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5 Steps to Completing the Tax Year

Finalise the final payroll for all pay frequencies

Finalise Payslips

Finalise all payments made to employees before and up to 05" April 2015.

B Open pay periods are denoted by an employee symbol within the specific pay period

Once all pay periods are completed, each pay frequency will no longer show any open pay

periods, i.e. there will be no employee symbols in any of the pay periods (as shown below)

Submit the FPS

e Once all payslips are finalised, the FPS submission is automatically prepared and

pending submission.

e Choose the RTI menu and select the outstanding FPS submissions from the listing and

submit to HMRC.

Full Payment Submission

@ Payment on 31 March (five employees)
Accepted by HMRC

Full Payment Submission
Payment on 28 February (five employees)
Accepted by HMRC

Full Payment Submission
Payment on 31 January (five employees)

Accepted by HM

Full Payment Submission
Payment on 31 December (five employ...
Accepted by HMRC

Full Payment Submission
@7 Payment on 30 November (five employ...
Accepted by HMRC

Full Payment Submission
Payment on 31 October (five employees)
Accepted by HMRC

Full Payment Submission
Payment on 30 September (five employ...

Accepted by HMRC

Full Payment Submission
Payment on 31 August (five employess)
Accepted by HMRC

File v PAYROLL AMALYSIS

EMPLOYER HMRC PAYMENTS RTI
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NEW

Newr

Delete Gateway Print Export Page

Setup

Full Payment Submission

FPS

Contains the details of five employees paid on 31 March, for the month ending 31 March.

Created

Tuesday, 31 March @ 12:32

Sent to HMRC

Tuesday, 21 March @ 12:26

Accepted by HMRC
Tuesday, 31 March @ 12:36

Help »




Ensure all FPS submissions have completed the submission process successfully before
proceeding.

Note: . A pending submission is indicated by a blue cube

Q? A successfully completed submission is indicated by a green tick.

2. Complete the HMRC Payments Schedule

Recoverable Amounts

If you are claiming recoverable amounts for Statutory Payments made to employees or CIS
deductions suffered, then you must first choose the HMRC Payments menu and complete the
relevant monthly/quarterly payment schedule for each relevant period for which there are
recoverable amounts.

File v PAYROLL ANALYSIS EMPLOYEES EMPLOYER HMRC PAYMENTS RTI Help v
\ﬂ i @
L3g = &
Previous  MNext Switch To | Statutory Pay P30 P32
Month  Month Quarterly Recovered

MNavigate Schedule Month 12 Forms

./ [ || | NN

Month Ending 5 April, 2015

Tax NICs Year to Date
Gross Tax £1,093.80 Gross NICs £1,588.15 Due in previous months £23,799.89
Received from HMRC to refund... £ 0.00 SMP Recovered + NIC Compensation  £711.63 Paid in previous months £23,799.89
CIS deductions suffered £ 0.00 (OSPP Recovered + NIC Compensation £0.00 Adjustment £ 0.00
Gross Student Loan deductions £0.00 ASPP Recovered + NIC Compensation £0.00 Shortfall £0.00
Net Income Tax £1,093.80 SAP Recovered + NIC Compensation £0.00

Received from HMRC to pay 5t.. £ 0.00

Employment Allowance claim Enable...

Net NICs £876.52

Amount due £1,970.32 = Amount paid £ 1,970.32 Payment date 31 March, 2015 v




3.

Prepare the final End of Year EPS

In the RTI menu, select the Employer Payment Summary (EPS) from the New menu:

ALYSIS EMPLOVEES EMPLOYER HMRC PAYMENTS F

@Q% ] = (A [

MNew Send Delete Gateway Print Export Page
v Logs Setup

v
‘ Full Payment Submission (FPS)

Crue on or before each pay day. Includes a summary of
employee payments and deductions. Used by HMRC to
calculate employer liability,

‘ Employer Payment Summary (EPS)
Due as and when required to notify HMRC about
recoverable amounts and periods of inactivity or zero
% pay. Also used to submit final submission indicator (e.g.
if scheme has ceased, or at year end).

If there are recoverable amounts due, as per the HRMC Payments schedule, then this will
automatically be indicated on the EPS:

Employer Payment Summary | = | B -

Recoverable amounts Include year to date recoverable amounts on EPS submission

Tax period Month 12 (ending 5 April) v

Period of inactivity [ Include period of inactivity on EPS submission

No payment for period [ ] Include indication of no payment for period on EPS submission

Employment Allowance [ Include Employment Allowance indicator on EPS submission

Please note: If there are recoverable amounts due to be reclaimed by the employer, but this is
not indicated on the EPS screen (as shown above), then the HRMC payments schedule has not
been completed fully and you must return to the HMRC Payments menu to update it. Once each
periodical HMRC payment period is completed for the entire tax year, i.e. from 06" April 2014 to
05" April 2015, then return to the RTI menu and recommence the preparation of the EPS again.



Indicate on the EPS that this is your final submission

|0 Employer Payment Summary lilﬂlg

Recoverable amounts Include year to date recoverable amounts on EPS submission

Tax period | Month 12 {ending 5 April) v

Period of inactivity [ | Include period of inactivity on EPS submission

No payment for period [] Include indication of no payment for period on EPS submission

Employment Allowance [] Include Employment Allowance indicator en EPS submission

Final submission Include final submission indicator on EPS submission

Scheme ceased || Employer scheme has ceased

0K Cancel

e Submitto HMRC

File v PAYROLL ANALYSIS EMPLOYEES EMPLOYER HMRC PAYMENTS RTI
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Ne\\r Send Delete Gateway Print Export Page
Logs Setup

MNew Employer Payment Summary

Employer Payment Summary
Multiple declarations

Accepted by HMRC E P S

Full Payment Submission
Payment on 31 March (five employees)

Includes year to date recoverable amounts up to Sunday, 5 April.

Full Payment Submission ) R
Payment on 28 February (five employees) Includes final submission indicator,

Accepted by HMRC

Full Payment Submission Created
Payment on 31 January (five employees) c
v Y Py Monday, 6 April @ 10:19

Accepted by HMRC

Full Payment Submission
Payment on 31 December (five employ... Sent to HMRC

Accepted by HMRC -
’ Monday, 6 April @ 10:19

Full Payment Submission
Payment on 30 November (five employ...

MEr

Accepted by HMRC Accepted by HMRC

Full Payment Submission Monday, 6 April @ 10:19
Payment on 31 October (five employees)

Accepted by HMRC
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If reviewing the 2014/15 payroll at a later date you can check if the End of Year EPS was
submitted by simply selecting the EPS from the listing of RTI submissions.

Once selected, the EPS will indicate if it included the final submission indicator:

File v PAYROLL ANALYSIS EMPLOYEES EMPLOYER HMRC PAYMENTS RTI

eee | =

MNew Send Delete Gateway Print Export Page
v v Logs Setup

Mew Emplayer Payment Summary

.. Employer Payment Summary
\\/ Multiple declarations

Accepted by HMRC E P S

., Full Payment Submission
Q// Payment on 31 March (five employees)

Includes year to date recoverable amounts up to Sunday, 5 April.

.. Full Payment Submission e ——
'\\7 Payment on 28 February (five employees) [l Includes final submission indicator.

. Full Payment Submission Created
QV Payment on 31 January (five employees)

Monday, 6 April @ 10:19

.. Full Payment Submission
Q// Payment on 31 December (five employ... Sent to HMRC
e Monday, 6 April @ 10:19

., Full Payment Submission
Payment on 30 Movember (five employ...

Accepted by HMRC

. Full Payment Submission Monday, 6 April @ 10:19
Payment on 31 October (five employees)

Correcting errors in payroll totals after your final FPS submission

a) Correcting errors before 20”’April 2015

If an error is discovered in any FPS for 2014/15, then an Additional Full Payment Submission
(FPS) can be submitted to HMRC up to and including 19th April 2015.

To prepare an Additional Full Payment Submission (FPS)

e Re-open the payslips, make your amendments and finalise accordingly.
e Inthe RTImenu of 2014/15 BrightPay select Additional FPS from the New menu:




KLYSIS

EMPLOYEES EMPLOYER HMRC PAYMENTS

]
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Send Delete Gateway Print Export Page
v Logs Setup

Full Payment Submission (FP5)

Due on or before each pay day. Includes a summary of
employee payments and deductions, Used by HMRC to
calculate employer liability.

Employer Payment Summary (EPS)

Due as and when required to notify HMRC about
recoverable amounts and periods of inactivity or zero
pay. Also used to submit final submission indicater (e.g.
if scherne has ceased, or at year end).

MNINO Verification Request (NVR)

Walidates or requests the Mational Insurance number for
one or more employees,

Additional FPS

Motifies HMRC of the current year to date figures for one
or more employees (can be sent up until 19 April 2015),

e Select the employee(s) for whom you have made adjustments and select an appropriate

late reporting reason from the drop down menu:

Employee

b

2 Neary, Jemima

O d

Rogers, Sally

Scott, Simone

O

Smith, Ronan

<
B2 B2 B2 EBa

<

Turner, Joe

{0 Additional Full Payment Submission
L —

Cancel

Select the employees that you need to send the current figures for along with any applicable late reporting reasons.

BRE
Select Select Select
All MNone Byw

Most Recent Pay Period Pay Date Late Reporting Reason

Month 12 (ending 31 Mar) 31 Mar 2015 No reason provided. '.;;

Month 12 (ending 31 Mar) 31 Mar 2015 No reason provided. o';;

Month 12 (ending 31 Mar) 31 Mar 2015 Correction to earlier submission. ":;

Month 12 (ending 31 Mar) 31 Mar 2015 No reason provided. &%

Month 12 (ending 31 Mar) 31 Mar 2015 Correction to earlier submission. "5,
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e Submit the Additional FPS to HMRC:

File v PAYROLL AMNALYSIS EMPLOYEES EMPLOYER HMRC PAYMENTS RTI

New Send Delete Gateway Print Export Page
Logs Setup
E ant Submission

v

Additional Full Payment Submission

Qy two employees
Accepted by HMRC F PS
Employer Payment Summary

Qy Multiple declarations

Additional Full Payment Submission with current year to date amounts for twe employees.
Full Payment Submission
Qy Payment on 31 March (five employees)

- Created
Full Payment Submission Thu rsday. 16 Aprll @ 11:03
Payment on 28 February (five employees)
Sent to HMRC
Full Payment Submission g
Qy Payment on 31 January (five employees) Thu rSday' 16 Aprl| @11:04
Full Payment Submission Accepted by HMRC

Qy Payment on 31 December (five employ... hursd |
Accepted by HMRC Thursday, 16 April @ 11:04

Please note: If a payroll correction has also led to a change in your recoverable amounts, it is
important to also submit a new Employer Payment Summary to HMRC, in addition to the

Additional FPS, to inform them of your amended year to date recoverable amounts total.

b) Correcting errors after 19" April 2015

If you discover an error in any of the year to date totals submitted in your final FPS or Additional
FPS for 2014/15 and it is now after 19th April 2015, then only an Earlier Year Update (EYU) can
be submitted.

An EYU simply reports the adjustment made in the payroll as opposed to reporting restated year
to date totals for the tax year to HMRC.

For example:

If you previously submitted a year to date pay figure of £10,000 for an employee on your last
FPS for the year, then realise that the figure should have been £12,000, after making the
correction, the EYU will submit the change to the pay figure as ‘+£2000’.



To prepare an Earlier Year Update (EYU)

e Re-open the payslips, make your amendments and finalise accordingly.

e Inthe RTI menu of 2014/15 BrightPay select Earlier Year Update (EYU) from the New
menu:

ceee = .,

MNew Send Delete Gateway Print Export Page
v - Logs Setup

Full Payment Submission (FPS)

Due on or before each pay day. Includes a summary of
employee payments and deductions. Used by HMRC to
calculate employer liability.

‘ Employer Payment Summary (EPS)

Due as and when required to notify HMRC about

recoverable amounts and periods
pay. Also used to submit final submission indicator (eg.

if scheme has ceased, or at year end).

NINO Verification Request (NVR)

inactivity or zero

Valiclates or requests the Mational Insurance number for

Additional FPS

Motifies HMRC of the current year to date figures for one
or more employess (can be sent up until 19 April 2015),

] Earlier Year Update (EYU)
= Motifies HMRC of a correction to the previously
submitted year to date figures in a final FPS (can be sent
on or after 20 April 2015).

one or more employees.

e Simply select the employee(s) for whom you have made adjustments and submit the
EYU to HMRC:

PAYROLL AMALYSIS EMPLOYEES EMPLOYER HMRC PAYMENTS RTI

@ @R = =L

MNew Send Delete Gateway Print Export Page
v

v Logs Setup
Mew Earlier Year Update
Content Summary XML
Date of birth 14 February, 1930
Gender Female
Earlier Year Update with corrected year to date amounts for Payment
one employee.
Tax code 1000L
Taxable pay £2000.00
Created Tax £400.00

Fnday’ 24 Apnl @11:28 Student Loan deductions £0.00
Employee pension contribution (net pay £0.00
arrangement)

Sent to HMRC

Friday 24 Apnl @ 11:29 Employee pension contribution £0.00
SMP £0.00
ospp £0.00

Accepted by HMRC
.y sap £0.00
Friday, 24 April @ 11:29 ASPP £0.00

NI Letters and Values (Year to Date)

Takle Gross At LEL  From LEL  From PT From Employer
earnings toPT tolUAP UAPte NiCs
UEL

A £2000.00 £0.00 £0.00 £1170.33 £152.00 £276.00




Please note: If a payroll correction has also led to a change in your recoverable amounts, it is
important to also submit a new Employer Payment Summary to HMRC, in addition to the Earlier

Year Update, to inform them of your amended year to date recoverable amounts total.

Multiple EYU submissions

If you need to submit more than one EYU, each submission will only reflect the amount of the
amendment from the last EYU submitted.

For example:

e Ifyou previously submitted a year to date pay figure of £10,000 for an employee on your
last FPS for the year, then realise that the figure should have been £12,000, after making
the correction, the EYU will submit the change to the pay figure as “+£2000’.

e Iffurther amendments are required to the payroll, for example the employee’s pay now
needs to be reduced by £500, simply re-open the payslips again, amend accordingly and
re-finalise the payslips again.

e Choose to prepare another EYU from the RTI menu.

e FEach EYU will only reflect the change from the last EYU to the next so this second EYU
will report a figure of -£500 to HMRC.

EYUs for the tax year 2014/15 may be prepared multiple times as required, without limit, and
will be accepted by HMRC for a period of 6 years.

Issue P60s to your employees
BrightPay facilitates the printing and emailing of P60s on an individual basis or in a batch.
BrightPay will generate the P60 in 3 formats, depending on your requirements:

° HMRC P60 Prints to the HMRC single page laser P60

Blank Paper HMRC approved ‘Substitute’ P60 which prints to plain paper
° Email P60 HMRC acceptable means of issuing the P60



The P60 option is located within the Employees menu. Click the P60 tab and simply select the
P60 option you require:

PAYROLL AMALYSIS EMPLOYEES EMPLOYER HMRC PAYMENTS RTI

& | & E r@%u @

New Edit | Calendar Automatic Attachment Paysllps Delete P45 Pa0 Mare
Employee Details Enrolment Orders v v
Mew Jemima Meary Forms On HMRC Stationery (Single Sheet)

Personal Ermployment On Blank Paper

[& View/Print P60 Certificates for Multiple Employees...
Nome  Ms v Jet (=] Email P60 Certificates..

Please note: You need to provide a form P60 (either paper or electronic) for each employee who
was in your employment on the 5 April 2015. You must do this by no later than 31st May 2015.

XD End of Year Certificate 2014/15

Thia i @ printed tapy of an aPE0

Please keep ths certficaie in a safe place a5 it aiso helos you check that your emgioyer is By aw you are requared to fell HM Revenue
you wil need it f you have fo il in & tax retum, wsng the comect Nabonal Insurance number & Customs about any income That s not fully
‘You aiso need it ko make & cdam for tax credits and deducting the ot ratm of Mabonal t=0ed, even i you ane not sent 2 e retum.

@ ha renerw rour Sam. nsuance controubons.

Empicyers andress

o

g= Tcyeario ®apdl | 2015 42 High Street

oE Elock 123

o Emplaysr Name  Demo Test Comgpeny Townsiend

ES AB11 288

w Empioyer PAYE raterance  £A2 f WHPATFXCIS

™ Sumame  Neary Your private aodress

1 - Firsttw foranzmaz Jemima Arry Streat

] Ay Town

23 Maional Insurance number  PB 1122 11D Arry Countty

go AAT 200G

w Warks / payrall numbes 475 Ganger | F

Earmings atthe Lower Eamings anove Eamings aoove the FT Eamings anove
MO Eaminga Limit LEL) e LEL pto.and upioandinciadingthe e LR up to and Empiome's
i (whem eamingmamoqual  incudngine Frmary  Linper Accrul Foint ncudingthe Upper  contibuons dus on 2l
st o exoeed e LEL) Thessnoid FT) ) Camings IMAQUEL]  eamings above the FT
A 25,772 £2,184.00 e10,214 2152 22,337.51

Mational Insurance
Contributions

Stugent Loan
WwEs b StEtany Sox E £0.00 deducticns 2
- v
>aBE L Statitory Matemity Fay (S4F) 0,00 :
se-12 & Cestificate by EmployerFaying Office:
SIET P Ordinary Statutory Patemity Pay (JEPF) 0,00 This form shows your botal gay for I'b..."\e 1'ax
£EL3 & PUFPCZES i this Smpioymant for B
] Tz AEFF 000 overtime, bonus, Commission oz, a—:..
2 ) ==, -
aFo © Fota iy o i iy Pty P
c iy Ariogian Fo EAR) i, Aditonal Shiory Pasmity Fay
= Btatutory Adoption Pay (BAF) £0.00 St Aogfon Py 8 i
@ Pay Tax gscucted
E% I previous employments) £0.00 £0.00
E
= . Tran zuen gz e e
T E In this ampiayment £28,000.04 | £3.508.00 pr TR i e v e
g E Total for year 228,000.08 £3,508.00
=
<
o

Final tax code 10001




