 the 2020-2021 information available on the Tax Year End site 

www.sdworx.co.uk/tax-year-end  

  

http://www.sdworx.co.uk/tax-year-end
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Appendix 1 ς Correcting Errors 

Introduction 

This appendix covers how to correct any errors. Some errors may be corrected using the Pay and People user interface. Others require a rollback. 

Correcting Data without Rollback 

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

Employee Personal Information 

V First names 

V Surname 

V Address 

V Date of birth 

V National insurance number 

V Gender 

For more information see Correcting Personal Details.  

Employer Information 

V Employer Name 

V Employer Address  

V Tax Office Name 

V Tax Office Number 

V Employer PAYE reference 

V Accounts Office Reference  

For more information see Checking Tax Details.  
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Statutory Elements Brought onto Pay and People 

If you started using Pay and People part 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 

V Total Statutory Paternity Pay 

V Total Shared Parental Pay 

V Total Statutory Adoption Pay 

V Total Statutory Sick Pay 

V Total Student Loan Deductions 

V National Insurance Contributions 

See Correcting P11 Figures. 

If you are unsure how to correct these items, please speak to your SD Worx Support Desk 
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Correcting data using Rollback 

If any of the items listed below are incorrect and month 12/week 52 has 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 your SD Worx Support Desk 

Statutory Elements Processed through Pay and People 

Items which have been processed through the Pay and People payroll system 

V Tax 

V National Insurance  

V Statutory Maternity Pay 

V Statutory Paternity Pay 

V Shared Parental Pay 

V Statutory Adoption Pay 

V Statutory Sick Pay 

V Student Loan Deductions 

Statutory Elements Brought onto Pay and People 

If you started using Pay and People part way through the tax year and figures were brought onto Pay and People a 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 
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Appendix 2 ς User Guides 

Entering payments made to HMRC  

1. Log into Pay and People, and from within the Payroll module, select Administration, Company Setup and select the employer. 

 

2. In the top right select View HMRC Payments 

 

2019/2020  

05/05/2020  19/05/2020  

05/0 6/2020  19/0 6/2020  
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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 

 

V Enter the Tax Paid and NIC Paid to the HMRC 

V Enter a Reference if required  

5. If required, enter any Tax-Free Incentive that has been claimed  

Tax-Free Incentive should only be entered in one period. 

6. Tick the Complete box. 

7. Click Save.  

¸ƻǳ ǿƛƭƭ ōŜ ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ Iaw/ tŀȅƳŜƴǘǎ ǎŎǊŜŜƴΦ ! ά¸Ŝǎέ ƴƻǿ ŀǇǇŜŀǊǎ ƛƴ ǘƘŜ Complete column. 

  

2019/20  

06/04/2020  

05/05 /2020  

19/05 /2020  
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Entering a New Tax Code 

1. Log into Pay and People, and from within the Payroll module, select Employees, Employee List.  

  

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

3. Select Employee Payroll Info, then Pay & Tax Details. 

 

V Enter the Tax Code 

V Select Week 1 Month 1 if applicable. 

4. Click Save. 



  Pay & People Finishing the Tax Year 2020 24 
 

Checking Tax Details 

1. Log into Pay and People. From within the Payroll module, select Administration, Company Setup. 

2. Select the required company from the list. 

3. In Employers details, click Edit. 

 

4. Check each entry, correcting as required:  

V Employer Name: As found on the Payslip Booklet (see next page). 

V Address: ¢Ƙƛǎ ƛǎ ǘƘŜ ŀŘŘǊŜǎǎ ŀǇǇŜŀǊƛƴƎ ƻƴ ȅƻǳǊ ŜƳǇƭƻȅŜŜǎΩ tслǎΦ  

V Tax Office Name: ¢ƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǘŀȄ ƻŦŦƛŎŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ǘŀȄ ƳŀǘǘŜǊǎΦ 

V Tax Office Number & Employer PAYE Reference: This entry comprises the three-chŀǊŀŎǘŜǊ ǘŀȄ ƻŦŦƛŎŜ ƴǳƳōŜǊΣ ǘƘŜƴ ŀƴ ƻōƭƛǉǳŜ όάκέύΣ ǘƘŜƴ ǘƘŜ 
ŜƳǇƭƻȅŜǊΩǎ t!¸9 ǊŜŦŜǊŜƴŎŜΣ ŜΦƎΦ άмноκ!!мнопрέΦ 

V Accounts Office Reference: Your HMRC Accounts Office Reference.  As found on correspondence from the HMRC 

  



  Pay & People Finishing the Tax Year 2020 25 
 

Checking Pension Details 

1. Log into Pay and People, and from within the Payroll module, select Administration, Pension Schemes. 

 

2. Select the pension scheme from the list 

3. The Edit Pension Scheme screen opens: 
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V Amend the items as required 

4. Select Save.  
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Correcting Personal Details 

1. Log into Pay and People and from within the Payroll module select Employees, Employee List.  

 

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

3. Select Employee Info, then Personal Details. 
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V Correct any details as required. 

4. Click Save. 
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Correcting P11 Figures 

1. Log into Pay and People and from within the Payroll module select Employees, then Employee List. 

  

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

3. Select Employee Payroll Info, then Previous Salary Details. 

 

4. Select the P11 from the list. 

2019/20    
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5. Amend any of the following figures as required 

V Total SMP (Statutory Maternity Pay) 

V Total SSP (Statutory Sick Pay) 

V Total SPP (Statutory Paternity Pay) 

V Total ShPP (Shared Parental Pay) 

V Total SAP (Statutory Adoption Pay) 

V Total Student Loan 

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

 

7. Amend figures as required then click Save. 

8. In the Edit P11 screen, click Save. 

 

2019/2020 
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Checking P30 Values  

1. Log into Pay and People and from within the Payroll module, select Reports, then View Reports. 

 

2. Select Payroll, then Payroll P30 Summary 

 

3. Select the Company  

2019/2020 
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4. Specify the following settings: 

V Report Output Format: ά¢ŜȄǘ ŦƛƭŜ όϝΦŎǎǾύέ 

V Select Tax Year: ά2019/2020έ 

5. Click Run Report 

 

6. Confirm that  

V The Tax Carried Forward figure is 0 at March 

V The NI Carried Forward figure is 0 at March 

 




