brightpay

5 Steps to Completing the Tax Year
1. Finalise the final payroll for all pay frequencies
Finalise Payslips

Finalise all payments made to employees before and up to 5" April 2023.

B Open pay periods are denoted by an employee symbol within the specific pay period

Once all pay periods are completed, each pay frequency will no longer show any open pay periods,
i.e. there will be no employee symbols in any of the pay periods (as shown below)
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Submit the FPS

e Once all payslips are finalised, the FPS submission is automatically prepared and pending
submission.

e Choose the RTI menu and select the outstanding FPS submission(s) from the listing and
submit to HMRC.

File v PAYROLL ANALYSIS EMPLOYEES EMPLOYER HMRC PAYMENTS RTI

New Send Gateway Print Export More
v v Logs v

Ne Full Payment Submission

Full Payment Submission

« Payment on 30 March (one employee)
Accepted by HMRC F P S
Full Payment Submission En

g Payment on 27 February (one employee)

Contains the details of one employee paid on 30 March, for the month ending 30 March.

Full Payment Submission P

v Payment on 30 January (one employee)
Accepted by HMRC

A
Created
Full Payment Submission Tuesday, 14 March @ 23:06 s
V Payment on 30 December (one employes)
Accepted by HMRC
Sent to HMRC
Full Payment Submission M
y P on 29 November (one employee) Tuesday, 14 March @ 23:06
A by HMRC
’ EM
Full Payment Submission
Accepted by HMRC N
P on 30 October (one employee)
v by HMAC Pl Tuesday, 14 March @ 23:06 .
Full Payment Submission A
y Payment on 29 September (one employee) n
Accepted by HMRC
D
Full Payment Submission
4 Payment on 30 August (one employes] G
Accepted by HMRC o
Full Payment Submission P
v’ Payment on 30 July (one employee) B
Accepted by HMRC
Full Payment Submission PAY

v Payment on 29 June [one emplayes)
Accepted by HMRC o



Ensure all FPS submissions have been submitted successfully before proceeding.

Note: . A pending submission is indicated by a blue cube
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2. Complete the HMRC Payments Schedule

If you have suffered any CIS deductions in the tax period, enter accordingly and "save changes" to
update the summary.

File

PAYROLL  ANALYSIS  EMPLOYEES

EMPLOYER

HRC pMeNTS  An pensions )

e &5

() E & m @ o

Previous  Nest SwitthTo  Additionsl P30 Py P32 Employment
Amounts IR

Month Month  Quarterly

HMRC v Allowance

A successfully completed submission is indicated by a green tick

Tax

Gross Tax

Received from HMRC to refund tax
(Gross OIS deductions

(15 deductions suffered

(Gross Student Loan deductions
Gross Pestgraduate Loan deductions

Net Income Tax

£1202.0

Amount due £155,19437

Month Ending 5 February, 2023

Nics

Employes NICs

Employer NICs

SMP Recovered + NIC Compensation
$PP Recovered + NIC Compensation

$AP Recovered + NIC Compensation

SHPP Recovered « NIC Compensation

SPBP Recovered + NIC Compensation

Received from HMRC to pay Statutory Pay

Employrment Allowance clsim
Apprenticeship Levy

Net NICs

= Amount paid £

Save Changes

£3025

£0m

£0.00

£0.00

£0.00

Ensble..

Ensble.

£4189.89

000  Payment date

Cancel Changes

Yearto Date

Duin previous manths

Baid in previous months

Sharifall

Canry over shortfal inte this month
Adjustment

Net adjustment

Tip: the EPS includes year to date CIS deductions suffered - review all tax periods to ensure CIS

deductions suffered have been entered for each tax period, if applicable.

£13850138
2m
£13834158
® Ves O No
£

£1385419



3. Prepare the final End of Year EPS

In the RTI menu, select the Employer Payment Summary (EPS) from the New menu:

EMPLOYEES EMPLOYER HMRC PAYMENTS RTI PENSIOI
Mew Send Gateway Print Export Maore
- v Logs *

Full Payment Submission (FPS)

Due on or before each pay day. Includes a summary of
employee payments and deductions, Used by HMRC to
calculate employer liability.

. Employer Payment Summary (EPS)
Due as and when required to notify HMRC about
recoverable amounts and perieds of inactivity or zero
pay. Also used to submit final submission indicator (e.g.
if scheme has ceased, or at year end).

NINO Verification Request (NVR)

Validates or requests the National Insurance number for

one or more Emplc‘;.—'eez.

Additional FPS

Reports the current year to date figures for one or more
employees (can be sent during or after tax year e.g. to
report corrected amounts).

U Expenses and Benefits (EXB)
Reports end-of-year P11D(k) employer Class 1A NICs
declaration and P11D employee expenses and benefits
returns,

If there are recoverable amounts due, as per the HMRC Payments schedule, then this will
automatically be indicated on the EPS:

Employer Payment Summary - O X

Recoverable amounts Include year to date recoverable amounts on EPS submission

Taxperiod | Month 12 (ending 5 April) -

Period of inactivity [[] Include period of inactivity on EPS submission (to report no payments to
employees for one or more future whele tax months)

Mo payment for period [ Include indication of no payment for period on EPS submission (to
report no payments to employees for the current tax month or for a tax
month that has already ended)

Employment Allowance [] Include Employment Allowance indicator / De Minimis State Aid
declaration on EPS submission

Final submission || Include final submission indicator on EPS submission

0K Cancel

Please note: If there are statutory recoverable amounts due to be reclaimed by the employer, please
ensure the correct year to date figures are indicated on the EPS screen. If the figures are not correct,
review the HMRC Payments utility. Once correct, return to the RTI menu and recommence the
preparation of the EPS again.



¢ Indicate on the EPS that this is your final submission:
) Employer Payment Summary — O x

Recoveroble amounts Include year to date recoverable amounts on EPS submission

Taxperiod | Month 12 (ending 5 April) B

Period of inactivity [ | Include peried of inactivity on EPS submission (to report no payments to
employees for one or more future whole tax months)

Mo payment for period [ Include indication of no payment for period on EPS submission (to
report no payments to employees for the current tax month or for a tax
manth that has already ended)

Employment Allowance [ Include Employment Allowance indicator / De Minimis State Aid
declaration gg EPS submission

Final submission [ Include final submission indicator on EPS submission

Scheme ceased [ Employer scheme has ceased

| OK || Cancel ‘

e Submit to HMRC:

PAYROLL  ANALYSIS ~ EMPLOVEES  EMPLOYER  HMRC PAYMENTS  RTI

@@ =1F

MNew Send Gateway Print Export More
v B Logs v

MNew Employer Payment Summary

Employer Payment Summary
Multiple declarations

Accepted by HMRC E P S

Full Payment Submission
Payment on 30 March (one employee)
Accepted by HMRC

Includes year to date recoverable amounts up to the tax month ending Wednesday, 5 April.
Full Payment Submission
Payment on 27 February (one employee) Includes final submission indicator.
Accepted by HMRC

Full Payment Submission Created
Payment on 30 January (one employee)

Accepted by HMRC Tuesday, 14 March @ 23:16

Full Payment Submission
Payment on 30 December (one employee) Sent to HMRC

Acespted by HIMRC Tuesday, 14 March @ 23:16

Full Payment Submission
Payment on 29 November (one employee)
Accepted by HMRC Accepted by HMRC

Full Payment Submission Tuesday, 14 March @ 23:16

Payment on 30 October (one employee)
Accepted by HMRC

"™ full Paymen&S?bmission .
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If reviewing the 2022/23 payroll at a later date, you can check if the End of Year EPS was submitted
by simply selecting the EPS from the listing of RTI submissions.

Once selected, the EPS will indicate if it included the final submission indicator:

File v

Employer Payment Summary
Multiple declarations
Accepted by HMRC

Full Payment Submission
Payment on 30 March (one employee)
Accepted by HMRC

Full Payment Submission
Payment on 27 February (one employee)
Accepted by HMRC

Full Payment Submission
Payment on 30 January (one employee)
Accepted by HMRC

Full Payment Submission
Payment on 30 December (ene employee)
Accepted by HMRC

Full Payment Submission
Payment on 23 November (one employee)
Accepted by HMRC

Full Payment Submission
Payment on 30 October (one employee)
Accepted by HMRC

Full Payment Submission
Payment on 29 September (one employee)
Accepted by HMRC

Full Payment Submission

Davrmant an 0 Anmnct (nne smnlmoeel

PAYROLL AMNALYSIS EMPLOYEES EMPLOYER HMRC PAYMENTS RTI

e 2817

New Send Gateway Print Export More
v Logs

New Employer Payment Summary

EPS

Includes year to date recoverable amounts up to the tax month ending Wednesday, 3 April.

Includes final submissien indicator.

Created
Tuesday, 14 March @ 23:16

Sent to HMRC
Tuesday, 14 March @ 23:16

Accepted by HMRC
Tuesday, 14 March @ 23:16

4. Correcting errors in payroll totals after your final FPS submission

If an error is discovered in any FPS for 2022/23 after your final submission has been made, then an
Additional Full Payment Submission (FPS) can be submitted to HMRC.

An Additional FPS can now be submitted at any time during or after the tax year.

To prepare an Additional Full Payment Submission (FPS)

e Re-open the payslips, make your amendments and finalise accordingly.

¢ Inthe RTI menu of 2022/23 BrightPay select Additional FPS from the New menu:

PEI



EMPLOYEES EMPLOYER HMRC PAYMEMTS RTI PEMSIOMNS

Send Gateway Print Export More
R Logs R

Full Payment Submission (FPS)

Due on or before each pay day. Includes a summary of
employee payments and deductions. Used by HMRC to
calculate employer liahility,

Employer Payment Summary (EPS)
Due as and when required to notify HMRC about
recoverable amounts and periods of inactivity or zero

if scheme has ceased, or at year end),

pay. Also used to submit final submission indicator (e.g,

®@ @ @ @ @&

NINO Verification Request (NVR)
Validates or requests the Mational Insurance nurnber for
one of more employees,

Additional FPS

Reports the current year to date figures for one or mare
ermployees (can be sent during or after tax year e.qg. to
report corrected amounts),

Expenses and Benefits (EXB)

Reports end-of-year P110(k) ernployer Class 14 MNICs
declaration and P110 employee expenses and benefits
returns,

e Select the employee(s) for whom you have made adjustments and select an appropriate late
reporting reason from the drop-down menu:

12 Additienal Full Payment Submission

Select the employees that you need to send the current figures for along with any applicable late reporting reasons,

Employee
& Rosalyn Deleon

& Sonia Taylor

& Warren Johnson

CeE

Select Select Select
Al Mone Byw

Most Recent Pay Period Pay Date
Month 12 (ending 30 Mar) 30 Mar 2023
Month 12 (ending 30 Mar) 30 Mar 2023
Month 12 (ending 30 Mar) 30 Mar 2023

2022/23 BrightPay — 5 Steps to Completing the Tax Year

Late Reporting Reason

Correction to eariier submission 'rs,.
Reasonable excuse ﬁ

No reason provided ﬁ



e Submit the Additional FPS to HMRC:

File »

Additional Full Payment Submission
Three employees
Ready to send

Full Payment Submission
Payment on 30 March (two employees)

Accepted by HMRC

Employer Payment Summary

Qf Multiple declarations

Accepted by HMRC

Full Payment Submission
Q? Payment on 30 March (one employee)

Accepted by HMRC

Full Payment Submission
Payment on 27 February (one employee)

Accepted by HMRC

Full Payment Submission
Payment on 30 January (one employee)

Accepted by HMRC

PAYROLL AMALYSIS EMPLOYEES EMPLOYER HMRC PAYMENTS

@@L =417

New Send Gateway Print Export More
v v Logs v

Mew Additional Full Payment Submission

Additional Full Payment Submission with current year to date amounts for three employees.

Created
Tuesday, 14 March @ 23:34

Send to HMRC

E» Send Mow

Please note: If a payroll correction has also led to a change in your recoverable amounts, it is
important to also submit a new Employer Payment Summary to HVIRC, in addition to the Additional
FPS, to inform them of your amended year to date recoverable amounts total.

Discontinuation of the Earlier Year Update (EYU)

The option to create and submit an Earlier Year Update has now been discontinued by HMRC.

rr 6D



5. Issue P60s to your employees

BrightPay facilitates the printing and emailing of P60s on an individual basis or in a batch. BrightPay
will generate the P60 in 3 formats, depending on your requirements:

Prints to the HMRC single page laser P60

e HMRC P60
e Blank Paper HMRC approved ‘Substitute’ P60 which prints to plain paper
e Email P60 HMRC acceptable means of issuing the P60

The P60 option is located within the Employees menu.

e Select an employee who is in active employment as at 5" April from the left hand listing

Click the P60 tab and simply select the P60 option you require:

R

& & B @ 0 o3| e
Calendar Automatic Attachment Expenses Payslips M PEIK  More

are F11 P45 Pe0 | P11D
v

Mew Edit
Employee Deetails Enrolment Orders & Benefits v v v v v v
Mew Warren Johnson Fi For Warren Johnson on HMRC Stationery...
Personal Employment Star Far Warren Johnsen on Blank Paper...

[E,] View/Print P60 for Multiple Employees...
Start date & Mz i .
[=] Ernail P60 for Multiple Employees...

T
Overseas employer [ (‘: Export PE0 to PDF for Multiple Employees..,

Please note: You need to provide a form P60 (either paper or electronic) for each employee who was

in your employment on the 5 April 2023. You must do this by no later than 31st May 2023.

View/Print P60 Certificates, Export P60s to PDF and Email P60s will give the following options:

e Show BrightPay Logo

e Ignore employees not paid in that year

- a X las employer

Print P60 End of Year Certificates
ﬁ% & & BrightPay - One Per Page - Ad Blank & | v
¥ || Options » | [~

Select Select Select Prints one P60 per page on blank Ad paper.
All Mone Byw
[%] Show BrightPay Logo

Rosalyn Deleon

[

&
|2| Sonia Taylor

gz
a .

Warren Johnson

=

[ Ignore Employees Not Paid In Tax Year



m End of Year Certificate 2022/23

Please kesp this cenificats in 3 satz placs as
you will need it if you have to fill in 2 12 retum.
You also need it 10 make a claim for tEx credits
oF 1o renew your claim.

This iz a printed copy of an ePE0

It Al helps you check hat your employer is
using the comect Mational Insurance number
and deducting the right rate of Mational
Insurance contrioutions.

By law you are reguired to tell HM Revenus
& Customs =oout any income that is not fully
temed, even if you ars not sent 2 1= returm.

" Employers addrezs
[
2 % Tex year to 57 April | 2023 19€ Main Sirest
5a Dudley
E_g Employer Mame  Angel Wings Lid Oy12 5UB
w Employer PAYE reference | 803/ 121073RSFP
L Swname | Delecn Employes's address
]
;E Forenames or initisla | Rosalyn 169 Morth Street
o8 Watford
E_S MNational Ingurance number | NY 268658 C WDT7 ZAN
E
w Worka [ payroll number | 344509 Giender F
Cartificata by Employar’
o Pay Tax geducisd [ ——
- This forrn shows: foted
E » In previous employmentiz) £0.00 £0.00 o T:;_I
‘o X in this employrresnt for the
E ‘E In thiz employment £428 575.00 H £161 83760 yesr Ay cveriime, borus,
Py, Stmtutany Met=mity
o 'E Total for year £428 575.00 £161 83760 Fay Stutory Fatmming Py,
E' Stmntory Shared Fanmmal
o ey, Snstutony Adeption
Final tax code | 1257L S Py 2l Semhutory Parerizl
Eeresrvement Pay iz included.

o MIC E3mings st me Lower Eamings  Eamings sbove the LEL, up E=rmings abowe the PT,
Q table  Limit (LEL) (whereeamings are i and inchuding the Primary up to and including the Upper  Employe='s contributions dus
E E - lefizr  equal to or excesd the LEL) Thrashoid (PT) Eamings Limit {UEL) con gl esmings sbowe the PT
59 ¢
g 5 g A £5,863 £5.2E £35,001 £10,676.42
-0 -
TS
EE =
88 ¢
o
=
n
& § Statutory Maternity Pay £6,000.00 .
P E ) Other Details
o= e Statutory Patemity Pay £5,000.00 In this employment
8§ 2
% E E ; Statutory Shared Parental Pay ERR0.0D Student Loan deductiona O
=]
e i 3 Statutory Adoption Pay £E00.00 ;;d"'f'tg'?""anmte Loan £0
2B
E E  Statutory Parental Bereavement Pay £0.00

PE0 (Substitute) (BrightPay) 2022/23 « Created with [0 brightpal
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