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Summarised End of Year Procedures

1. Complete the Payroll as you normally would, including:
i. Create Payments
ii. Make BACS (etc.) payments for all Pay Groups, covering the last pay period
for the 2015-2016 tax year.
iii. Print any reports you normally would, such as Payslips, Pay Summary, etc.
iv. Submit the FPS for all Pay Groups as normal but DO NOT select them as the
final one.

--- This is the end of the ‘normal’ process ---

2. Submit the EPS with Final Submission section completed. (Refer EPS section below)
3. Move HR Payroll calendar/s into the new tax year. (Refer Set the correct Tax Year below)
4, ABC will import the new year’s Tax Rates before the year starts.

5. Print and send the P60 End of Year Certificates to employees by 31 May 2016. (Refer P60’s
section below)
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Final EPS Completion

€ Open HMRC Communications. HR > Payroll > HMRC Communications

HMAC Graup  Default

@ From the HMRC Group drop down —"""™

Formn Subrmitted Successtul Status Creats FPS
menu, select the Pay Group T

Create EPS
e Click on the Create FPS button — |

-
. -
to confirm no pays are found = -

Show successful

Elucessh
-~ k] BResubmit
e Repeat for every Pay Group T~o Oitpitiogs

There are no FP5 records to be submitted to the HMRC.

-~
From HMRC
Load
Farmn Recaived from HMRC Pending Show processed

HMRC Group  Default
ToHMRC

Form |Submitted |Suceesshul |Status | Create FP5
Create NVR

&) Click onto the Create EPS button

e Employer Payment Summa

Fecovetatlesmouns & @ Ensure the Final submission tick box is
recovere ® Final for year .
e ’ ticked and answer the standard P35
NIC compensation on SMFP Because scheme ceased £
OSPF recoverad Did you make any free of tax' pavments to an emploves? n other words, did d EC| a ratiO n q u est i O n S be I OW.
) youbear any of the ta yourself rather than deduct it from the employes?
NIC compenzation on O5PP % Mo s

ASPP recovered

s far a3 you know, did anyane else pay expenses o in any way provids
wouchers or benefits to any of your employees while they were employed by you
during the year?

MIC compensation on A5FF

SAP recovered

® N !
NIC compensation on 547 ° e
15 deductions suffered Did arwane employed by & person of company outside the UK wark for 30 or
mare days in & row?
55P recovered ® No Ves

Have you paid any of an employes’s pay to someone ather than the employes,

Ma payments for tax monthis) far example. to & school?

® No e
Prrevious Future
Are pou a Service Company and have operated the Intermediarnies legislation
From B/ / T3/ ! (chapter 8 of part 2 of ITEPA, sometimes known as IR35)?

® No Yes
Are completed forms P10 and P110[b) Returns of expenses payments,
benefits and Class 14 contributions dus?

® No e

Submi eﬂi-l-—e Once complete click Submit
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Note; Recoverable amounts are entered as part of each normal monthly process so there is
no specific additional requirement for this during the end of year Final submission process
except to reconcile the year end figures and make sure they are correct.

@ Open HMRC Group Maintenance. HR > System > Payroll > HMRC Group Maintenance

e HMRC Group Maintenance

Accounts office ref  B35PC00000000

N Dedouit Do not send to HMRC
[ coguwen [ PsOpmegismces [ Conmunicosonwth HMAC
HMRC Usesname  Usemname Employment allowance indicator
HMRC Passwoed  Password PAYE refund
Tax office number  TOnumbes Account rurmbet
Tax cffice refetence  TOrelerence Account names
Sort code

ECON Buliding sociaty rel
SAUTR Smal employes
Yea |Threshold  |Small Employer
el el 2014/2015 45000 Mo
| Curer yea 2015 | 2013/2014 45000 |No
/
Regdy There iz one HMRC Group

From the|Name drop down menu, select each Pay Group and ensure
that the Current Year field has been updated to the new year (i.e. 2017)

Page 5




Set the correct tax year
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To set the correct Pay year, for each Pay Group:

Set the Last Open Period
Set the Current Period
Set the First Open Period

@ Open HR Posting Period Maintenance. HR > System > Payroll > Posting Period Maintenance

@ Human Resources -- Set Pasting Periods - PR Monthly UK =1
[ £ HdO0O0O0O B #BA 0
Calendar PR Monthly UF, @€ e . .
=~ : —@) First, set the Last Open Period
Calendar rears Select the companies thiz change should affect
Description Start D ate End Date Period Length  |In Use Select all Deselect all i .
201202 OR/04/2011  O5/04/2012 1 Manth e —J —J in the new tax year; from the
2012/2013 06/04/2012  05/04/2013 1 Month false —e-Lomputers - UK 3
2013/2014 06/04/2013  05/04/2014 1 Month tiue Calendar drop down, select the
20142015 06/04/2014  05/04/2015 1 Month e
2SS0 OE/04/2015  (05/04/2018 b Pay GroUp
—€) Double click onto the year to
open it
Peimanently Clozed Open © Claged  Current
Ready Calendar 2 of 3
A new window will open
@ Maintain Periods: 2015/2016 = | []
D escription |5tart Ciate |End Dats [lnUse | o Com plete’
4yfeek 1 09 March 2015 05 April 2015 true
4yiesk 2 0B April 2015 03 May 2015 trug . .
£iiosk 3 04 May 2015 31 Moy 2015 s / Right click onto the month you want to set as
4'\Week 4 01 June 2015 28 June 2015 true .
Ly/eek 5 29.June 2015 26.July 2015 true the Last Open period
4'vw'eek B 27 July 2015 23 August 2015
$ionk 7 2 August 2015 |20 September o From the menu that appears, select Set as Last
4'wiesk 8 21 September 2015 15 true .
4wk 3 19 Octaber 2015 true Open Period
A'veek 10 16 Movember 2010 3 December 2015 true
4wfeek 11 14 Decem 10 January 2016 true b CIose
$iagk 12 11J = F_n—fé—_c;_..__..;m_pd
4'ieek 13 08 Fehi 25 B lliease e Lol STl X . .
Set as Last Open Periadl ] | All periods after the Last Open period will be closed
Set as Current Period
tren RGOk Permanently Close Prior Periods
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(@) Maintain Periods: 2015/2016 = | [ B3
Description |Start Diate |End Date llnlse |
4 'wesk 1 09 March 2015 05 April 2015 true
4'week 2 08 April 2015 03 Mayp 2015 true
4'wWeek 3 04 May 2015 31 Mayp 2015 true
4'wfeek 4 01 June 2015 28.June 2015 true
4 'wWeek B 29 June 2015 2B July 2015 true
4'Week & 27 July 2015 23 August 2015 trug
4'wWeek 7 24 August 2015 20 September 201 (=
4 '\week 8 21 September 2015 18 October true
4'wfeek 9 18 October 2015 15 mber 2015 true
4'wieek 10 16 Movemnber 201 December 2015 true
4'wieek 11 14 Dece 10January 2016 true
4'wlesk 12 114 P IO T S
4'\wfeek 13 08 Feb

Set as Last Open Period

et as Current Period

Open |Clozed Current F

(&) Maintain Periods: 2015/2016

D escription
4'\week 1
4'week 2
4'Week 3
4'Week 4
4'week 5
4'\week B
4'Week 7
4'Week 8
4'Week 9
4'week 10
4'wieek 11
4'Week 12
4'wWeek 13

Open | Cloged  Current

(=10 3
Start Date End Date Jlnlse |
09 kMarch 2015 05 April 2015 true
06 2 pril e TP F——r——
04 May 2 Set as First Open Period ]
0 June
23 June Set as Current Period
27 Julp =
24 Augu

21 September 2015
15 October 2015

180ctaber 2015 e
15 Movember 2015 true

16 Movember 2015 13 December 2015 true
14 December 2015 10 January 2016 true
11 January 2016 07 February 2016 true

08 February 2016

Permanently Clozed

0E March 2016 true

Repeat these steps for all Pay Groups

Close
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6 Next, set the new Current Period:

Re-open the year (refer to Step 3)

Right click onto the month you want to set
as the Current Period

From the menu that appears, select Set as
Current Period

Close

6 Next, set the new First Open Period:

Re-open the year (refer to Step 3)

Right click onto the month you want to set as
the First Open Period

From the menu that appears, select Set as First
Open Period

Close

This will close all periods prior to the First Open Period




P60 End of Year Certificates
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P60’s for the tax year 2015/2016 must be sent to the employee before 31 May 2016

€@ Open P60 End of Year Certificate Report. HR > Payroll > Reports > P60 End of Year Certificates

iew Mode

@ PE0 End of Year Certificate Report

Al

(=] [ e

7 Employes code
HMRLC group
Pay group
Profit centre

&ranch

to 2zzZEZ

“r'ear end 3 April
Custom Heading
Tree

Qutput report to

Address:
—_—

_ © complete:
~

"» The group you wish to process (e.g. by
-, Pay Group, or by a range of Employees)
e The Year End 5 April from the drop

2016 . Distributed electronically
\ down menu

<Mones
Digplay On Screen

Cionzole

Save Selection

Preview Frint

<
N

= | 1

s Select Distributed electronically if you
intend to email P60’s to your
employees

J

Print &

Test | Lraphics

Show Defintions

o Output Report to preference; this will
determine where the P60’s are sent to;

see Emailing P60’s to employees

section for details

e Preview, Print or Save Selection

e No HMRC P60 template is required as
Greentree prints the full form

If using the Auto fax/email/print option, be sure to select the correct printer to be used for P60’s,
for those employees who do not have email / fax set up as their option
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Emailing P60’s to employees

@ Open HR Module Control. HR > System > Module Control

@ HRE Module Control
i = ea e
1] oo
General FPayrall

[EET Job Cost Defaults Optiohs

<—@)Go to the Payroll tab > Forms tab

Default DC interface  Bacsfchive
Cheque layout

Fay surmmary report HR Pay Surnmary - LK,

Fay detail repart HR Batch Edit Listing
Back pav report HR Back Pay Report
Fay slip layout HR Pay Slip - UK w4
FPayment log report HR Payments

¥ Allow emailling of pay slips _»
~

e Tick Allow emailing of payslips

. HR Module Control
@ Go to the Options tab to set © HR Module Contro -
1 oa ;

. a3 OO g l -

employee password options:
General Payrall Basi

i b ain Job Cost Detaults Oplions & Farms Accruals
b Choose you r preferred Pay Founding Other Options
Option from the Reporting Method Dizabled ¥ Standard Hours Tolerance 000 %
to the nearest 0.00 Process Pays in order Surmame

PDF options section — |

Tranzaction Type

These can be overridden at Decimal Foirts
Quantity 2

+ Pay date

Mo password

individual employee level — see

Rate P Line date + Password is date of bith [format DOMMY )
ste p 6 fO r d etai IS Balance Summary 3 R methods based an Password is entered on employes
+ Payment date
Balance Detail 2

Fay date

© Open HR Employee Maintenance. HR > Employee Maintenance

Code Suname

I:uncllﬂns ID/ Ilnvﬂlvemant IMedlcaI IEIrg Chart IDavs

ain IDelauIts Dpt\ons ax Canfig I:‘aym\l Ealance Trackir
Exclude when producing pay slips
 Include in Missing Pay Feport

¥ Include in Process Pay Procedure

el Automatiz Red.ction Transacton Tyoes _ - ’@ From the Options tab, go to the Reporting options section:

eporting options /
Delivery Method Email V4 .
otin  (TT—"—s / e Select the Delivery Method from the drop down menu
Mo password /
Password is date of bith (format DDMMYYY) /

* Passordis - Alblacksdever 4 e Select whether a password is required and if so, what it is.

e Enter the employees email address in the Recipient; field

This set up will automatically distribute P60’s and Pay Slips according to the employee’s preferences
when using the Auto fax/email/print option; if none are established, the forms will be sent to the
printer you select at the time of creating them.
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