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1. YEAR END E-FILING

Interface for HM Revenue & Customs E-Filing Submissions

The 2013 Integrity E-Filing Interface Software version 2.30 will take the data exported from your
Evolution Payroll and submit the End of Year (EQY) Returns to HM Revenue & Customs using the
Revenue On-line Electronic Filing System.

This is the last year that an EQY needs to be submitted to HM Revenue & Customs. From 2013-2014
tax year RTI submissions should be done after each payroll is run. RTI submissions will not use
Integrity E-Filing.

Integrity E-Filing will still be used to submit CIS monthly returns electronically throughout the year.

This Payroll P14/P35 export file should have already been generated in Evolution before you attempt
the submission to HM Revenue & Customs.

You must have registered for online PAYE with HM Revenue & Customs in order for them to process
and accept your E-Filing Submission(s).

Checklist
Before attempting the E-Filing submission you should ensure the following has been done:
e Copied your data to the play system after all the final week/month procedures have been
done

e Made a backup of the system

o This will be required if HM Revenue & Customs reject the E-Filing Submission and
you need to produce a new export file

e  Printed the Employee P60 forms using Evolution Payroll
e  Produced the E-Filing export file in Evolution Payroll
o This will be located in C:\Evolution\E-Filing

o See separate Evolution Booklet ‘Evolution 2013 Year End E-Filing’ document for
details

e Installation of the Integrity E-Filing Interface Software version 2.30
e Run the EOQY Submission

e If any problems are identified by HM Revenue & Customs - correct these in Evolution and
produce a new export file and send a new EQY Submission
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Types of Submission
During the E-Filing procedures in Evolution you will have been asked to choose one of the following
Submission Types:

o Complete Submission

e P14 Part Submission

e 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.

This option will produce one export file to be submitted, prefixed with the company number.

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 must then opt for a ‘Complete
Submission’ 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.

This option will produce one export file for each company processed, each to be submitted
separately, and each one prefixed with the company number.
Part Submissions for Multi-Company Systems

For a multi-company system, where the Tax Reference is the same in each company, you must
complete all the following:

e A P14 Part Submission for the first company

e A P14 Part Submission for any other company with the same Tax Reference
Followed by, if all the P14 Part Submissions have been successful:

e AP35 Part Submission which will provide the sum totals for ALL included companies

Each P14 Part Submission should be completed and submitted to HM Revenue & Customs as
described in this fact-sheet, and only when all P14 Part Submissions have been completed should you
go back to Evolution to produce the P35 Part Submission Export File that will then also need to be
submitted using the same procedures.

This option will produce one export file for each company P14 Part Submission processed, each to be
submitted separately, and each one prefixed with the company number.

The option will then additionally produce an export file for the P35 Part Submission, prefixed with the
company number of the company being used when the file is produced.
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2. INSTALLATION

1. If you haven’t already done so, download and install E-File version 2.30 from this link

2. Once the installation procedure is complete, the screen will close and return you to your
Windows desktop screen. To open the E-File program, double-click on the following icon:

|

Inkeqrity
e-Filing

If you have not previously used Integrity E-File on this PC or the registration details have
expired the following screen will appear and you will need to contact Integrity Customer
Services Department on 01522 887200 in order to obtain your Licence Activation Key.

Invalid Licence

Q ‘our Registration details are inwalid, contact Integrity Support.

3. If the screen above doesn’t appear then your registration details are still valid and the E-File
program will open as normal. Please check that the version number in the bottom right
corner reads v2.30 (Feb 2013) before you attempt to submit your end of year return for April
2013:

I Revenue Filing
File  Abouk

O 0O O =

EDY submission CI3 submission  In Year submission Check submission

Evolution EFifyZ2.30 (Feb 2013 _

All of the documentation regarding the Payroll Year End process and submissions can be
found at this link


ftp://Evo:evo2010@89.151.124.10/E-File 2.30/EFiling230setup.exe
ftp://Evo:evo2010@89.151.124.10/E-File 2.30/Documentation

Integrity Software Systems Ltd Evolution Payroll - 2013 HMRC Submission

3. SUBMISSION TO HM REVENUE & CUSTOMS

Submitting your EQY Payroll return to HMRC

Once you have successfully registered your E-Filing System, click on the desktop Icon - ‘Integrity E-
Filing’ on the desktop.

Note:
e You may only run one session of E-Filing at any one time
e |f you attempt to run a second session the following will be displayed:

Aborting |X|

e Someone else is already using the Revenue Filing program!

aborting. ..

e  Click on ‘OK’ to exit this second attempted session

After clicking on the ‘Integrity E-Filing’ Icon on the desktop, the following screen will be displayed:

I Revenue Filing

File  About
O O O = ?
EQY submission IS submission In Year submission  Check submission About

Evolution Efile «2,30 (Feb 2013)

Ensure that the Version Information here
shows ‘Evolution Efile v2.30 (Feb 2013).

Click on the ‘EQY Submission’ Icon.

Navigate to the folder containing the Export File - C:\Evolution\E-Filing
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Having navigated to the folder containing the Export File - C:\Evolution\E-Filing:

Select End of Year file

Laok in: | £ E-Filing x| ® &5 ER-
E mmirfile.asc
i |ﬂ02irfile.asc
My Fecent
Documents
(1
Desktop

)

My Documents

My Computer
Pl W etk File: hame: |irfile. a3t j Open |
Places
j Cancel

£

Filez of type: |End of ‘Year export fles [*.azc)

Select the required file that was exported from Evolution e.g. - Olirfile.asc

Notes:
e The file is pre-fixed with the company number
e  For multi-company systems there may be a separate file for each company

e  For multi-company systems each separate company must fully complete all submission steps
before the next company is processed

e For multi-company systems where the Tax Reference is the same in each company, a P14
Part Submission must be submitted and accepted for each company, and only then should
the P35 Part Submission be made

See the notes on Complete and Part Submission above and later in section 4.
Having navigated to the ‘E-Filing’ folder, and selected the file generated by Evolution, the file selected

will be opened and validated by the E-Filing routine.

If the file is invalid for whatever reason this will be highlighted and you will need to correct this as part
of the Evolution payroll year end routine before the submission is tried again.

See Appendix 2 for a list of possible validation errors

The P60 forms need only be re-printed for those employees that have been corrected (i.e. changed).
However, all P60 forms may be selected and re-printed if you want to re-check details.
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The following screens will appear which should be answered accordingly:

View Submission?

\ ? ) Do ol wank ko view the Submission before sending?

Yes [ |
[No]
Permanent Metwork :
| A permanent network connection has been detected,
\V Are you able to access the internet over it?
Yes Mo |
[Yes]

Internet Connection

? ) Internet Connection is live,

Do wou want to send the Submission?

Yes Mo |

[Yes]

The submission will then start and the message on screen will change based on the responses
received from the HMRC Gateway.

The first message received should show similar to that below (this may only shown for a brief period
so may not be noticed):

Mew EQY Submission

X

Sending data

Your Submission is being sent...

This could take several minutes depending on the size of your submission and the speed
of your Internet connection so please be patient.

(The status bar at the bottom of the window will be automatically updated by the GovTalk
pratacal during the interchanges.)
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If you have entered the correct HMRC ID and Password then you should receive the message below. If
you entered the incorrect details then your submission won’t be acknowledged and you’ll receive an
“Authentication Failure” message, similar to the one shown in Appendix 3:

New EOY Submission

Acknowledgment Received

Your Submission has been acknowledyged.

Awaiting results of dacument checks...

The submission will then be validated and if all checks are passed then you will receive a successful
message similar to that below (if you are submitting a Part submission then the wording on the
successful message may be slightly different):

New EQY Submission (X%
Submission Successful

Your Submission has been successfully received by the Revenue and everything
terminated correctly.

However, if for any reason the submission does fail, you must then correct the problem that HM
Revenue & Customs identify, and produce a new E-Filing export file from Evolution. This new export
file should then be put through the EQY Submission stage again.

If you receive a “Timed — Out” message (example shown in Appendix 1) then the HMRC Gateway is
probably busy and not been able to process your submission. We would advise use the Check
Submission routine to re-send the submission later on in the day. (Please see page 11 for Check
Submission)

For multi-company systems, only when one company has passed submissions should another
company submission be attempted, be it another Complete Submission, or a Part Submission — See
section 4 ‘Multi-Company Submissions’.
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Year-End E-Filing — Printing the Successful Submission Report

The following option will be displayed, allowing the printing of a report to confirm the successful
submission:

Print HMRC Reply?

\ ? ) Do wiou wish bo print the success messages from HMRC as proof of sending faor your recards?

Yes Mo |

You should select the ‘Yes’ option in order to print a copy of the successful submission report for the
company records. This will be displayed on screen as follows:

L=
Close | Print... | |<<| <<| >>| >>|| Goto... ||?DZ 'I

Success

The EQY Return has heen processed and passed full validation

MWessage Received: 2007-03-22 15.37:09

4 | 3|
4

[Page 1 of 999

The ‘Print’ option should be selected here in order to print the report.

Upon exiting the report you will be returned to the E-Filing Interface Screen from where the Interface
options may be exited [File — Exit].
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E-Filing — Check Submission

This option exists in E-Filing to allow you to check the status of a submission, in the event of
unforeseen circumstances during the submission stage.

Some examples of problems that may be encountered include:
e  Loss of internet connection during submission
e  Timeout problems during submission
e  Power failure

In the event of such a problem during submission, once the problem is resolved, you should check
the submission.

Launch Integrity E-Filing:

I Revenue Filing

File  About
O O O = ?
EQY submission IS submission In Year submission  Check submission About

Evolution Efile «2,30 (Feb 2013)

Click on ‘Check submission’ and the following window will be displayed indicating any submissions
that have not been correctly completed, and which therefore need to be checked:

Outstanding Submissions

Select Submission to check,

Type: IR-PAYE-ECY P14 Part 1234 Date: 01/0

Please note: If you have more than one file listed, the files will be re-checked in the order listed.
With the failed submission entry highlighted, click on ‘Ok’.

A further submission will automatically be attempted for this file.
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If there are no outstanding submissions to be checked, you will be informed of this when you click on
‘Check submission’ as shown below:

Mothing Outstanding

" | } Mo outstanding Submissions have been Found!

Here our previous submission was successful with none of the issues noted above and thus, the
‘Check submission’ advises us accordingly.

If you attempt an EOY Submission and there are outstanding submissions, which have not been
checked/completed, you will also be advised of this, when clicking on ‘EOY Submission’ as shown
below:

Qutstanding Submissions Exist X

0 There are Submissions already outstanding!
\‘_.
Are you sure you wank to send another?

Yes Mo

You may either:
e Select the ‘No’ option and check the outstanding submission before attempting the new one

e Or, select the ‘Yes’ option to submit a new EQY Submission, ignoring the previous failed
attempt
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4. E-FILING — MULTI-COMPANY SUBMISSIONS
MULIPLE COMPANIES EACH WITH A DIFFERENT TAX REFERENCE
For Multiple Companies where each company has a different Tax Reference, you should complete one
Evolution Payroll Year-End E-Filing Complete Submission for each company, in order to produce the
Export files ‘Olirfile.asc’, ‘02irfile.asc’, ‘03irfiles.asc’, etc.

‘nnirfile.asc’ - nn denotes the Company Number

Each Export File should be submitted separately to HM Revenue & Customs, as detailed above.

Only when one company has submitted successfully should the next company be attempted.

MULIPLE COMPANIES EACH WITH THE SAME TAX REFERENCE

For Multiple Companies where each company has the same Tax Reference, you should submit your
End of Year Returns using the Part Submission Facility.

This will entail completing one Evolution Payroll Year-End E-Filing P14 Part Submission for each
company, followed by a P35 Part Submission which will include totals for ALL companies that share
the same Tax Reference.
Again the Export files will be named ‘Olirfile.asc’, ‘02irfile.asc’, ‘O3irfiles.asc’, etc.

‘nnirfile.asc’ - nn denotes the Company Number

Each P14 Export File must be submitted separately to HM Revenue & Customs, as detailed above.

Only when all P14 Part Submissions for all companies with the same Tax Reference have been
submitted successfully should the P35 Part Submission then be attempted.

5. E-FILING — SINGLE COMPANY SUBMISSIONS

For a Single Company System you should complete one Evolution Payroll Year-End E-Filing Complete
Submission to produce the Export file ‘Olirfile.asc’, or similar.

This should then be submitted as a EQY Submission as detailed above.
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APPENDIX 1

Timed Out messages from HM Revenue & Customs

Check Submission
Timed Out

The GovTalk Gateway has not responded within the permitted poll limit.

x]

IUse 'Theck Submission'to see if the Submission was successful later

The message may be received if HM Revenue & Customs could not, for whatever reason, complete
the checks on the file you have submitted.

This does not necessarily mean that the file has failed submission, and ‘Check Submission’ should be
used at a later time to continue the submission of this file.

See the previous section — ‘E-Filing — Check Submission’.
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APPENDIX 2

List of possible file validation errors

This is a list of some of the possible errors that may be returned by the software, indicating that the
submission file is invalid...

Note: This list is not exhaustive.

Example from an invalid file:

"j The selected file does not comply with data layout version 04,
[ ]

IUnable to process this file,

For the above message, please ensure that you have loaded Evolution version 7.1.1 before you have
created the E-Filing export file.

Validation Error D_<|

The Follawing errar Found in the payrall File is preventing wour submission Fram conkinuing:
Missing Revenue Reqgistration ID,
(Provided when vou reqgistered For Internet Filing)

Correct the above in wour payroll before trying again,

For this particular message, the file would have failed the validation because the ID number supplied
by HM Revenue & Customs was not entered for the E-Filing export file was generated from Evolution.

If this were the case then you would need to re-process the Evolution Year-End option following the
steps previously taken, using the separate Evolution E-Filing booklet, and ensuring that this time the
valid ID number was correctly entered. Then, when a new export file was produced you would need
to attempt a new EQY Submission, and the new file would be validated as before.

Other examples include:
Validation Error [Z|

The Following error Found in the pawroll file is preventing wour submission From continuing:
Missing Tax OFfice Mumber

Cotreck the above in wour payrall befare trving again,
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Appendix 2 - List of possible file validation errors — continued

Problems with employee details:

Yalidation Error, E|

The Following error Found in the payrall File is preventing wour submission Fram conkinuing:
'TRZZ20530M" is not a walid ML Mumber,
TEST EMPLOYEE
(Irrealid prefix)

Cotreck the above in wour payrall befare trving again,

The Evolution Year-end P14 E-Filing option has many validation checks for NI details in order that the
you do not experience problems during the submission stage. These checks include the format of the
NINO, and validation of the end character, but, the NINO is not checked against the full list of valid
NINO prefixes in Evolution as the list is extensive, and, may be changed on a yearly basis.

The NINO will however be checked in the Integrity E-Filing Interface software, and, an invalid NINO
prefix will be highlighted and fail validation thus preventing the file being rejected by HM Revenue &
Customs during submission stages.

Temporary NI Codes have not been allowed for 2004/2005 submissions onwards, and a valid NI
number should have been provided by HM Revenue & Customs. If not, the NI number should be
changed to a blank entry (spaces) in the Employee Record.

For further information about what NI codes are valid, please refer to HM Revenue & Customs
documentation.

Notes:
The Integrity E-Filing Interface performs many more validation checks which are not included here,
and any potential problem will be highlighted with a ‘Validation Error’ in the format shown in these

examples.

The message given in the ‘Validation Error’ should be self explanatory and in sufficient detail to allow
you to correct the problem.
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APPENDIX 3

Authentication Failure message.

The following screen shows an example of an “Authentication Failure” message:

/= Submission Errors - Windows Internet Exploren

& CHEFILEYZ. 19\ data\ ERRORS, htm

Lol Sl

File Edit Miew Faworites Tools  Help

*—dﬁ?[ {& Submission Errors l_l

Submission Errors

The GovTalk Gateway has reported the following errors which must be corrected before resubmission.

Raized by: Gateway
Error Code: 1046
Details: Authentication Failure. The supplied user credentials failed validation for the requested service.

This message is received if your details entered when creating the E-filing export don’t match the
details that HM Revenue & Customs have for yourselves.

The details checked as this stage are:

HMRC ID
e HMRC Password
e Tax Office Number & Tax Office Reference
e If this company is registered to perform online PAYE submissions

Since neither Evolution nor the E-Filing Interface Software knows the ID or Password information
supplied to the company by HM Revenue & Customs, the export file may have passed validation in
both Evolution and the Interface Software, but be rejected by HM Revenue & Customs because they
do not recognise the information you have supplied to identify your submission.

You should re-process the Evolution year end option following the steps previously taken, using the
separate booklet, ensuring that this time all user credentials are checked and correctly entered.

When a new export file is then produced you should attempt a new EQY Submission, and the new file
will be validated as before.

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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