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Add Payroll Employer Information

Click the Payroll List [Add New] button to enter payroll names and references.

F-

I3 4 RTI Payroll Standard b Hartigan Softuare EI =] @

Exit  Settings  Payrolls \ RTI Submissions  Motifications  Tools  Help

Faproll Proceszing Emplovee Processing

Payroll Hame Surharme

PAYE Ref Ml Mumber

Inchude inactive Payralls | Wwiorks Mumber
Include Employees that have left |

Payrall Lizt Employes List

Select a Paymall Add Mew Select an Ermployes Add Mew
Jones., :John
St Monthly, Hilda
T a=-Teszting, Jimny

Run Payroll Yiew / Edit Employee Details
Frint Papzlips Enter Pay Detailz
Full Payment Submizzion Wiew Last Pap Period
P32 Entry | | Frint P32 Pay Historny
Emplover Payrment Surnrmary Print P11
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Add Payroll Employer Information

Ensure all required information is available and follow the instructions below.

I3 % Payralls

A descriptive name of your choosing for example
Monthly Salaries or Weekly Pay.

=3

Payroll Lizt

The name of your local tax office.

Paprall Hame
PAYE Ref

Payroll Details
Payrall Hame Test

HMRAC Office Mame Test

Emplover Accounts Office 12321 2245678

Reference

Emplover's contracted-out
number [ECOM]

Self dzzessment Unique
Tax Reference

Corporation Tax Reference 4

| Exclude Ceaszed Scheme | Fird |

THamg
Test

This is the first part of your employer PAYE reference and
is three digits. You will find this number on a P6/P9 notice
of coding or your Annual/Budget letter.

Emplover PAYE reference 564 / A5E4

This is the second part of your employer PAYE reference

after the slash. You will find this number on a P6/P9 notice
Referencen/

of coding or your Annual/Budget letter.

Telephone Mumber

R
\

This reference number can be found on your P30BC
'Payment booklet' or P30B 'Paying electronically'. It will be
in the format 123PA00012345.

Sender Type /E mployer

\

Sender D 15%564

Sender Paszword testingl
Scheme Ceased

Date Scheme Ceaze

Current Payroll D te 30/042m7

Small emplover statyftary papment recavery rate
[total clazz 1 NICs for previous tax vear less than £45,000]

Only required if you operate an occupational contracted-out
scheme

Annual MICs Emplovment &llowance spolicable | -/

If applicable:
for example, if you are an employer who is a sole proprietor
or a partnership.

Current Tax'Wegi End Date 05/04/2014

Apprenticeship Lewvy Connected Company Lewy Allowance

| Import Paygbllz | Save | | Delete | | Close
/
If applicable:
for example, if you are a limited company. If you have more
than one COTAX reference, enter the reference for the
company that holds the employment contracts.
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Add Payroll Employer Information

Click [Add New] to clear currently
displayed data from the window and
enter new payroll details.

5 payrolls

Paproll List
Payroll Hame

PAYE Ref

| Exclude Ceased

Pyl Netail

Mame

Test

Scheme Find

Normally set to ‘Employer’.

Enter your Government
Gateway User ID.

Feference number

OIFfifdg nurmbrer

T T T

=)

Enter your Government
Gateway Password.

e

Sender Tupe
Sender ID
Sender Password

Scheme Ceased

PAYE Ref

ABE4

Cantact
Title

Forenames
Surname

Telephone Mumber

Employer HName

Emplayer Address

Emdgyer N\

154564
testingl

Date Scheme Ceased

Small emplover statutory payment recovery rate
[tatal clasz 1 MICs for previous tax year less than £45,000)

Current Payroll Date 3040420017

Emplayer Postcode

Annual NICe Employment Allowance applicable

Annual NICs Employment Allowance claimed

Mot required to report Apprenticeship Lewy

\@

| AddMew |

/

Enter payroll manager
contact details.

Enter Employer Name,
Address and Postcode.

Current Tax Wear

Import Payrolls |

Date 05/04/2014

A

Apprenticeship Levy Connected Company Lewy Allowance

/ Save | | Delete | | Close |

Data Entry Aid:
Last entered
payroll processing
date.

Enter the final day
of the tax year that
is currently being
processed.

Click [Save] to save
the payroll data
entered.

Click [Delete] to remove the
currently displayed payroll and
all associated employee
information.
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Set up Auto Enrolment parameters for Payroll Scheme

-

H'  RTIPayroll Standard by Hartigan Softaare
Exit  Settings  Payrolls  RTI Subrnissions

Pavrall Processing

Payrall M ame

PAYE Ref

Inrlnde inartve Paorllz

(=] & ==
MNotifications | Toaols | Help

Backup
Empl
mplers Process Year End
Surnan Print P&Os
M1 Mun Run Payrall

Auta Enrolment

il

Select the [Tools / Auto Enrolment] menu item to set the auto enrolment parameters. The

following screen will be displayed:

E Auto Enralment

Faprall |HSD Test 30
HSD Test 31
ABC Ltd

Penzion Scheme Details
Praovider Type @ MEST Other

Frovider Mame

MHest Emploger ErP123456739
Reference Mumber

Mest Usger 1D suppart@&E T com
Mest Pazsword querty] 23
Payment Source Saource 1

M/

=]

This is the unique employer identifier given to you by NEST when
setting up your employer record. Itis 12 characters is displayed
on most screens when you are logged into your NEST account.
E.G. EMP123456789. The reference is case sensitive so make
sure that you use capital letters where required — ‘EMP’ not ‘emp’.

Cantribution 5 chedule |Week|}l

- |

Tax Relief

Calculation B asis

Cancel

@ Relief at Source [Contributiohs deducted fram net pay and paid net of 20% taw)
Met Pap Arrangement [Contributions not taxed under PAYE and paid grossz)

Mo Tax Relief [Contibutions deducted from net pay and paid gross]

All Pay Basic Pay Only @ Qualifying E arnings

o

Currently only NEST Pension Scheme payroll contribution reporting functionality is provided.

If ‘Other’ Provider Type is selected a generic report can be exported.

Note: The Pension Scheme Details, Tax Relief and Calculation Basis options selected
will be used as default values for all new employees.
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Set up Auto Enrolment parameters for Payroll Scheme

Select the Provider Type
If NEST is selected:

e NEST employer reference number. This is the unique employer identifier given to
you by NEST when setting up your employer record. It is 12 characters long and is
displayed on most screens when you are logged into your NEST account. E.G.
EMP123456789. The reference is case sensitive so make sure that you use capital
letters where required — ‘EMP’ not ‘emp’.

e Payment Source. This is the worker's payment source. Payment sources are
created when you set up your pension scheme. All enrolled workers are assigned to
a payment source. The payment source text is case sensitive so ensure the text
entered exactly matches your NEST record.

e Contribution Schedule — The frequency of payments for each contribution schedule is
set up when your pension scheme is set up. The frequency is displayed in the NEST
contribution schedule.

Tax Relief

Select the option that corresponds with how the tax relief is dealt with under the pension
scheme. NEST schemes should be set as Relief at Source.

Calculation Basis

Select the employee earnings basis on which the pension contributions are to be calculated.
Qualifying Earnings are the earnings used to calculate minimum contributions to a pension
scheme. Forthe 2017/18 tax year qualifying earnings are those between £5,876 and
£45,000. Employers can choose to calculate contributions on another definition of earnings
and the RTI Payroll software supports ‘all pay’ and ‘basic pay only’ options in addition to
qualifying earnings.
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Employee Information Entry

Once payroll names have been created employee information can be added to the

appropriate payroll. Select <|31 payroll.

Gather all required information (review the following screens) for the employees to be
entered. Click Employee [AddI New] and work through the ‘Add New Employee’ wizard.

-

' RTIPayroll Standard by Hartigan Softuare

Exit  Settings  Payrolls  RTI Submissions

Fayroll Processing

Payroll Mame |
PAYE Ref

Include inactive Payralls

Fayrall List

Add New

Select a Paproll

Add New Employee Wizard

Motifications

=]l = s
Toaols  Help
Emplovee Procezsing
Surname
NI Hurrber
works Mumber

Include Employees that have left

Emploves List

Select an Employee

Add hew | g—

Maternity, Michelle Mary
O'Mat Ins-SRIT, Sandra-Jane
St Monthly, Hilda

T ax-Testing, Jirmrmy

B 2dd Mew Employee

Title |
Forenames *
oy
Initials
Surname *

Gender b ale

Female
D ate Of Birth *

M1 M urnber

“forks Mumnber

FPazzport Mumber

Address

IJK. Post code
or

Mon UK Country

Cancel

[If forename niot known)

(=]

* denates a required field

Mest »
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Enter the information on the screen and press the [Next >] button. Fields marked with an
asterisk are mandatory.
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Employee Information Entry

Select all of the following:

e apay period from the list

e the most appropriate hours worked range from the standard hours worked dropdown list
¢ one of the four starting form options

e starting date (not mandatory for existing employees)

o o

B add New Ernployes @
* denaotes a required field
Employee Pay Period * Weekly
Two Weekly
Four weekly
kd anthly
Cluaterly
Siw b anthly
Anrually
One-off
[rregular
Standard hours worked per week ® -
Regular Hours Worked Grosz Per Hour
FRegular Days Worked Grozs Per Day

| Regular Gross Amount

Starting D ate

Starting Form *
P45 Part 3 [Mew Emploves with farm F45]

P45 [Mew Emploves without farm P45]
P4E [E=pat] [Ermployes seconded to work, in the LIE]
E xizting Employes

Cancel | < Back || Mexst »
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Employee Information Entry

If an existing employee is being added, the following screen is displayed in order to carry over
year to date figures from previous payroll software. This information does not need to be

entered if starting a new tax year.

e

Y'ear To Date figures caried forward from previous software

T ax vear end date s 04 ﬂ
Grozs pay to date

T aw deducted to date

Ml letter |—v|
[Grozs earnings for Ml contributions

LEL

LEL ta PT

PT to LEL

Employer M| cantributions

Employee M| contributions

Statukary b aternity Pay

Statukary Paternity Pay

Statutkary Adoption Pay

Statutory Shared Parental Pay

Student Loan Repayments

Benefitz tarked via payroll
Employee penzion contnbutions
paid under net pay arangements

Employee pension contributions nok
paid under net pay arangements

H add Mew Employee @

Cancel < Back || et >

-
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Employee Information Entry

The following screen is displayed in order to capture work based pension scheme

contributions:

o

E’ Auto Enrolment Details

“Wwharker Categony
@ Eligible Jobholder

Enralment Status
@ Optedln

Enralment D ate

Employee Calculation B asis

Fixed Aot All Pay
Employee Contribution Percent

Employes Contribution Amount

T ax Relief

Emplover Calculation Bazis

Fixed Armoumt Al Pay

Employer Contribution Percent

Employes Contribution Amotmnt

MHon eligible Jobholder Entitled ‘A arker

Opted Out M

Bazic Pay Only @ Qualifying E arnings

4

Baszic Pap Only @ Qualifving E amings

4

M A

M A

Cloze

=5

-

Worker Category

Select whether the worker is an eligible jobholder, non eligible jobholder or entitled worker.
The following link provides guidance on assessing the workforce and the different category of
workers: http://www.thepensionsrequlator.gov.uk/doc-library/automatic-enrolment-detailed-

quidance.aspx#s11494

Enrolment Status

Select whether the employee is opted in, opted out, or if the status is not applicable e.g. if
they are a non eligible jobholder and have not opted in.

Hartigan Software
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Employee Information Entry

Employee Calculation basis

Select the employee’s earnings upon which the employee pension contributions are to be
calculated. Qualifying Earnings are the earnings used to calculate minimum contributions to a
pension scheme. For the 2017/18 tax year qualifying earnings are those between £5,876 and
£45,000. Employers can choose to calculate contributions on another definition of earnings
and the RTI Payroll software supports ‘all pay’, ‘basic pay only’, and ‘fixed amount’ options in
addition to qualifying earnings.

Tax Relief

Select the option that corresponds with how the tax relief is dealt with under the scheme.
NEST schemes should be set as ‘Relief at Source’.

Employer Calculation basis

Select the employee’s earnings upon which the employer pension contributions are to be
calculated. Qualifying Earnings are the earnings used to calculate minimum contributions to a
pension scheme. Employers can choose to calculate contributions on another definition of
earnings and the RTI Payroll software supports ‘all pay’, ‘basic pay only’, and ‘fixed amount’
options in addition to qualifying earnings.
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View / Edit Employee Details

Employees are selected by clicking on the required name in the Employee List.

B rm Payroll Standard by Hartigan Software EI [=] @
Exit  Settings  Payrolls  RTI Submissions  Notifications  Tools Help

Fayroll Processing Erploves Processing

Payroll Mame Sumame

PR Ref M1 Murnber

Include inactive Paprall: [ Works Nurnber
Inzhude Employees that have left [

FPayroll List Employee List

Select a Payrol Select an Emplopes

Jones, John -
b aternity, Michelle Mar

O'Mat Ine-5RIT, Sandra-lane
St Maonthly, Hilda i

As employees are entered they will appear in the Employee List. As the number of
employees in the list grows selection of a specific employee may require scrolling through the
list, an alternative to this is to enter the NI Number, Works Number, or the first one or two
characters of the employee’s surname in the search fields which will limit the list to only those
employees who match the criteria entered.

Clear the search fields to see all employees for the selected payroll.

To view or edit employee details select the employee from the list and click [View / Edit
Employee Details]

B Emplayee Detsils ==l
Tille Initals Tax Code 5900
Forenames Sandhanane [ wieek 1/ Month 1
Sumame OMat InsSRIT NI Categary
Gender O Msls @ Femals P
Date OfBith  06/05/1963 Student Loan Dedustions
NI Number AB34ZTBES Employes Pay Period
el ﬁé‘?“ﬂiéﬁ hours warked
Passport Number Fleqular Pay Amount Calodlate
Addiess 21 5 Nat Ins-SRIT Sreet Direct E arnings Attachment
PAYE Town in Scotland DEA Riate

Period of Emplopment

Start Date
UK Postoode  pas gws Leaving Dale

o
Non UK Countiy Employed as a diectar [ Na -
etz Director's NI Calc Method
" Director Appoiniment Date
Benefils taved viaparall  [No =
Fatiner Detals | | Statutoy Papments | | Ao Enoiment | [ UndoChanges | [ Delete | [ Close

Make any changes required then click [Close], the changes will be saved and the window
closed. If you wish to discard any changes made you must click [Undo Changes] before
clicking [Close].
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Run Payroll

H RTIPayroll Standard by Hartigan Software EI [=] @
Exit  Settings  Payrolls  RTISubrnissions  Motifications  Toaols Help

Payroll Processing Emplovee Processing
Pavrall Hame Surhame
PAYE Ref I Hurnber
Inchude inactive Paprolls wiorks Mumber
Include Employees that have left =

Paproll List Employee List

Select a Paprall Add Mew Select an Emploves Add Mew

I O

Jonesz, John o~
b aternity, Michele b ary
Moorgate, Maria =
O'Mat Ins-SRIT, Sandra-lane
St Maonthly, Hilda 5
Fiun Payrall Wigw # Edit Emnployes Details
/
Click the [Run Payroll] button to begin the process.
H' Run Payrall [E=HE=E(Cx3
Payment Date | Today [7] Created but not yet ieported Pay Period Al -
PAYE Ref MHame NIND ‘Work No PapPeriod  Last Payment Gross Amount  Tax Deducted  Employes NI MetPay Leaving Date Select Al
[T] 5E444564 Tax-Testing, Jim... ‘Wad83444C  TaX1 Monthly 30/11/2016 0.00 0.00 0.00 0.00 Cloar Selsction
[] 56444564 Matemity, Miche...  AB339305C  SMP1 Monthly 5.000.00 2.,000.00 IFFEE 225478
[] EG44BERS  O'NatlneSRIT, . AR34Z1EGA Monthly 500,00 o noo - sonon S how Selocted
[7]564/4864  StMonthly, Hida  SC342166E Morthly 400.00
] 564/4564  Jones, John AEHISIIC Monihly
[7] 564/4564  Moaoigate, Maia  ABSE7S39C Monthly -

;

Create payments far selected employees Erport To Excel Close

A batch of payments can be generated by entering the payment date, selecting the
employees from the list and pressing the [Create payments for selected employees] button.
The payments can only be generated this way if the regular payment amount has been
entered on the Employee Details screen.
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Enter Pay Details

Employes
Wworks Mumber
Payment Date 30/04/2017 [ Taday |

B azic Pay Calculate Basic &

Ovwertime Pay Divertime Pay

Bonus Pay

Gross pay this period
[excluding statutary payrments)

Pay Period | tdanthly \

Mumber of armings periods 1
covered by thiz papment

The emploves iz being paid statutory payments in this period.

The employes has deductions from gross pay in this period that are not zubject to tax and/or national
insurance contributions.

The employes has benefitz taxed via payroll in thiz period.
The employes's pay in thiz period has been reduced due to them being on strike.

The employes's pay in thiz period hag been reduced due to them being on unpaid absence.

| Cancel || Cantinue |

B tdd Pay Details 23]

Enter or confirm the payment date. Enter the basic pay, overtime pay, and bonus pay for the

period. Tick any boxes that are appropriate.

The basic pay and overtime pay can be calculated by pressing the [Calculate Basic &

Overtime Pay] button.

B Gross Pay Calculation Basis @
Hours "Worked
TOTAL
Regular Hours Worked Grozs Per Hour
Owertime Hours YWwWorked Overtime Rate %
Owertime Hours YWorked . 2
[&lternative Rate) Deitins Reli= 2
TOTAL
Days Warked
TOTAL
Regular Days Worked Grogs Per Dap
Cloze
Hartigan Software 16 April 2017



Enter Pay Detai

Is: Review Payment

Review details of the payment to be made (Payment Details).

Gross pay this period [excluding statutory payments)

Value of emplopee pension contributions paid under "'net pay
arrangements” in pay penod

Value of payment not subject ta tax or MICz in pay period

alue of benefits taxed via the payrol in period

Items subject to Class 1 NIC but nat taked unded PAYE
regulations excluding pension contributions in pay perod

MI & Statutom

Papments Enralment

‘ At

;4 Pay Details

w1
Emploves tdatemnity, Michelle bary
Pay Period anthly /| Full Papment Submission Complete
Hours 'worked 24-2993his | Periods Covered 1
Basic Pay 5.000.00 Caloulate Basic &
Overtime Pay Overtime Pay
Bonuz Pap

5,000.00

0.0

0.00

0.0

0.0

Payment Date 3040342017 tonth Mo

Tax Code oo Week 1/Manth 1
Tawable Pay in thiz pay period

Value of tax deducted or refunded fram this payment

Employes M| Contributions

Deductions from Met Pap

Value of student loan deductions in this periad

“alue of employee pension contributions that are not paid under
"net payment arrangement' in pay period.

“alue of Direct E arnings Attachments in pay period
Value of other deductions from net pay in period

Pay after all deductionz

The employee's pay in this period has been reduced due to unpaid absence

The employee's pay in this period has been reduced due to them being on stike.

81154
3.246.00
439.97

B53.00

4956

ulili]

0.00

378088

Late Reason

-

‘ Close ‘

Click the [NI & Statutory Payments] and [Auto Enrolment] buttons to review the NI & Statutory
Payment and Auto Enrolment details respectively. Click close to close the window.

Review details of the payment to be made (NI & Statutory Payments)

Grogs pay For NIC

Statutom Payments

Tolal 5P this period [ Caleulate | 0.00
Total SMF this period [ Calculate | 311541
Tatal S4P this period [ Caloulate | 0.00
Total SPP this period [ caleulate | 0.00
Tatal SHPF this period [calculate | 000

Payment
Detail:

154 Pay Details
w o) o
Emploves tdatemnity, Michelle bary
Pay Period anthly
Hours ‘worked m Periods Covered

811541 Ml Category Letter

| Full Payment Submission Complate

]
2

Mational Insurance

Walues of earnings at the lower eamings limit

Walue of earnings above the lower earning limits,
up to and including the primary threshald.

Yalue of earnings above the primary threshaold,
up to and including the upper eammings limit.

Emplayees M1 contiibutions due in pay period

Employers MI contributions due in pay period

Total of employes and emplayer contributions

456.00
186.00
2911.00
433.97
1.026.64

1.466.61

‘ Close ‘

Click the [Payment Details] and [Auto Enrolment] buttons to review the Payment and Auto
Enrolment details respectively. Click close to close the window.

Hartigan Software
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Enter Pay Details: Review Payment

Review details of the payment to be made (Auto Enrolment).

The pension contributions will be calculated automatically based on the values entered on the
Auto Enrolment screen for the employee. The auto enrolment values for each pay period are
displayed when the [Auto Enrolment] button is pressed on the [Pay Details] screen:

B Pay Details @
RO o
Employes M aternity, Michelle Mary Payment Date 300252017 fonth Mo 12
Pay Period tdanthly | Full Payment Submission Complete Emplopee Caloulation Basis
—_ i Fired Amount All Pay Basic Pap Only @ Qualifying Earnings Méa
Hours Warked 24-29.93 hrg - | Periods Covered 1
- Employee Contribution Percent 2 0z
Basic Pay 5.000.00 Calculate Basic & Emplopee Contribution Amourt
Overtime Pay Overtime Pay Tax Relief
@ Relief at Source Met Pay Arrahgement Mo Tax Relief
Bonus Pap
Gross pay this period [excluding statutory payments) 5.000.00 Ermnployer Calculation B asis
Auto Enralment Fired Amaunt Al Pay Basic Pay Only @ Qualifying Earnings M4,
e I.:ategnry . . Emplayer Contribution Percent 2 %
Eligible Jobholder Mon eligible Jobholder Entitled ‘worker

Emplayer Contribution Amount
Erralment Status

OptedIn Opted Out M4
_ e B e Pension contribution for this earnings period
nrolment Diate 5 2
m/01/2me Pensionable Eamings 3.097.00
Opt Out D ate . P
g Employee pension contributions deducted from salary 19,56
Reason for partial or non- . .
payment of Eontribulions | M Emplover pension contiibutions B1.94
[Drate contributions paid to pension scheme
Payment MI & Statutorny Close
Details Payments

The values for each pay period can be amended on this screen. If contributions are reduced
or not paid in this pay period, the [Reason for partial or non-payment of contributions] drop
down box should be selected.

Click the [NI & Statutory Payments] and [Payment Details] buttons to review the NI &
Statutory Payment and payment details respectively. Click close to close the window.
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Print Payslips

I RTIPayroll Standard by Hartigan Softusare EI [=] @
Exit  Settings  Payrolls BTl Submissions  Motifications  Tools  Help

Payroll Processing Emploves Processing
Payroll Mame Sumname
PAYE Ref I Humber
Inciude inachve Paproll: ] Warks Mumber
Include Employees that have left [l
Payroll List Employee List
Select a Payrol Select an Employes

ABC Lid Jones, John -

M aternity, Michelle b ar
Moorgate, Mara
O'Mat Ing-5RIT, Sandra-Jane

St Monthly, Hilda &
[ Fiun Paprall l ’ Wiew / Edit Employes Detailz l
[ v Frint Payslips ] ’ Enter Pay Detailz l

When all employee payment details have been entered for the current period, click the [Print
Payslips] button. The number of payslips to be printed will be displayed, ensure the required
printer is connected and is ready then click [Yes] to continue and print the payslips.

Print Payslips I - l = J

I.-"'_"‘-. There are 3 payslips te be printed. Are you sure that you want to

W continue

Review the payslips to ensure all required employees are included and being paid the
appropriate amounts. Once you are satisfied all is correct click the [Full Payment Submission]
button to begin the submission process.

Note: Individual payslips can be printed as follows:

e Select an employee
e Click the [View Last Pay Period] button on the main window.
e Click the printer icon at the top of the window.

or
e Select an employee
e Click the [Pay History] button on the main window.

e Select the payment(s) on the screen and press the [Print Selected Payslips] button at
the bottom of the screen.
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Delete or Refund Payments

B rm Payroll Standard by Hartigan Software

Exit  Settings  Payrolls  RTI Submissions
Payroll Processing

Payroll Marne
PAYE Ref

Include inactive Payolls

Payrall List

Select a Payroll

o) o

Motifications  Tools  Help

Employee Processing
Surname

MI Nurnber

“wforks Number

Include Employees that have left

=

Employee List

Select an Employes

Jone:

4 L v

Mo 3
O'Nat Ins-SRIT, Sandra-) ane

St Monthly, Hilda
I Fun Paproll ] I ‘igw / Edit Emplopee Details ]
I PFrint Payslips l I Enter Pay Details l

I Full Payment Submission ]

[ “iew Last Pay Period l

I P32 Entry ] I PFrint P32 ]

I Fap History

&1

Select the employee from
+ the list and press the [Pay
History] button

The [Employee Pay History] screen will be displayed.

I3 % Ernployee Pay History

Surmame | Select an Employee
Jones, John
NI Number I aternity, Michelle bany
Moorgate, Maria
0'Mat Ing-SRIT, Sandra-lane
Works Humber St Manihiy, Hilda
Include Employess that have left [l 2 Rl
Payment Date  Pau Period Taxable Pay Tax Deducted Employee M Met Pay Wiew Pay Details
[T] 3140372017 Morithly 0.0 0.00 0.00 0.00 -
[7] 30/11/2016  Monthly 300.00 52.20 0.00 247, l Enter Pap Details ]

Select the payment from the list and
press the [View Pay Details] button

The [Pay Details] screen will be displayed:

H  pay Details
P =Y

Employes

T ax-T esting, Jimmy

Click the ! button in the top left corner of the screen to refund the payment or the * button
to delete the payment.
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Full Payment Submission

i3 3 RTI Payrall Standard by Hartigan Software EI =] @
Exit  Zettings  Payrolls  RTISubmissions  Motifications  Tools  Help

Paprall Proceszing Employee Processing
FPayroll Mame Surmame
PAYE Ref W1 Murnber
Include inactive Payrolls | ‘whorks Number
Include Employees that have left ]
Payroll List Employee List
Select a Payrall Select an Employes

ABC Ltd

b aternity, Michele bdary -
boorgate, baria

O'Mat Ins-5RIT, Sandra-Jane =
St Manthly, Hilda
T ax-Testing, Jimmy

[ Fiun Payrall l l Wiew / Edit Emplayee Details l
[ Frint Papslips l l Enter Pay Details l
[ Full Payment Subrizzsion l l Wiew Last Pay Period l

Select the Payroll from the list
and click here to begin the Full
Payment Submission.

H Full Payment Submission @
Select a Payroll ABRC Ltd

Click here to generate the file.
I

Click here to view the file.
[

Click here to submit the file.

ceazed.

T & pear to which the submiszion relates

[] Thiz iz the final submiszion For th

Scheme haz ceazed
[ This iz the fing

ate Ceazed

’ Generate File Wiew File

SubmitFie | | Close

NOTE: When processing the last payment for the tax year, ensure that the final submission
box is ticked.
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Full Payment Submission

View File

Click [View File] to review the submission file content. The report provides a list of all
employees with information being submitted to HMRC.

XML Yiewer

RTI: Full Payment Submission

This report is for the tax vear 2015-16 and was generated on 09/02/2015 at 1529

Employer Details .

Click the column header to order
Office Number: 564 the report by Works No or Name.
Paye Eef A564

AC Reft 123PZ212345678

321

Alfa 12/04/2015 £12.00 £0.00 £0.00 £0.00 £0.00
254 Leon Hughes 28/04/2015| £10,000.00 £3,156.76 £431.14 £1,208.10 £24.00
532 Jacki Mchatus 10/04/2015 £77.00 £134.40) £100,000,002.90| £100,000,002.90 £0.00
Who 06/04/2015 £415.34 £67.53 £0.00 £0.00 £0.00
G4s Maurice Frank Williarns | 28/04/2015 ) -£4,251.00 -£344 34 -£1,202.88 -£1,201.88 ) -£54.00
Wonlka 30/04/2015 £346.98 £345.00 £0.00 £0.00 £0.00
B Woods 10/04/2015 £E672.53 £134.40 £65.18 £74.94 £0.00

Employee Count: 7

Press the [Print] button at the bottom right
hand side of the screen to print the report.

[ Exportm Frint I [ Cloze

Clicking on an employee’s name in the list will display the full reporting information relating to
that employee:

Works No Name Pay Date | Gross Pay | Tax Deducted | Employee NIC |Employer NIC | Std Loan
LW

12/04/2014 £12.00 £0.00 £0.00 £0.00 £0.00

254 Leon Hughas 28/04/2014 | £10.000.00 £3,156.76 £478.92 £1.20588 £24.00
Title: Mr
Forename(s): Leon
Sumame: Hughes
Pavroll ID: 234
Birth Date: 12/12/1964
NI Number: ZX123456C
Address: 12 Ripon Road

Bedford

LU4 3W§
Gender: Male
Passport Number: 34120474
Director's NIC: AN: Annual or pro-rata annual
Tax Week Of Appt Of Director: 33
Start Date: 07/04/2012
Starting Declaration: C:have another job or pension
Payment Date 28/04/2014
Late Reason: A: Pavment to Expat by third party
Payment Frequency: Irregular
Month No: 1
Pertods Covered: 1
Acoragatad Farminos- (e

Confirm the Full Payment Submission extract contains information for all the expected
employees. Once content checks have been completed close the FPS extract window.
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Full Payment Submission
Submit Data

Ensure you are able to connect to the internet then click [Submit File] on the Full Payment
Submission window to connect to the HMRC site and transmit your data.

A transmission progress window will be displayed. The time taken to transmit your data will
depend on how much data you have to transmit, how busy the HMRC site is and the speed of
your internet connection.

Transmission progress window:

H  Submission to Goverment Gateway Iﬁ

Report Type: Employer Payment Summary

fending Data to Server: hitps://secure dev.gateway.gov uk/submission -
Polling Server
Attempt try 1to Poll Server: hitps://secure dev gateway gov uk/poll

%

The window above shows where a file submission request has been made and a connection
to the HMRC site has been established.

A successful submission is shown in the window below:

f H  Submission to Goverment Gateway_ ﬁw
Report Type: Full Payment Submizsion
Ne Records: 0
Fompleted Successfully - View Recsipt
Thank you for your submission

i Cloge

A copy of the Full Payment Submission and the Submission Receipt will be stored in the
Document Submission Folder (refer to the Settings screen for the location of the folder).
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Employer Payment Summary

Data Entry & Submission
This submission is required to enable HMRC to calculate employer liability.

An Employer Payment Summary should be sent if:

e no payments are made to any employees in a tax month

e or you wish to recover statutory payments, NICs compensation on statutory payments,
Construction Industry Scheme (CIS) deductions suffered (limited companies only) or an
amount under the Regional National Insurance Contributions Holiday for New Businesses

e to report Apprenticeship Levy amounts.

o to notify HMRC of the eligibility to claim the annual NICs employment allowance

e to notify HMRC of the bank details to which any repayment is to be sent.

|

H rm Payrall Standard by Hartigan Software

Exit  Settings  Payrolls  RTI Subrnissions  Motifications  Tools  Help

Payroll Procezszing Employes Processing

Payroll Mame Sumame
FAYE Ref M1 Murnber
Include inactive Payrolls [ “Wiarks Murber
Include Employess that have left [l
Payproll Lizt Employes List
Select a Payrall Add Mew Select an Emploves Add Mew
b atermity, Michele b ary -
boorgate, Maria

O'Mat Ins-5RIT, Sandra-Jane =
St Mnnthl , Hilda

Run Payrall

Frint Papzlips

Full Pavment Submizzion

P32 Entry | | Frint P32

Emplover Payment Surmmary

Select the Payroll from the list and click here to
begin the Employer Payment Summary.

-

g, Jimrny

YWiew / Edit Employes Details

Enter Pay Details

Wiew Last Pay Period

[ Pay History l

| Print P11 |
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Employer Payment Summary

H Employer Payment Summary

Select a Payroll ABC Ltd

Period to which the submission relates

Tax'ear 201617 @ 201718

TaxMonth End Date 05 05 2007 Month Mo, 1

Thizg iz the final submiszion for the tax year.

Period of inactivity

Mo papments were made to employees or directars for a period of
ohe of more complete tax months and there waz no FPS made.

Enter the start date of the first tax
month in which mo payments made.

From date 0B

05 Enter the end date of the last b2

Todate manth in which ne payments made.

Mo FPS will be due for future period(z] as no emplayees or
directors will be paid in the future period(g].

Enter the start date of the first tas
maonth of pour 'period of inactivity'.

From date 0B

Enter the end date of the last tan
month of pour 'period of inactivity'.

Todate 05

Employment Allowance Indicator

‘ez Mo @ MAa

Bank account details ko which any repayment is ta be sent
Mame of Account Holder(s)
Saort Code Account Nurnber

Building Society Feference

Payment Values
Yalue of SMP recovered year to date

‘Walue of MIC compenzation on SMP pear to date
Walue of SPP recovered year to date.
Walue of MIC compensation on SPP vear to date.
Walue of SAP recovered year to date
Walue of MIC compensation on SAP pear to date

Walue of ShPP recovered year to date.

‘Walue of MIC compenzation on SHPF pear to date.

Walue of CIS deductions suffered pear to date
Apprenticeship Levy due vear to date
Annual Apprenticeship Levy allowance amaount

T ax month for the levy due to date amount

Scheme has ceased

If you are eligible to claim the annual MIC: Employment Allowance to be offzet against your emploper Clazz 1 Secondary MICs you should indicate *Yes”
below. The claim will be retained until such time az pou ceasze to qualify, at which point pou should select ‘Mo’

Thiz indicator should only be submitted when the claim iz onginally made or when the allowance is ceased.

This iz the final submizsion because the

scheme has ceas

[Drate Ceased

| Generate File |

ed.

| Cancel |

Select the tax year, enter the month end date, select the relevant payroll and enter all

required data values.

Click [Generate File], the following window should be displayed:

-

Generate File

subrmit,

The EPS File was successfully generated and is nows ready to wiew or

==

After successfully generating a submission file the [View File] and [Submit File] buttons are

enabled.
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Employer Payment Summary

View File

Click [View File] to review the submission file content:

XML Viewer

RTI: Employer Payment Summary

This report is for the tax vear 2014-15 and was generated on 17/02/2014 at 16:48
Employer Details

Office Number: 564

Paye Ref: A564

AO Ref 564PA00133378

Recoverable Amounts

SMP Recovered Year To Date: £1.00
NIC Compensation On SMP Year To Date:  £2.00
OSPP Recovered Year To Date: £3.00
NIC Compensation On OSPP Year To Date: £4.00
SAP Recovered Year To Date: £5.00
NIC Compensation On SAP Year To Date:  £6.00
ASPP Recovered Year To Date: £7.00

NIC Compensation On ASPP Year To Date: £8.00
CIS Deductions Suffered Year To Date: £9.00

Press the [Print] button at the bottom right
hand side of the screen to print the report.

Print Close

Submit Data

Ensure you are able to connect to the internet then click [Submit File] on the Employer
Payment Submission window to connect to the HMRC site and transmit your data.
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View Submission History

Exit  Settings  Payrolls | RTI Subrnissions | Motifications  Tools  Help

B’ RTIPayroll Standard by Hartigan Software EI [=] @‘

Full Payrment Submission

Payroll Processing hJ Click here to view the

Employer Payrment Sumrmary

Paproll Hame MI Murnber Werification Request /

Submission History.

PAYE Ref Subrmission Histary e |

Earlier Year Update

Inelide inartive Paurn

The following screen is displayed:

H  submission History @
Filter By Status Filker By D ate Filker By Sender And Type
@ View all submizsions @ View all submissions Sender |ABE Ltd v|

Yiew successiul submizsions
‘Wiew submiggions awaiting rezpongze

Wiew unsuccessful submissions Yiew submissions before Document Ref | [0 - |

Wiew submizsions after Tupe | [&sll] - |

V| Exclude Test Submiszions List Submizgion History |

Subrmizzion History

Date Sender Type Document Ref Status iew Submission
23/03/201714:39... ABCLtd FPS BE4/ARBL SUCCESS —
Yiew Response
Update Status

4 m 3

Fequest Outstanding Responzes from Government Gateway | | Export to Excel Close

Select the appropriate filters from the selection at the top of the screen and press the [List
Submission History] button. Please note that the history will not include submissions that
were made prior to installing the 2014-15 version of the software.

The original submission or response can be viewed by clicking on the submission in the list
and pressing the [View Submission] or [View Response] button.

If a response was not received from the Government Gateway when the original submission
took place, the status of the submission will be displayed as AWAITING_RESPONSE. The
response can be retrieved from the Government Gateway by pressing the [Request
Outstanding Responses from Government Gateway] button at the bottom of the screen.
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P32 Entry

Hi RTIPayroll Standard by Hartigan Software

Exit  Settings  Payrolls  RTI Submissions
Payrall Processing

Payroll Mame:

PAYE Ref

Include inactive Payrolls

Payrall List

Add New

Select a Paprol

Matifications

Tools  Help

Emplayee Pracessing
Sumarme:
NI Humber

“Works Number

Include Employees that have left

Add New

Emplovee List

Select an Employee

hn
ity, Michelle bary
Moorgate, Maria
O'Mat Ins-SRIT, Sandra.Jane
St Manthly, Hilda 2
‘ Run Payroll ‘ | Wiew / Edit Employee Details |
‘ Frint Payslips ‘ I Enter Pay Details l

‘ Full Payment Submission ‘

| View Last Pay Period |

P32 Entry ‘ ‘ PFiint P32

| Pay History |

‘ Zmploper Payment Summary ‘

Frint P11 |

/

~

Select the Payroll from the list and

click here for P32 Data Entry

Select the Payroll from the list
and click here to print the P32

B e Employer Payrnent Record
Ermployer TaxVearEnd Date  2018-04-05
Manth  Period PAYE Tax  Student Loan Deds Grosz MICs  Deds from NICs Armount Due  MNet CIS Deds  Apprenticeship Levy
1 06/04 to 05/05 oo 0.00 0.00 oo 0.00 oo
2 0E/05 to 05/06 non 0.00 0.00 non 0.00 non
3 0E/0E to 05/07 oon 0.00 0.00 oon 0.00 noo |
4 0607 to 05/08 oo 0.00 0.00 oo 0.00 ooo |-
] 0E/08 to 05/09 non 0.00 0.00 non 0.00 non
& 0E/09 ta 05410 oon 0.00 0.00 oon 0.00 oon
7 06410 to 05411 oo 0.00 0.00 oo 0.00 oo
a 0EA17 to 05412 non 0.00 0.00 non 0.00 non
] 06412 to 05/M oo 0.00 0.00 oo 0.00 oo
1n NRAT tn N5 nnn nnn nnn nnn nnn non_ 7
Recovered Amounts of Statutary Payments
Recovered MI Comp Manth Number 1
Statutory Maternity Pap (SMP] 0.00 0.o0 Payments Fram 060442017
Statutory Paternity Pay (SPF) 0.00 0.00 To 05/05/2017
Shared Parental Pay [ShPP] /
Addiional Statutory Paterity Pay (ASFP] i o PAYE Income T 000
Statutory Adoption Pay [SA4F) 0.00 0.o0 Student Loan Deductions 0.00
Apprenticeship Lewy Grozs MICs 0.oa
Fielevant total pay bil to date n.oo Tatal Deductions from MICs 0.00
Annual levy allowance amount to date 1.250.00 Met MICs 0.00
Apprenticeship Levy due to date n.oo CIS Deductions Made 0.an
Apprenticeship Levy previously paid 0y 0I5 Dedustions Suffered 0.00
Apprenticeship Lewy due this manth n.oo Met CIS Deductions 0.o0
Amount Due 0.0
| Enter Details anually | | Export to Excel | | Undo Changes | | Close |

The Income Tax Subcontractor Deductions will need to be entered manually but the rest of
the P32 data will be calculated automatically.
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To enter the totals manually for a particular tax month, select the month from the list and

press the [Enter Details Manually] button.

Year End Process

This process will set up P60s to be printed and will archive all of the payment data ready for
payments in the new tax to be processed. Please note that payments under the old tax year
can no longer be added once this process has been completed.

Either a Full Payment Submission or Employer Payment Summary should be submitted with
the [Final Submission for the tax year] indicator before the year end process is run.

We recommend taking a backup copy of the data before proceeding. Please refer to the
Backup section of this document for guidance on how this can be done.

Selecting the [Process Year End] menu under the
[Tools] menu will display the following screen

-

¥ mm Payroll Standard by Hartigan Software

Exit RTI Subrmissions

Select the payroll
to be processed or
the [All Payrolls]
option

Click the [Process
Year End] button

Settings

Payrolls

Payroll Proceszing

Payrall Mame

Motifications

Tools | Help

Backup

Ermploye

| Process ‘r’ear‘End

Surnan

Print PE0s

A

H,’ Pracess Year End

=

Thiz process will set up PED: to be printed and will archive all of the
payment data ready for payments in the new tas vear to be

proceszsed.

'ou will o langer be able to add new payments under the old tax
year ohce this process is complete.

We recommend taking a back up of the data before pru:u:eeu:linf/

Tax vear end date 05 n4

Al Payralls

Enter the tax year end date

27

@ Payroll | ABC Lid

h |

Frocess Year End |

Cloze |

\

The [Print P60s] button will be enabled after the [Process Year End]
button has been pressed and the process has completed. Please
refer to the following page for the P60 printing process.
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P60 Printing

P60s are printed on either plain paper or using pre-printed P60 (SingleSheet/Shortened)
stationery. The can be ordered online from the HMRC website via the following link:

http://www.hmrc.gov.uk/payerti/forms-updates/forms-publications/onlineorder.htm#1x1

The type of paper to be used for printing the P60s can be selected be pressing the [Printing
Options] button at the bottom of the Settings screen.

The printing coordinates might need to be updated so that they are aligned with the pre-
printed boxes. It is therefore a good idea to print a test P60 to check the printing coordinates
before printing the entire batch of P60s. The coordinates can be updated via the [Printing
Options] button at the bottom of the Settings screen.

' settings

Payroll File Location

@ CA\ProgramDatatHartigan SoftwareSR T PayrollhS ettings\D atabasePayrolls. mdb

Document Submission Folder Location

Open C:\ProgramData’Hartigan Software\RTI Paproll\UserDocs

Backup Folder Location

Open CMRTI Backup

Change

Mumber of daps until license expires 260

| Advanced | |PrintingDptions| | Cloze |

The P60 Print Offset values will move the printing coordinates down or right by the number of
millimetres entered in the text boxes. In the example below, the coordinates will be moved
10mm down and 5.5mm to the right. Negative values can be entered if the coordinates need
to be moved up or left.

r 5
H  Printing Options [ﬁj
P45 Print Offset P45 Paper Print Options
Vertical 0 @ Use plain paper
Horizontal ] Use pre-printed P45 (Laser-Sheet) paper
Select the type of paper to
PO Print Offset PO Paper Print Options T be used from these options
Vertical 0 Use plain paper &
Horizontal 0 @ Use pre-printed PB0 (Single-Sheet) paper
Payslip Print Options
| Fag Payslips for printing
Print Payslips as a Single Document
Close
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P60 Printing

K RTIPayroll Standard by Hartigan Softusare EI [=] @
Exit  Settings  Payrolls  RTISubrnissions  Motifications | Teols | Help
Backup
Click here to begin the Employe
s Pracess Year End
P60 printing process.
umgr  Print P0s

The following screen is displayed:

Click here to list the
P60s to be printed.

H  print P60s [eE3m)
Enter Text
All Payrall: T ax year end date 05 n4 z2M7y
Lizt PEDs
@ Payroll | ABC Ltd -
PO Filter
YWorks Mo M ame - B lgees
1 Hilda St Manthly s [ ey
[ Sandra-Jlane O'Mat Ins-5RIT
[ wtF1 Michele b ary Maternity N
R Jimy T ax-Testing ame
Either select the P60s to be printed by ticking
the boxes or press the [Select All] button ———————
\\ Select Al
Clear
Selection
Shioy
Selected
I Print Selected PEDz Cloze
Dk

e

7
Click here to print
the selected P60s
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P45 Printing

P45s are printed on either plain paper or using the pre-printed P45 (Laser Sheet) - 3 part
stationery. The can be ordered online from the HMRC website via the following link:

http://www.hmrc.gov.uk/payerti/forms-updates/forms-publications/onlineorder.htm#1x1

The type of paper to be used for printing the P45 can be selected be pressing the [Printing
Options] button at the bottom of the Settings screen.

\
H  Settings @
Fayroll File Location
@ C:A\ProgramDatatHartigan Software\RTI Payroll\SettingshD atabasePayrolls. Ndb
Change
Document Submission Folder Location
Open C:WProgramD atatHartigan Software\RTI Payroll\UzerDocs Change
Backup Folder Location
Open CARTI Backup Change
Mumber of dayz until license expires 260
Advanced | | Printing Options | | Cloze
r ~
H  Printing Options [-Eh,l
P45 Print Offset P45 Paper Print Options _/ Select the type of pape_r to
. — @ - / be used from these options
Vertical i @ Use plain paper
Horizontal 0 Use pre-printed P45 {Laser-Sheet) paper
P&0 Print Offset P&0 Paper Print Options
Vertical 0 Use plain paper
Horizontal 0 @ Use pre-printed P60 (Single-5Sheet) paper

Payslip Print Options
/| Flag Payslips for printing

Print Payslips as a Single Document

Close

%

If printing on pre-printed P45 paper, the printing coordinates might need to be updated so that
they are aligned with the pre-printed boxes.

The P45 Print Offset values will move the printing coordinates down or right by the number of
millimetres entered in the text boxes. In the example above, the coordinates will be moved
10mm down and 5.5mm to the right. Negative values can be entered if the coordinates need
to be moved up or left.
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P45 Printing

¥ rm Payroll Standard by Hartigan Software

Exit  Settings  Payrolls

Paprall Processing

Payroll Mame

PAYE Ref

Include inactive Paprolls

Payroll List

Select a Paproll

ABC Ltd

RTI Subrissions

Motifications  Tools  Help

Employes Proceszing
Surname
W1 M uniber

whorks Mumber

Include Emplovees that hawve left
Emplovee List

Select ah Employes

=

Jones, John

Matermity, Michelle Mary
Moorgate, baria

0" at Inz-5RIT, Sandra-lane
St Monthly, Hilda

»

l.m

Select the employee from the
list and press the

[View / Edit Employee Details]
button.

/

Run Payrall l l Yiew / Edit Employee Details ]
H  Employee Details ﬁ
Title: | Initials Tax Code 1100L
Forenames Hamy [C] Week 1/ Month 1
Sumame: Drummand M| Categaory
@ &= Scheme Contracted-out
Gender @ Male ) Female Number (SCON)
Date Of Bith  05/07/1981 Student Loan Deductions
M1l Mumber AB123456C Employes Pay Period [I‘u‘lorrthry v]
Standard h red
Worlks Number pear:v:ek ours worts [Up to 15.95 v]

Passport Mumber

Address

UK Post code
or

Regular Pay Amourt

Direct Eamings Attachment =

DEA Rate

Period of Employment

Start Date

Leaving Date

e
Enter the leaving date and press the [Print P45] button.

View Start Details
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Receiving Notifications from HMRC

Clicking the [Notifications] menu
will display the following screen

' RTIPayroll Standard by Hartigan Softaare
Exit  Settings  Payrolls  RTI Submissions  Motifications  Tools  Help

Payrall Processing Emploves Processing
Payrall M arne Sumame

PaE Ref M1 M urnber

Include inactive Payralls works Murnber

The [Check for Messages]
button will connect to HMRC and
update the list with the number
of new messages to be retrieved
for each category.

H,’ Motificatior @

-,

Fayroll | ABC Ltd Check For Meszages ]

Category

RTI Motices

T ax Code Motices[P3]

T ax Code Motices[PE/PER]
Student Loan Start Maotices(SL1]
Student Loan End Motices(5L2]

Mo, Meszages

| Retrieve Meszages | | Yiew Old Message | Cancel |
\ ~
The [Retrieve Messages] button The [View Old Messages]
will retrieve the notifications and button can be used to
display them in the user’s default display previously received
internet browser. notifications.
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Receiving Notifications from HMRC

Apply Tax Code Updates

H TaxCade Updates

== |

Employer Ref Mame M1 Mumber ‘Works Mumber  Effective Date Mew Tax Code  “W1M1  Message
123786 Bauer, Tem L KRE9E2634  BalM 0E/04/2010 E03L ® Mo Match Found
123748 Bauer, Jack LL3285220C BAU/22 06/04/2010 a7 Mo Match Found
123786 Myers, Nina HT8463844  MYE 06/04/2010 603L Mo Match Found
123788 Almeida, Tory RB325472C  aLM/M 0E/04/2010 E03L = Mo Match Found
123788 0'Brien, Chloe HI111114 OBRA 0E/04/2010 E78L Mo Match Found
123788 Palmer, D (79399938 PaLM 0E/04/2010 43P ® Mo Match Found
123788 Palmer, 5 & TREEEEEERE  PalLs22 0E/04/2010 BR ® Mo Match Found
123788 Almeida, M Wwitd4d44448  ALMA 0E/04/2010 WNT Mo Match Found
123788 Drazen, Viktor Pieter  LP444444B  DRAM 0E/04/2010 BO3L Mo Match Found
123746 Mazon, George Perc... YT101010B  MasS/1 06/04/2010 4L kS Ma Match Found

»

m

Select All
Deselect Al

Update Selected
Tax Codes

Export To E xcel

Employee records are matched to the notification messages based on the employer ref, NI
Number and Works Number.

Select the records to be updated by ticking the boxes in the first column or pressing the
[Select All] button. Press the [Update Selected Tax Codes] button to update all of the
selected records.
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Data and Submission File Backup

The location of the backup files can be changed from the [Settings] screen. The location
should ideally be a folder that is included in your own backup procedures.

B settings @

Payrall Filz Location

@ C:\ProgramDataiHartigan SoftwarehR T PaprollS ettingshD atabaze\Payrolls.mdb

| Change |

Select the location of the
backup files by pressing this
Open C:\ProgramD atatHartigan SoftwarehRTI Paprall\UserDocs button.

Document Submission Folder Location

Backup Folder Location

Open C:ARTI Backup Change

T

Open the backup f0|der by ber of days until license expires 2E0
pressing this button.

‘ Advanced | |PrintingDptions| | Cloge

Backup copies of your Payroll Data and submission files can be made by pressing the
[Backup] menu under the [Tools] menu at the top of the main screen.

Click here to

B RTIPayroll Standard by Hartigan Softaare E backup your files
Exit  Settings  Payrolls  RTI Submissions  Motifications | Tools | Help

| Backuﬁ/ |
Fayroll Processin Emplo
g e . Process ¥ear End
Panrall M ame Surnan Prikt PAN<
Create Backup @

@B This will create a copy of the payroll data and subrmission files in [CHRTI

L. / BackupRTI Payroll 2017-04-07].

0] _| [ Cancel l

~

Press the [OK] button to confirm.
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Restore Data and Submission File from Backup

Please note that this process will overwrite your current files and therefore it would be
sensible to back up your current files before proceeding.

I RTIPayroll Standard by Hartigan Softadare EI =] @
Exit  Settings  Payrolls  RTI Subrnissions  Motifications | Tools | Help
Backup
Fayroll Processing Employe Process Year End
Fayroll Mame Surnan Print Pals
FAYE Bef NI Mun Run Payrall
Auto Enrolment
Include inactive Payrolls wworks

1' Restore from backup

lida Fronlanaas Hhat bava laft

Click here to restore your files from a
previously taken backup.

Click here to select the location of the
backup files that you wish to restore.

|
E RTI Restare @

Restore From Location

CARTI BackupsATI Payroll 2016-03-08 Browse

| Restore Settings
| Restare D atabaze

| Restare Submizzion Files

{‘ Restore | | Claze

Select the files that you wish to restore.

Click here to restore the files.
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