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Note: A minimum screen resolution of 1024 x 768 is required to view some payroll screens

HMRC provide the following RTI information

Reporting Requirements http://www.hmrc.gov.uk/payerti/reporting/what-to-report.htm

When to Report http://www.hmrc.gov.uk/payerti/reporting/when-to-report.htm
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Highlight the RTI Payroll desktop icon and press enter to start the application.

The RTI Payroll Main Window is displayed

Settings - Changing Folder Locations

First time use: Changing the location of the folders (if required).
If this is the first time the application has been run and you wish to change the document
folder locations, click [Settings].

RTI Payroll for Pensions by Hartigan Software

Exit  Settings  Pawrolls  Motifications  Backup  Help

Payroll Proceszing Penzioner Proceszing

Find Penzioner |

[nzlude Employees that have left FI

Payroll Lizt Penzioner List

The settings window is displayed.

Settings E|

Fayrall File Location

Open ® EC:\D ocuments and S ettingz’all Users\Application Data\Hartigan S oftware R TI PaprollsS ettingzhsmitPayrallz.xml |
@ | | Brawse

Document Submizsion Folder Location

Open iC:\D ocuments and 5 ettingsall Users\Application Data\Hartigan S oftware R TI Payrollh] serD oce | Browse

B ackup Folder Location

Open EE:\HTI Backup | Browse

P45 Print Offset P45 Paper Print Optionz
“Wertical 0 DD_ %) Use plain paper
Harizantal D“DD_i ) Use pre-printed P45 [Laser-Shest) paper
PEO Print Offzet Payzlip Print Options
Wertical 6ﬁu_| Flag Flayslipz for printing

Huarizantal D_D_D| [] Print Payslips as a Single Dacument
e
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Settings - Payroll File Location

The payroll file stores all of the payroll and pensioner data. The file is stored on the local
drive of the PC by default but the location can be changed by pressing the [Browse] button.
In a multi user environment, the [Browse] button can be used to point the application to an
existing Payroll data file.

Payprall File Location

(=) |C:A\Documents and Settingshall Users\dpplication D atayH artigan S oftware \RT1 PayrollvS ettingshsmSPayrolls. xml

0

The [Open] button will open the folder that contains the Payroll data file.

Document Submission Folder Location

The Document Submission folder stores all of the files used to submit the returns to HMRC
along with the receipts from HMRC. The files are stored on the local drive of the PC by
default but the location can be changed by pressing the [Browse] button. In a multi user
environment, the [Browse] button can be used to point to an existing Document Submission
folder.

Document Submission Folder Location

CADocuments and Settings'all Usershvapplication D atasHartigan Software\RTI PaymolsU serilocs

The [Open] button will open the Document Submission folder.

Backup Folder Location

The Backup folder stores the backup files. The files are stored on the local drive of the PC by
default but the location can be changed by pressing the [Browse] button. In a multi user
environment, the [Browse] button can be used to point to an existing Backup folder.

Backup Folder Location

The [Open] button will open the backup folder.
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RTI Payroll Main Window Help

Click here to open HMRC
RTI Guidance WEB Pages.

RTI Payroll For Pensions by Hartigan Software

Exit  Settings  Payrolls  Motifications | Help

_ HMRC Website - RTI Guidance Click here to open the
Payroll Proceszing o Hartigan Software Contact
Us WEB Page.

Ahﬂ:\ .

Click here to open the About

About Window Window.

r Bl
H'  Developed by l l M

Close

E Ha_r[igagﬂﬁwﬂf‘i’

Chelmsford, Essex
Telephone: 01245 243800
I enquiries@hartigansofiware co.uk

00A1A-4GHG7-51000-AKD31-G72AD

Version 0.1.0.47

2013
Hartigan Software

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

RTI Payroll for, Pensions by Hartigan Software |Z||§|fg|

Exit  Settings  Payrolls  Motifigations  Backup  Help

FPayrall Froceszing Penzioner Processing
Find Pensioner l:l
Include Employess that hawve left |
Payrall List Penzioner List

Select a Payroll Add New Select a Pensioner Add MNew

’ Frint Payslips I ’ Yiew / Edit Pensioner Details I
l Full Payment Submizszion I l Enter Pay Details I
l F32 Entry l l Print P32 I l Yiew Lazt Pay Period I
l Employer Payment Summany I ’ Frint P11 I
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Adding Payroll Names

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

This list will contain the names of all payrolls
previously entered. Click the name to load
the selected payroll details.

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

. The name of your local tax office.
Name g Bir/E Dot L — J

et 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.

FPayroll Details

Payrall Hame | Test " T

HMFRC Office Name [Test This is the second part of your employer PAYE reference

G Refersncenugbs_—— | after the slash. You will find this number on a P6/P9 notice
Ehl |/ |A5Ed of coding or your Annual/Budget letter.

Emplayer Accounts Office 23712245672

Reference
Employer's contracted-out  [oocoo0e s )
number [ECON) 35678314

Self Assessment Unique

This reference number can be found on your P30BC

Tax Reference Payment booklet or P30B Paying electronically. It will be
Carparation Tax Reference | || inthe format 123PA00012345.
Sender Type . Enjﬁloyer ~ I
Sender D 15564 Onl H d : _

: y required IF you operate an occupational contracted
Jetel e i [testing out scheme. This number is your ECON from your
Curtent Payroll Date [31/03/72015 ' contracting-out certificate. You must show your current
Cutrent Tax Year End Date | 05/0472014 ECON if any employee has been in a contracted-out

scheme at any time during the tax year.

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

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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Adding Payroll Names

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

. F'a_l,lroll List : Add Mew
Mame PAYE Ref
Test AE4

Enter payroll manager

Payroll Details . / contact details.
- § antact
L= Tite ' |

Normally set to ‘Employer’.

:_Test | Forenames [dobn

El 'qg n_l._ll_'nl_:e[ Reference number
k | 1 |A5E4
[123FZ 345678

Sumame 0'Dare

Enter your Government

Gateway User ID. Telephone Mumber | 01274 937654

[__EmpIoyer s cormacied-

Emploper Name . Enter Employer Name,

Enter your Government i el Atcrees Address and Postcode.

Gateway Password.

Sender Type v
Sender D &
Sender Password | testing Emplayer Postcode
Current Payroll Date 31 /0372015
Current Tas YeaFhd Date DEJD4H2D1 41
A
/Vl Save ] [ Delete ‘ [ Close ‘
Data Entry Aid: Enter the final day Click [Save] to save Click [Delete] to remove the
Last entered of the tax year that the payroll data currently displayed payroll and
payroll processing is currently being entered. all associated pensioner
date. processed. information.
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Pensioner Information Entry

Once payroll names have been created pensioner information can be added to the
appropriate payroll._Select a payroll.

Gather all required information (review the following screens) for the pensioners to be
entered. Click Pensioner [Add New] and work through the Add New Pensioner wizard.

CEX

RTl Payroll for Pensions by Hartigan Software

Exit  Settings  Payrols  Notifications  Backup  Help

Payroll Processing Pensioner Processing

Find Penzioher
Include Employees that have left

Paproll List Pengioner List

Select a Payrall Add Mew Select a Pensioner

Using the Find Pensioner Field
Pensioners are selected by clicking on the required name in the Pensioner List.

As pensioners are entered they will appear in the Pensioner List. As the number of
pensioners in the list grows selection of a specific pensioner may require scrolling through the
list, an alternative to this is to enter the first one or two characters of the pensioner’'s surname
in the Find Pensioner field which will limit the list to only those pensioners whose surname
begins with the characters entered.

Clear the Find Pensioner field to see all pensioners for the selected payroll.

Add New Pensioner Wizard

Add New Pensioner ﬁ?l

* denotes a required field
Title l:l [] Payment to a non individual

Farenames * ‘ | | |

or
Initials l:l [If farename not know)

Surnarne ‘ |

Gender * ) Male ) Female
DateliBith* | |
Works Mumnber ‘

Paszzport Mumber ‘

|
|
Address ‘ |
|
|
|

or
Man UK Country ‘ |
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Pensioner Information Entry
Add New Pensioner Wizard

Select:
e apay period from the list
e the regular pay amount (if applicable)

e a start date (not mandatory for existing pensioners or those where a one-off Trivial

Commutation Payment is being made)
e one of the four starting form options

Add New Pensioner n

* denotes a required field

Pay Period * Wikl
Two Weekly
Four 'weekly
tanthly
Quaterly

Six Monthly
Annually
One-off
Iregular

Regular Pay Amaunt
Starting Date

Starting Farm *
" P45 Part 3 [New Pensioner with formn P45)

" New Pensioner withaut form P45
(" Ewisting Pensioner
~

Trivial Commutation Payment

Cancel < Back Mext >

For new pensioners with a P45

Add New Pensioner r5_<|

* denotes a required field
P45 Details

Date of leaving * l:l
Tax code at date of leaving * l:l

Waz thiz on a week 1/ month 1 basis?

) Yes ) Mo

Tatal pay to date l:l
Total tax to date ™ l:l

Annual Amount of Pension or Annuity *

The pension is being paid because they are a recently bereaved spouse or 0
civil partner

< Back ][ Mext »

HARTIGAN SOFTWARE DESIGN Limited
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Pensioner Information Entry
Add New Pensioner Wizard

For new pensioner without P45

Add New Pensioner rg|

* denotes a reguired field

Annual Amount of Pension or &nnuity *
The penszion is being paid because they are a recently bereaved spouse or i
civil partner

< Back ] [ Mext >

Add New Pensioner le

* denotes a required field

|5 this on a week 1/ month 1 basis? *

O Yes ) No

o) (e

Click [Next] to complete the Add New Pensioner wizard. The name of the pensioner entered
is now displayed in the pensioner list.

HARTIGAN SOFTWARE DESIGN Limited 9 VAT Reg. No. 463 4683 28 Registered
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Pensioner Information Entry
View / Edit Pensioner Details

To view or edit pensioner details select the pensioner and click [View / Edit Pensioner Details]
on the main sceen.

Pensioner Details Screen E|
Payment to a non individual [_] Tax Code [r|
Title M ] Initaks === Week 1/ Morth 1
Farenames |Barr_l,l ! ! | Pengioner Pay Period |Quater|y w
Surname | Onps | Regular Pay Amount @|
Gender &) Male ) Femals Period of Emplayment
Date OfBith  |01/01/1960 | StatDate 12042013 | [ View Start Detals
MiNumber [ ] Leaving Dats| Print P45
Wworks Number  |SFR143 [
Pazzport Mumber : |
Address |12 Tumble Lane |
|Hertf0rd |
| Hertfordshire |
|
UK Post code |ﬁﬁibs— |
or ;
Maon UK Country | | [ Undo Changes ] ’ Delete ] [ Claze ]

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].

Enter Pay Details

Add Pay Details x|

Pensioher |D'Pension, Parnela

“wiorks Mumber |NewF'ayI D

Payment Date ’W Taoday
T_a:_n:able pay thi§ period [excluding ,w

trivial commutation payments)

Pay Period [ Monthly ~|

Trivial Commutation Payment

FPayment Type | M ﬂ
Tt Amount el A Trivial Comrmutation Lump Sum [TCLS)
Sum Paid :
B. Small Pot Lump Sum [Personal Pengion)
Mon-taxable Amount of C. Small Pot Lurnp Sumn [Occupational Pension)
Lump Sum r
Cancel | Continue |

Confirm or enter the pay period, payment date and the taxable pay for the period.

If a payment is being made in respect of a Trivial Commutation payment or other lump sum,
select the payment type from the drop down box, enter the total lump sum amount, and enter
the non-taxable amount of the lump sum if relevant.
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Pensioner Information Entry

Enter Pay Details

Clicking the continue button will display the following screen with the PAYE tax calculated:

Pay Details
=N
Penzioner
Pay Period [ Full Pagment Submission Complete
Payrient D ate [za/08/2013 | Manth Mo 3
Taxable pay thiz period [excluding; e DT g
trivial commutation payments] 10,000.00| Tax Code ER
wheek 1/Month 1
Trivial Commutation Payment
Fayment Tupe B. Small Pat Lurp Surn [Perzonal Pension] A ._
Total Amount of Lump ]
Sum Paid 200 00}
Mor-taxable Amaount of ]
Lurmp Sum EDD.DD:
Deductions fram Met Pay
Yalue of deductions from net pay in period .00/
Taxable Pay in this pay period (including trivial commutation paymentsz] 11.500.00
Walue of taw deducted or refunded from this payment 2.300.00
Fay after all deductions S?DDDD
BALS Cross Reference

The Printer icon in the top left corner of the screen will print a payslip if required or these can

be printed in bulk later.

The [BACS Cross Reference] button will display the following screen. Enter the appropriate
data here if the BACS Cross Reference needs to be included on the FPS return.

BALCS Crosz Reference

ou muzt include this information if thiz payment iz to be paid by direct BACS using vour own

Service zer Mumber [SUM].

If you pay by BACS without uzing vour own SUMN pou will not need the hash reference.

The BACS random string iz a four character code that needs to be included in the direct
BACS pavment instruction. Thiz enables HMBLC to match the payment by direct BACS with

the Full Payment Subrizzian.
[] Include BACS Cross Reference on FPS Return
Originator Sort Code

Fecipient Sort Code

BACS Randam String enerate Aandom String

HARTIGAN SOFTWARE DESIGN Limited
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Pensioner Information Entry

Enter Pay Details

Continue entering payment details for all required pensioners.

Modifying details entered:

If the Full Payment Submission has not been made and payment details for the current period

have been entered and require modification select the required pensioner and click the [View
Last Pay Period] button and make the changes required.

Print Payslips

Payslips can be printed either as individual documents (default) or combined into a single
document. Select the preferred option in [Settings] before entering pay details.

When all pensioner 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 l .

f " 1 There are 3 payslips te be printed. Are you sure that you want to
W continue

Review the payslips to ensure all required pensioners 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.

HARTIGAN SOFTWARE DESIGN Limited 12 VAT Reg. No. 463 4683 28 Registered
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Deleting or Refunding Payments

RTI Payroll for Pensions by Hartigan Software !.n
Exit  Settings  Payrolls  RTI Submissions  Motifications  Tools  Help
Paproll Proceszing Penzioner Frocessing
Find Pensioner
Include Employees that have left I
Payroll List Pensioner List
Select a Payroll Add New Select a Penzioner Add Mew
Morith Ten Start, Peter Se|eC'[ the pensioner from
0'Pension, Pamela H H
Tiiv Comm, Susan the list press the [View
Last Pay Period] button
Frint Payslips ‘ Wiew / Edit Pensioner Details ‘
Full Payment Submission ‘ Enter Pay Details
P32 Enty Frint F32 ‘ Wiew Lazt Pay Period ‘
Emplayer Payment Summary ‘ Frint F11 ‘

The Pay Details screen will be displayed.

If the payment has already been included in a Full Payment Submission,
a refund button will be visible in the top left of the screen.

Pay Details E
9%
Pensioner 'Penzion, Famels

Pay Period v Full Payment Submizsion Complete

If the payment has not been included in a Full Payment Submission,
a delete button will be visible in the top left of the screen.

Pay Details E
x &
Penzioner 0'Penzion, P

Pay Period [ Full Payment Submission Complete

HARTIGAN SOFTWARE DESIGN Limited 13 VAT Reg. No. 463 4683 28 Registered
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Full Payment Submission

RTI Payroll for Pensions by Hartigan Software H. E

Exit  Settings  Payrolls  RTI Submissions  Matifications  Tools  Help

Payroll Proceszzing Perzioner Processing

Find Pengioner
Include Employees that have left [
Payrall Lizt Penzioner List

Select a Paproll Add Mew Select a Pensioner Add Mew

Month Ten Start, Peter

['Penzion, Pamela
Triv Comimn, Suzan

Frint Payslips Wiew / Edit Penzioner Detailz
Full Payment Submizzian Enter Pay Details
P32 Entry Print P32 Wiew Lazt Pay Period
Sac e POl om 00 e

Payment Submission.

Full Payment Submission

Pyl I |

Click here to generate the file.
|

Click here to view the file.
[ |

Click here to submit the file.

T ax vear to which the submizzion relates

[ ] Thiz iz the final submizsion for the tax vear,

Scheme has ceazed
] This iz the final submission be

Generate File

Latfee the scheme

Cloze

NOTE: When processing the last payment for the tax year, ensure that the final submission
box is ticked.
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Directors: A. Hartigan, L.A. Hartigan in England No. 2092107



Full Payment Submission
View File

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

XML Viewer B EE]

RTI: Full Payment Submission
This report is for the tax vear 2014-15 and was generated on 17/02/2014 at 1631
Employer Details
Office Number: 564
Paye Ref: AS64
AOQ Ref 564PA00133378
Works No Name
321 |Alfa £0.00| £0.00| £0.00) £0.00
254 | Leon Hughes |28/04/2014 £10,000.00)  £3,156.76 £478.02 £1205.88) £24.00
532 Jacki McManus 10042014]  £77.00)  £134.40|£100,000,003.94|£100,000,003.94)  £0.00

Smith |30/042014)  £346.07 £345.00/ £0.00| £0.00| £0.00

|Who |os/042014|  £415.34 £67.53| £0.00| £0.00| £0.00
G45 Maurice Frank Wiliams |28/042014| -£425100|  -£34434|  -£120188)  -£120088| -£54.00
B Woods |10/042014| £672.53]  £134.40] £66.18 £75.94|  £0.00
TOTALS Employee Connt:7 | | £7.272.84  £3.403.75| £99.000.257.16]£100.000,084.88|

Press the [Print] button at the bottom right hand side of the

screen to print the report.

Print Closs

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

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

ame
321 Alfa 12/04/2014 £12.00 £0.00 £0.00 £0.00 £0.00
254 Leon Hughes 28/04/2014 | £10,000.00 £3,156.76 £478.02 £1.20588 £24.00
Title Mr
Forename(s): Leon
Sumame Hughes
Payroll ID: 254
Birth Date: 12/12/1964
NI Number: ZX123456C
Address 12 Ripon Road

Bedford

LU43WS
Gender: Male
Passport Number: 84120474
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: Payment to Expat by third party
Payment Frequency: Irregular
Month No: 1
Periods Coverad: 1
Azoracatad Faminge was

Confirm the Full Payment Submission extract contains information for all the expected
pensioners. 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 &J

Report Type: Employer Payment Summary

|sending Data to Server: https://secure. dev.gateway.gov uk./submission -
Polling Server
Attempt try 110 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.

The window below shows a rejected connection due to incorrect or otherwise invalid payroll
header information having been entered when the payroll was set up. Save the message and
close the window. Click [Payrolls] on the Main Window, select the payroll giving the error,
review the HMRC payroll references and sender information, correct any discrepancies and
[Save] the record.

H  Submission to Goverment Gateway &J
Report Type: Full Payment Submission
No Records: 1
|sending Data to Server: https://secure gateway gov uk/submission - Save Message
Polling Server

Fatal Emor Occured
Process Complete
| Emor: Gateway, 1046, Authentication Failure. The supplied user credentials failed validation for the requested service.,

_ Close

HARTIGAN SOFTWARE DESIGN Limited 16 VAT Reg. No. 463 4683 28 Registered
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Full Payment Submission

Submit Data

Begin the submission process again commencing with Data Validation.

NOTE: If the failure relates to a data issue correct the data then run the validation.

A successful submission is shown in the window below:

H  Submission to Goverment Gateway Lﬁ
Report Type: Full Payment Submission
Mo Records: 0
ompleted Successfully - View Receipt
Thank you for your submigsion

e Close

Submission Receipt

Click [View Receipt] to display the HMRC receipt shown below:

HMRC Submission Receipt
HMRC has received the HMRC-PAYE-RTI-FPS document ref: 564/A564 at 16 .33 on 17/02/2014. The associated [Rmark was:
RE2UYKSWVBSFRPKCATZI2643]IZPUFAS. We strongly recommend that vou keep this receipt electronically, and we advise that vou also keep your

submission electronically for vour records. They are evidence of the information that vou submitted to HMRC.

Thank you for your submission

A copy of the Full Payment Submission and the Submission Receipt will be stored in the
Document Submission Folder.

HARTIGAN SOFTWARE DESIGN Limited 17 VAT Reg. No. 463 4683 28 Registered
Directors: A. Hartigan, L.A. Hartigan in England No. 2092107



P32 Entry

RTI Payroll for Pensions by Hartigan Software !

Exit  Settings  Payrolls  RTI Submissions  Motifications  Tools  Help

Pengioner Processing

Find Penzioner

Ihclude Emplavees that have left I

Add Mew

Payroll Processing

Paprall List Pensioner List

Add Mew

Select a Payroll Select a Pensioner

tdonth Ten Start, Peter
0'Pension, Pamela
Triw Carnmn, Susan

Frint Payzlips ‘

Wiew / Edit Pensioner Details ‘

Full Payrment Submizsion ‘

Enter Pay Details ‘

P32 Entry ‘ Frint P32

‘ / Employer Payment Summary |

Wiew Last Pay Period ‘

Prirt 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

P32 Employer Payment Record

Employer ‘ Test | Tax'r'ear End Date

Month Mumber | Period PAYE Taw  Student Loan Deductions Gross NICs Deductions from MICs Arnaunt Due
1 06/04 to 05/05 2,233.00 323.00 1.30662 0.00 386262
2 06/05 to 05/08 2,233.40 323.00 1.30663 0.0o0 3,863.03
3 0B/06 to 05/07 322420 323.00 227380 0.0o0 5,821.00
4 0B/07 to 05/08 3,304.80 323.00 230372 0.0o0 5,931 52
5 06/03 to 05/09 3307.11 323.00 230641 0.00 5,935,652
E 06/09 o 0510 EE7E.91 323.00 346822 4.27880 E 18963
7 06410 to 0511 EE7F7. 11 323.00 346824 242390 8,044.45
2 06/11 o 0512 724251 323.00 4,068.93 568,31 11.085.149
| 06/12 to 05401 7.242.51 323.00 406918 1163 10,923.06
10 0E/07 to 05/02 E.852.76 323.00 383610 56331 10,602.55
11 0E/02 to 05/03 -21,564.71 323.00 1.648.00 56931 -20,263.02
12 06/03 to 05/04

Deductions

Recalculate Totals

Manth Mumber Recovered Amounts of Statutory Payments
Recovered NI Camp

Payments Fram WE T2 2 Statutory Materrity Pay (SMP) \ 69080 | 73|

e

05/04/2015 Ordinary Statutary Paterrity Pay [OSPP) ‘ 0 DD‘ | a DD'

PAYE Income Tax 27B00] ackifonal Statutory Falemiy Pay (4SPP] | ood| | n0n|
Student Loan Deductions 32300 Statutory Adoption Pay [3AF) ‘ U.UU‘ | 0 UD|
Gross NICs 1.5601 83
Income Tax Subcontractor I:l

Total Deductions from NICs 71163

Met NICs 849,20
Amount Due 3.505.20
[ Undo Changes ] [ Cloze ]

The P32 data will be calculated automatically for previous tax months.

To calculate the totals for the current tax month, select the month from the list and press the

[Recalculate Totals] button.
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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 pensioners in a tax month
e to notify HMRC of the bank details to which any repayment is to be sent.

RTI Payroll for Pensions by Hartigan Software H. E

Exit  Settings  Payrolls  RTI Submissions  Makifications

Payroll Proceszzing

Payrall Lizt

Select a Paprall Add Mew

Frint Payslips

Full Payment Submizzian

P32 Entry | Print P32

Employer Payment Suramary

Perzioner Processing

Penzioner List

Todls  Help

Find Pengioner

Include Employees that have left [

Select a Pensioner Add Mew

Month Ten Start, Peter

['Penzion, Pamela
Triv Comimn, Suzan

Wiew / Edit Penzioner Detailz

Enter Pay Details

Wiew Lazt Pay Period

Print P11

/

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

HARTIGAN SOFTWARE DESIGN Limited
Directors: A. Hartigan, L.A. Hartigan

19

VAT Reg. No. 463 4683 28 Registered
in England No. 2092107



Employer Payment Summary

Data Entry & Submission

Employer Payment Summary E

Payroll |

Period to which the submission relates
Taw vear 2314 & 201415

Taw Month End Date [05 [03° [2015

[~ Thiz iz the final submission for the tax year.

Period of inactivity

Mo payments were made to employess or directors for a period of

one of more complete tax manths and there was no FPS made.

[

Papment Y alues
“alue of SMP recovered pear to date.

Walue of MIC compenzation on SMP year to date.

Yalue of DSPP recoversd vear to date.

Yalue of MIC compenzation on O5PP pear to date.

“alue of SAP recovered year to date,

Yalue of MIC compenzation on SAF pear to date.

Walue of A5PP recovered year to date.

Walue of MIC compenzation on A5PPF year to date.

“alue of CIS deductions suffered pear to date,

l_ l_ l— Enter the start date of the first tax

Fiom date |05 manth in which no payments made.
l_ l— Enter the end date of the last tax

Ta dats 0a manth inwhich no pagments made.

Mo FPS will be due for future period(z] as no employees or
directors will be paid in the future period(s).
l_ l_ l— Enter the start date of the first tax
From date |05 month of your ‘period of inactiviby'. i
Ta date IE l_ l— Enter the end date of the last tax Employment Allawance Indicator
month of pour ‘period of inactivity'.

If you are eligible to claim the new annual £2,000 allowance, you
should indicate “es' below. The claim will be retained until such time
as you cease o qualify, which you would do by selecting ‘Mo’

Scheme has ceased  Yer 1 Mo & N/

Thig indicator should only be submitted when the claim is onginally
made or when the allowance is ceazed.

I This is the final submission because the scheme has ceased,
Date Ceased

Bank account details to which any repayment is to be sent

You only heed to enter these detals when a
refund is first identified.

“Y'ou do not need to provide the details again
unlesz there iz a change of details provided.

Marme of Account Halder(s) |

Sort Code Account Murmber

Building Society Reference |

Generate File | Cancel |

Complete the form by entering the appropriate data; 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 F§|

L
‘EJ‘) The EPS File was successfully generated and is now ready to wiew or submit,

Click [OK] to close the EPS file creation confirmation window.

After successfully generating a submission file the [View File] and [Submit File] buttons are
enabled.
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Employer Payment Summary
Data Entry & Submission
View File

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

XML Viewer EEE
RTI: Employer Payment Summary
This report is for the tax year 2014-15 and was generated on 17/02/2014 at 16:48
Employer Details
Office Number: 364
Paye Ref AS64

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 Clase

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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Viewing Submission History

RTI Payroll for Pensions by Hartigan Software !.E

Exit  Settings  Pawrolls | RTI Submissions | Mobifications  Tools  Help

Full Payment Submission

Payrall Processing Employar Payment Smmary =53ing Click here to view the
MI Murnber Verification Request | Submission History.

[ submission History 4 Jlvees that have ke

Payrall List Pensioner List

Select a Payroll Add Mew Select a Pensioner Add New

—

The following screen is displayed:

tdonth Ten Start, Peter
[} 1, Pamela
Triv Corim, Suzan

Submission History

Filter By Status Filter By Date Filter By Sender And T_y|_ne =
() Wiew all submizsions %) Wiew all submizsions Sender @584 L3 :
) Wiew successiul submizsions § e
() Wiew submizzions awaiing rezponse © View submissions after ‘:\ Typs |[A”] a s |
() Wiew unsuccessful submissions () Wiew submissions befare ’7| Document Fef l[A”] v i

’ List Submiszion Histary ]

Submigzion Hiztony

Date Sender Type Document Ref Statuz Wiew 5ubmizsion

2014-07-2312:32.24  Test 564 NvR SE4/2564 SUCCESS

2014-07-2312:26:16 Test 564 EvU BE4/4564 SUCCESS =
20140517 16:10:30 Test 564 EPS BE4/L564 SUCCESS

2014-0205133500 Test 564 FPS BE4/A564 A4/l TING_RESPONSE

20140124 10:2217 Test 564 FFS FE4/A5E4 SUCCESS

2014-01-2311:5344  Test 564 EYU 5E4/A564 SUCCESS

20140117 15:24:34  Test 564 EPS FE4/A5E4 SUCCESS

20140117 15:2352 Test 564 EPS 5E4/A564 SUCCESS

20140117 15:2219  Test 564 EPS HE4/A564 SUCCESS

20140117 151822 Test 564 EPS HE4/A5E4 SICCESS

l Fiequest Outstanding Responzes from Government Gateway ]

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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Year End Process

This process will create P60s for printing and will archive the payment data ready for 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.

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

[ Payro or Pe (0 h y K 0 are - x
Exit  Settings  Payrolls  RTI Submissions  Motifications | Toals | Help
Backup
Payroll Pracessi P
st It| Process ‘Year End M |
F Print POs
Include Employees that have left [
Faurall Lizt Pernzioner Lizt
Select a Payrall Add Mew Select a Pensioner Add Mew
o] YT —
Process Year End E
Thiz process will zet up PEDz to be printed and will archive all of the
payment data ready for payments in the new tax vear to be
proceszsed.
Select the payroll _ Enter the tax year end date
to be processed or ou will o I-:_unger be al;ule to add new payments under the old tax
the [All Payrolis] year ohce this process iz complete.
option “We recommend taking a back up of the data before prnceedini/
\ &l Payralls Tax yearend date |05 ||:|4 2014
o+ Payrall |.-’-'-.BE Ltd ﬂ
Click the [Process v Frocess Year End | | Cloze |
Year End] button
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 using the pre-printed P60 (SingleSheet/Shortened) stationery. This can be
ordered online from the HMRC website via the following link:

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

The printing coordinates might need to be updated so that they are aligned with the pre-
printed boxes. Itis 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

Paprall File Location

Open ® EC: YDocuments and Settings\all Usershvdpplication D ata\Hartigan Software B TI Payrol\S ettingssmisPayrollz. <l |

O iP: “Hartigan Softwareworking J azontPayroll 201 4-15%PaprollStandardRecognition. <ml /| Change

Document Submission Folder Location

Open ES:\WorkingJason\HTl FPayrall / | Change

Backup Folder Location

Open EC_\H_ Tl Backup / | Change

/

I Advanced l [ Printing Dptions ] [ Close: ]

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.

Printing Options rz|
F45 Frint Offzet F45 Faper Print Optionz
Yertical Ijl (%) Usze plain paper
Horizontal Ijl () Use pre-printed P45 [Laser-Sheet) paper
FPEO Print Offzet Papzlip Print Optionz
Yertical Flag Payzlips for printing
Huorizartal [] Print Papziips a2 a Single Document
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http://www.hmrc.gov.uk/payerti/forms-updates/forms-publications/onlineorder.htm#0x1

P60 Printing

RTI Payroll for Pensions by Hartigan Software !. E
Exit  Settings  Pawrolls  RTI Submissions  Motifications | Tools | Help
Backup
Click here to begin the Pe Process Year End
P60 printing process. h
> Prink P&0s

D
Include Employees that hawve left [

Payrall Lizt Pensioner List

Selzct a Payroll Add New Select a Pensioner Add Mew

The following screen is displayed:

Click here to list the
P60s to be printed. >

Print P60s
Enter Text
(3 Al Payrolls Tax vear end date | 05/04/2014 | R
Lizt PEOs
(%) Payrall |.-'1'-.BI: Ltd v|
PEOz Filter
Wiorks Mo M arne © AllEmployees
F: Sandra-)ane O'MNat Ins (O Warks Mumber
O Hilda St kanthly | |
(3 Mame
Either select the P60s to be printed by ticking | |
the boxes or press the [Select All] button
\\ Select Al
Clear
Selection
Shiow
Selected

[ Print Selected PEDs Piint Duplicate PFE0 |
ad ad

Click here to print Click here to print the a
the selected P60s duplicate copy of the P60
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P45 Printing

P45s are printed on either plain paper or using the pre-printed P45 (Laser Sheet) - 3 part
stationery. This 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.

Settings

Paprall File Location

Open ® '-C “Documents and Settings\all Usershdpplication D ata\Hartigan Softwlee R TI Payrol\S ettingssmisPayrollz. <l |

O |_P “Hartigan Softwareworking J azon’Payroll 201 4-15%PaprollStandardRecodqition. <ml |

Document Submission Folder Location

E_S:\WorkingJason\HTl FPayrall |

Backup Folder Location

Open :C\H_ Tl Ea.c-léup | Change

\

Advanced l [ Printing Dptions ] [ Close: ]

. u . Select the type of paper to
Printing Options be used from these options

F45 Print Offzet F45 Paper Frint Options
Yertical (%) Usze plain paper /

L0 Iy
Ln| | =

Harizomtal () Use pre-printed P45 [Laser-Shest) paper
FEO Print Offzet Papzlip Print Optionz

Yertical Ijl Flag Payslips for printing

Harizartal Ijl [] Print Papziips a2 a Single Document

Cloze

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

RTI Payroll for Pensions by Hartigan Software

Exit  Settings  Payrolls  RTI Submissions  Motifications

Payrall Froceszing

Payrall List

Add New

Select a Payrol

Penszioner Processing

FPenzioner List

Select a Pensioner

Tools  Help

Find Pensioner

-

Include Emplopess that have left

Select the pensioner from the list and

Frint Paypslips |

press the

Month Ten Start, Fet ; . . .
Fension, Famcl - [View / Edit Pensioner Details] button.

0'Penzion, Famela
Triv Comm, Suzan

Yiewy / Edit Pensioner Details

Full Payment Submizgion

Enter Pay Details

Pensioner Details

Payment to a non individual [ T Eaek ’W
Title Lady Initials [ [ week 1/ Manth1
Forenames |Pamela | Persioner Pap Period | tonthiy j
Suname |0"Pension Regular Pay Amaurt ,70
Gender " Male * Female Period of Employment
Date Of Bith ’W Start Date Wiew Start Details
MI Mumber [z7393133C LeavingDate| Fiint P45
Works Mumber |NewF'ayID Notas
Pazzport Mumber | J
Address |
|
|
|
UKmF'ost code J
Mon UK Country |
BACS Crogs Ref Undo Changes Delete | Cloge |

Enter the leaving date and press the [Print P45] button.
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Receiving Notifications from HMRC

RTI Payroll for Pensions by Hartigan Software

Payroll Proceszing

Payroll Lizt

Exit  Settings  Pawrolls  Motifications  Backup

Penzioner Proceszing

Penzioner List

Find Penzioner |

[nzlude Employees that have left FI

EoX

Selecting the [Notifications] menu will display the following screen:

Motifications A
Fayroll Check For Meszages
Cateqory Mo, Mezzages
[ ] RTI Motices
[ Tax Code Matices(P3)
[ Tax Code Motices(PE/PEE] Click here to check for new messages. The
[] Student Loan Start Motices[SL1] number of messages for each category will be
[] Student Loan End Motices{5L2) displayed in the second column on the list.
’ Fetrieve Messages ] ’ View Old Messages ] ’ Cancel ]
| f ~ )

[

Select the category that you would like to retrieve
message for and click here. The tax code
notices will be displayed in the following screen
and the other categories will be displayed in your
default web browser.

Select the category that you would like to retrieve
old messages for and click here to view messages
that have previously been retrieved.

HARTIGAN SOFTWARE DESIGN Limited
Directors: A. Hartigan, L.A. Hartigan

28

VAT Reg. No. 463 4683 28 Registered
in England No. 2092107




Tax Code Updates

Applying Tax Code Updates

Tax Code Updates

[ Employer Ref Mame MI Mumber ‘Works Mum... | Effective Date = Mew TaxC... Wil.. | Messzage | Select All
1123486 GRIMES, HAMMNAH . ZH112340B  21-328 1840842005 Fogy Mo Match Found
[ 123446 CROFT. ANDREW .. ZAZ16488C  B32849 10401 /2008 ER Mo Match Found
[ 123446 O'HARA KD B44/673 1840542005 ar Mo Match Found Update Selected
[ 123446 DE SOUZ4, JUAN L5 476476 DES743 0740742005 406L Mo Match Found
[ 123446 YERITY. Z k52341110 0141242008 139F Mo Match Found
[ 123486 SHaW, ROBERT PT121819 75 1540342007 k2000 Mo Match Found
[T 123486 JOMES, KERRY-4MM  NH487315C 1840542008 5030 Mo tatch Found

Pensioner 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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NI Number Verification Request

This submission allows you to either confirm that the National Insurance number you hold is
correct, or will attempt to provide you with the correct National Insurance number based on
the information you have provided.

The response to the NI Number Verification Request will be received via the HMRC
notification service (see the Receiving Notifications from HMRC section of this document for
further details).

RTI Payroll for Pensions by Hartigan Software !.E

Exit  Settings  Pavrolls | RTI Submissions | Mokifications  Tools  Help

Full Payment subrmission

Payroll Procezzing 22zing
Emplover Payment Summary

MI Mumber Verification Reguest ‘ |

Subrmission History pees that have left v

Selecting the [Nl Number Verification
Request] menu under the [RTI
Submissions] menu will display the
following screen

NINO Verification Request n
Return Date 31/03/2014

FPayroll
Emplopes(z) Early-Leaver, Elizabeth
Month Ten Start, Peter
O'Penzion, Pamela
Penzion-Leawver, David
Generate File | Caticel |

Select the pensioners that you would like to send an NI Number Verification Request in
respect of.

Click the [Generate File] button to generate the NI Number Verification Request.
Click the [View File] button to view the NI Number Verification Request.

Click the [Submit File] button to submit the NI Number Verification Request.
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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.

Settings

Faprall File Location

Open @ iC:\Document& and Settingzhall Uzershdpplication Data‘\Hartigan SoftwarehR Tl Prat\SettingzemitPayrallz. kel |

&) | | Change

Select the location of the backup
files by pressing this button.

Document Submizsion Folder Location

Open | C:A\Documents and Settingshall U sersvApplication DatatHartigan Software R TI Pro\l se

Backup Folder Location
Open EE:\FITI Backup | Change
I t

open the baCkUp folder by Advanced l [ Printing Dptions ] [ Cloze
pressing this button.

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
backup your files

RTI Payroll for Pensions by Hartigan Software

Exit  Settings  Payrolls  RTI Submissions  Motifications | Tools | Help
| Backup A
Fayroll Proceszzing F
Process Year End
A Print P&is
Inciude Employees that hawve [eft [
Payrall List Penzioner List

Create Backup

Ll
"l ) This will create a copy of the pavroll data and submission Files in [CARTI Backupi\RTI Pavroll 2014-03-25].

oK J\[ Cancel |

Press the [OK] button to confirm.
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Application Settings

RTI Payroll Standard by Hartigan Software |:||E|g|

Exit  Settings  Pawrolls  RTI Submissions  Motifications  Tools  Help

ﬁaymll Processing Employes Processing

Clicking the [Settings] Menu will Find Employes |
display the following screen.

Inciude Employees that have left FI

Settings E|

Paprall File Location

Open ® EE: “Documents and Settingsall U sershdpplication DatahHartigan SoftwarehRT] Paprol\S ettingshsml\Fayrolls wml |

O iP: YHartigan Software\wWorking J asonsPayroll 201 4-155PayrallStandardR ecognition. <ml | Change

Document Submizsion Folder Location

Open iS:\WorkingJason\HTl FPayroll\recogrition | Change

Backup Folder Location

Open |C:ARTI Backup | Change

Advanced ] [ Frinting Optiohs ] [ Cloge ]

Setting the File Locations

Once the software has been installed the Payroll File Location, Document Submission
Folder Location, and Backup Folder Location can be changed or opened using the
settings options above.

If more than one license has been purchased and the file location is to be changed ensure a
shared folder is selected which allows all required users full access.

Printing Options

The [Printing Options] screen is displayed when the [Printing Options] button is pressed on
the bottom of the [Settings] screen.

Advanced Settings

The [Advanced Settings] screen is displayed when the [Advanced Settings] button is pressed
on the bottom of the [Settings] screen.
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Advanced Application Settings

Advanced Settings @

Security Settingz

[] Administration password required
[] Submizsion pazsword required
[ ] Enter zender 1D when required

[ Enter sender pazzword when required

[] Include BACS cross reference

Security Settings

If the [Administrator password required] option is set, the application will require the
password to be entered before the user can access the Settings or the Payrolls screens.

If the [Submission password required] option is set, the application will request that a
password be entered before submissions are made.

If the [Enter sender ID when required] option is set, the application will request that the
Government Gateway user ID be entered before submissions are made.

If the [Enter sender password when required] option is set, the application will request that
the Government Gateway password be entered before submissions are made.

Include BACS cross reference

This option will allow a BACS cross reference to be submitted on the Full Payment

Submission. The inputs to the BACS cross reference can be set by pressing the [BACS
Cross Ref] button on the pensioner details screen.
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