Payroll and End of Year Processing
PAYE2000
(2009-10)

User Manual and Customer Agreement

We accept the terms and conditions set out in this document:

Signed Dated

Capacity in which signed

Crown copyright forms are reproduced with the permission of the Controller of Her
Majesty’s Stationery Office



Table of Contents

Limited Licence

What is PAYE20007?

Before installing PAYE2000

Getting started

Changing the PAYE2010 master spreadsheet
Starting PAYE2010

Working with PAYE2000

Opening the Payroll

End of year processing

Day to day payroll

Payroll and the End of year

Sundry notes and details

NN R PR
NWOWOoOOWONO U AW



Limited Licence

The Licence hereby granted to the Customer by Quality Management Software Ltd
(“the Supplier”) shall take effect in respect of the Payroll / End of year Return
(“PAY E2000”) for the year of assessment 2009/2010.

The Supplier reserves the right to terminate the licence agreement granted forthwith
on giving notice to the Customer in writing.

Disclaimer

The Supplier shall have no liability in any way arising out of the use of PAYE2000
and the Customer by using the software acknowledges this. It is imperative that the
user of PAYE2000 understands that it is not a substitute for the knowledge and skill
of apayroll practitioner. PAYE2000 has been designated to assist the practitioner not
to replace him or her and accordingly users should always check the calculations and
end of year Return before it is submitted.

Softwar e Support

Telephone support is available to help users solve any questions they have with the
functionality of PAY E2000 on the following numbers:

01483 429078 Andrew Bolton
01453 761956 Rebecca Benneyworth FCA

The Supplier undertakes to respond to messages left on voicemail within eight hours
of the call being lodged between the hours of 9.00 am to 4.00 pm Monday to Friday.
The Supplier will endeavour to respond quickly to any cal. Any specia
circumstances which prevent this response time being met at any time will be reported
on voicemail.

The Supplier will provide support for the installation for approximately one hour to
assist the customer in using PAYE2000 for no extra charge. Any additional training
time will be charged at £100 an hour by agreement in writing with the Customer.

The support will not provide technical tax or payroll advice. Enquiries about these
subjects should be directed to HMRC.

Copyright
This document represents a limited licence granted to the Customer by the Supplier.

PAY E2000 may not be reproduced in any way, lent or sub-let to any other third party
without the express permission of the Supplier.



What isPAY E2000?

PAYE2000 (© Quality Management Software Ltd) is an Excel spreadsheet that is
designed to assist employers and practitioners with payroll and completing end of
year Returns. It alows the user to quickly and simply complete information on screen
as they would on paper. It performs the calculation of tax and National Insurance
following HMRC’s guidelines.

PAYE2000 includes a database which allows you to keep track of employer and
employee information from year to year and to store payroll data and each year’s
return. The database also allows you to monitor the submission of returns to the
Revenue.

Please note the demonstration version includes a built-in database which allows one
employer and one employee, there is no separate database file.

New things

e Morerowsfor What is paid and adjustments — we now have 53 rows so you can
have a different amount each week;

¢ In year movements — you can submit P45s and P46s electronically and print the
appropriate documents on plain A4 paper;

e UAP processing — the payroll handles the new processing rules.



Beforeinstalling PAY E2000

PAYE2000 has a database and you must ensure the appropriate Excel options are
installed in order to use it. The Setup program in earlier versions of Excel or
Microsoft Office includes these options. From Office 2000 onwards the options are
automatically included. Y ou may need your original Office CD or disks.

Run Setup and choose the Add/Remove option. Confirm that you have installed the
options which allow Excel to use adatabase. These are referred to as:

Office 97 “Data Access”

Please select all the sub-options by selecting the “all” option or ticking the boxes with
the mouse.

If you have any doubt please contact QM S for advice.



Getting started
What do you need to run PAY E20007?
To run PAY E2000 on your PC you should have:

A Pentium with a minimum of 32 Mb of RAM, preferably 64 Mb
Windows or Vista

A copy of Microsoft Excel 97 or above

A knowledge and understanding of payrolls and the end of year Return
The Revenue has approved printouts from a HP LaserJet printer

Installing PAYE2000
The PAY E2000 spreadsheet should be copied into any suitable folder.
Insert the PAY E2010 Spreadsheet CD into your CD drive.

Select the My Computer icon on your desktop;

Select the CD drive;

Select the file PAYE2010.xls

Select Edit, Copy

Find and Select the suitable folder

Select Edit, Paste, this action should cause the PAYE2010 spreadsheet to be
copied from the installation CD to your PC.

Installing the database.

Warning: Do not install a fresh empty database if you are bringing forward
information from last year.

Insert the PAY E2000 disk into your & drive.

e Copy thefile PAYEDATA from the CD to the C: drive in asimilar manner to
that used for the PAY E2010 spreadshest;

e You can choose the C:\ directory, if you choose another directory:

e Update your master Spreadsheet with the name of the directory (see below).




Changing the master spreadsheet

You only need to change the master spreadsheet if you are planning to use the
database and have copied the database to a directory other than the C:\ directory. You
should move to the right of the introductory screen and see a display similar to the
following:
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Enter the following information:

o thelocation of the databasein cell H6
e HMRC user id and password for submitting the end of year return by the
internet (you can change them when you prepare the end of year return).

Remember to save the spreadsheet with File and Save.



Starting PAY E2010

Open Microsoft Excel, select File, Open and choose PAYE2010 from the
spreadsheets available.

Using the database

The database contains two main sections: the employer and employee information.
Move to the employer screen and see the display. The buttons allow you to retrieve,
save and delete employers from the database. Similarly the employee screen has
buttons which allow you to retrieve, save and del ete employees from the database.

Any information which is employee related (such as P60s) is saved with the employee
options. Information which is employer related (such as a P35) is saved with the
employer options.



Working with PAY E2000
I ntroduction

PAYE2010 is a computer system which helps employers and agent prepare payroll
and end of year returns. PAYE2010 is not a substitute for the knowledge and skill of
a payroll practitioner, it assists you with the routine tasks of data entry, transcribing
figures from one schedul e to another and cal culating tax and national insurance.

What can it do?

PAYE2010 alows you to enter all the necessary information for an employer’s
payroll, it automatically calculates the tax and national insurance liability and allows
you to print paydlips, reports, P11, P32, P60, P35 and P45s. It aso prepares an
employer’s end of year return for filing online.

PAY E2010 uses HMRC specifications for calculating tax and national insurance. As
part of the accreditation process the calculations are checked and agreed to the nearest
penny. If you enter all sources of income correctly then the tax and national insurance
will be correct.



Opening the Payrall
A new Employer

After opening Excel, select File then Open and choose the PAY E2010 spreadsheet.
Thisisthefirst screen you will see:
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Screens

The buttons take you to the appropriate screens and buttons on these screens will
guide you through the other options.

10



Select the employer button and move to the following screen:
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Please remember to select the Remove details button before setting up a new
employer.

Y ou must complete and save at a minimum the following:

Name

Address

HMRC office (3 digits)
PAY E reference

If you are using the payroll:
¢ Whether employees are paid monthly or weekly, or any other frequency
o (if weekly) thefirst pay day of the tax year, usually the first Friday
¢ (if monthly) the start day of each month (usually 1)

Data can aso be provided for the HMRC office, eligibility for small employer’srelief,
and departments within the employer.

Please select the Retrieve employer button to bring forward employer information
from the previous tax year, and select the Retrieve all employees to bring forward
each employee after you have brought forward the employer. This will automatically
increment the latest tax code (if an “L” code) by a fixed amount, for 2009-10 this is
44,

11



A new employee

Select the employee button on the first screen and move to the following screen:
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Please remember to select the Remove details button before setting up a new
employee.

Y ou must complete and save at a minimum the following:
e Forename
e Surname
e Address
e Dateof birth
e Gender
And/or
e National Insurance number

If you are using the payroll:
e Starting period (usually 1) and the tax code
e Starting period (usually 1) and the NIC table letter

Data can aso be provided for the joiners, leavers, directors, student loans,
departments. Warning messages are shown in red, you need to remove the cause of
the warning otherwise later processing may not work.

Y ou can bring forward an individual employee from the previous year by selecting the
Retrieve employee button.
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End of year processing

Move to the P60 screen and the display is:
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PAYE2010 will transfer end of year payroll information automatically to the P60. If
you are not using the payroll you can enter the appropriate data.

At aminimum you need:

NIC table letter

Earningsat or up to LEL
Earningsat or upto ET
Earnings at or up to UAP
Earnings at or up to UEL
Total of NIC

Employee’s NI contributions

The above repeated for each table letter (up to 4, usually only one letter is required)

e Thetotal of pay and tax
e Thelatest tax code

Data can aso be provided on the P60 screen for:

e Statutory payments (SSP, SMP, SAP, SPP)
e Student loans
e Joinersand leavers
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After entering the P60 information, print if required with the print buttons, return to
the employee screen and save to the database.

After completing all employees’ P60s return to the employer screen to prepare the
P35. The program reads all P60s, summarises them and prepares the P35.

Please complete the P35 especialy:

The funding boxes, 7 on page 2 and 20 on page 3
Any amount already paid in box 25 on page 3
ClSfiguresin boxes 23 and 28 on page 3

Any tax freeincentive in box 26 on page 3

Tick boxes on page 4.

Please remember the incentive is tax free: don’t forget to make the appropriate
adjustments to the employer’s own tax return.

Use the Prepare end of year return button to prepare the internet return. The program
reads al the P60s and the P35 and prepares afile caled “eoy_return”. Then choose
the Submit button to send the return to the Government Gateway and read the
response.

Please note that in order for you to submit an end of year return with the internet,
HMRC must know that you are entitled to do so. The employer or the agent must
register with the Government Gateway.

More details are given later in this manual.

Keeping track of submissions

PAYE2010 automatically keeps track of internet submissions and responses (the
replies to earlier submissions) in the database. Each time you prepare a return the
employer’s record in the database is updated. After the end of year return is
processed by HMRC please return to the employer screen and select the button to
record the success in the database.

Y ou can review submissions and responses by clicking the “Read responses from the
Database” button on the introductory screen.
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Day to day payroll

The payroll contains sections for a large number of options which are required for
HMRC acceptance tests, many of them are not used in normal day to day processing.
The minimum requirements are as follows and can be reached from the employee
screen. Please note that references to month also refer to week or any other pay
period depending on the pay frequency selected on the employer screen.

Selecting the “What is paid” button on the employee screen leads to:
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You must enter the starting month number, usually 1, and the basic salary for each
period. Once you have entered the salary you do not have to enter another unless it
changes. The month 1 salary is used for each subsequent month. If the salary
changes, say in month 6, enter 6 and the new salary underneath the month 1 figures.
The extra boxes to the right are for employee and employer pension contributions.
The on strike tick box is used to restrict tax refunds while on strike.

Alternatively you can enter the number of hours and a rate per hour, the calculated
salary will show in the Salary column. These details will also show on the paydlip.
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Lower down the screen you find the adjusits screen:
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