Matrix of software changes 2009-10 Year End & 2010-11 Tax Year

Matrix of software changes

This section provides a matrix of the software changes in Opera Il and
Online Filing Manager.

IMPORTANT: OPERA FOR WINDOWS HAS NOT BEEN UPDATED FOR THIS
PAYROLL UPGRADE. CUSTOMERS USING OPERA FOR WINDOWS MUST UPGRADE
TO OPERAII.

Details of the software changes are included in the product-specific sections later in this guide.

Opera ll * Online Filing Manager
(6.80) (2.90)

Changes for the End of Year Returns 4 4
Improvements to the paper options for the v )
End of Year Summary (P14 and P60)
Printing the P35 Substitute v -
Cumulative NT and DO tax codes v -
Scottish Attachment Orders Amendments v -
Changes to the State Pension Age v -
Processing the P32 v -
Income Tax, NI and Statutory Payment v )
Changes
Other Changes v x

v Included in this release

x Not included

Not applicable

* Opera |l Enterprise and Opera Il Enterprise SQL
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Software changes in Opera Il (6.80)

2009-10 Year End & 2010-11 Tax Year

2010-11 PAYE, NI and Statutory Rates in Opera Il

The PAYE, National Insurance and Statutory Payments table in the demonstration data (Orion

Vehicles Leasing — Company Z) has changed to reflect the Income Tax changes including the

new 50% tax rate, plus changes to the NI Lower Earnings Limit and Statutory Payments rates

announced in the Pre-Budget Report.

The new tables must be copied to the live company. Instructions for this are on pages 35 and

36. These figures are based on information provided by HMRC in the Pre-Budget Report in

December 2009. The tables should be verified before calculating payrolls in the new tax year.
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Software changes in Opera Il (6.80)

2009-10 Year End & 2010-11 Tax Year

PAYEMIfStat. Payments fg
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Software Changes in Online Filing Manager (2.90) 2009-10 Year End & 2010-11 Tax Year

Software Changes in Online Filing Manager (2.90)

Software changes for the 2009-10 year end are included in Online Filing
Manager (2.90), which works with Opera Il (6.80). This section identifies how the
changes indicated in the Matrix of software changes section have been
implemented within Online Filing Manager.

Changes to the XML File Content
The format of the XML file used by Online Filing Manager to file the P35 Employer Annual

Return and P14 End of Year Summaries online has changed:
e The tax year has been changed to 2009-10
e The year end date has been changed to 5 April 2010.

e The Upper Accrual Point threshold is included in the file. This threshold was introduced at
the beginning of the 2009-10 tax year.

Changes to the PAYE End of Year Wizard

Various changes have been made for the P35 Employer Annual Return:

During Step 3 (Additional Information)

e The caption Are you a Construction Industry Limited company holding a CIS 4
Registration Card? is now Are you a limited company that has had CIS deductions

made from payments received for work in the construction industry?

e The maximum value allowed in Box 26 (tax-free incentive payment) has increased from
£750 to £825.

During Step 4

o New warning messages are displayed if the value entered in box 27 (NOW PAYABLE)
is either more than or less than the employer needs to pay HMRC. These messages
are to warn the user if they have accidentally typed the wrong value before the
submission is sent to HMRC.

IMPORTANT: THE EYRS FILE THAT IS CREATED IN OPERA Il FOR THE SUBMISSION
OF END OF YEAR RETURNS ON FLOPPY DISK CANNOT BE USED IN ONLINE FILING
MANAGER. THE .NET FILES CREATED IN OPERA Il (6.80) MUST BE USED.
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Opera Il and Online Filing Manager Checklists 2009-10 Year End & 2010-11 Tax Year

Checklist: Upgrading from Opera for Windows to
Opera Il (6.80)

Opera for Windows has not been updated for this payroll upgrade release. This section
describes the suggested steps to upgrade customers who use one or more modules in
Opera for Windows to Opera |l Enterprise or Opera Il Enterprise SQL before
processing the year end.

Before upgrading the software v

1. Close Opera for Windows and make sure that no one is logged in to the system.

2. Take a backup of the Opera for Windows data.

Upgrading the software

3. Install Opera Il Enterprise or Opera Il Enterprise SQL (6.80) on the file server. If you need
assistance with this, please refer to the Opera Il Installation Guide.

4. Log on to Opera Il using the ADMIN login and enter the licence and activation details on the
Activation Details form supplied with the software.

Upgrading the Opera for Windows data

5. To copy the Opera for Windows data to Opera Il, open the System - Maintenance - Company
Profiles form. Click Action and then click Upgrade Wizard. In the Upgrade Wizard, click Next
twice and enter the location of the Opera for Windows System folder in the box. Then follow the

instructions in the wizard and click Start to copy the data to the new location and to create the
company in Opera Il

6. To give the required users access to the new company, open the System - Maintenance - User
Profiles form and tick the new company for each user. Then close the User Profiles form and

login to Opera Il using one of the user login names.

7. To convert the data to Opera Il format, run the System - Utilities - Update Data Structures
command and tick the new company. Follow the instructions in the wizard to complete the

process.

After upgrading the Opera for Windows data

8. Set up each module as required. If you need assistance, please refer to the Opera Il
Implementation Guide or the Opera Il Help.

9. Install the Opera Il Client software on each workstation. If you need assistance, please refer to
the Opera Il Installation Guide.
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Opera Il and Online Filing Manager Checklists 2009-10 Year End & 2010-11 Tax Year

Checklist: Upgrading from earlier versions of Opera Il
to Opera Il (6.80)

This section includes the steps required to upgrade to either Opera Il Enterprise or
Opera Il Enterprise (6.80) before completing the year end tasks in the Payroll module.

Before upgrading the software v

1. Close the current pay periods by running the Payroll - Utilities - Update command in each
company after running the normal payroll processes. This must be done for all payroll groups.

2. Run the System - Utilities - Backup command to back up each company’s data files.

3. Close Opera Il and make sure that no one is logged in to the system.

Upgrading the software on the File Server
The upgrade process involves updating both the Server software and Client software

4. Upgrade the Opera Il Server software to Opera Il (6.80) using the Opera Il CD. The Installation
Setup menu is displayed when the CD is inserted into the computer or when Menu.exe is run.

Click Opera Il and then click Install Opera Il. Then follow the instructions on the screen until the
upgrade is finished.

If you need assistance with the upgrade,

Opera I follow the instructions in the relevant section in
Installation Guide the product’s Installation Guide. You can open
{2 Release Guide the guide from the Setup menu shown above.
I Pr— Use the Upgrading from Opera Il (6.60) to
A Install Operall Opera Il (6.80) bookmark on the left of the
= guide to find the relevant section.
5. If the Opera |l Client software is installed on the server computer, upgrade the Client software by

running Opera |l on the Opera Il Server as normal and then clicking the Yes button on this form

to upgrade the software.

'j The release of Opera II Found on this dient does not match that found on the server:

Client release: 6.72.00
Server release: 6.60.00

Server location: C:\Program Files\PegasusiServer VFPY

Would you like to run Setup again from Ci\Program FilesiPegasusiServer YFRClient Setup\Exe\setup, exe?

You must enter a new activation key when you log on. This is provided with the software. Follow
the instructions in the relevant section in the Opera Il Installation Guide if you need assistance
with the upgrade. Use the “Upgrading Opera Il Client Installations” bookmark on the left of the
guide to find the section you need.

6. Run the System - Utilities - Update Data Structures command on each company to update
the installation to the new data structures. This may take some time if there are many companies
or if there are companies with large datasets to update. If the Additional Systems feature is used

the process must be completed for each system.

Full instructions and further information about the Update Data Structures command are in the
Installation Guide.

Upgrading the software on the Client computers

7. Upgrade the Client software by running Opera Il on each Client computer. Click the Yes button
to the same question displayed in step 6. The System - Utilities - Update Data Structures

command must be run on each company if it was not run on the Server computer.
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Opera Il and Online Filing Manager Checklists 2009-10 Year End & 2010-11 Tax Year

Checklist: Upgrading to Online Filing Manager (2.90)

This section includes the steps required to upgrade to Online Filing Manager (2.90) if
the employer submits their P35 Employer Annual Return and P14 End of Year
Summaries online. Most employers must send the returns online this year.

THIS SHOULD BE DONE AFTER UPGRADING TO OPERA Il ENTERPRISE OR
OPERA 1l ENTERPRISE SQL (6.80) BUT BEFORE COMPLETING THE YEAR-END
IN OPERA II.

Before upgrading the software v

1. Make sure Online Filing Manager is closed.

Upgrading the software

2. Upgrade to Online Filing Manager (2.90) using the Opera |l CD. The Setup menu is displayed
when the CD is inserted into the computer or when Menu.exe is run.

Click Pegasus Online Filing Manager and click Install Online Filing Manager. Then follow the
instructions on the screen until the upgrade is finished.

Online Filing Manager

Installation Guide

&
Release Guide
Readme

Y

|Insta|l Online Filing Manager

If you need assistance with the upgrade, follow the instructions in the relevant section in the
product’s Installation Guide. You can open the guide from the Setup menu shown above. Use
the Upgrading from eatrlier versions of Online Filing Manager bookmark on the left of the guide
to find the relevant section.
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Opera Il and Online Filing Manager Checklists

2009-10 Year End & 2010-11 Tax Year

Checklist: Completing the year end (employers that file

online)

This is a reminder of the tasks that employers submitting their year end returns online
must carry out at the end of the 2009-10 tax year for each of the companies in Opera Il.

These steps must be followed for each company and payroll group after calculating all the employees’
payments and deductions. If the Additional Systems feature is used - which allows more than 36 companies
to be used - the process must be completed for each system.

Before completing the year end v

1. If a data backup was not done before Opera Il was upgraded, run the System - Utilities -
Backup command to back up each company.

2. Check that the Current Tax Year box on the Payroll - Utilities - Set Options form is set to
0910 for the 2009-10 tax year.

Completing the year end

3. Print the Payroll - Summary Reports - To-Date Summary report.

4. Open the Payroll - P32 Processing form and make sure funding and payments are up to date.
If necessary, consolidate the P32 values from other payroll companies.

5. Open the Payroll - EOY/Special Reports - End of Year Returns form and select the Internet
Service for PAYE option to create the .NET file for online submission of employees’ P14 End of
Year Summaries.

6. Create the .NET file for online submission of the P35 Employer Annual Return. If there is more
than one Payroll company in Opera Il, this must be done in the P32 parent company.

Open the Payroll - EOY/Special Reports - Prepare Internet P35 form and check that the
Statutory Payments Recovered and Compensation values are correct. Amend them if required.
Then click OK. You are asked whether you want to submit the returns to HMRC now. If you
decide to do so, follow the instructions on page 33.

7. Open the Payroll - EOY/Special Reports - End of Year Returns form and print the required
P60 End of Year Certificates for all employees. For guidance on the different options and the
stationery that can be used, see page 19.

8. Open the Payroll - EOY/Special Reports - Print P35 Substitute form and print a file-copy P35
Deductions Working Sheet if required.

9. Print the Payroll - EOY/Special Reports - Pay/Ded List to print a list of payments and
deductions for the current period. Then print any other reports needed for the final period in the
2009-10 tax year.

10. If Payroll is linked to the Nominal Ledger, run the Payroll - Utilities - N/L Analysis command to
update the Nominal Ledger.

11. If Payroll is linked to the Cashbook, run the Payroll - Utilities - Cashbook Transfer command
to update the Cashbook.

12. If employees are paid by BACS, run the Payroll - Payment Reports - Produce & List BACS
command to create the BACS payment file.

13. Run the Payroll - Utilities - Update command for the final pay period.

14. Run the Payroll - EOY/Special Reports - End of Year Cleardown command. This clears to-
date values such as Income Tax and National Insurance Contributions from the employee’s
records and makes the payroll ready for the next tax year. Click to select those you want to
clear balances or press F5 to select all payments and deductions.

15. Check that the Current Tax Year box on the Payroll - Utilities - Set Options form is set to
1011 for the new tax year. Also, check the 2010-11 pay calendar on the Payroll - Utilities -
Calendar form.
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Opera Il and Online Filing Manager Checklists 2009-10 Year End & 2010-11 Tax Year

Checklist: Filing year end returns online in Online Filing
Manager

This is a reminder of the tasks to carry out in Online Filing Manager after completing
the year end tasks in Opera Il at the end of the 2009-10 tax year. The submission must
include the .NET files created in Opera Il (6.80) for the P35 Employer Annual Return
and P14 End of Year Summaries. The deadline date for the submission is 19 May
2010.

Before sending a live submission v

1. Check that Online Filing Manager (2.90) is installed. Run Online Filing Manager and click the
Help menu. Then click About.

2. Run the Processing — Send a Test Submission — Test PAYE End of Year command to send
a test submission to HMRC.

The .NET file that includes the year end information is saved in the company’s data folder, which
by default is, depending on the Windows product used, c:\Documents and Settings\All
Users\Application Data\Pegasus\Server XXX\Data or c:\ProgramData\ Pegasus\Server XXX
(where XXX is either VFP or SQL).

If there is more than one company in Opera Il with the same employer’'s PAYE reference, Online
Filing Manager uses the .NET file for each company only if they are in the same folder when the
test submission is sent. If they are not in the same folder, they MUST all be copied to a common
folder before sending the test submission.

A LIVE SUBMISSION WILL BE REJECTED BY HMRC IF THE EMPLOYER’S GOVERNMENT
GATEWAY CREDENTIALS ARE INCORRECT OR IF A PROBLEM EXISTS IN THE FILE
THAT WAS NOT DETECTED IN A TEST SUBMISSION.

Sending a live submission

3. Run the Processing — Send to Government Gateway — PAYE End of Year command to send
the P35 Employer Annual Return and P14 End of Year Summaries to HMRC.

The .NET file that includes the year end information is saved in the company’s data folder, which
by default is, depending on the Windows product used, c:\Documents and Settings\All
Users\Application Data\Pegasus\Server XXX\Data or c:\ProgramData\ Pegasus\Server XXX
(where XXX is either VFP or SQL).

If there is more than one company in Opera Il with the same employer’'s PAYE reference, Online
Filing Manager uses the .NET file for each company only if they are in the same folder when the
submission is sent. If they are not in the same folder, they MUST all be copied to a common
folder before sending the test submission.

EACH EMPLOYER CAN MAKE ONLY ONE LIVE SUBMISSION TO HMRC PER TAX YEAR
SO ALL .NET FILES MUST BE SUBMITTED AT THE SAME TIME.

THE SUBMISSION MUST BE SENT BY 19 MAY 2010.

4. If a message is not displayed on the screen after sending a live submission that indicates that
the submission has either succeeded or failed, check the status of the submission by running
the Processing — Check Submission Status command.

THE TIME NEEDED FOR A MESSAGE TO BE DISPLAYED DEPENDS ON HOW MANY
EMPLOYERS ARE SENDING SUBMISSIONS AT THE SAME TIME. DO NOT SEND THE
SUBMISSION AGAIN UNLESS YOU ARE SURE THE ORIGINAL SUBMISSION HAS FAILED.
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Opera Il and Online Filing Manager Checklists

2009-10 Year End & 2010-11 Tax Year

Checklist: Completing the year end (employers that do
not file online)
This is a reminder of the tasks that employers not submitting their year end returns

online must carry out at the end of the 2009-10 tax year for each of the companies in
Opera ll.

These steps must be followed for each company and payroll group after calculating all the employees’
payments and deductions. If the Additional Systems feature is used - which allows more than 36 companies
to be used - the process must be completed for each system.

Before completing the year end

v

1. If a data backup was not done before Opera Il was upgraded, run the System - Utilities -
Backup command to back up each company.

2. Check that the Current Tax Year box on the Payroll - Utilities - Set Options form is set to
0910 for the 2009-10 tax year.

Completing the year end

3. Print the Payroll - Summary Reports - To-Date Summary report.

4, Open the Payroll - P32 Processing form and make sure funding and payments are up to date.
If necessary, consolidate the P32 values from other payroll companies

5. Open the Payroll - EOY/Special Reports - End of Year Returns form and select the option to
print the P14 End of Year Summaries to submit to HMRC. Make sure the stationery is for the
2009-10 tax year. For guidance on the different options and the stationery that can be used, see
page 19.

6. Open the Payroll - EOY/Special Reports - End of Year Returns form and print the required
Print P60 End of Year Certificates for all employees. For guidance on the different options and
the stationery that can be used, see page 19.

7. Open the Payroll - EOY/Special Reports - Print P35 Substitute form and print the P35
Deductions Working Sheet to submit to HMRC. For guidance on the different options and the
stationery that can be used, see page 20.

8. Print the Payroll - EOY/Special Reports - Pay/Ded List to print a list of payments and
deductions for the current period. Then print any other reports needed for the final period in the
2009-10 tax year.

9. If Payroll is linked to the Nominal Ledger, run the Payroll - Utilities - N/L Analysis command to
update the Nominal Ledger.

10. If Payroll is linked to the Cashbook, run the Payroll - Utilities - Cashbook Transfer command
to update the Cashbook.

11. If employees are paid by BACS, run the Payroll - Payment Reports - Produce & List BACS
command to create the BACS payment file.

12. Run the Payroll - Utilities - Update command for the final pay period.

13. Run the Payroll - EOY/Special Reports - End of Year Cleardown command. This clears to-
date values such as Income Tax and National Insurance Contributions from the employee’s
records and makes the payroll ready for the next tax year. Click to select those you want to clear
balances or press F5 to select all payments and deductions.

14. Check that the Current Tax Year box on the Payroll - Utilities - Set Options form is set to
1011 for the new tax year. Also, check the 2010-11 pay calendar on the Payroll - Utilities -
Calendar form.
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Opera Il and Online Filing Manager Checklists 2009-10 Year End & 2010-11 Tax Year

Checklist: Starting the 2010-11 tax year

This is a reminder of the tasks that employers need to carry out at the start of the
2010-11 tax year for each of the companies in Opera Il. Before using Opera |l
Enterprise or Opera Il Enterprise SQL in the new tax year, changes need to be made
to the rates, thresholds and bandwidths for National Insurance, Income Tax, and
Statutory Payments. These are included in the Opera Il demonstration data tables and
need to be copied to all live companies. There are separate steps to copy the
demonstration data tables for Opera Il Enterprise and Opera Il Enterprise SQL.

Obtaining the Latest NI and tax tables from the demonstration data
in Opera |l Enterprise

These steps must be followed for each company and payroll group. If the Additional Systems feature is used -
which allows more than 36 companies to be used - the process must be completed for each system.

DO NOT FOLLOW THESE INSTRUCTIONS IF COMPANY Z IS A LIVE COMPANY.

1. Take a data back up by running the System - Utilities - Backup command.

2. Make sure the user can access the demonstration data company.

Open the System - Maintenance - User Profiles form and locate the active user ID record. If

company Z is not included in the Allow Access to Company Codes list, click to select it. Then
save the changes, close the form and re-logon to Opera Il.

3. Check that the data path for the demonstration data company is correct.

Open the System - Maintenance - Company Profiles form. In the Data Path box, make sure

the path is set to the location of the Opera Il (6.80) demonstration data. The default location is
\\Servername\Server VFP Dynamic\Demodata.

4. Run the Payroll - Utilities - Copy NI Tables command to copy the NI, Income Tax and
Statutory Payments tables for the 2010-11 tax year. In the Copy From list, select Z and then
click OK.

5. Open the Payroll - Utilities - PAYE/NI/Stat. Payments form to review the new rates and
thresholds. Check the details on the PAYE tab and on the NI ER’s, NI EE’s, SSP and
SMP/SPP/SAP tabs in turn.
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Opera Il and Online Filing Manager Checklists 2009-10 Year End & 2010-11 Tax Year

Obtaining the Latest NI and tax tables from the demonstration data
in Opera Il Enterprise SQL

The demonstration data for Opera Enterprise SQL installations must first be refreshed
before the updated National Insurance, Income Tax, and Statutory Payments tables
can be copied to the live company.

These steps must be followed for each company and payroll group. If the Additional Systems feature is used -
which allows more than 36 companies to be used - the process must be completed for each system.

DO NOT FOLLOW THESE INSTRUCTIONS IF COMPANY Z IS A LIVE COMPANY.

1. Ensure that Orion Vehicles Leasing is not the default company.

2. Take a data back up by running the System - Utilities - Backup command.

3. Make sure the user can access the demonstration data company.

Open the System - Maintenance - User Profiles form and locate the active user ID record. If

company Z is not included in the Allow Access to Company Codes list, click to select it. Then
save the changes, close the form and re-logon to Opera Il.

4. Close Opera Il and make sure all other users close Opera Il.

5. In Microsoft SQL Server, drop the demodata database.
This removes the database from SQL Server so a new database with the latest data can be
created.

6. Update the location of the live data.

Using Windows Explorer on the Opera Il Server, copy all files contained in the DemoData folder

to the Data folder. The default location is, depending on the Windows product used,
c:\Documents and Settings\All Users\Application Data\Pegasus\Server XXX\Data or
c:\ProgramData\ Pegasus\Server XXX (where XXX is either VFP or SQL).

Replace the original files.

7. Log in to Opera Il, run the System - Utilities - Update Data Structures command and select
Orion Vehicles Limited. This recreates the database for the demonstration data according to
latest data structures and removes redundant files.

8. Run the Payroll - Utilities - Copy NI Tables command to copy the NI, Income Tax and
Statutory Payments tables for the 2010-11 tax year. In the Copy From list, select Z and then
click OK.

9. Open the Payroll - Utilities - PAYE/NI/Stat. Payments form to review the new rates and
thresholds. Check the details on the PAYE tab and on the NI ER’s, NI EE’s, SSP and
SMP/SPP/SAP tabs in turn.
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Opera Il and Online Filing Manager Checklists 2009-10 Year End & 2010-11 Tax Year

Final Checks before processing in the new tax year

After copying the demonstration data to all companies and checking the rates and
thresholds on the Payroll - Utilities - PAYE/NI/Stat. Payments form, these tasks should
be considered before starting to process the payrolls in the new tax year.

These steps must be followed for each company and payroll group. If the Additional Systems feature is used -
which allows more than 36 companies to be used - the process must be completed for each system.

v

1. If weekly, two-weekly or four-weekly payrolls are used, select the P32 by Income Tax Month
option on the Payroll — Utilities — Set Options form.

2. Define the Small Employers Relief for SMP, SPP and SAP.

The HMRC definition of a small employer for the 2010-11 tax year is one who paid, or was

liable to pay, a total of £45,000 or less gross National Insurance during the 2009-10 Tax year. If
the company qualifies as a small employer, open the Payroll - Utilities - Set Options form and
make sure the Entitled to Small Employer’s Relief for SMP/SPP/SAP option is ticked on the
default payroll group’s Options Page 2 tab.

3. Check Employee Details.

Employers may need to review and amend employee details. For example, changes to an
individual’s tax or NI status, or company director status will require changes to be made to the

employee records. If new employees start at the beginning of the new tax year, new records
must be set up before processing the first payroll period.

Amended tax code notifications may also have been received for some employees on PAYE
Coding Notices. Such changes must be applied before processing the first payroll period.

Open the Payroll - Processing form to maintain employee records.
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Payroll Release and Upgrade Guide 2009-10 Year End & 2010-11 Tax Year

Where to Find More Information

You can find information about payroll related topics from the following resources.

General PAYE and NIC Issues
Employers can get help on PAYE and NIC issues from their PAYE Tax Office, or a Tax Enquiry

Centre (quoting their PAYE reference number) for PAYE matters; the National Insurance

Contributions Office via the local Social Security office for National Insurance matters; or the

Employer’s Helpline by phoning 0845 7 143 143 (calls are charged at the local rate).

Guidance on the Legislative Payroll Changes
HMRC provides information on legislative changes in these employer guides, available from

either the Employer’s Orderline on 0845 7 646 646 (calls are charged at the local rate), or from

your nearest HMRC office.

E10

E11

E12

E13

E14

E15

E16

E19

CWG2

CA33

CWG5

CA44

Finishing the Tax Year

Starting the Tax Year

PAYE and NIC Rates and Limits

Day-to-Day Payroll

Sick Pay

Maternity Pay

Adoption Pay

Paternity Pay

Employer Further Guide to PAYE and NICs
Class 1A NI Contributions on Car and Fuel Benefits
Class 1A NI Contributions on Benefits in Kind

National Insurance for Company Directors
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Payroll Release and Upgrade Guide

2009-10 Year End & 2010-11 Tax Year

Links to useful web sites

The following web site links might be helpful in relation to payroll matters.

HMRC

PAYE end-of-year tasks at a glance
Employer Orderline Download area
PAYE Online services

Department for Work and Pensions
Office of Public Sector Information (OPSI)

Government Gateway for Internet
Submissions

Jobcentre Plus (DWP)
Institute of Payroll Professionals
Pensions Regulator

Pegasus Online Filing Guide

Directgov State-Pension age calculator

www.hmrc.gov.uk/

www.hmrc.gov.uk/paye/payroll/year end/checklist.htm

www.hmrc.gov.uk/employers/emp-form.htm

www.hmrc.gov.uk/payeonline/

www.dwp.gov.uk/
WWW.0pSi.gov.uk/

www.gateway.gov.uk/

www.jobcentreplus.gov.uk/

www.payrollprofession.org/

www.thepensionsregulator.gov.uk/

www.pegasus.co.uk/onlinefiling/

pensions.direct.gov.uk/en/state-pension-age-calculator/home.asp
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Payroll Release and Upgrade Guide 2009-10 Year End & 2010-11 Tax Year

Key dates for the payroll diary

Here are some important dates for payroll matters in the next tax year.

19 April 2010

19 May 2010

31 May 2010

6 July 2010

19 July 2010

19th of each

month/quarter

22nd of each
month/quarter

The last date for any 2009-10 PAYE and National Insurance payments to reach the Accounts

Office. Interest is chargeable on any payments received after this date

The last date for the 2009-10 P14 End of Year Summaries and P35 Employer Annual Return

to reach HMRC. Penalties are chargeable on any forms received after this date

The last date for giving a 2009-10 End of Year Certificate P60 to each relevant employee

The last date for your 2009-10 form P9D and form P11D or substitutes, to reach the Inspector
of Taxes and for giving a copy of the 2009-10 form P9D-P11D or equivalent information to

each relevant employee

The date for payment of any 2009-10 Class 1A NICs on employee benefits

The last date for sending your monthly/quarterly PAYE and NIC payments to the Accounts
Office unless paid electronically

Starting with the first monthly payment (due 22 May 2010 ), the last date for sending your
monthly/quarterly PAYE and National Insurance payments to the Accounts Office but only if
paid electronically

Note: Large employers (250 or more employees) must make monthly PAYE and National
Insurance payments electronically. HMRC recommend that all employers make payments
electronically.

Tip: The employer diary on the HMRC web site includes the dates employers need to
know for filing returns and paying Income Tax and National Insurance. To see the diary,
go to www.hmrc.gov.uk/employers, and select Employer Diary from under ‘quick links’.
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