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SUMMARY

Please read the following pages carefully to ensure that the year-end procedures are performed
correctly.

You will need to ensure that Evolution Version 7.14 and E-File version 2.30 have both been
installed before you attempt to submit your end of year for 2012-2013.

Within the Evolution Payroll Year End Routines, the P14 option will allow the employer to
complete the end of year submission to HM Revenue & Customs by using Electronic Filing, which
incorporates HM Revenue & Customs Online Filing System.

E-File itself will also allow the employer to complete the electronic end of year returns to HM
Revenue & Customs using a Complete Submission, or Part Submissions. This document will
describe the procedure for a Complete Submission. If you require any assistance on Part
Submissions then please contact the Support Department.

Evolution will produce the P60 forms for the employees, and export all the necessary information
to afile.

The forms printed may be either “P60(SingleSheet/Shortened) (2012-2013)” if using a laser
printer or “P60(Continuous)(2012-2013)” if using a dot matrix printer. The P60 forms can be
found here:

http://www.hmrc.gov.uk/paye/forms-publications/onlineorder.htm#0x1

We would strongly advise printing the P60 forms to a LASER printer. If the forms don’t line-up to
the stationery then with a laser this can be easily rectified and the stationery is not likely to jam
or slip unlike a dot matrix printer. If you do not have a laser printer and you need to print your
P60 forms to a dot matrix printer, then please let the Support Department know before your
year end.

The exported file will be created locally on the PC that runs the export routine, in the
C:\Evolution\E-Filing directory.

You must have purchased the E-File Interface software in order to complete the E-Filing process.
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1.1

Steps to be taken

Before attempting to run the year end E-Filing routines you should ensure that you have done the
following:

Notes:

Registered for online PAYE with HMRC and received an ID and Password from them

Copied your data to your Testing system after all the final Week/Month calculations have been
completed

Made a backup of the system
Installed both Evolution version 7.4 and E-File version 2.30 via the download link
Registered the E-Filing Interface Software if necessary
Ordered a supply of P60 Forms from HMRC:
= Either ‘P60(SingleSheet/Shortened) (2012-2013)’ Forms for laser printer use
=  Or‘P60(Continuous)(2012-2013)’ Forms for dot matrix use
We would strongly advise printing the P60 forms to a LASER printer
Have read the Evolution 2013 Year End Payroll booklet

Have the Interface for HMRC E-Filing Submission 2013 booklet to read after this

The rest of this fact-sheet will provide details only for the P60 production, and the E-Filing Export
procedures for Complete submissions.

All other Year End procedures are fully documented in the Evolution 2013 Payroll Year End
Supplement, which should be used in conjunction with this fact-sheet, in order to complete the
Evolution year end.
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1.2

1.2.1

1.2.2

1.23

Types of Submission

During the E-Filing processing you will be asked to choose a Submission Type. The following options
are available:

. Complete Submission
. P14 Part Submission
. P35 Part Submission

Complete Submission for a Single Company
For a single company, the option should always be a ‘Complete Submission’.

This option will provide the facility to submit all the company P14 records, and the P35 information as
one complete submission.

Complete Submissions for Multiple Companies
For a multi-company system, you must check the Tax Reference being used in each of the companies
where a submission is to be completed.

Where the Tax Reference is DIFFERENT in each company, you should choose the ‘Complete
Submission’ option for each company.

This option will provide the facility to submit all the company P14 records, and the P35 information as
one complete submission, for each company.

The Complete Submissions for each company will be run separately.

Part Submissions for Multi-Company Systems

For a multi-company system, you must check the Tax Reference being used in each of the companies
where a submission is to be completed.

Where the Tax Reference is THE SAME in each company, you should complete all the following: A ‘P14
Part Submission’ for the first company; A ‘P14 Part Submission’ for all remaining companies with the
same Tax Reference; followed by, if all the P14 Part Submissions have been successful, a ‘P35 Part
Submission’ which will provide the sum totals for ALL included companies.

This document details how to run Complete Submissions, for information regarding Part Submissions
please contact the Support Department.

Page 5



Integrity Software Systems Ltd Evolution Payroll - 2013 E-Filing

2.

2.1

2.2

EVOLUTION E-FILING COMPLETE SUBMISSION

Evolution Year End E-Filing

Before attempting to run E-Filing, you should ensure that you have installed the Evolution version 7.4
update, made a backup of the data or copied it to the play system (see page 7 of the Evolution Payroll
Year End Supplement), and read all documentation supplied by Integrity Software.

Firstly, make sure you have paid all of your subcontractors for the tax year 2012-2013. Once this has
been done, obtain the subcontractors tax figure for the tax year 2012-2013, by running the Payroll >
Year End > Subcontractor Tax report as follows:

M Returns e

—Subcantrackars

Frann I
To I

~YearEmd————

Date I 050413

Print a copy of this report for your records and make a note of the Grand Total Tax value at the end of
the report. This figure should be equal to sum of the total tax on each of the 12 CIS300s that were
produced in the 2012-2013 tax year.

Then, go into Payroll > Year End > P14.

Evolution Year-End Tax Reference Confirmation

When the Year End P14 option is selected, you will be asked to enter/confirm your Tax Office and
Reference details:

B x|

Tax Office | OFfice Mame
Reference | 999 [f.ﬁ.SEIdr
Mo.of Copies|l

¥ Emphasize

Okl Cancel |

If these have been entered in the system in Payroll Maintenance, Tax Bands and Rates, they will be
automatically displayed.

If these have not been entered in the system in Tax Bands and Rates, then the display will be blank
and you must input them here.

The Reference is validated by HMRC, so ensure it is correct before proceeding.

NB: Only a Payroll Administrator with an Access Level of 99 may continue with the E-Filing process.
The E-Filing will be ticked as default for these users.
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2.3

Once these details have been confirmed, you will then be given the opportunity to check each of the
employees being processed and included in the E-Filing Submission.

Employee Details

When the Tax Reference is confirmed, a list of all employees (regardless of Group or Access level) for
the whole company is displayed in a ‘P60 Totals’ window:

P60 Totals =

—Employee

FO1 1 Monthly paid belov
F02  1Bebtween Mlrates:
FO3  1Caller

FO4 1 Monthly above Mi:
FO5 1 Monthly Week bas
FO& 1 Monthly Pensioner
FO7  1Monthly Plus Pens
F08 1 Monthly New start
Fo9 1 Smith

F10 1 Monthly Studenth
F11 1 Manthly Stnd with
F12  1Monthly Long tern
F13 1 Monthly Maternity
Fi14  1largearner

F15 1 Monthly Bige

f20 1 Code G and MI reb;
f21 1 Month Director on'!
f22 1 Monthly Director at
f23 1 Month Employe bec
f24 1 Monthly Director pe
f25 1 Monthly Director or
f26 1 Monthly Director w
f27 1 Monthly Director st

f28  1Harris
f32  1Thirtytwo
JEN [R— |

Finished |

The left hand window will display the Employee Reference and Name.

Notes:

The list will include weekly, 2-weekly, 4-weekly, and monthly employees where these have been
processed in the tax year.

The list will not however, include any subcontractors that have been paid through the payroll, as the E-
Filing submission only requires P14 records for employees.

Provision is made later in the ‘P35 Totals’ section to include any Subcontractor Tax and CIS values.

You may at this stage, make adjustments to employees. However, this should not normally be
necessary, and in most cases, you should confirm that you are happy with the figures then click on the
‘Finished’ Button to proceed to the next stage of this payroll option.

On the rare occasion that amendments are required, this may be achieved by following the steps
noted below in section 2.3.2 ‘Changing Employee Details’.

To simply view and check the employees follow the steps noted below in section 2.3.1 ‘Viewing and
Checking Employee Details’.
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2.3.1 Viewing and Checking Employee Details

This page advises you how to view and check the employee details. If you do need to amend any
details, you must note the important points on the following page before following the steps in section
2.3.2 ‘Changing Employee Details’.

If you do not want to view the employee details, having already checked them when you printed your
payroll register, simply click on the ‘Finished’ Button, and the employee details will then be printed on
the P60 Forms that follow.

However, to view and check the employee details before printing the P60s - click on the employee
reference in the left hand box, and their details for the year will appear on the right hand side:

P60 Totals |

—Employee
1 Monthly paid below —Pay and Income Tax Details
1 Between NI rates no Pay Tax Deducted
1 Caller 3 )
P Em t Widows and Orphans I

1 Monthly abowe Mi an revious Employment I ) =
1 Manthly Week basis This Employment | 4243400 | g000.00  Final Tax Code I 3221
1 Monthly Pensi

kAR Totsl for Year | 4248400 | 800000

1 Monthly Plus Pensi
1 Monthly New starter

—Mational Insurance contributions in this employment

1a ib 1c 1d 1e if

thi dent |
i :ﬁﬂwz K il [a [ sa0s | 1924 [ 312 [ 2#8¢ | suzse | | amz |
1 Monthly Long term
1 Monthly Maternity | F: 0 : 0 : 0 : o : 0.00 FI 0.00 I
1 Largearner 0 0 0 a 0.00 0.00
1 Monthly Bige
1 Code G and MI rebat I—I 0 I a I 0 I o I 0.00 I_I 0.00
1 Month Director on W
1 Monthly Director ab —Statutory Payments
1Month Employe becom ssp [ 0.0 swe[ o000 osee 000 ase [ 0.00 sap [ 0.00

1 Monthly Director pe
1 Monthly Director on
1 Monthly Director wi
1 Monthly Director st Student Loan Deductions 0.00 Tax Credits 0.00 -Update
1 Harris

1 Thirtytwo

K S —

Finished |

[Example screen only - with fictitious values]
To view another employee’s details either use the up/down arrows on the keyboard to highlight

another employee in the left hand box, or click on the required employee reference in the left hand
box.

The details in the right hand box will automatically change for each employee selected — you do not
need to click in the right hand area where the details for the employee are displayed.

When you have checked all the relevant employee’s details and are ready to proceed, click on the
‘Finished’ Button and proceed to section 2.4 ‘P60 Forms’.

Note: Do not click on the ‘Update’ Button at any stage unless you are changing employee details.
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2.3.2

Changing Employee Details

On the rare occasion that amendments are required, this may be achieved by following the steps
noted below.

However, please note the following very important points:

. Any changes made to employee details will be exported and subsequently submitted to HM
Revenue & Customs

. The changes will be reflected on the Employee’s printed P60 form, but, will not be written back
to the record in Evolution, because it is cleared at the year end

. As a consequence, any reports printed, for example the Payroll Register, the NI Register, and
the P35 Substitute must all be annotated to reflect the change(s) made

. You must keep a record of any changes you make, along with the reasons why, and file these
with your year end printed reports

. Appendix 1 of this document could be used to record the changes, or you may wish to design
your own document for this purpose

Extreme caution should be used when making changes to employees as the changes made will be
exported and submitted to HM Revenue & Customs regardless of the details accumulated in Evolution
payroll.

Integrity Software Systems Ltd cannot accept liability for any figures changed in this way and then
subsequently submitted to HM Revenue & Customs.
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You must note all the important points detailed on the previous page.

Click on the employee reference in the left hand box, and their details for the year will appear on the
right hand side:

P60 Totals =

—Employee
1 Monthly paid below —Pay and Income Tax Details
1 Between NI rates no Pay Tax Deducted

1 Caller Previous Employment | Widows and Orphans I

1 Monthly above Mian
1 Manthly Week basis ThisEmployment | 4243400 |  8000.00 Final Tax Code [s2z1
1 Monthly Pensioner n
1Monthly Plus Pensi Total for Year | 4248400 | s000.00
Lionthly New starter —Mational Insurance contributions in this employment
1a ib 1c 1d 1= 1if
1 Monthly Student lo
1 Monthly Stnd with s [a | s | 1924 | 32812 | 2444 | 911758 [ am072 |
1 Monthly Long term [T o [0 [ o [0 [ 000 [ oo |
1 Monthly Maternity |
1Largearner [ o [ o [ o [ o [ o0 [T oo
1 Monthly Bige
1Code G and MI rebat I I 0 I 0 I 0 I o I 0.00 I_I 0.0a
1Month Director an W
1 Monithly Director ab —Statutory Payments
1 Month Employe becom sse[ .00 swp [ 0.00  0seP 000 asee [ 0.0 sap [ 0.0

1 Monthly Director pe
1 Monthly Director on
1 Monthly Director wi
1 Monthly Director st Student Loan Deductions 0.00 Tax Credits 0.00 -Update
1 Harris

1 Thirtytwa

K [ ——

Finished |

Changing the employee’s details:

. Document the change you are about to make, either using the form in Appendix 1, or a form
you have designed for the purpose, including the reason for the change

. Click into the field you wish to amend and make the necessary change
° Confirm the change is ok, and then click ‘Update’
° If other changes are required either for the same or other employees, they should be made in

the same way, and the ‘Update’ button again selected

° When all employee details are have been updated, the ‘Finished’ button should then be
selected
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2.3.3 Ordinary and Additional Paternity Pay

From April 2011, Statutory Paternity Pay (SPP) has been split into Ordinary (OSPP) and Additional
(ASPP) Statutory Paternity Pay. These values need to be reported separately on year end submissions
to HM Revenue & Customs and P60 prints.

When calculating payroll in Evolution, there is only one pay box available which is called ‘SPP’ and this
will populate the OSPP value on the year end P60 totals.

If you have paid ASPP to an employee then this will need to be adjusted by changing the employee
details as described above.

For example, if an employee was paid £250 SPP which should be split between £200 OSPP and £50
ASPP, the P60 totals for this employee will show the full £250 in the OSPP field as shown below:

—statutory Payments

SSF‘I 0.00 SMF‘I 0.00 OSPP I 250.00 ASPP I 0.00 SAP I 0.00

Student Loan Deductions 0,00 Tax Credits 0,00 Ipdate |

Amend the values so that OSPP is reduced to £200 and ASPP is increased to £50 as shown below then
click ‘Update’:

Statutory Payments
|VSSF' I 0.00 SMP I 0.00 QSPP I 200,00 ASPP I 50.00 SAP I 0.00
Student Loan Deductions 0,00 Tax Credits 0,00 Update |

The P60 print and the E-File submission sent to HM Revenue & Customs will now show these values
separately.
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2.4 P60 Forms

2.4.1 P60 Laser Printing

For users with a Laser Printer you should have ordered the P60 (SingleSheet/Shortened) (2012-2013)
forms from HMRC. When all employees have been checked, and ‘Finished’ has been clicked, it will
bring up the prompt to allow you to print the P60s:

E X
'I.ﬂewl Print |Dune|

Click on Print and then double-click the required printer to print them out.

It will then ask you if they have been printed out correctly:

G‘.-. X i Printed Correctly? -]
=
e

You should ensure that all forms are correctly printed and that no forms have been spoilt. If you answer
‘No’ to the above then you will be able to reprint the P60s.

If all prints are ok then select ‘Yes’ which will then ask the question below:

G‘.-. i i Continue with E-Filing? ;I
=
i

Answering ‘Yes’ will take you to the ‘E-File Header Details’ (Section 2.5). Answering ‘No’ will return you
back to your Evolution menu.

Please note that selecting ‘No’ and returning back to the menu, won’t save any employee changes
that were made in section 2.3.2.

2.4.2 P60 Dot Matrix Printing

We would strongly advise printing the P60 forms to a LASER printer. If the forms don’t line-up to the
stationery then with a laser this can be easily rectified and the stationery is not likely to jam or slip
unlike a dot matrix printer. If you do not have a laser printer and you need to print your P60 forms to a
dot matrix printer, then please let the Support Department know before your year end.
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2.5

E-Filing Submission Header Details

With the P60 prints complete, you will then be asked to enter the Header Details that are required for
the E-Filing Submission

To facilitate this, the following screen is displayed:

E File Header Details x|

HMRC ID Contact Phone

HMR.C Password Sender Type Employer j
Contact Forename Employers ECOM

Contact Surname Submission Type Complete j

The ‘HMRC ID’ and ‘HMRC Password’ will have been provided by HM Revenue & Customs when the
company/employer registered for online PAYE.

These will be specific to the Company and will be the method by which HM Revenue & Customs
recognises the company’s end of year returns submission, (along with the Tax Reference which was
checked in section 2.2).

Both must be entered exactly as informed by HM Revenue & Customs, and you should carefully check
both entries before accepting this screen, as errors made here will cause the submission to be
rejected.

The Contact Forename, Contact Surname, and Contact Phone Number must be the details of the user
completing the submission, and these fields are not allowed to be left blank.

The Sender Type should remain set as ‘Employer’.

The Employers ECON (Employers Contracted Out Number) must be present if NI calculations have
been made using NI tables D, E, or L. Evolution will verify that this field is not left blank if any of these
NI tables have been used. Furthermore, Evolution will ensure that the ECON is in the correct format
and that the last character conforms to the modulus 19 check, as advised by HM Revenue & Customs.
If none of these NI tables have been used then this field should be left blank.

If applicable, the ECON will be received on the Contracted-out certificate received from HM Revenue
& Customs when the Contracted-out pension scheme was started. The ECON is 9 digits and the format
is; ‘E’ followed by 7 numbers in the range 3000000 — 3999999 followed by a final letter.

The final user entry on this screen is choosing the ‘Complete Submission’ as the Submission Type. This
document details how to run Complete Submissions, for information regarding Part Submissions
please contact the Support Department.
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2.5.1 E-Filing Header Details Validation Errors

Once you have completed the ‘E-Filing Header Details’, Evolution will make several validation checks
before allowing you to proceed. Examples of incorrect entries that will fail validation include the

following:
warning

Chr 1 of econ must be e

Mame must not be blank

(|

Page 14



Integrity Software Systems Ltd Evolution Payroll - 2013 E-Filing

2.6 Year End Declaration

Once you have completed the ‘E-Filing Header Details’, and Evolution has validated the entries, you
must then complete the Year End Declaration.

The answers to these questions will be submitted to HM Revenue & Customs along with the Payroll
and Employee P14 information so care should be taken to answer these questions correctly.

You should therefore ensure that you know the answer to each of these questions before proceeding.

The questions asked, are as follows:

Hawe wou completed an End of Year Summary (P14 or P358(3)
fFor every person in waour paid employment during the relesvant Eax year?

B =

B =

Did anvone else pay expenses or provide vouchers or benefits to
ary af your emplovess during the year?

If you answer ‘Yes’ to this question...
B X

Lid anwone emploved by a person or company outside of the LK wark,
Far wou in the LK For 30 or maore days in a row?

Then you will need to answer this question...
B x|

@ are P14's included For Employees ouk of LIk
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If you answer ‘Yes’ to this question:

B i

Have wou paid any of the employees pay to someone ather than the
emploves?

Then you will also need to answer this question:

B x|

@ Is pay ko Third Parties inchuded on P14's?

If you answer ‘Yes’ to this question:

B i

Do the rules relating to services provided through an intermediary
rsometimes known as IR35) apply ko any work, carried oot by any
worker included in this return?

Then you will also need to answer this question:
E x|

@ Is any Service Payment included on P14's?

B i

Hawe vou submitted an End of Year Summary (P14} for each employee or direckor
fFar whaon wau completed a Form P11 ar equivalent recard during the vear?

B =
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B x|

@ Have you completed Farms P110, Expenses and Benefits?

For the above question, if you answer ‘Yes’ then HMRC will be informed that P11D forms “are due”. If
you answer ‘No’ to them HMRC will be informed that P11D forms “are not due”.

Verification

Evolution will validate the answers where it can, but most of these questions are company specific and
therefore cannot be verified.

In particular, Evolution will check the following scenarios that would cause your submission to be
rejected by HM Revenue & Customs:

. If you answer ‘Yes’ to the first question regarding P14 completions for employees, you must
answer ‘No’ to the P38A Supplementary Return question

. Similarly, if you answer ‘No’ to the first question regarding P14 completions for employees, you
must answer ‘Yes’ to the P38A Supplementary Return question

° You must also submit an End of Year P14 Summary for each employee or director for whom you
completed a P11 record and hence, the answer to this question must be ‘Yes’

You must also have taken the appropriate action in accordance with the answers to these questions.

If for any reason you answer a question incorrectly, you will have to re-start the E-Filing procedure
from the start in order that everything will be correctly submitted.

See appendix 3 where a list of your answers should be noted
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2.7

E-Filing P35 Totals Complete Submission

With the declaration complete, you will then be asked to enter the remaining details that are required
for the E-Filing submission, but which are not held within the Evolution Payroll itself.

These values, and the questions for the declaration in section 2.6, are the same that are shown on a
manual P35 report that can be obtained from HM Revenue & Customs.

An example of a manual P35 can be viewed at http://www.hmrc.gov.uk/forms/p35.pdf.

For a Complete Submission, the following screen is displayed:

P35 Totals x|

—Totals
[7] Tax Advance from HMRC

[19] SAP Recovered

[20] MIC Compensation on SAP

[12] 55P Recovered [22] 55P /SMP//SAP/SPP funding

[13] 5MP Recovered [25] SubContractor Tax

[14] MIC Compensation on SMP [27] Total already paid

[15] OSPP Recovered [28] Incentive payment rec'd

[18] MIC Compensation on OSPP

LT

[30] CIS Deductions
[17] ASPP Recovered

[18] MIC Compensation on ASPP

[ [[F]

Ceszation Date 000 /o

B
-~

Where a box is present on the manual P35 from HM Revenue & Customs form but not requested here,
details will either be available from the Evolution Payroll data, and thus will not need to be re-entered,
or the value will be calculated from other entries in this screen.

As noted above, P14s are not submitted for Subcontractors, and thus, Subcontractor Tax and any CIS
Deductions should be entered in this screen. The Subcontractor Tax figure can be obtained by running
the Payroll > Year End > Subcontractor Tax report, as described in section 2.1.

You should complete all of these fields, as appropriate. Note that the “[25] Subcontractor Tax” figure
can be obtained from the figure you generated in section 2.1. The “[30] CIS Deductions” field should
be completed only if you are a company that has had CIS deductions made from payments received
for work in the Construction Industry.

The “[27] Total already paid” field is the sum of all the NIC, PAYE, Student loans, Statutory payments
of parental pay and Subcontractor Tax that you have already paid to HMRC for the year.

The “Cessation Date” should only be used if the company has been wound-up during the tax year, and
has ceased trading.

See appendix 4 where a list of the values entered should be noted
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2.8

Evolution E-Filing Information Validation

2.8.1 Evolution E-Filing Information Validation Passes

Once you have completed the year end declaration question and the P35 Totals, Evolution will make
several validation checks on all the entered information.

If all the Evolution validation checks return ok, the following will be displayed:

Warning x|

E-file generated successfully

Followed by “Produce P35 Figures?”:

('- g ) Produce P35 Figures? ;I
)
L I ] y

il

If you say ‘Yes’, you will get the opportunity to print out and retain a copy of the P35 figures for your
records (Part 1 and Part 2):

S
'l.ﬂewl Print |Dune|

An example of this report is shown on the next page. Part 1 will display all of the employees and their
total NIC and Tax deduction within your employment. Part 2 will show the P35 totals, including those
values entered in section 2.7, that will be submitted to HMRC along with the answer to the declaration
made in section 2.6.

When the report is finished, clicking Done, or if you said ‘No’ originally, an export file will then be
produced and placed in the C:\Evolution\E-Filing folder on your PC.

This export file will subsequently be submitted to HM Revenue & Customs using the ‘Integrity E-Filing’
System which must have been purchased separately.

Note:

Whilst we have added many validation checks to the Evolution E-Filing system, passing the Evolution
Validation is not a full guarantee that the file will then give a successful submission, as both the
Integrity E-Filing Interface Software, AND HM Revenue & Customs Online E-Filing system will then
perform their own set of validation checks.

However, Evolution will trap the most common mistakes that would cause the file to be rejected
during submission due to failed validation.
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Example of the P35 Figures report:

Did you make any Free of Tax’ payments to any employee? - N

Did anyone else payexpenses or provide wouchers or bensfits to any of your employess during the year? - N

Did anyone empleyed by a3 person or company outside of the UK work for you in the UK for 30 ormore days in 3 row? - N
Are F14°s included for Employees out of UK -

Have you paid any of the employees payto someone other than the emplyea? - N

Is pay to Third Parties incleded on P1427 -

included in this return? - N

I any Service Payment included on P 14757 -

the year?- Y
Hawe you completed form P38A, Employers Supplementary Return? - N

Hawe you completed forms F11 D, Expenses and Bensfits? - Y

Part1
Reference Employee Name NIC Income Tax
FO1 M Monthly paid below thresholds 0.00 0.00
Fo2 M Between NI rates no Tax 0.00 0.00
Fo3 Davina Caller 0.00 90.24
Fo4 M Monthly above Niand Tax 1,847 .56 1,677.42
FO5 M Monthly Week basis av1.92 261.40
FO& M Monthly Pensioner no NI 200.04 34473
FoO7 M Monthly av1.92 310.06
Fog M Monthly New starter Pff 2758.94 380.74
Foa Keith Smith av1.92 34473
F10 M Monthly T84 44 691.39
F11 J Monthly Stnd with sickness 1,609.52 1,386.06
F12 M Monthly av1.92 34473
F13 M Monthly Maternity leave 371.92 34473
F14 Fred Largearner 957612 24 776.83
F15 William Monthly Bige 3,401.24 3,742.78
f20 fred Code G and NI rebate 1,337.00 2,251.39
f21 G Month Director on Week One 1,016.26 225139
f22 H Maonthly Director above thresh 1,887.98 3,742.78
f23 | Month Employe becomes Director 371.92 34473
f24 R Monthly Director pensioner 932 48 2,251.39
f25 W Monthly Director on Base Rate 205063 3,466.66
f26 S M onthly Director with pension 240588 3,396.12
f27 A W onthly Director starts in Jun 109.68 951.39
f28 David Harris 10,382 66 24 776.83
32 Fred Thirtytwo 287884 2,451.39
Part 2

3 Total NICs 42 930.79 19 SAP Recovered 0.00

6 Total Tax 80,489.91 20 NI Comp on SAP 0.00

7 Tax Advance Received 0.00 21 Total 12 to 20 250.00

8 Total Tax 80,459.91 22 Funding Recewed 0.00

9 Total NICs & Tax 123,420.70 23 21-22 250.00

10 Total Student Loan 16.00 24 11 - 23 123,186.70

11 9+10 123 43670 25 Subcontractor Tax 500.00

12 55P Recovered 0.00 26 Amount Payable 123,686.70

13 SMP Recovered 150.00 27 Total Already Paid 5,000.00

14 MIC Comp on SMP 0.00 28 Incentive Received 0.00

15 0O5PP Recovered 75.00 29 26 - 27 and 28 118,686.70

16 MIC Comp on OSPP 0.00 30 C15 Deductions 0.00

17 ASPP Recovered 25.00 31 Revised Amt. Payable 118,686.70

18 MIC Comp on ASPP 0.00

Hawve you completed an End ofYear Summary {F14) or P38(5) for everyperson in your paid employment during the relevant tax year? - Y

Do the rules relating to services provided through an intermediary {sometimes known as |IR35) apply to any work carried out by any  worker

Hawe you submitted an End of Year Summ ary {F14) for each employee or director for whom you completed a form P11 oreguivalent record during
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2.8.2 Evolution E-Filing Information Validation Fails

Once you have completed the year end declaration questions and the P35 Totals, Evolution will make
several validation checks on all the entered information.

If problems are detected during the Evolution validation, the following message will be displayed:

warning x|

Generated e-file contains errors!

[Ok]

A full report of all problems will be produced to assist you in correcting the problems, and the
following options will be given:

Print Options x|
—Print Pages

Print

Al {~ Range
View Report

Cancel

i

You may then Print or View the report.

Notes:
If validation fails, the export file will not be produced and you must correct all reported errors before
starting the Evolution E-Filing process from the very beginning, thus avoiding the file being

inadvertently submitted to HM Revenue & Customs, and then being rejected.

If corrections are made to employees, you need only re-print the P60 forms for the corrected
employees when the E-Filing process is re-started.

Example Validation Errors are given in section 3 — ‘Evolution E-Filing Validation Errors’.
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2.9

Completing the Year End Complete Submission

Once you have completed all of the above tasks in and Evolution has validated the details, an export
file with all the year end information will be created, away from the Evolution programs and data files.

The export file is created in C:\Evolution\E-Filing:

=10l x
J File Edit View Favortites Tools Help ﬁ
J FBack * = - | @Search [ Folders @History | Freglr S T | Ef~

J.C\c_ldress I[:I E-Filing j ﬁGo

~1 b = Name £ | Size | Type | Modified |
LD I—i O1irfile 112KE  ASC File 14/02/2005 15:35
e
E-Filing
Select anitem ko view its
description,
See also:
[y Diocurnents
[y Metwork Places
My Computer

This export file will subsequently be used by the Integrity E-Filing Interface software, in order to
complete your year end submission.

Please refer to the ‘Interface for HMRC E-Filing Submission 2013’ document in order to complete the
year-end submission to HM Revenue & Customs.

Notes:

. The export file is created only on the local machine — the one being used for this E-Filing year
end procedure

. The file will be pre-fixed with the company number so that for multi-company systems, a
separate file will be produced for each company

It is highly recommended that you take a backup of Evolution at this stage, in case of submission
problems.

It is also recommended that wherever possible, the end of year submission is completed before
clearing the payroll for the new tax year. The play system may be used if the data needs to be cleared
before the submission is completed.

Multi-Company Systems with Different Tax References: The whole of this procedure should be
repeated for any other companies that are to use Payroll E-Filing where the Tax Reference is different
in each company.
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EVOLUTION E-FILING VALIDATION ERRORS

Once you have completed the year end E-Filing procedures as described in section 2 for the various
types of submission, Evolution will make several validation checks on all the entered information.

If problems are detected the E-Filing export file will not be created, but, a full report of all problems
will be given.

See the following sections where ‘Validation Fails’ is described

. 2.8.2 for ‘Complete Submissions’

In addition to the validation of the ‘Header Details’ described above, and the checks already noted in
the ‘Year End Declaration’ section, Evolution validation also includes, amongst others, the following
checks:

. SCON Present for NI Codes F, G, or S

. Tax Code with Suffix of ‘H’ Invalid

. NI Code of E — Must be Female

. NI Code of B — Must be Female

. NINO in correct format and with a valid end character

. SCON in correct format AND last character obeys Modulus 19 Rules
. ECON in correct format AND last character obeys Modulus 19 Rules
. Valid characters used in Employee and Contact Names

The reported for these errors may appear as in the following example...

Il REPORT DATA

FEC. H.I FILE ERROR VALUE
Fl4a TWALEZ:456C NI CAT CATEFORY WOT ALLOTED FOR MALE EMFLOYEE E
Fla EESETS90A I SCOW CHAR 9 FAILED MODULUS 12 CHECK S02AEETEX
Fld EKETS901D SCON SCON PEQUIRED FOR WI 'F'. 'G' OR '3

Fl4a HLZ245&7C 3COW 3CON EEQUIRED FOR WI 'F', '&' OR '3

Fla HM245ETSE SCON SCON BEQUVIERED FOR WI 'F', '&' OR '3

Pla J24567594 SCON SCON PEQUIRED FOR WI 'F'. 'G' OR '3

Fl4 JESGTSI0E JCON SCON EEQUIRED FOF. NI 'F', 'G' OR '3’

Fl4a FPESFSI592 TAXCODE 'H' T&X CODE HOT VALID 5000
Fla TTSESES6A TAXCODE 'H' TaX CODE WOT VALID 5000
Fld EE242424D NI CaT CATEFORY MOT ALLOWED FOR MALE EMPLOYEE E

Fla JJ4444449F SCON 3CON EEQUIRED FOR WI 'F', '&' OR '3

Fla EESSESSSC SCON SCON BEQUVIERED FOR WI 'F', '&' OR '3

Pld LLESESESD SCOW SCON PEQUIRED FOR WI 'F'. 'G' OR '3

Fl4a FPESSSE656A SCON 3CON EEQUIRED FOR WI 'F', '&' OR '3

Fla SE223222C SCONW SCON BEQUVIERED FOR WI 'F', '&' OR '3

Fl4 SWL11ll1lC SCONW SCON BEQUVIRED FOR WI 'F'. 'G' OR 'S

P25 P2sa P2&4 MUST EE 'N' IF P14 EO¥ 21M I3 'Y

P25 ALLF14 You mms=t include a P14 for ewvery person in your emplaoy

This is not an exhaustive list, and many other validation checks are made
Note: The following are NOT validated in the E-Filing routines, and you should check employee details
before running E-Filing to ensure that the submission is not rejected.

. The NINO is not checked against the full list of valid NINO prefixes as these may be changed on
a yearly basis
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APPENDIX 1

Year End Employee Changes

Make a note of ALL employee details changed during the E-Filing Option.

Evolution Payroll - 2013 E-Filing

Employee
Reference

Employee’s
Original Detail

Employee’s
NEW Detail

Reason for
Change
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APPENDIX 1: Year End Employee Changes

Make a note of ALL employee details changed during the E-Filing Option.

Evolution Payroll - 2013 E-Filing

Employee
Reference

Employee’s
Original Detail

Employee’s
NEW Detail

Reason for
Change
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APPENDIX 2

HM Revenue & Customs Registrations Details

Make a note of the following details required for the E-Filing Option.

HMRC registration details | Detail to be entered

HMRC ID

HMRC Password

Contact Forename

Contact Surname

Contact Phone

Sender Type Employer

Employer’s ECON

Submission Type

The only field that may be left blank is the Employer’s ECON number if this is not required. If an ECON
number is required then this will need to be entered in the correct format.

Page 26



Integrity Software Systems Ltd

APPENDIX 3

Year End Declaration

Make a note of all answers made for the Year End Declaration:

Evolution Payroll - 2013 E-Filing

Question Detail Answer
number Yes or No
1 Have you completed an End of Year Summary (P14) or P38(S) for

every person in your paid employment during the relevant tax

year?

2 Did you make any ‘Free of Tax’ payments to any employee?

3 Did anyone else pay expenses or provide vouchers or benefits to
any of your employees during the year?

4 Did anyone employed by a person or company outside of the UK
work for you in the UK for 30 or more days in a row?

4/part2 If Q4 answer is Yes: Are P14’s included for Employees out of UK?

5 Have you paid any of the employees pay to someone other than
the employee?

5/part2 If Q5 answer is Yes: Is pay to third parties included on P14’s?

6 Do the rules relating to services provided through an intermediary
(sometimes known as IR35) apply to any work carried out by any
worker included in this return?

6/part2 If Q6 answer is Yes: Is any service payment included on P14’s?

7 Have you submitted an End of Year Summary (P14) for each
employee or director for whom you completed a form P11 or
equivalent record during the year?

8 Have you completed form P38A, Employee’s Supplementary
Return?

9 Have you completed forms P11D, Expenses and Benefits?
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APPENDIX 4

P35 Totals for Complete Submissions

Make a note of all values entered in the ‘P35 Totals’ screen for Complete Submission:

P35 Box Detail required Value to be entered
[7] Tax Advance from HMRC £
[12] SPP Recovered £
[13] SMP Recovered £
[14] NIC Compensation on SMP £
[15] OSPP Recovered £
[16] NIC Compensation on OSPP £
[17] ASPP Recovered £
[18] NIC Compensation on ASPP 3
[19] SAP Recovered £
[20] NIC Compensation on SAP £
[22] SSP/SMP/SAP/SPP Funding £
[25] Subcontractor Tax £
[27] Total Already Paid £
[28] Incentive Payment Received £
[30] CIS Deductions £
Cessation Date

Note: The Cessation Date should only be entered if the company has ceased trading within the Tax Year.

If you require any assistance with any of these procedures after reading the document, please telephone our
Customer Services Hotline on 01522-887200, or fax the details to us on 01522-887201 or email
lincolncall@integrity-support.co.uk
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