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Help and guidance

Help and guidance is available from the following sources.

The internet
For help with payroll go to www.hmrc.gov.uk/paye

For wider interactive business help go to
www.businesslink.gov.uk/mynewbusiness

Online services
For information and help using our Online Services go to
www.hmrc.gov.uk/online

For more help contact the Online Services Helpdesk by:
+ email helpdesk@ir-efile.gov.uk

+ phone 0845 60 55 999, or

« textphone 0845 366 7805.

Basic PAYE Tools

The Basic PAYE Tools contains a number of calculators and most

of the forms that you will need to help you run your payroll

throughout the year including:

¢+ a P11 Calculator that will work out and record your
employee's tax, NICs and Student Loan deductions every
payday, with a linked P32 Employer Payment Record that
works out how much you need to pay us

« a range of other calculators to work out Student Loan
deductions and statutory payments and a learning zone to
help you understand these and other payroll topics

+ an employer database to record your employees' details

« interactive forms such as the P11D Working Sheets.

If you use the P11 Calculator in the Basic PAYE Tools you can

file online your:

o starter and leaver information P45 Part 1, P45 Part 3, P46
information and P46(Expat) information

« Employer Annual Return (if you have up to and including nine
employees) on the P11 Calculator at 5 April.

To download the Basic PAYE Tools, go to
www.hmrc.gov.uk/paye/tools/basic-paye-tools.htm

Employer helplines

« Employer for less than 3 years, phone 0845 60 70 143.

« Employer for 3 years or more, phone 08457 143 143.

« If you have a hearing or speech impairment and use a
textphone, phone 0845 602 1380.

Employer helpbooks and forms
Helpbooks and forms are available to download.
Go to www.hmrc.gov.uk/paye/forms-publications.htm

Exceptionally, if you don't have access to the internet, some
of our helpbooks and forms are available from the Employer
Orderline on 08457 646 646.

Yr laith Gymraeg

I lawrlwytho ffurlenni a llyfrynnau cymorth Cymraeg, ewch i
www.hmrc.gov.uk/cymraeg/employers/emp-pack.htm Os, yn
eithriadol, nad oes gennych gysylltiad i'r rhyngrwyd, cysylltwch
ar Ganolfan Gyswllt Cymraeg ar 0845 302 1489.

Forms and guidance in Braille,
large print and audio

For details of employer forms and
guidance in Braille, large print or
audio, phone the Employer Orderline
on 08457 646 646 and ask to speak to

the Customer Service Team.

In person
We offer free workshops covering some payroll topics. These
workshops are available at locations throughout the UK.

For more information:

+ go to www.hmrc.gov.uk/bst or

« phone our Business Education & Support Team on
0845 603 2691.

Employer Bulletin online

Employer Bulletins contain information and news for
employers. We publish these several times a year. Go to
www.hmrc.gov.uk/paye/employer-bulletin

Employer email alerts

We strongly recommend that you register to receive employer
emails to prompt and direct you to:

« each new edition or news about the Basic PAYE Tools

+ the Employer Bulletin

« important new information.

To register, go to
www.hmrc.gov.uk/paye/forms-publications/registerhtm

HM Revenue & Customs (HMRC)
If you have a query about your PAYE scheme:
« phone the Employer Helpline on 08457 143 143, or
o write to:

HM Revenue & Customs

Customer Operations Employer Office

BP4009

Chillingham House

Benton Park View

NEWCASTLE

NE98 127

Please tell us your employer reference when you contact us.
You will find it on correspondence from HMVIRC.

Real Time Information (RTI)

From April 2013, HMRC is introducing Real Time Information
(RTI). Under RTI, employers and pension providers will send
HMRC information when they pay their employees, instead of
yearly. For more information go to
www.hmrc.gov.uk/rti/index.htm

Your rights and obligations

Your Charter explains what you can expect from us and what
we expect from you. For more information go to
www.hmrc.gov.uk/charter

New Employer Helpline
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Introduction

Introduction

How to use this
guidance

Quick guide to
paying someone
for the first time

This helpbook will help you to get started, and in most
circumstances gives you all the information that you will
need to pay your employee(s).

As an employer, you are responsible for calculating and
deducting Pay As You Earn (PAYE) tax and National
Insurance contributions (NICs) from your employees’ pay.

To help you to make your calculations and keep your
records, download the Basic PAYE Tools from
www.hmrc.gov.uk/paye/tools/basic-paye-tools.htm

There are calculators within the Basic PAYE Tools that will
help you with your payroll, including the P11 Calculator
which will work out and record your employees’ tax and
National Insurance contributions.

This helpbook gives you step-by-step guidance on how to:
¢ set up your payroll using either the Basic PAYE Tools or
a manual P11 Deductions Working Sheet

calculate PAYE tax and NICs

issue a payslip to your employee

make payments to HM Revenue & Customs (HMRC), and

do business with us online, including making payment

by Direct Debit Online.

To make it easier for you we have colour-coded each
section of this helpbook. When you have decided how
you are going to maintain your payroll, you must read
the blue 'Getting started' section then:

¢ the pink 'Using the Basic PAYE Tools' section if you are
using the Basic PAYE Tools, followed by the purple
'What next?' section, or

e the green 'Manual wages records' section if you are
using a manual wages record, followed by the purple
'What next?' section.

We recommend that you work your way through this
helpbook in the order that it has been written,
returning to the appropriate page when you have
carried out each task.

You will find a list of terms and abbreviations used
throughout this helpbook on pages 85 to 87.

The flowchart opposite may help you to get your payroll
started quickly, before reading the contents of this
helpbook in detail. It describes the first payroll tasks you
must perform when you pay your employee for the first
time, however you will need to complete other payroll
tasks throughout the year.

New Employer Helpline



Introduction

Before you begin

When you take on someone new, there are some important checks that you have to make before
you pay them. You need to:

¢ decide whether they are an employee or self-employed - see page 10
¢ check their identity and that they can legally work for you - see page 11.

Working out what tax code to use

Has your employee given you a form P45? No
ves Get P46
. information
S.ee.page 14. Is the leaving date at bo>.< 4 of the P45 . from your
No within the current tax year (from 6 April 2012 to 5 April 2013)? employee —
see pages 16
Phone the and 17.
New
Employer Yes
Helpline. Determine the
They will tax code from
advise you U . the provided
se the tax code shown in box 6 of
e the P45 — see page 15 P46
code to use — ' information —
see page 14. see page 18.

Setting up your payroll

You are now ready to set up your payroll. If you:
e want to use the P11 Calculator in the Basic PAYE Tools (which works out the tax and National

Insurance contributions for each employee for every pay period) download the tools onto your
computer.

e If you are using a manual P11 Deductions Working Sheet you will need to order this form from
the Employer Orderline. Once received go to page 52.

Paying your employee and HMRC

Calculate the PAYE tax and NICs on your employee’s gross pay. You must pay most of your
workers at least the National Minimum Wage rates, for further information see page 11.

Check your employee’s form P45 or P46 information. If box 5 of the form P45 (see pages 14 and
15) or the P46 information (see pages 16 and 17) indicates that you need to make Student Loan
deductions from your employee’s pay, the P11 Calculator in the Basic PAYE Tools will calculate

the deductions for you — see page 34. If you are operating a manual payroll phone
the New Employer Helpline.

Finally, you will need to:
e issue a payslip to your employee — see page 76, and
¢ make payments to HMRC - see page 77.

0845 60 70 143




Introduction

First things first
- operating your
payroll

The first thing that you need to do is decide how you are
going to keep and maintain your payroll records. There
are different choices available to you.

You can:

¢ ask a bookkeeper, agent or a payroll bureau to
operate your payroll for you

e use a payroll software package. These can be
purchased off-the-shelf from most software retailers or
from the Internet.

e operate the payroll yourself using either:

— the P11 Calculator in the Basic PAYE Tools.
If you are not using payroll software this is the
easiest and quickest way to maintain your payroll

— a manual wages record — P11 Deductions Working
Sheet and the PAYE tax and NICs calculators go to
www.hmrc.gov.uk/paye/more-tools.htm

— a manual wages record — P11 Deductions Working
Sheet and the manual PAYE tax and NICs tables.
If you wish to use a manual wages record it is
much easier and quicker to use the PAYE tax and
NICs calculators on our website to work out the
PAYE tax and NICs due. *

* While you have the option of maintaining a manual
payroll, your Employer Annual Return (P35 and P14s)
and employee starter and leaver forms P45 and P46
must be filed online. If you have not already
registered and enrolled for our PAYE Online service,
you must do this now so that you can file your forms
and returns online. Please do not send us any forms
or returns on paper as you may be charged a penalty
— see page 20 for further details.

New Employer Helpline



How do I get
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started?

Introduction

Whatever option you choose it is important to remember
that you, as the employer, are still responsible for your
payroll, even if you don't prepare the records yourself.

We offer a range of help and support to help you with
your payroll, see 'Help and guidance' on page 2.

Our Business Education and Support Team offer free
workshops covering all payroll topics. These workshops
are available at locations nationwide. For more
information go to www.hmrc.gov.uk/bst or phone
the business, education and event booking service

on 0845 603 2691.

If you are:

e using a bookkeeper, agent or a payroll bureau to
operate your payroll you must pass details of your
employees on to them

¢ using the Basic PAYE Tools to operate your payroll —
download the tools to your computer from
www.hmrc.gov.uk/paye/tools/basic-paye-tools.htm
Finish reading the blue section of this helpbook then
go to page 23.

e operating a manual payroll you will need to use a
P11 Deductions Working Sheet which you can order
from the Employer Orderline. If you are not using the
calculators on our website you will also need to order
the manual tables listed on page 8 Finish reading the
blue section of this helpbook then go to page 52.

Note: It is much easier and quicker to use the P11
Calculator on the Basic PAYE Tools.




Introduction

National Insurance contributions Tables

) There are many different types of NICs tables. For most

men and women aged 16 or over and under State

National Insura nce

%’E{tfib:tions Pension age you will use the CA38 National Insurance
esAand J

contributions Tables A and | pictured aside.

However you will need to contact the New Employer
Helpline to ask which tables you need to order if:

e your employee is a married woman or widow who tells
you that they are entitled to pay reduced rate NICs

e your employee is State Pension age or over
* you operate a company pension scheme.

The NICs tables work out how much NICs you and your
employee have to pay.

Tables A Pay Adjustment Tables

@'tipge

Use these tables to work out how much of your
employee's pay is tax-free.

Taxable Pay Tables Calculator Method

Oltteme
Use these tables to work out how much tax is due. You
need a calculator to use these tables.

Taxable Pay Tapes

Calculator Method

Employer helpbooks

The flowchart on page 5 describes the first payroll tasks
you must perform when you pay your employee for the
first time, however, you will need to complete other
payroll tasks throughout the year.

8 New Employer Helpline
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Introduction

The following helpbooks will help you with these tasks.
They are available from www.hmrc.gov.uk/paye/forms-
publications.htm

If, exceptionally you cannot access them online contact
the Employer Orderline.

E13 Day-to-day payroll

This helpbook is for the very small number of employers
who are exempt from the requirement (see page 19 for a
summary of exempt employers) to file their starter and
leaver information and similar pension information
online. It gives guidance on day-to-day payroll tasks,

for example:

¢ what action to take when an employee leaves

¢ what to do when you are notified of a change to an
employee’s tax code

* how to identify the correct rate of NICs if there is a
change in an employee’s circumstances.

E12 PAYE and NICs rates and limits for 2012-13

This helpbook gives details of:

* PAYE thresholds and rates

* mileage payments

e Class 1 National Insurance rates and earnings limits

¢ Class 1A National Insurance rate

e Statutory Sick Pay (SSP), Statutory Maternity Pay
(SMP), Ordinary Statutory Paternity Pay (OSPP),
Additional Statutory Paternity Pay (ASPP) and Statutory
Adoption Pay (SAP) rates

¢ National Minimum Wage rates

e collection of Student Loans.

E11 Starting the tax year from 6 April 2012

This helpbook tells you what you need to do to prepare
for the start of 2012-13, for example:

e what records you need to keep from 2012-13

* how to change your employee’s tax code from the
start of 2012-13

* how long to keep the records.




What you have to do

Who counts as
an employee

What counts
as pay

10

Once you have set up your payroll you may have to deal

with Student Loan deductions, SSP, SMP, OSPP, ASPP and
SAP, stakeholder pensions and Payroll Giving. If you come
across any of these, phone the New Employer Helpline.

Once you take on an employee, you are responsible for
calculating and deducting PAYE tax and NICs from their
pay. Before you do this, you have to recognise who
counts as an employee.

An employee is anyone you employ under a contract of
service, and includes full-time, part-time and casual
workers. If someone working for you says they are
self-employed you must check that this is actually the
case. It is not a matter of choice. This is because the tax
and National Insurance rules for self-employed people are
different to the rules for employees.

It is your responsibility as an employer to ensure that you
have the correct employment status for everyone
working for you.

For more information on how to determine a worker’s
employment status go to www.hmrc.gov.uk/paye/
employees/start-leave/status.htm or phone the New
Employer Helpline for advice.

Directors of limited companies are also employees

of the company so you must deduct tax and NICs from
their pay. There are special rules for directors — phone
the New Employer Helpline for advice.

The main things that count as pay are:

wages
e salary

* overtime payments

bonuses.

But there are others. Please phone the New Employer
Helpline for advice if you:

* pay expenses to directors and/or your employee(s), or

e supply extras, such as a car or private medical
insurance.

New Employer Helpline
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What you have to do

National Most people working in the UK for an employer are
minimum wage entitled to be paid a minimum amount defined by law.
This is called the national minimum wage. To find out
more about the national minimum wage, including how
much this is:

¢ go to www.hmrc.gov.uk/paye/payroll/day-to-
day/nmw.htm or

¢ phone the Pay and Work Rights Helpline
on 0800 917 2368.

Identity checks As an employer you have a responsibility to prevent
illegal working in the UK. The UK Border Agency
recommends that employers conduct document checks
for all new employees to make sure they are allowed to
work before employing them. If an employee has a time
limit on their stay you should carry out repeat checks at
least once every 12 months. If you don’t do these checks
you may need to pay a fine, known as a civil penalty of
up to £10,000 for each illegal worker you employ.

For more information:

® go to the 'Ensuring your workers are eligible to work
in the UK' pages of the Business Link website,
at www.businesslink.gov.uk/preemploymentchecks
and select the interactive tool to check if your workers
are eligible to work in the UK, or

® go to the 'Prevent illegal working' pages of the
UK Border Agency website at
www.ukba.homeoffice.gov.uk/business-
sponsors/preventing-illegal-working or

¢ phone the UK Border Agency Sponsorship and
Employers Helpline on 0300 123 4699.

Stakeholder Stakeholder pensions are a way for your employees to
pensions save for their retirement and increase their income in
later life.

If you employ five or more people you may have to make
a stakeholder pension scheme available to those
employees unless you are exempt. You are exempt if you
offer your employees access to an occupational pension
scheme or contribute at least 3 per cent of their pay into
a personal pension scheme.

However, employees do not have to join the scheme if
they don’t want to, and employers do not have to
contribute to the pension (although they can if they
wish). For further information go to
www.thepensionsregulator.gov.uk

0845 60 70 143 1




Information needed from your employee

Your employee's
tax code and
National
Insurance
number

12

You will need the following information from
your employee.

Tax code
You will usually get this from item 6 of their form P45.

If your employee does not give you a form P45, you and
your employee must complete a form P46 or you must
obtain the information required by the form P46 from
your employee — see the example on pages 16 and 17.
You will be able to determine your employee's tax code
from the P46 information supplied by your employee.

If your new employee gives you a form P45, please turn
to pages 14 and 15.

If your new employee does not have a form P45, please
turn to pages 16 and 17.

National Insurance number
You will normally get this from item 2 of their form P45 —
see the example on pages 14 and 15.

If your employee does not give you a form P45, you may
need to send us P46 information — see pages 16 and 17.

If you send us P46 information we will automatically
trace the National Insurance number and let you know
what it is.

If the P45 does not show the National Insurance number,
ask your employee if they can find the number on any
other documentation they have, for example, written
confirmation of their National Insurance number from
HMRC, payslips, or a form P60 End of Year Certificate from
their previous employer. If your employee has never had
a National Insurance number they must contact their
Jobcentre Plus office on 0845 600 0643 and arrange to
get one.

If you have been unable to obtain your employee's
National Insurance number you will need to complete a
form CA6855 Employee’s National Insurance number trace
to enable us to trace the number for you.

New Employer Helpline



Your employee's
date of birth and

gender

Date of birth and gender

You should always enter your employee's correct date of
birth and gender on the form P11 Deductions Working
Sheet (or equivalent record) do not enter a default date
of birth or make up a date of birth — see pages 21, 52
and 53 for further information on completing the form
P11 Deductions Working Sheet.

0845 60 70 143
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P11 - Taking on an employee with a form P45

All new employees who come to you from another job, or from a period on
state benefits, should bring with them a completed form P45.

The P45 provides details from your new employee's previous employment.
Your employee must keep Part 1A of the P45 and give you Part 2 and Part 3.

When you are given a form P45 the first thing you must do is check that the information on
the P45 is correct because details provided from a previous employer could be wrong. It is
always best to check the personal information you need from official sources like a birth
certificate, passport or official documents from HMRC or the

Department for Work and Pensions (DWP).

HM Revenue
This diagram explains the form and gives details of & Customs
the checks that you must make.

The instructions at the bottom of page 15 tell you what
to do with Parts 2 and 3 of the form P45. 1| Employer PAYE reference
Office number Reference number

000/ 9 876

National Insurance number
2| Employee's National Insurance number

Always enter the correct National Insurance number. Q Q 712 3l¢ 56 A
Do not make up a number, use a default or use one
that belongs to someone else. 3| Title - enter MR, MRS, MISS, MS or other title
Name My

Surname or family name
Make sure you give the full first name(s) Sith

and surname and that you have spelt the

First or given name(s)
names correctly.

John

4| Leaving date DD MM YYYY

212 105 21072

Item 4

See which tax year the P45 is for. To check the year

of the P45 look at the leaving date at item 4. To the employee
This form is important to you. good care of it and
e If the leaving date is in the current tax year, in the keep it safe. Copies are-rotavailable. Please keep
period 6 Apl’i| 2012 to 5 ApriI 2013, use the tax :Dna;ts 2 a:yd e form together and do not alter them

code on the P45.

Going to a new job
. o . Give Parts 2 and 3 of this form to your new employer,
o If the Ieavmg dateisin a previous tax or you will have tax deducted using the emergency

the New Emp|0yer He|p|ine for ice. code and may pay too much tax. If you do not want
your new employer to know the details on this form,

send it to your HM Revenue & Customs (HMRC) office

immediately with a letter saying so andws=
Check tax name and address ofn

If the P45 is for the current tax year and
there is an entry at item 7, 'Total tax to
date', you must check this figure is
correct. There is a 'P45 checker' in the
Calculator Section of the Basic PAYE Tools
which will check this figure for you.
Otherwise, call the New Employer Helpline
and ask them to check the 'Total tax to
date' figure for you.

14 New Employer Helpline



Items 6 and 7

Check that the entries on both
pages of the P45 at items 6 and 7
are the same. If they are not, phone
the New Employer Helpline.

P45 Part 2
Details of emptoyee leaving work
Copy for new employer

5 | Student Loan deductions
y Student Loan deductions to continue

6 | Tax Code at leaving date
770/

If week 1 or month 1 applies, enter X

Week 1/Month 1

7 | Last entries on P11 Deductions Wolking Sheet.
Complete only if Tax Code is cumulative. If there is an X'
at box 6, there will be no entries here.

07

Week number Month number

Total pay to date

705646 -7 8

Total tax to date

/

Claiming Jobseeker's Allowance or

Employment and Support Allowance (ESA)

Take this form to your Jobcentre Plus office. They will pay you
any tax refund you may be entitled to when your claim ends,
or at 5 April if this is earlier.

7717 60

Not working and not claiming Jobseeker's Allowance or
Employment and Support Allowance (ESA)
If you have paid tax and wish to claim a refund ask for
form P50 Claiming Tax back when you have stopped

e HMRC office or Enquiry Centre.

P11 - Taking on an employee with a form P45

Student Loan deductions to continue

If there is a'Y', an 'X' or a tick shown at item 5
you will need to work out any Student Loan
deductions.

e If you are creating a P11 Deductions Working
Sheet using the P11 Calculator in the Basic
PAYE Tools simply indicate that the employee is
a Student Loan borrower in the Employer
Database and the P11 Calculator will work out
any deductions for you, see page 34.

e If you are using a manual P11 Deductions
Working Sheet you can use the Student Loan
Calculator in the Basic PAYE Tools, or the SL3
Student Loan deduction tables to work out
the deduction for you but you will need to
enter the deduction in column 11 of the P11
Deductions Working Sheet or equivalent record.

e |If you are not using the Basic PAYE Tools to
maintain your payroll, phone the New
Employer Helpline for advice.

Tax code

You will use either the tax code shown on the
P45, or the tax code given to you by the New
Employer Helpline (see item 4 on page 14)
when you set up your payroll record — form
P11 Deductions Working Sheet.

Codes D, K or NT

If the code number you are using starts with a
D, K or is NT, call the New Employer Helpline
for advice.

What to do with Parts 2 and 3 of
form P45

Complete and file a P45 part 3 online.

You must be registered for our PAYE Online for
Employers service, so that you can complete the
P45 online. See page 20 for more details or go to
www.hmrc.gov.uk/paye/employees/start-
leave/notify-online.htm

You must keep Part 2 of the P45 for at least three
years after the end of the tax year it is for.

0845 60 70 143

Once you have checked the form P45 and have your employee's tax
code you are ready to set up your payroll and work out how much
to deduct from your employee's pay. Please turn to page 21.
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P11 - Taking on an employee without a form P45

There are various reasons why your employee may not be
able to give you a form P45, for example:

e they have lost it
e this is their first job

e they are continuing in an existing job as well as
working for you.

If your employee does not give you a P45 and they are:

¢ a student working for you solely during their
holidays, or

¢ intending to work for you for one week or less, with
no expectation of coming back in the current tax year.

Phone the New Employer Helpline for further advice.

In all other circumstances if your new employee doesn’t
have a P45, you and your employee must complete

a form P46 or your employee must give you the
equivalent information.

Filling in a P46
The P46 is divided into two sections.

Section one is for employee information.

Section two is for employer information but only needs
to be completed if you are exempt from the requirement
to file online and can submit the P46 on paper

(see page 17).

Getting P46 information from your employee

Your employee must give you the P46 information before
their first payday. It is important to make sure that you
send us the correct information about your employees.
Always try to check the information you need from an
official source like a birth certificate, passport or official
documents from HMRC or the Department of Work and
Pensions (DWP).

@ HM Revenue
&Customs P4
!

Section one To be completed by the employee

Your employer will need this information if you don't have a for
to complete this form or provide the same information in anott
employer. Use capital letters when completing this form.

Your details

National Insurance number
This is very important in getting your tax and benefits right

Title - enter MR, MRS, MISS, MS or other title

Surname.

First name(s)

Gender. Enter X in the appropriate box

Male Female

Your present circumstances

Read all the following statements carefully and enter X'

in the one box that applies to you.

A-This is my first job since last 6 April and
I have not been receiving taxable Jobseeker's
Allowance, Employment and Support Allowance
or taxable Incapacity Benefit or a state or
occupational pension.

OR

B - This is now my only job, but since last 6 April
I have had another job, or have received
taxable Jobseeker's Allowance,
Employment and Support Allowance or
taxable Incapacity Benefit. | do not receive
a state or occupational pension.

OR

C - have another job or receive a state or
occupational pension.

23 P

Section tWo To be completed by the employer

Almost all employers must file employee starter information onl

Guidance for employers who must file online can be found at w

Employers exempt from filing online should send this form to th

can be found in the E13 Employer Helpbook Day to day payroll.
Employee's details

Date employment started DD MM YYYY

Job title

Employer’s details

Employer PAYE reference
Office number Reference number

Employer name

Tax code used
If you do not know the tax code to use or the current National
lower earnings limit, go to www.businesslink gov.uk/payerate

Enter X in the appropriate box

Box A
Emergency code on a cumulative basis

Box B
Emergency code on a non-cumulative
Week 1/Month 1 basis

Box C

Code BR unless employee fals to
complete section one then code 0T
Week 1/Month 1 basis

For employees who complete Box A or Box B starter notifi
lower earnings limit.

New Employer Helpline



P11 - Taking on an employee without a form P45

You can either ask your employee to:

e complete section one with their personal details which

: Empl ithout a fi P45 . . .
Bl must include their date of birth and gender

m P45 from your previous employer. Your employer may ask you

er format. If you later receive your P45, hand it to your present ° read Statements A, B and C and enter a ,x, in the

Date of birth DD MM YYYY

Address

House or flat number

Rest of address including house name or flat name

Student Loans (advanced in the UK)

If you left a course of UK Higher Education before last
6 April and received your first UK Student Loan
instalment on or after 1 September 1998 and you have
not fully repaid your Student Loan, enter X' in box D.
(Do ot enter X in box D if you are repaying your UK
Student Loan by agreement with the UK Student Loans
Company to make monthly payments through

your bank or building society account)

Signature and date

I confirm that this information is correct

Signature

Date DD MM YYYY

one that applies

e read the Student Loans section and tick box D
if it applies.

You will find a form P46 in the ‘fill in forms’ section in the
Basic PAYE Tools. Or, ask your employee to give you all
the information detailed in section one. You can get this
information either by email or on your own stationery
but you must keep an audit trail to confirm how this
information was obtained. You can decide whether you
need a signature for your own purposes.

If your employee does not know their National Insurance
number we will automatically trace their number and let
you know what it is.

Exceptionally, if your employee has not given you this

information in time for their first payday, do not delay
sending us the P46 information. Complete one of the
statements on the form P46 on behalf of your employee,
use tax code OT on a week 1 or month 1 basis and send
the P46 information to us on the employee’s first payday.

e 1 HMRC 01/11

Student Loan deductions

et goutionlos | o If you need to make Student Loan deductions (in
accordance with the P46 information supplied), phone

the New Employer Helpline and they will tell you what

you need to do.

i HM Revenue & Customs office on the first payday. Guidance

Works/payroll number and department or branch (i any)

Sending P46 information to HMRC
You must send us P46 information on your employees
first payday.

Building number

Rest of address

Almost all employers are required to send their P46
information online. There are very few exceptions to this,
see page 19. If you are exempt from the requirement to

" file online you may send us a paper form P46. Please see
the Employer Helpbook E13(2012) Day-to-day payroll
s o) for information on how to complete and submit a paper
form P46.
e e You must be registered for PAYE Online for Employers to

file the P46 online. For further information see page 20
or go to www.hmrc.gov.uk/paye/employees/start-
leave/notify-online.htm

ation is not needed until their earnings reach the NICs

If box A or box B has been ticked do not send the form
P46 until your employee’s earnings are equal to the
National Insurance Lower Earnings limit (LEL) of £107 per
week or £464 per month.

0845 60 70 143 17




P11 - Taking on an employee without a form P45

Filling in @a P46  Which tax code to use

continued
The following table will give you the tax code to use
based on the information given by your employee.
If you are using the P11 Calculator in the Basic PAYE
Tools the tax code will automatically be given when you
input the P46 information.

On the form P46 Tax code to use
Box A ticked 810L cumulative
Box B ticked 810L week 1 or month 1

BR cumulative unless
employee fails to

Box C ticked complete section one
then code OT week
1/month 1 basis

No box ticked OT week 1 or month 1

You will use this tax code when you set up your payroll
records — form P11 Deductions Working Sheet.

(Don’t worry if you don’t understand the code numbers
at the moment, these will be explained in detail later.)

Once you have determined your employee's tax code
you are ready to set up your payroll and

work out how much tax and NICs to deduct from
their pay, see page 21.
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Do it Online
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Do it Online

Almost all employers are required to send their Employer
Annual Return (P35 and P14s) and employee starter and
leaver information (P45 and P46) and similar pension
information online.

There are very few exceptions to this. Only the following
employers have the option of filing their Employer
Annual Return and starter/leaver/pension information
either online or on paper:

a) Employers entitled to operate PAYE using our simplified
deductions scheme for personal and domestic
employees (using forms P12 and P37) - as long as they
haven’t previously received a tax free payment for
online filing.

b)Practising members of religious societies or orders
whose beliefs are incompatible with the use of
electronic methods of communication.

¢) Employers who employ someone to provide domestic

or personal care or support services at or from the

employer’s home. The following conditions must be

met:

— the care or support services must be provided to the
employer or a member of their family

— the recipient of the services must have a physical
or mental disability, or be elderly or infirm

— the employer cannot have received a tax-free
payment in respect of online filing in the preceding
three years

— the employer must file returns themselves and
not have someone else (such as a relative or
accountant) file on their behalf.

If you are in category b) or c) and want to file on paper
you must write to the HMRC employer office giving
details of why you consider yourself exempt from filing
online. Our records can then be updated and it will avoid
you receiving a penalty notice for not filing your returns
online.

See the following helpbooks for further information -
E10(2012) Finishing the tax year to 5 April 2012 and
E13(2012) Day-to-day payroll.

If you have not already registered and enrolled for our
PAYE Online service you must do so now so that you can
file your forms and returns online. Please do not send us
any forms or returns on paper or you may be charged

a penalty.
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Do it Online

20

Do it Online
continued

When you register for PAYE Online for Employers you are
given instant access to the Direct Debit Online service.
This allows you to set up a Direct Debit Instruction that
you can use to pay your monthly or quarterly PAYE and
NICs payments.

You can send and receive forms and returns online using:

¢ our PAYE Online for Employers — Internet service. You
can choose either

— the P11 Calculator in the Basic PAYE Tools. If you
are using the calculator for up to and including
nine employees at 5 April you can send your
Employer Annual Return (P35 and P14s) online.
You can also send us your P45 and P46 starter and
leaver forms online from the P11 Calculator

— our free 'Online Return and Form — PAYE' product
(this is designed for small employers who have
fewer than 50 employees and do not send large
numbers of forms to us), or

— third party (commercial) payroll software

e Electronic Data Interchange (EDI) - more suitable for
large employers.

An agent or payroll bureau can file online on your behalf
using our 'PAYE Online for Agents' service.

Before you can file or pay by Direct Debit, you need
to register with us. When you register you are given
immediate access to Direct Debit Online. For more
information:

¢ go to www.hmrc.gov.uk/paye/onlinefiling.htm and
select 'Register for PAYE Online for Employers', or

e refer to the Basic PAYE Tools — it has a learning
package on all aspects of PAYE Online.

New Employer Helpline



Setting up
your payroll

0845 60 70 143

Setting up your payroll

You will now need to set up your payroll.

When you pay someone for the first time you must keep
a record of all the payments you make and calculate the
tax and NICs to deduct from these payments. You must
record this information each time you make a payment.

If you are going to operate your payroll yourself you will
need to prepare and maintain a P11 Deductions Working
Sheet (or equivalent record) when:

* you pay your employee
—*£107, or more in any week
(NICs weekly LEL)
— *£464, or more in any month
(NICs monthly LEL), or

your employee has given you a form P45 with a date
of leaving in the current tax year, or

¢ you have paid your employee and you have to operate
tax code BR or OT in accordance with the P46
procedures, see pages 16 to 18, or

¢ you have paid your employee and HMRC has sent you
a tax code.

* (If your pay period is other than weekly or monthly
please phone the New Employer Helpline.)

If your employee has worked for you previously in the
tax year you must complete a new form P11 Deductions
Working Sheet for their latest spell of employment.

If you are not required to maintain a form P11
Deductions Working Sheet you must keep a record
of the employee's name, address and the amount
of wages paid each pay period, for example,
weekly/monthly/four-weekly.

The P11 Deductions Working Sheet is a double-sided form.
The left-hand columns are used to record NICs and the
right-hand columns to record tax deductions. You must
use a separate form for each employee. The illustration
on pages 52 and 53 shows an example of a manual form
P11 Deductions Working Sheet.

If you are using the P11 Calculator in the Basic PAYE
Tools you do not need to order a manual P11 Deductions
Working Sheet. If you are operating a manual payroll you
will need to order a paper P11 Deductions Working Sheet
from the Employer Orderline.
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Setting up your payroll

If you are going to operate the payroll yourself there
are three ways to complete a form P11 Deductions
Working Sheet.

Usil‘lg the Basic This is the easiest and quickest way to complete a form
PAYE Tools to run P11 Deductions Working Sheet. The P11 Calculator will:

your payroll e work out the tax deductions, Student Loan deductions
and NICs for you

e complete the on-screen equivalent of the paper P11
Deductions Working Sheet

¢ allow you to save the details on your computer and
update the P11 Deductions Working Sheet each time you
pay your employee

¢ allow you to send your Employer Annual Return
online if you have up to and including 9 employees.
You must download the Basic PAYE Tools to use the
P11 Calculator.

Using the If you are completing a paper form P11 Deductions
manual tax and Wprking Sheet and are not using the Basic.PAYE Tools you
will need to calculate the tax and NICs using the tax and
NICs tables and a s taples.

paper form P11

If you have decided to use the P11 Calculator in the Basic
PAYE Tools please go to page 23.

If you have decided to use the manual tax and NICs
tables please turn to page 52.
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Using the Basic PAYE Tools to run your payroll

‘s § The Basic PAYE Tools contains calculators to help you run
What's in the Py
. your payroll. If you are not using payroll software, this is
Basic PAYE Tools the easiest and quickest way to maintain your payroll.
The Basic PAYE Tools contains:

¢ the P11 Calculator — which works out the tax and NICs
for each employee every pay period and has been
developed with the small employer in mind. If you
are using the P11 Calculator for up to and including
9 employees at 5 April you will be able to send us
forms online straight from the P11 Calculator

¢ an employer and employee database for keeping
details such as National Insurance numbers, dates of
birth and home addresses

e interactive forms that will pre-populate from the
database and will do the calculations for you

¢ arange of calculators that work out, for example,
statutory payments

® a Learning Zone which contains teach yourself
packages on a wide range of payroll tasks.

The following pages in this section show you how to set
up the database and how to use the P11 Calculator.
This section also outlines:

the information you need from your new employee
* how you can send us their information online

* how you can calculate their tax and NICs each time
you pay them, and

* how you can calculate how much to pay HMRC
each month.

0845 60 70 143 23




Using the Basic PAYE Tools to run your payroll

24

Using the
P11 Calculator

You can calculate and record PAYE tax and NICs using
the P11 Calculator in the Basic PAYE Tools.

What does the P11 Calculator do?
The P11 Calculator:

e works out and records each employee's tax deductions,
Student Loan deductions and NICs

e completes all relevant columns on the P11 Deductions
Working Sheet for you

e produces an up-to-date P11 summary

e gives you the detail you will need to complete your
End of Year Return

e gives a summary of amounts of tax and NICs due
to HMRC each month on the P32 Employer
Payment Record

e can save your payroll data to a spreadsheet.

Due to continuing improvements the screens in the

Basic PAYE Tools may look different to those shown
within this helpbook.
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Using the Basic PAYE Tools to run your payroll

Preparing to use Before you can use the P11 Calculator you must first set
the P11 Calculator UPYour Employer Database.

You can access the following areas from the Employer
Basic PAYE Tools Home Screen.

¢ The Employer Database.

e The P11 Calculator is in the Calculators section on the
Home Screen.

@ ‘. © 9‘ Basic PAYE Tools 2012

Options  Help

- Employer Database What's changed for 2012-137
>
»

- Calculators

- Learning Zone

=» PAYE for Employers
Fill In Forms On

* Saeen ' Welcome to your

g ea— BaS|C P AYE TOO'-S 20] 2

A helping hand from HM Revenue & Customs

- r My Favourites -

You will need the following details to set up the
database.

Employer details

e Name and address.
e PAYE reference.
e Accounts office reference.

Employee details

e Name and address.

National Insurance number.

National Insurance category letter (see page 56 for
more on this).

e Tax code.

¢ Date of birth.

e Their P45 or completed form P46.

0845 60 70 143 25




Using the Basic PAYE Tools to run your payroll

Preparing to use You will also need to enter frequency of pay, (for

the P11 Calculator example weekly or monthly paid), a works/payroll
. number (if applicable) and employment start date if they
continued  started on or after 6 April 2012, plus details of previous

pay and tax if the new employee has given you a P45.
The following pages describe the process for setting up
an employer and employee database. You can also view a
demonstration in the Basic PAYE Tools. Select the 'Help'
section then select 'How to use the Basic PAYE Tools'.

You can access the Employer Database from the main
menu on the Home Screen or from the P11 Calculator.

Select 'P11 Calculator' and then select 'Add an employer'.

@ Basic PAYL Tools 2012

@ivreveie. @ @ @ O O Basic PAYE Tools 2012

‘ Back Home Options Help

i - Employer Datsbase

S G——

The Employer Database is empry. If you

'y o g v i Employer Database
il The Employer Database is currently emply.

If you are upgrading from 201 1-2012

Basic PAYE Tools 2012, please select Add an employer

the Dara Transfer Urility to transfer
data to 2012201 3 Basic PAYE Tg add an empiqyar to the Epryer Database select the button below.

Tools 2012, (_ Addanemployer )

Transfer Your Employer Database
If you used the Employer Database or P11 calculator within the 2011-2012 Basic
PAYE Tools 2012, you can transfer the data by selecting the button below.

Back-up or Restore
the Employer Database

15:34, 4 April 2012 =J My History a r My Favourites - -
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Using the Basic PAYE Tools to run your payroll

Add your employer name and address then select 'Next'
to add your Employer PAYE reference and accounts
office reference.

@ Basic PAY.L Tools.2012

HM Revenue < ; . ‘; ' e H
&Customs o Basic PAYE Tools 2012
Home  Options Help |
w1 - Employer Database
R — \Employees ’ B
Add an Employer &
The Employer Database is empty. If you
'm'l:'nid an employer please select &
Please mtBr the name and address of this employer and then select Nexl.
are upgrading from 201 1-2012 1If you need lo correct any details during the process, please select the Back button.
huumv:t-u 2012, please select * denoles a required field.
to transfer
yo\rnhnmml! 2013 u:srmt Name * |ABC Ld | &
Tools 20
Address Line 1 [1 High Street ] &
Address Line 2 [London ]
Address Line 3 I ]
[Posceae = -
Back-up or Restore
the Employer Database
5:37, 4 April 2012

You will find your Employer PAYE reference and accounts
office reference on the letter that we sent you when you
first registered. Select 'Next' to save your details.

S|001 JAVd diseq a3y buisn

@ Basic PAY.L Tools.2012

HM Revenue ‘ ; . ‘ ; ' =
&Customs © e Basic PAYE Tools 2012
Home  Options Help |
R — \Employees ’ B
Add an Employer &
The Employer Database is empty. If you
ML S e Tax and Reference Details of ABC Ltd
Please enter the office reference details of ABC Lld and then select Nexl.
are upgrading from 201 1-2012 If you need lo correct any delails during the process, please select the Back button.
huumv:tm 2012, please select * denoles a required field.
o transfer
mﬂ-ﬂmml! 2013 hﬁv’k‘fi Employer PAYE reference ~ [1za | v+ |12z | >
(o oteserence—— P 0|
C Back ) Nem )
Back-up or Restore
the Employer Database

538, 4 April 2012 a l'f;,} My Favourites - -;
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Using the Basic PAYE Tools to run your payroll

Preparing to use You now need to add your employee(s) to the database.
the P11 Calculator Select 'Add an employee'.

continued

& DBasic PAYL Tools 2012

‘
@iime © @ (O © @ Basic PAYE Tools 2012 |
You are hers - Employer Database ‘

S Dl () select tnis bution 19 464 3n Employer Database for (c]
Database.

Noemployess 220 0
How to use the Employer Database

Select an employer using the drop down menu under the 'Employers' tab located

towards the top left of the screen. Once selected. a list of options will appear. To view
the ss of that select the 'Employees’ lab,

‘employee to ABC Ltd in the Employer Add an employee to ABC Ltd
Database. You may add an o the D by selecting the button below.

Back-up or Restore
the Employer Database

=
3
-
=
=
O
)
(1~
(<]
()]
fe
res)
(@)
c
‘»
>
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Using the Basic PAYE Tools to run your payroll

Once you have entered name, gender and date of birth,
select 'Next'.

& Dasic PAYL Tools 2012 FER

@k © @ O O 6 Basic PAYE Tools 2012 |

Home  Options Help

Add an Employee B

ABC Lid

Personal Details

Please enter the personal details of this employee and then select Next.

If you need to correct any details during the process, please select the Back button.
“denotes a required field.

Title
m‘m B bisiue o i s First Name * [John e
Middle Initials e
Surname * [Smith ] 2
i o )
Date Of Birth * z s [ e | >
Back-up or Restore
the Employer Database
15:48, 4 April 2012 =¥ My History - I—U My Favourites. £

Now add the employee’s National Insurance number and
address and select 'Next'.

i Basic PAYE Tools 2012

@i O @ O O @ Basic PAYETools 20124l

c
20
=)
(o]
o
=
(¢
oe)
sV
2.
(2
-
>
=<
m
o
=
7

Home  Options Help

e
Add an Employee e
ABC Lid
Personal Details
Please enter the personal details of this employee and then select Next.
If you need to correct any details during the pracess, please select the Back button.
*denotes a required field.
QQ123456A
Please select this link o add an [ 2
mmﬁbn. to ABC Led in the Employer: A R i T fi
Address Line 2 [Londen |
Address Line 3 [ ]
Postcode [Qz1 144 |
C Back ) mNew )
Back-up or Restore
the Employer Database
15:50, 4 April 2012 =3 My History - rJ:FMyFavam&n - -
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Using the Basic PAYE Tools to run your payroll

Preparing to use If applicable, add a works number, department or job

the P11 Calculator title, then select 'Next'. If they don’t apply to this
employee leave these fields blank and select 'Next'.

continued

@)urvee, © 0 | O .0 6O Basic PAYE Tools 2012 |

Back Home Options Help
u are here - Employer Databage ‘

Add an Employee B

ABC Lid

E [ | mvtoyee Detsts of sohn smin

Please complete the following then select Next.

There are no employees currently If you need to correct any details during the process, please select the Back button.
registered ta ABC Lid in the Employer * denotes a required field.

e i) _ Works Number [ | &
employee to ABC Ltd in the Employer - [ 1 2
Darabase. WRACI
Job Title [ | 2
(Back ) New )

Back-up or Restore
the Employer Database
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Using the Basic PAYE Tools to run your payroll

You want to use the P11 Calculator for this employee so
select 'Yes' to 'Use this employee in the P11 Calculator'
then select 'Next'.

@ Basic PAYE Tools 2012

ithesmey O ® O O 9 Basic PAYE Tools 2012

Home Options Help

=+ Employer Database

mployers

Add an Employee
[ABC L Bl | recwe
Noem e n Use John Smith in the P11 Calculator? *

Completing the next section of the database will allow you to use the P11 Calculator
There are no employees currently in the Basic PAYE Tools. It stores your employee's details, so you can work out
registered to ABC Ltd in the Employer PAYE tax and National Insurance contributions each time you pay them
Database.

1f you want to use the P11 Caleulator for John, please select 'Yes' and then Next,
Please select this link o add an_ atherwise select ‘No' and then Next (o finish,
employee to ABC Ltd in the Employer

Databuse. If you choose no, you will be able to use the dalabase lo complete forms far this
employee and use the statutory calculators, but you will not be-able to create any
payment records.

If you need to correct any details during the pracess, please select the Back button.
* denotes a required field.

Use thit I in the P11
c:'lcul:‘;r';"’ ik - @® ves O No
mmen O C o D _tem O

Back-up or Restore
the Employer Database

15:53, 4 April 2012

=) My History - r My Favourites Y

You must now add the following details about
your employee.

Employee pay Select the pay period for your employee, either weekly
period paid, two-weekly, four-weekly or monthly.

Start date If your employee started on or after 6 April 2012 enter
the date they started, otherwise leave this field blank.

& Basic PAYE Tools 2012

Hisheene G ® O O Q Basic PAYE Tools 2012

Home Options Help

- Employer Detabase

ABC Ltd n n ABC Lt

Employment Details of John Smith

How often do you intend to pay your employee? Please select the appropriate period
below. Once your employee has received a payment you will be unable to change the
pay period throughout the tax year.

E — Add an Employee

Employer Demlls

. Create a P32 Entry
+ View P32 Deductions Summary
+ Delete the last P32 Enory

+ Delete all P32 Entries

+ P32 Record of Funding

1f you need to correct any details during the process. please select the Back button.
* denotes a required field.
® Weekiy
Employee Pay Period * O whonitty -
O Two Weekly
) Four Weekly

Start Date
If thi h tarted - - -
afer 6 Ari 013 enter the star date (221 */[28]12 : 2
here
Back-up or Restore ( cancet ) L Back ) (_ Next )

the Employer Database

=¥ My History a r My Favourites a -

If you have entered a start date you will then need to
select from the following:

¢ the employee has given you a P45 Part 3 completed
by their previous employer

¢ the employee has given you a completed P46, or a
P46(Expat). The employee must give you a P46 if
they don’t have their P45.
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Using the Basic PAYE Tools to run your payroll

You will need either their P45 or a completed P46
to continue.

For the purposes of this example we will assume your
new employee has given you a P45 Part 3. Select 'Next'
to continue.

& Basic PAYE Tools 2012

Home Options Help

@i O @ O O @ Basic PAYE Tools 2012

= - Employer Database

E l' g| Add an Employee 2

(Nowspeyess [l | Starting Details of Jonn Smith

You must select one of the forms below. If you do not know which form applies te
There are no employees currenty your employee, please select '?' for more information.

registered to ABC Ltd in the Employer

Database. @ P45 Part 3 (New Employee with form P45)

Please select this link co add an_ © P46 (New Employee without form P45)
mmmﬁ eTREE Sl g Forms * () P46 (Expat) (Employee seconded to work in the UK) 2

O Student with form P38s
) Existing employee

O Back ) Nea )

Back-up or Restore
the Employer Database

16:00, 4 May 2012 3 My History - I-—‘—/' My Favourites - -;

=
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From the employee’s P45 enter the tax code, indicate
whether or not the code was operated on a
week1/month1 basis and their date of leaving. You will
need to indicate if the employee’s first payday is on or
after 6 April 2012. In the majority of cases this won't be
the case.

) Basic PAYE Tools 2012

@ EdRem O ®@ O © 6 Basic PAYE Tools 2012

Home Options Help

Add an Employee B

ABC Lid

Noemsiovees ki

There are no employees currently
rmwkmuhﬂnﬂm
thm

this link co add an_
to ABC Ltd Employ

Darabase.

P45 Part 3 Details of John Smith
Please enter the P45 Part 3 details and then select Next.

If you need to correct any details during the process, please select the Back button.
* denotes a required field.

Tax Code at Date of Leaving * 810L o
‘Was this on a week one/month O ves @ No o
one * =
Previous Leaving Date *

Please enter the date the previous :: : 2

‘employment ended here

Is employee's first
ot attar e A 2013 Y O Yes @ No 2
Cancel ) ( Back )( Next )

16:02, 4 May 2012

Back-up or Restore
the Employer Database

I —— T —— |

New Employer Helpline



Using the Basic PAYE Tools to run your payroll

From the employee’s P45 enter the month or week
number and the total pay and tax to date.

The P11 Calculator will then carry out a tax table check
on the tax due figure. The correct tax due figure will
then be incorporated within the P11 Summary.

Now select 'Next'.

& DBasic PAYL Tools 2012

HM Revenue o .
| Back

& Customs

registered to ABC Ltd in the Employer
Darabase.
Please sefect.

this link ro add an_
0 ABC Led in the B

Database.

Back-up or Restore
the Employer Database

© 0 6

Home  Options Help

Add an Employee
ABC Lid
P45 Part 3 Employment Details of John Smith

Please continue to enter the P45 Part 3 employment details and then select Next.
If you need to correct any details during the process, please select the Back button.
“denotes a required field.

Last Pay Entry on P11

Month Week 7

Working Sheet

Total Pay To Date * [1600.00 ]

Total Tax to Date * [101.80 | &
( cancer ) C Back ) mNest )

) I T My Fancouritn

Now enter the previous Employer PAYE reference then

select 'Next'.

@ Basic PAYL Tools 2012

HM Revenue
& Customs

© © e

Home  Options Help

Add an Employee

ABC Lid

P45 Part 3 Employment Details of John Smith

Please continue to enter the P45 Part 3 employment details and then select Next.
If you need ta correct any details during the process, please select the Back button.

Previous employer PAYE reference * @ ! =

( Back ) Nemt

registered ta ABC Ltd in the Employer * denotes a required field.
Database.
Please select |
L to ABC Led
Darabase. ( cancel )
Back-up or Restore

the Employer Database

Basic PAYE Tools 201

Basic PAYE Tools 2012

2

0845 60 70 143
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Using the Basic PAYE Tools to run your payroll

Tax code In the case of a new employee starting with you
on or after 6 April 2012, the tax code fields will be
pre-populated.

@ Basic PAYE Tools 2012

@ © @ O O @  pasic PAYE Tools 2012

Home Options Help

Employer Detabase

Add an Employee

E —

J ABC Ltd ﬂ ABC Ltg
Noemployees n Employee Details of John Smith
Please complete the following then select Next.
There are no employees currently If you need to correct any details during the process. please select the Back button.
registered to ABC Lid in the Employer * denotes a required field,
Database.
Tax Code * 8101 "
Please select this link ro add an
employee to ABC Led in the Employer NOTE: The code shown above is based on the information you provided on the
Database. previous screens.
Is this on a Week One/Month One
bt i © Yes ® No 2
National Insurance Category * [A Fad

Student Loan Deductions apply? * (O Yes ® No

( cancel ( Back | Next )
Back-up or Restore
the Employer Database
T T

If the employee is an existing employee you will need
to enter the tax code you have been using to date.

If you are unsure of what tax code to use phone the
New Employer Helpline on 0845 60 70 143.

Week one/month f the tax code is followed by 'week 1', 'month 1' or 'X' you
one basis Must select 'Yes' to this question, otherwise leave as 'No'.

There are several different NICs categories. For most men
and women aged 16 or over and under State Pension age,
category A NICs apply.

NICs category you are unsure which National Insurance category letter
applies, go to www.hmrc.gov.uk/paye/intro/ni-
basics.htm#3 If you are still unsure which letter applies,
phone the New Employer Helpline on 0845 60 70 143.
The National Insurance category letter is not the check
character at the end of the employee’s National
Insurance number. Please note that category letters F, G
and S will no longer be accepted from April 2012. For
further information about changes to contracting-out
from April 2012 please go to
www.hmrc.gov.uk/paye/intro/ni-basics.htm#3

Student Loan  Select 'Yes' if you have received a form SL1 Start Notice, or
: for new employees who have given you a form P45 with
deductions an entry in box 5 'Student Loan deductions to continue'. If
your new employee does not give you a form P45 they
should complete a form P46. If they have ticked the
Student Loan box of form P46 select 'Yes'.
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Using the Basic PAYE Tools to run your payroll

Is this employee a
director?

Indicate whether the employee is a director and then
select 'Next'.

) Basic PAYE Tools 2012

@eim © @

o - Employer Database

© 0 e

Home  Options Help

Basic PAYE Tools 2012

Directors only

National Insurance
calculation
method

Erptaroes
Add an Employee
[ ABC L [+ | ABC Lid
Noemployees || | Dpirector Details of John Smith
Please enter the director details and then select Next.
There are no employess currently
registered to ABC Ltd in che Employer lfyuu need to correct any details during the process, please select the Back button.
Darabase. denotes a required field.
Please sefecr this link ro add an Is this employee a director? * O ves ® No -
employes to ABC Led in the Employer
base.
i C cancat ) ( Back ) Next )
Back-up or Restore
the Employer Database
=} My History a r My Favourites - -

If you selected 'Yes' to the previous question 'Is this
employee a director?' you will be asked for the
following information.

Calculate as a normal employee

This method calculates NICs as a normal employee
(non-cumulatively) subject to the conditions set out on
page 7 in the Employer Helpbook CA44 National Insurance
for Company Directors. And if you use this method the P11
Calculator will carry out an Annual Earnings Period check
when the last payment is made for the tax year, or when
the directorship ceases if earlier. This is done to ensure the
director has paid the correct amount of NICs for the year.

0845 60 70 143
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Using the Basic PAYE Tools to run your payroll

Directors cumulative NICs

This method calculates NICs cumulatively for the director
throughout the year using an annual or pro rata annual
earnings period.

& Basic PAYL Tools 2012

Home  Options Help |

@k © @ O O @ Basic PAYE Tools 2012

are et - Employer Database

Add an Employee =
ABC Lid
Director Details of John Smith
Please enter the director details and then select Next.
registered ta ABC Ltd in the Employer lfyuu need to correct any details during the process, please select the Back button.
Diakibass. denotes a required field.
Please select this link to add an_ c i ® c as a normal
e to ABC Led ploy: Method * Ot ; . o v
Database. Directors’ Cumnulative NIC
Date Appointed
If this employee was not a director at - - 7
the start of the tax year, enter the o ' ' 2
date appointed here.
( Back ) Nest )
Back-up or Restore
the Employer Database
16:11, 4 May 2012 - l-“»’i My Favourites - -

You can find more information about NICs for directors
in the Employer Helpbook CA44 National Insurance for
Company Directors.

Date appointed If the employee was not a director at the start of the tax
year enter the date appointed or joined the business
here, then select 'Next'

If you have registered with HMRC Online Services you
can send the P45 Part 3 online, but must be connected
to the Internet at this point. You must also have your
username and password to hand. Select 'Finish' when you
have chosen whether to send the P45 Part 3 now, later or
not at all.

& Basic PAYL Tools 2012

pitAReveoue (D ot @ L 2 6) . © L6 Basic PAYE Tools 2012

Back Home Options Help

Add an Employee &
[ ABC Lwd |+ | ABC L
m n In Year Forms Submission for John Smith
You have now completed the form P45 Part 3. You can now send it to HMRG online.
There are no employees currenty To do this you must have registerad for our online services. be connected to the
registered ro ABC Lrd in the Employer internet and have your username and password available.
Database. You can view the information by selecting the button below.
Please select this link to add an ((_View P45 Part 3 information )
o ABC Lrd e
Database. PLEASE NOTE:
Once you have chosen an option below you will no longer be able lo change any
details that you have entered. Please use the Back butlon to make any changes.
Send P45 Part 3 Online? ® ves O No O Later et
C_ Beew )( Next )
Back-up or Restore
the Employer Database

16:12, 4 May 2012 . r.;," My Favourites P -
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Using the Basic PAYE Tools to run your payroll

All the employee detail will now be summarised.

@ Basic PAYL Tools 2012

@iene @ ®@ O O 6

Home  Options Help

View or Edit the Employee Details of B
Smith, John
ﬂ To edit any of this employee's details. select the relevant section of this summary.
2 Name Mr John T Smith -
Employee Detilils a g Male »
ender e #~
Whiivion Bl Birheyas Bl
= o P Date Of Birth 01/011977 7~
B e 2 Address 1 Main Street, London, QZ1 1AA -
o ISt By 2 National Insurance Number QQ123456A » ~
# Works Number, Department & Job Title s
# Use this Employee in the P11 Calculator? Yes / ~
> Tax Gode soL -
2 National Insurance Category A s~
2 Employed as a Director? No » -
2 Pay Period Monthly -
P Student Loan Deductions? No '~
2 Period Of Employment from 20/05/2012 /'~
P Gross Pay from Previous Employment 1600.00 »~ - [0
Back-up or Restore (_ Change Tax Code, Previous Pay, and Tax Details |
the Employer Database

- !"}Lﬂ‘mﬁ-vmm - ”

If you want to use the P11 Calculator for additional
employees select '+' in the employee menu on the
left-hand side of the screen and work through the
'Add an employee' process again, from page 28.
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0 Basic PAYL Tools 2012

urevee @ @ | O © ©
&Customs Back Home  Options Help |
o e e - Employer Database !
Selact this button 1o add an Employee Details of B
loy to ABC Lid in the ey B
[ ABC Ltd Employer Database.
[ Smith, dohn [~ | To edit any of this employee's details. select the relevant section of this summary.
Eployes Detih = : 23’“: Medokin ¥ sm“‘“l" : v
ender le -
-» View or Edit Employee Details
g~ e— = ) P Date Of Birth 010111977 7~
e IRCEER 2 Address 1 Main Street, London, QZ1 1AA » -
» Belate this Enployse. P National Insurance Number QQ123456A » ~
2 Works Number, Department & Job Title /-
2 Use this Employee in the P11 Caloulator? Yes /-
> Tax Gode Brow -
2 ationsl lnsurance Cotenery M-
2 Employed as a Director? ~ No -
2 Pay Period Monthly -
P Student Loan Deductions? No »~
2 Period Of Employment from 20/05/2012 # ~
P Gross Pay from Previous Employment 1600.00 - [
Back-up or Restore (_ Change Tax Code, Pay, and Tax Details )
the Employer Database

P !—KJWFIVN!M a“ ‘
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Using the Basic PAYE Tools to run your payroll

You are now ready to use the P11 Calculator.

® Basic PAYE Tools 7012

purerenie O @ | O © © -
. & Customs Basic PAYE Tools
Back Home  Options Help
You are here = Employer Datsbase |
View or Edit the Employee Details of e ]
[ABC L M| Smith, John
| smith, Jonn ﬂ [ ] To edit anv of this emplovee's details. select the relevant section of this summary.
Select this option o expand or coniract further P11 o
Ihor e S e S i
e Male /-~
P Date Of Birth 01/011977 7~
Eontiaic Py Disitall # Address 1 Main Street, London, QZ1 1AA /~
> ViesiP| Surmmyiwry P National Insurance Number QQ123456A » «
deemaiapmemigy e g # Works Number, Department & Job Title e
Brlutnbens Boy Paiad # Use this Employee in the P11 Calculator? Yes -
Delete All Pay Periods
. Ex 5V File # Tax Code B10L
Linli > Insurance Category As-
7 Employed as a Director? No /-
Lol Mty s~
2 Student Loan Deductions? No 7/~
2 Period Of Employment from 20/05/2012 / ~
P Gross Pay from Previous Employment 1600.00 - [
Back-up or Restore (_ Change Tax Code, Previous Pay, and Tax Details )
the Employer Database

- !'EJ My Favourites - -

P11 Calculator Firstly select the employee you want to use the
P11 Calculator for by selecting the down arrow next to
the first employee name to expand your list.

@ Basic PAYIL
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reee D @ | O © © |
& Cust Basic PAYE Tools
ustoms .
Back Home  Options Help
You are hers = Employer Detabase I
- e View or Edit the Employee Details of B
[ ABC L K| Smith, John
| Smith, John i~ | To edit any af this employee's details. select the relevant section of this summary.
e~ . Mr John T Smith # «
‘Select this option to enter the pay details of John Mal
Smith into the P11 calculator. W

PP e wr e 01/011977 /-~
v oy Dumils 2 Address 1 Main Street, London, QZ1 1AA ~ -

» View P11 Surmmury P National Insurance Number "QQ123456A # «
View End Of Year smmw P Works Number, Department & Job Title B
Bulaznilem Byy Pucod 2 Use this Employee in the P11 Calculator? Yes #~
il eamme # Tax Code B10L /-

+ Export CSV
s el 2 Nati I Insurance Category Al

O | 2 Pov Period Moy /£~
P Student Loan Deductions? No »~
# Period Of Employment from 20/05/2012 ~ -
P Gross Pay from Previous Employment 1600.00 » ~ |+ |
Back-up or Restore (" ge Tax Code, Pay, and Tax Deulhj
the Employer Database
rem 1

L

-
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Next select the P11 Calculator to expand this
menu option.

Next select 'Enter Pay Details'.

@ Basic PAYL Tools 2012

@umm- © © |0 © 6

Basic PAYE Tools 2012

Home Options Help

© - Employer Database

SNy Enter the Pay Details into the P11 for
[ABC Lid K| Smith, John
[ Stmith, John MO .. Pay Details
Employee Demils - Enter the payment date and gross pay for the pay period
Date entered must be within the 2012-13 tax year
 Entcer Pay Dezail Payment Date [s0] 2 : :
View P11 Summary
Vi Bl I Faar Stmsitaiy Gross pay this period (£) [6o0.00 ] 2
Delete Last Pay Periad
Delete All Pay Periods Gross pay for NICs (if different) (£) | | 2
Export CSV File CTD
Statutory Sick Pay (SSP2) - e

Back-up or Restore
the Employer Database

16:17, 4 May 2012

=) My History - r My Favourites - -

Pay details You must now enter the:

e payment date
e gross pay during this pay period

e gross pay for NICs if it is different. If you pay anything
other than salary, wages, overtime, bonuses or
commission the gross pay for NICs may be different.
For more information see pages 58 to 61 of the
CWG2 Employer Further Guide to PAYE and NICs.

You can find the CWG2 at
www.hmrc.gov.uk/guidance/cwg2.pdf

Do not make an entry in this box (leave it blank)
unless the gross pay for NICs is different to the
'Gross pay this period'.

If you are unsure what to include in any of the boxes,
look in the '?' symbols for more information.

You must now indicate whether you have received a P6
coding notification.

The P6 tells you when your employee’s tax code
has changed.

If you have received a P6, turn to page 43 for
further information.

If you have not received a P6, leave as 'No' and
select 'Next'.

0845 60 70 143
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Using the Basic PAYE Tools to run your payroll

Pay details Now enter details of any statutory payments paid to your
employees during this pay period. Leave these boxes

continued blank if they do not apply.

i Basic PAYL Tools 2012

Home  Options Help

@ik © ® O © @ Basic PAYE Tools 2012

st Enter the Pay Details into the P11 for B
[ABC L B | Smith, John
‘ﬂﬁh_..lohh—ﬂ Enter Pay Details - Statutory Payments
Enter below any Statutory Sick Pay (SSP}, Statutory Maternity Pay (SMP). Statutory
Adoption Pay (SAP). Ordinary Statutory Paternity Pay (OSPP). Additional Statutory
PII" Caletltor - Paternity Pay (ASPP) paid in this pay period.
ey DEIE
VieswsPT] Sammury Total SSP paid this period (£) [ ] &
View End Of Year Summary
Delate Last Pay Period TORELAME BRI TR BeHo ) [ =
Delete All Pay Periods P o
- Export €SV File = @ [ | »
bt i stcindeini e S | 2
Total ASPP paid this period (£) | ]
Student Loan Deduction (£) 0 2
‘Back-up or Restore ( Cancel [ Back ] C Next )
the Employer Database

If a Student Loan deduction needs to be made the
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g’ amount will appear on this screen.
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If you would like to know more about these topics, you
will need to download the Learning Zone from the Basic
PAYE Tools or phone the New Employer Helpline.

Now select 'Next'.

# Basic PAYL Tools 2012

Home  Options Help

@eme © @ O O 6@ Basic PAYE Tools 2012

You are here ~ Employer Datebase

e Enter the Pay Details into the P11 for (o]
[ABC L K| Smith, John
Smith, John [~ | o~
Please check the entries you have made for Gross Pay and Statutory Payments. If
any are incorrect. click "Back' to return you to the screen to which you need to make
PII ' Calctilator - amendments.

= Enter Pay Details Calculation for month 2 using taxcode 810L and NI category A
View P11 Summary
View End Of Year Summary Gross pay for tax 600.00

Delate Last Pay Period

Delete All Pay Periods Dby Be 4 A00n 600.00
. Export CSV File —_— 00
e 0.0
SAP 0.00
osep 6.60
AspPP 0.00
Student Loan Deductions o
Back-up or Rostore ( Back )( savetoP11 )

the Employer Database

16:19, 4 May 2012
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This is the confirmation page that summarises the
details you have entered for your employee during this
pay period.

If the details are incorrect select 'Back' to re-enter the
correct information.

When you are certain that the information is correct
select 'Save to P11' to transfer the details onto the
P11 Summary.

Basic PAYE Tools
P11 Calculator (2012-13)

Employer's Name

ABC Ltd

Accounts Office Ref / PAYE Ref
A23PP1234 [ 12308123

Employee's Surname

Emplovee's Forename

Mational Insurance & Statutory Payments

\J\PAYE Income Tax

MNational Insurance Nutnber
Swiith QQ123456A

Date of Birth

Johin 0101 M 97T

‘Works Payroll Number

Date of starting Ta code onth applied
20/05/2012 g0 1
Date of leaving

Mational Insurance Contributions

Statutery Payments

= Earnings Earnings Earnings Total of 0 2 Ordlinary i
M I e LKL sbovethe above the PT, sbovethe  employes's Ermginyss's EMPUrmes. oy IR oy ooionsl Staieny o e
g (where sarnings contributions due cortributions due Maternity Statutory Adoption
o LEL, up toand uptoand U&P, upto and ancl sl & Sick Pay Paterrity ? Loan
WwE aresqualloor Ll urathe includingthe  indudingthe  emplovers O hsemnings  onallearnings ™o op) e i PR PR eductions
T E exceed the LEL) BT AP LUEL  contributions above the PT above the ST CShPY (OSPR) Pay (ASPP) (SAP)
H Gross " &
g 1a i e 1 le L Emp g n 1 L] 1k ]
2 B00.00 432 158.00 0.00 0.00 1.52 0.00 162 0.00 0.00 0.00 0.00 0.00 1]

The first page of the P11 Summary show entries relating
to NICs, statutory payments and Student Loan
deductions.

Select the 'PAYE Income Tax' tab to view the second
page of the P11 which shows the total gross pay and
entries relating to PAYE tax deductions.

Basic PAYE Tools
P11 Calculator (2012-13)

Employer's Mams

ABC Ltd

Aceourts Office Ref fPAYE Ref
T23PP1234 112314123

Employes's Surmame

Smith QQ123456A 2000552012 g10L 1
Employes's Forename Date of Birth Date of leaving
dohn 01/01 A9FT

Natioriel Insurance Mumber Date of starting Tax code Month applied

Wiarks FPayroll Mumber

u e & ¥ ¥ \i PAYE Income Tax
PAYE Income Tax
K codes only K codes only K codes only
I Payirithe weskor Totalpay  Total'free  Tofal ‘addfional  Totsl taxable Totaltex T due st end of Regulatory Tax deducted or refunded in - Tex not deducted owing o
O E morthincluding,  todate  pay! to date pay'to date  paytodate  due'to dates current pericd Limit thie week-or morth the Regulatory Limit
M E statutory payvments
T K (SSPISMPIOSPRIASPRISAP)
H ] 3 Ha A 5 [ Ba L] 7 8
16500.00 101.60
2 £00.00  2300.00 1351 52 0.00 545 00 16960 0.00 0.00 £5.00 0.00

0845 60 70 143
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Pay details

continued

Change of
employee’s
tax code

42

As you continue to pay your employee throughout the
year, the P11 Calculator will:

e work out the PAYE tax and NICs to deduct for each

pay period, and

e complete the P11 entries for you

e give you an end of year summary with all the detail
you will need to complete your End of Year Return.

If your employee’s tax code changes during the tax year
your HMRC office will send you a form P6. The P6 looks

like this.

HM Revenue
&Customs

is a notice of your employ
sh

Works or payroll number

Tax code

ce if you write or cal,
lay.

ee's tax code (or ai
ay and tax. You should use this tax code for the tax year
Employee's name White Mrs M
Natonal inswance nmber —(Q,0[ 1,2] 3 4] 5 6[ A

This employee's code is 7471
amended to

1se use thi «
for the year to 5 April 2012

imended code) and

==
00| [¢ 70 00

P6

HMRC 06/09

When you receive a form
the first payday after you
office tells you otherwise.

P6, use the tax code on it from
receive it unless your HMRC

New Employer Helpline



Using the Basic PAYE Tools to run your payroll

You must enter the revised tax code onto the P11
Calculator. To do this, you will need to select ‘Change
Tax Code’ from Employee Details.

@ Basic PAY.L Tools.2012

@ O @ O O 6

Home  Options Help

[ABC L |~ |

|~ | Tax Code, Previous Pay, and Tax Details

E e sl Change Tax Code B

| White, Mary

This form will take you through the process of NG a new. de or pt
pay and tax details for Mary White.

Employee Detils -

-+ View or Edit Employee Derails

- Change Tax Code The database for this employee will then be updated.
- Enter Leaving Date
- Delete this Employee

Select the form that applies to you then select next to continue
® I have recowed a 6 from HMRC
OlhavemouivediPB_(T)Fd—marwumdlithtzrryautF‘Qthwch
changes 2
) 1 have not received any forms from either HMRC or my employee
Back-up or Restore

the Employer Database
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Change of  You must now enter the revised tax code, including
employee’s previous pay and tax details (if any), shown on the P6,

see example below.
tax code P

continued If there are no pay and no tax details on the P6 leave the
'Total pay to date' and 'Total tax to date' fields blank.

Then select 'Next'.

@ Basic PAYL Tools 2012

Home  Options Help

@k © @ O O @ Basic PAYE Tools 2012

Change Tax Code =

ﬂ Enter Pay Details - P6 Details

If you have received a PB, since the employee's last pay day enter the delails from
the P6 here. The dalabase for this employee will then be updated with the P6 details.
Please ensure that the P6 is far the lax year ending 5 April 2013.

Employee Details -

= Change Tax Code
Enter Leaving Dace

- Delete this Employee

Tax code [810L |

Is it on a week 1/ month 1 basis? ® No (' Yes

If there are no pay and tax details noted on the P& for this employee. leave the
fields below blank.
Total pay to date [900.00 |
Total tax to date [Fo-00 ]
( cancel ) C e (s _)
Back-up or Restore

the Employer Database
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- !—1.‘!’ My Favourites - -‘

You must now:

* enter details of any statutory payments and
select 'Next'

e confirm your entries are correct and if so, select 'Save
to P11".

PAYE Tools 2012

HMRevenue 9 ® O O e Basic PAYE Tools 2012

&Customs Home  Options Help

are here = Employer Database

|

Enter the Pay Details into the P11 for

= H| White, Mary

1 doidia) 2 ﬂ n Enter Pay Details
Entor ine paymen date and gross pay for ihe pay period.
Date entered must be within the 2012-13 tax year
P11 Caleulator

% Enter Pay Details Payment Date [30] 2/[w8]/2 [2012 | =
View P11 Summary
View End Of Year Summary Gross pay this period (£) [1000.00 ] 2
Delete Last Pay Period
Delete All Pay Periods Gross pay for NICs (if different) (£) | 0~

A ——

Back-up or Restore

the Employer Database

|

- !'-i‘.-! My Favourites. ik
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Using the Basic PAYE Tools to run your payroll

The P6 details will now be incorporated. The tax code
will be updated in the database and any pay and tax
from a previous employment will be included in the
current pay period’s figures to give you a revised amount
of tax due.

Basic PAYE Tools
P11 Calculator (2012-13)

Employer's Name Emploves's Surname Nationsl Insurance Number Date of starting Tex code Month applied
ABC Lid Vihite QQ123456A B0 1

Accounts Office Ret | PAYE Ref Emploves's Forename Date of Birth Date of lesving

123PP1234 (12308123 ary 12H2M933

WorksPayroll Mumber

Mational Insurance & Statutory Payments

\{ PAYE Income Tax

PAYE Income Tax
K codes only K codes only K codes only
(LR Pay inthe week or  Total pay Total ‘free  Total ‘acdtionsl  Total taxable Totsl tax  Taxcuestendof Regulstory Tax decuctec or refunded in - Taw not deducted owing to
g E month including todate  pay'todate pay' to date pay to date  due' to date current period Lirmit: the wweek or month the Regulatory Limit
M E statutory payments
T K [SSPISMP/OSPPIASPRISAP)
H z 3 4 an 5 & 6 b 7 8
00,00 Foon
g 100000 180000 2027 28 000 oon 000 000 o.no RTO00 o.no

P32 employer
deductions
summary

Where to find the
P32 Summary

0845 60 70 143

The P32 Summary will total all your employees’ PAYE tax,
NICs and Student Loan deductions for each tax month
and show what is due to HMRC.

Important note: The P32 Summary will only

include details relating to employees entered on
the P11 Calculator.

The P32 Summary is found within the main
Employer menu.

Select 'P32 Deductions Summary'.

There are a number of options, but before you can

work out what is due to HMRC you must first create a
P32 entry.
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Using the Basic PAYE Tools to run your payroll

Create a P32  Select 'Create a P32 Entry'.
Entry

& Basic PAYE Tools 2012

Home Options Help

@k © @ O O @ Basic PAYE Tools 2012

are et - Employer Database

e e e B \/iew the P11 Summary for DB
[ABC L ™™ Az A
Select this option to expand or contract further P32
Deductions Summary options for ABC Ltd.
- - e et e g 1 11008 TiOL ple@se select the button

Employer Demils

below.

 Create a P32 Enury ( Viewrii Summary )
“ View P32 Deductions St

+ Delete the last P32 Entry
~ Delete all P32 Entries

~+ P32 Record of Funding

Back-up or Restore
the Employer Database

16:29, 4 May 2012 a My Favourites P -‘

This will show the total PAYE tax, Class 1 NICs and
any Student Loan deductions from all P11s for the
employer chosen. The P32 will build a record month
by month starting at month 1. But it will not skip a
month, so if you have entries in months 1 and 3
and none in month 2 you must still create a 'nil'
entry for month 2.

This screen also has an entry for 'Income Tax
Subcontractor Deductions', in case you need to add
these to your record.

Either leave blank or enter the relevant details then
select 'Next'.

) Basic PAYE Tools 2012

@k © @ O O @ Basic PAYE Tools 2012

Home Options Help
e - Employer Database

Create a B
P32 Entry
for ABC Ltd 2012-13

Create P32 Entry for month 2

The figures below show the PAYE income tax, Student Loan Deductions and gross
NICs that have been totalled from the P11 Summaries for menth 2 for your monthly

- View P32 Deductians Summary paid employees. and weeks 5, 6, 7 and & for weekly, 2 weekly and 4 weekly paid

e s employees. If you have subcontractors, to arrive at the net tax due figure for the tax
= Cmtane the tam D1 Biw - month. you need to enter total incame tax deductions made from them. If there have
+ Delete all P32 Entries been none, enter 0 {zero).

~+ P32 Record of Funding

Then select 'Next' ta confirm the figures and move on to the next stage of creating
your P32 Deductions Summary,

PAYE Income Tax (£) 68.00 =
‘Student Loan Deductions (£) 0.00 2
‘Gross NICs (£) .92 &
Income Tax Sub Deductions (£ —
Back-up or Restore
the Employer Database C_Net )

16:30, 4 May 2012 - I-;J My Favourites - -\
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On this screen you can enter any statutory payment
recoveries and compensation.

Recovered statutory payments and compensation are
deducted from your monthly National Insurance and
PAYE liability.

@ Basic PAYE Tools 2012

Hirme @ @ | ©Q © @  gasic PAYE Tools 2012
Back Home Options Help

Employer Database

TR  Createa
[ABC L M| P32 Entry
st

Create P32 Entry for month 2

Enter here details of recovered amounts of Statutory payments (plus NI
compensation, if applicable) you have made in the tax month,

R
Croaw o P31 By

View P32 Deductians Summary
» Delate the tss P31 Bowy Rinpowiredl | N Cang

elersall P22 Biries Statutory Sick Pay (SSP) 1 g

+ P32 Record of Funding
Statutory Maternity Pay (SMP) [ 1 1 &
Ordinary Statutory Paternity Pay (@sPP) | |[ | 2
Additional Statutory Paternity Pay(aspP) | ||| =
Statutory Adoption Pay (SAP) |

Back-up or Restore
E the Employer Database

e ———n rr—

W Basic PAYL Tools 2012

) Basic PAYE Tools - Main

Leave blank or enter details then select 'Next'. The P32
Deductions Summary will be displayed.

[ | |

P32 Employer Payment Record (2012-13) ||
Print
Basic PAYE Tools
P32 Employer Payment Record (2012-13)
Employer's Narme: ABC Lud
Accounts Office reference: 123PP1234
PAYE reference 1238123
Tax yoar: 201213
Period Income Tax | Student Net | Gross Mational | Statutory Statutony HIC Drdinary NIC Paditional NI Statutory HIC Total Het | Amount
ne. Loan |lncome| Insurance ‘Hick Pay  |wiatemnity Pay i “Statutory: i ‘Statuton: ion [ *Adoption ion| deduction | NiCs [ due (3
T Deductis Tax Con i 63151 CEMAPY on Shif Patemity Pay on OSFP Patemity Pay on ASPR Pay ($AP) on SAP from MICs 4 +15)
deductionsy CMICsY recovered recovered COEPPY (PP recovered (total of |minus
recovered recovered hota‘z Sto| 14)
13]
1 2 3 4 5 13 7 8 3 10 bal 12 15 a4 15 18
] = 3 2 £ £ £ £ £ £ £ & £ 5 E £
1 0.00] 0.00] 000 o0.00 o.00 0.00 0.00 000 0.00 0.00 000 0.00 | 000 0oo|  0.00] o.00
E 85 00 0.00| 8800 153 D00 0.00 0.00 0.00 0.00 000 o0.00 0.00 0.00] oo0| 1.52| B9.52
Bl
1 subtotals
5
5
&
02 subtotals
T
B
a
0% subtotals
o
11
2
04 subtotals
Grand Totals 58.00 | 0.00] 6800 1.52 0.0 0.00 0.00 0.00 0.00 000 000 0.00 0.00 0.00 1.52 69.52

0845 60 70 143

47



=
3
-
=
=
O
‘@
S
(<]
(]
fe
res)
(@)
c
‘@
)

Using the Basic PAYE Tools to run your payroll

View P32  select this option to view the P32 Deductions Summary
Deductions Summary You have created to date.

0 Basic PAYL Tools 2012

@i © @ O © @  pasic PAYE Tools 2012

Home  Options Help

v - Employer Database

Create a K
[—n E| P32 Entry

Select |h|s upt‘km to create a P32 Deductions
Summary entry for ABC Lid.
I he P32 details tor maﬁtri 2 have been saved.

10)

If the P32 Deductions Summary does not open automatically please use the button
below to view.

- View P32 Deductions Summary
- Delete the last P32 Enury

* Delete all P32 Entries ( view P32 v )
- P32 Record of Funding

Back-up or Restore
the Employer Database

16:32, 4 May 2012 ¥ My History ) My Favourites Py -‘

Delete the last If you make a mistake and need to amend your P32
P32 Entry Deductions Summary, you can do this by selecting
'Delete the last P32 Entry'.

If you need to amend an entry before the last one, you
will need to delete all entries going back to the month in
question. You will then need to re-enter all deleted
entries by 'Creating a P32 Entry' for all the months you
have just deleted.

0 Basic PAYL Tools 2012

Home  Options Help

@i © @ O © @  pasic PAYE Tools 2012

= - Employer Detabase

Delete the Last P32 Entry of D

wcw | ABC Ltd

If you need to amend the last P32 enlry you will need to delete the whole entry and
it DR detnile aanin

Select this optian to delete the last P32 Deductions

Summary entry for ABC Ltd.

-+ Create a P32 Entry

~ View P32 Deductions Summary ¢ ~one you will need to delete all the
«» Delete the nst P32 Entry P32 entries going back to the period in guestion. You will then have to input P32
- Delete all P32 Enwies details for all the deleted P32 entries again.

~+ P32 Record of Funding

Select the button below to delete the previous P32 entry.

(_ Delete the last P32 Entry for this D (_cancet )

Back-up or Restore
the Employer Database
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Using the Basic PAYE Tools to run your payroll

Delete all P32 Entries

for this employer

@ Dasic PAYL

HM Revenue
& Customs

i - Employer Database

This option will allow you to clear the whole year’s P32
Deductions Summary entries.

Tools 2012

© ® 0 © e

Home  Options Help

Basic PAYE Tools 2012

Delete all P32 Entries of

(%)

[

Deralls

“ Create a P32 Entry

“ View P32 Deductions Summary
-+ Delete the last P32 Enury

= Delete all PI2 Entries

-+ P32 Record of Funding

ABC Ltd

This will delete all prévious P32 entries for this employer. All other details, such as

the employer's name and address, will be retained, along with any employee P11

Antails antasd

Select this option to delete all P32 Deductions

Summary entries for ABC Lid. s able o Febiteve this employers P2
entries, and all P32 information will be lost for this employer.

Select the button below to delete all P32 entries for this employer.

L 0 camcet )

Delete all P32 Entries for this

P32 Record of
Funding

@ Basic PAYIL

HM Revenue
& Customs

Back-up or Restore
the Employer Database

- I—J,J My Favourites

-

If you have received funds from HMRC to pay for
statutory payments or to refund PAYE Income Tax you
should record this by selecting 'P32 Record

of Funding'.

S|001 JAVd diseq a3y buisn

Creating and amending funding entries is identical to
creating and amending P32 entries.

Tools. 2012

© 0 6

Home  Options Help

Basic PAYE Tools 2012

RO

Employer Database

View or Edit the

3

 Create a P32 Entry

“ View P32 Deductions Summary
-+ Delete the last P32 Enury

+ Delete all P32 Entries

@ P32 Record of Funding

P32 Record of Funding

for ABC Ltd

If you have received funds from HMRC to pay for Statutory payments (SSP, SMP,
8PP or SAP), or you have received funds from HMRC to refund PAYE income tax.
you can use the 'P32 Record of Funding' ta record the details. You can also view or
amend existing details from this menu.

( Create a P32 Funding Entry ) (_ View P32 Record of Funding )

You can delete the previous P32 Funding entry or delete the entire year of P32
Funding entries for this employee using the buttans below.

Delete the last P32 Funding Entry for this Employer

Delete all P32 Funding Entries for this Employer

Back-up or Restore
the Employer Database

- r},J My Favourites

-

-

To find out how to apply for funding please go to
page 81.

0845 60 70 143
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Using the Basic PAYE Tools to run your payroll

Back-up or restore You can back-up data and save it onto your server,
the Employer or any removable storage media such as a USB
memory stick.
Database
We recommend that you back-up the data after each
pay period and keep it separate from the computer.

To commence the back-up of your data select 'Back-up
or Restore the Employer Database' button found below
the Employers/Employees window on the left-hand side
of the screen.

& Basic PAYL Tools 2012

@y O @ O © 6 Basic PAYE Tools 2012

Home Options Help

- Employer Database

- SRSy Back-up and Restore the
Employer Database

We recornmend that you back up the data after each pay period and keep it separate
P37 Deductions Summary from the computer,

Create a P32 Entry
© View P32 Deductions Summary The back-up process will create an archive (compressed as a .zip file) that will
+ Delete the last P32 Enory coniain the contents of the Employer Dalabase, which includes all the
» Delereall P37 Enivies Employer/fEmployee details, P11 calculator details, pay entries and your saved forms.

You can complete the back-up process at any time, and you can easily restore the
Employer Database from the back-up file too. if your data is lost or destroyed.

| Back-up Employer Datab ] C Database

Back-up or Restore
the Employer Database

16:35, 4 May 2012

=} My History - r My Favourites - -

You now have the option to either back-up your
current database or alternatively restore a previously
backed-up copy.

Note: If you chose to restore a previously backed-up
copy, it will replace all existing 'P11' and 'saved forms'
that are currently stored in your database.
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Using the Basic PAYE Tools to run your payroll

When back-up is selected the default storage location is
'My Documents'. If you have an alternative location or
storage media select the 'Browse' button.

In order to maximise storage capacity on your computer
the data file will be compressed to reduce the file size.

The back-up file name is displayed on this screen.

0 Basic PAYL Tools 2012

Home  Options Help

@i @ @ O © @  pasic PAYE Tools 2012

are hers - Employer Database

Back-up the
Employer Database

The back-up file will be saved to the path displayed below. Please amend the path
below if you wish to change where the back-up file will be saved.

In order to maximise storage capacily on your computer. the data file will be
“ View P32 Deductions Summary compressed to reduce file size,
 Delete the last P32 Entry
- Delete all P32 Entries

% P32 Recosd.af Fuading

Select the 'Next' button when you are ready to continue.

Path to Save
The directory where the back-up file will be saved to

Back-up or Restore
the Employer Database

16:36, 4 May 2012 - I—},J My Favourites -

S|001 JAVd diseq a3y buisn

Once you have identified your preferred location of
storage, select 'Next' to continue.

@ Basic PAYL Tools 2012

@i @ @ O © @  pasic PAYE Tools 2012

Home  Options Help
Vo are hers - Employer Detabase

Back-up the
Employer Database

(%]

[

Back-up Complete
The back-up of the Employer D, is

~ Create a P32 Enury

o WiewiiPF2 Deliuesine Sy The back-up file has been saved to the following file:

 Delete the last P32 Enury C:iD and D T400_2012-05-

- Delete all P32 Entries 04_1636.zip
This back-up file can be used in the event of data loss by selecting Restore in the
Employer Database.

C__ e« 3

Back-up or Restore
the Employer Database

- r},,’ My Favourites i -1

Further information about back-up and restore can be
found by selecting 'Help' on the Home page then select
'Help using the application” and read the Frequently
Asked Questions.
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Using and preparing a paper form P11 Deductions Working Sheet

If you are using the tax and NICs calculators on our website, or the manual tax and
NICs tables, you will need to complete a paper form P11 Deductions Working Sheet for

each employee.

The following example shows you how to complete boxes A to M of this form.

Check you are using a
form for the correct year.
The tax year runs from

6 April to 5 April.

Tax year 2012-13 starts
on 6 April 2012 and ends
on 5 April 2013.

Employee's surname.

Enter the

name of your
business here.

Box A
Busiresses A’dﬂl‘/ﬂﬂ/‘ﬂM

Box B

Py As Yo barn 723/4567

Year to 5 April 2013

Box F

Employee's first names.

Box E [Box G

X Gender M F |
09

Blyge

23 7967

(fm,/é Tohn

Notg Download the P11 Calculator from the internet, go to

www. gov. It s easier and quicker to use
completing the manual P11 ~ it does the calculations for you. You can find all the

€mployer helpbooks on the internet, E13 Day-to-day payroll, E14, E15, E16, E19 covering

tatutory payments and the E17 Collection of Student Loans. If you need help with your

payroll go to www.businesslink.gov.uk/paye or phone the Employer Helpline on

08457 143 143.

National Insurance contributions  jax:

Note 2

In the NI Tables, a letter is shown at
the top of each section, for example

A, B, C, D. Copy the Table letter you use to the Table
letter box in the 'End of Year Summary' overleaf. If the
employee’s circumstances change part way through a

year, the Table I
Table letters use:

s Limit; PT = Primary Threshold
int; UEL = Upper Earnings Limit

letter may change as well. Record all
d and enter separate totals for each one.

Statutory payments

N " " Statutory Statutory Ordinary Additional Statutory
Earnings details Contribution details Sick Pay Maternity Pay | Statutory Statutory Adoption Pay
(SSP) (SMP) Paternity Pay | Paternity Pay | (SAP)
Earnings Earnings Earnings Earnings Total of Employee’s paid to paid to (0sPP) (ASPP) paid to
at the LEL above the LEL, |above the PT, up |above the employee’s contributions due | | employee employee paid to paid to employee
(where earnings | up to and to and including  |UAP, uptoand | and employer’s on all earnings in the week or |in the week or | employee employee in the week or
are equal toor  [including the PT | the UAP including contributions - mark | above the PT month included | month included | in the week or | in the week or | month included
Box B exceed the LEL) the UEL minus amounts 'R’ in column 2 in column 2 month included | month included | in column 2
in column 2 in column 2
£ p| W £ p 19

la ¢ b £ pllc £ p|ld £ plle

Enter ‘Pay As You

£op |t £ p|l £ p|l £ plk £ p

Earn’ under HMRC

office name. Enter

your PAYE reference,

you will find this on

your P30BC Payslip

Booklet or P30B letter

Paying electronically.

52
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Using and preparing a paper form P11 Deductions Working Sheet

National Insurance number. As soon as an employee starts working for you, ask them for their
National Insurance number. If your employee cannot remember their National Insurance number,
check whether it is on any papers they have given to you. If you cannot find it, and you have to
send P46 information to us (see pages 16 and 17), take no further action as we will automatically
trace the employee's National Insurance number and tell you what it is on a form

P46-5. We will tell your employee what it is on a form P217.

If you do not have to send a form P46, you can complete and send us form CA6855 Employee’s
National Insurance number trace and we will trace the number for you.

Bo H
n
1 Enter any works Enter your
Enter your employee's date 5 >f’ employee’s
of birth here. You must show number for your gender here.
an employee's date of birth employee here.
and gender on all forms
P45 and P46 information.
Complete Box L
with your
b |l T T code T ——— employee's
- | Tlc’rgs’;':':;egmiou:mde tax COde.
Box] \_ [ R CE T ] Please keep this form for at least three years after
) ) L — the end of the year to which it relates, or longer if

you are asked to do so.

B sy =
\ \ )
=]
PAYE Income Tax Box M g
f:;:ent Pay in the K codes ol K codes only K col On Iy use Box M —
deductions Y’efkd‘_”g’“””‘ N Total taxable 2
S includin: o date: Regulatol Tax deducted | Tax no H H
?J?@ statutory Total co tn;minus Total 'tax due” N\ Tax due i o or refundeld dedud:d |f yOU receive an ()
pounds only) Ea};‘l‘g‘;’fp(/ss"/ Totd ‘free psy' ‘additional pay' co:um daor tcolaat):las srhz;rvn byfatend of ) SOI% ofz in the v:zek ;winlg tto the d d t Q
ASPP/SAP) Total pay to date :)oy Tal a:: O\:" Loyd;(z:::huwn ﬁﬁ.ﬁ?? 4b N r:ﬁabiﬁ sarfé‘" :‘z:rk penxo R ::t\:\;m zar:;fr:fundx R Ii:?itu e amende ax (D
no 2t pl3 ¢ p | 4a pla £ p|5 £ el £ bl £ PN £ p|7 £ p|B £ p COdEforyour (%)
\ : : N ‘ A : : employee =
N\ : : AN ] ! : | ()
N—— | NN o
' : : FIN_ : N =
\ AN : N o
\ AN )
\ N
\ 5 ; | : \\5 | Y 4
\\. . ‘ ‘ AN ‘ Box |
\ ; : : N Enter the date
\ | i | ) N\
A : : : : AN your emploY?e
. ‘ ‘ . N started working
\— i ; E ! for you.
\ : ‘ : :
\
Box K
Box |

If your employee has told you in their
P46 information, or item 5 of their P45
shows that your employee makes
Student Loan repayments, tick this box.

Only complete
this box if your
employee has
stopped working
for you.
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Where to start completing the form P11 Deductions Working Sheet

Example 1 -
paying weekly

Look at example 1 below if you pay weekly, or
example 2 on page 55 if you pay monthly.

The main part of the P11 Deductions Working Sheet is

split into columns and rows. Each row represents a
week number. To find out which row to start with,
look at the table below.

The starting point for completing a P11 Deductions
Working Sheet is the week that includes the first

payday.

Using the chart below find the week number that
includes the first payday. For example, 25 May 2012
(Friday) is in week 8.

In this example you would start to complete your
P11 Deductions Working Sheet at line 8.

Week Week

Period number Period number
6 Apr to 12 Apr 1 5 Oct to 11 Oct 27
13 Apr to 19 Apr 2 12 Oct to 18 Oct 28
20 Apr to 26 Apr 3 19 Oct to 25 Oct 29
27 Apr to 3 May 4 26 Oct to 1 Nov 30
4 May to 10 May 5 2 Nov to 8 Nov 31
11 May to 17 May 6 9 Nov to 15 Nov 32
- 18 Ma 7 16 Nov to 22 Nov 33
T \W 23 Nov to 29 Nov 34
8 un 9 30 Nov to 6 Dec 35
v 8 June to 14 June 10 7 Dec to 13 Dec 36
5 15 June to 21 June 11 14 Dec to 20 Dec 37
% 22 June to 28 June 12 21 Dec to 27 Dec 38
S 29 June to 5 July 13 28 Dec to 3 Jan 39
3 6 July to 12 July 14 4 Jan to 10 Jan 40
s 13 July to 19 July 15 11 Jan to 17 Jan 41
g 20 July to 26 July 16 18 Jan to 24 Jan 42
S 27 July to 2 Aug 17 25 Jan to 31 Jan 43
p 3 Aug to 9 Aug 18 1 Feb to 7 Feb 44
10 Aug to 16 Aug 19 8 Feb to 14 Feb 45
17 Aug to 23 Aug 20 15 Feb to 21 Feb 46
24 Aug to 30 Aug 21 22 Feb to 28 Feb 47
31 Aug to 6 Sep 22 1 Mar to 7 Mar 48
7 Sep to 13 Sep 23 8 Mar to 14 Mar 49
14 Sep to 20 Sep 24 15 Mar to 21 Mar 50
21 Sep to 27 Sep 25 22 Mar to 28 Mar 51
28 Sep to 4 Oct 26 29 Mar to 4 Apr 52
5 Apr 53

5 April — call the Helpline

54
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Where to start completing the form P11 Deductions Working Sheet

Example 2 —  The main part of the P11 Deductions Working Sheet is
paying monthly split into columns and rows. To find out which row
to start with, look at the table below.

The starting point for completing a P11 Deductions
Working Sheet is the month that includes the first

payday.

Using the chart below find the month number that
includes the first payday. For example, 25 May 2012
(Friday) is in month 2.

In this example you would start to complete your
P11 Deductions Working Sheet at line 8.

Month Month
Period number Period number

6 Apr to 57@\ 6 Oct to 5 Nov
6 May to 5 June 6 Nov to 5 Dec
W 6 Dec to 5 Jan

6 July to 5 Aug 6 Jan to 5 Feb
6 Aug to 5 Sep 6 Feb to 5 Mar
6 Sep to 5 Oct 6 Mar to 5 Apr

NN A WN=
_
N =O\WV ® N

<
Q
>
c
=
3
Q
Qo
4]
(7]
=
9]
(o]
o
=
o
n
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National Insurance contributions and how to calculate them

How are NICs
made up?

Which NICs
category do | use?

How do | work out
the NICs due?

56

NICs are made up of two elements:

e employee's contributions, which you deduct from
your employee's pay, and

e employer's contributions, which you must pay.

There are many different NICs categories. For most men
and women aged 16 or over and under State Pension
age you will use Category A.

Contact the New Employer Helpline if:

e your employee is a married woman or widow

who tells you that they are entitled to pay
reduced rate NICs

your employee is State Pension age or over
* you operate a company pension scheme, or

* you are unsure what NICs category to use.

The easiest and quickest way to work out the NICs is to
use the NICs Calculator on our website.

The calculator will work out the NICs for you and will
give the figures that you will need to enter in columns 1a
to 1f of the form P11 Deductions Working Sheet. An
example of completed form P11 Deductions Working
Sheet is shown on pages 58 and 59.

If you are not using the NICs Calculator you will need
to work through this book and calculate the NICs
manually using the NICs tables.

New Employer Helpline




National Insurance
contributions
Tables A and J

National Insurance contributions and how to calculate them

HMReven
& Custcnmsue

How to use

0845 60 70 143

the tables

Category A NICs have been used in the following
examples. If you are required to deduct a different NICs
category (see page 56), you must ensure that you order
the appropriate NICs tables from the Employer Orderline.

If you require further advice on how to complete the
NICs details on your form P11 Deductions Working Sheet
please phone the New Employer Helpline.

Working out NICs using the NICs tables — category
letter A.

To calculate Category A NICs you will need to use
booklet CA38 National Insurance contributions Tables A
and | which is available from the Employer Orderline.

* Make sure that the tables are for the correct year.

¢ Use Table A in the booklet CA38 National Insurance
contributions Tables A and |, starting on page 8 for
weekly pay and page 22 for monthly pay.

Turn to Table A. Look up the employee's gross pay in the
left-hand column of the table 'Employee's Earnings up to
and including the UEL (Upper Earnings Limit)'. If the
exact amount is not in the table, use the next smaller
figure — see the following examples.

If your employee earns £107 per week or £464

per month or more, you must keep a record of their
earnings, even where no NICs are due.

See:

e example 1 on page 58 if you are paying weekly, or

e example 2 on page 59 if you are paying monthly.
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Completing the P11 - National Insurance contributions

Example 1- * You pay an employee £500.92 on 25 May 2012, for
paying weekly the week. This is week number 8.

* Look at Weekly Table A to find the next smaller figure,
which in our example is £500.00.

e Copy the figures from columns Ta to 1f of Weekly
Table A to columns 1a to 1f of form P11 Deductions

Working Sheet.
Extract from Weekly Table A
v Earnings
at the LEL Earnings Earnings Earnings
Employee's (where above the above the above the Total of Employee's
Earnings up | earnings are | LEL, up to PT, up to UAP, up to | employee's | contributions v
to and equal to or and and and and payable on all
including the exceed including including including employer's earnings Employer's
UEL the LEL) the PT the UAP the UEL | contributions| above the PT | contributions
1a 1b 1c 1d 1e 1f
£ £P £P £P . F P
500 0.00 O| C91.74 > | (4254 49.20
501 . 92.00 42.66 49.34
Extract from R11
ear to 5 April 2013
Box A Bo
(2}
© Bo 0
1
9
(D] Note 1 Downlozd the P11 Calculator from the interne}, go to Note 2 In the NI Tables, a letter is shown at
— www.businesslink.gov.uk/basicpayetools It is easier and quicker tc use the top of each section, for example
n han completing the marual P11 - it does the calculations for you. You can find all the A, B, C, D. Copy the Table letter you use to the Tab,
9] mployer helpbooks on the internet, E13 Ddy-to-day payroll, E1i, E15, E16, E19 covering lette; box in the 'End ¢f Year Summary' overleaf. If
tatutory payments and the E17 Collection o| Student Loans. If you need help with your emp|oyee’s circumstances change part way throu:
(@) ayroll go to www.businzsslink.gov.uk/paye or phone the Employer Helpline on year,the Table letter mjay change as well. Recor
(o 8457 143 143. Tablg letters used and nter separate totals for
ona ance co b 0 A er Accrual fo ver Eakning a
E Statut
5 Earninjs details Contributipn details Sick Pa
c (SSP)
S Earnings Earnings Earnings Earnings Total of Employee's paid to
at the LEL above the LE_, |above the PT, up |above the employee’s contributions due employee
E (where earnings | up to and to and including | UAP, up to and and employer’s on all earhings in the week
are equal to o including the PT | the UAP including contributions - mark above the PT month includ
exceed the LE the UEL minus amounts 'R’ in column 2
Ta £ 1b £ |p|lc £ p |1d £ p|le £ p 1f £ p 19 £ p
T T T T T
1 I I | I
1 I ; ; I
1 I I | I
1 ! ! | 1
1 I I | I
1 | | |
1 [ [ |
1 I I |
T T T T
! I I |
1 I | I
I I T —
07 (3900 (35700 cood > (4 (425
~——— R w— ~—
I I I I l
1 I I I I
| | i i | |
I I I | I
1 L L :
I I
! !
~ '
|
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Completing the P11 - National Insurance contributions

Example 2 - * You pay an employee £1503.50 on 25 May 2012,
paying monthly for the month. This is month number 2.

* Look at Monthly Table A to find the next smaller
figure, which in our example is £1500.

e Copy the figures from columns 1a to 1f of Monthly
Table A to columns 1a to 1f of form P11 Deductions

Working Sheet.
Extract from Monthly Table A
v Earnings
at the LEL Earnings Earnings Earnings
Employee's (where above the above the above the Total of Employee's
Earnings up | earnings are | LEL, up to PT, up to UAP, up to | employee's | contributions v
to and equal to or and and and and payable on
including the exceed including including including employer's all earnings | Employer's
UEL the LEL) the PT the UAP the UEL | contributions| above the PT | contributions
1a 1b 1c 1d 1e 1f

£ £P £P £P £EP . EP —]

?.866.00 .@ ,@ @ 121.16
|8 0.00 |o.oo |22.36 104.64 121.72

1500
1504

Extract from R11

ear to 5 April 2013

Box A Bo

0 Box|D
Note 1 Download the P11 Calculat¢r from the internef, go to Note 2 In the NI Tables, a letter is shown at
www.businesslink.gov.uk/kbasicpayetools It is easier and quicker to use the top of each section, for example

han completing the marual P11 — it does the calculations for you. You can find all the A, B, C, D. Copy the Table letter you use to the Tab
mployer helpbooks on the internet, E13 Daj-to-day payroll, E14, E15, E16, E19 coviring letier box in the 'End of Year Summary' overleaf. If
tatutory payments and the E17 Collection of Student Loans. If you need help with ycur employee’s circumstarices change part way throu:
ayroll go to www.busi link.gov.uk/paye¢ or phone the Employer Helpline on yezr, the Table letter may change as well. Recor
8457 143 143. Table letters used and enter separate totals for

Note:  LEL = Lower Barnings Limit; PT =\Primary Threshold
UAP = Upper Accrual Roint; UEL = Upper Earnings Limit

National [nsurance contributions

Earnings details Contribution details Statut
g Sick Pa
(SSP)
Earnings Earnings Earnings Earnings Total of Employe¢’s paid to
at the LEL above the LEL, |above the PT, tip |above the employee’s contributions due employee
(where earnings | up to and to and includirg | UAP, up to and and employers on all earnings in the week
are equal to o including the PT | the UAP including contributions - inark above th2 PT month includ
exceed the LEL) the UEL minus amounis 'R' in column 2
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Using a tax code

Tax codes  You must now consider deducting tax.

First of all you will need to know how to use the tax code
for your employee.

A tax code is usually made up of one or more numbers
followed by a letter. The number indicates the amount of
pay an employee is allowed to earn in the tax year before
tax becomes payable.

Which tax code?

L,P, TorY These tax code numbers are called 'cumulative' code
codes not followed by  numbers. This means that you will be working on a
week 1, month 1T or X running total basis of 'total pay to date' at each payday.

If you are using one of these codes and
calculating tax using the tables go to page 62.

L, P, TorY These tax code numbers are not 'cumulative' code
codes followed by  numbers. They are known as week 1/month 1 codes.
week 1, month 1 or X  If week 1/month 1, or an 'X' is written after the tax code
this means that instead of keeping a running total of the
pay to date, you treat each payday as if it is the first week
or month of the tax year.

If you are using one of these codes and
calculating tax using the tables go to page 67.
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Using a tax code

Code BR - basic rate  For an employee with a tax code BR you must deduct
tax from all their pay at the basic rate — currently
20 per cent. You can operate code BR either on a:

e cumulative basis, which means that you will be
working on a running total basis of 'total pay to date'
at each payday

If you are using one of these codes and
calculating tax using the tables go to page 71.

or

e week 1/month 1 basis. If code BR is followed by week
1, month 1 or X — this means that you must operate
the code on a 'non-cumulative' basis. Instead of
keeping a running total of the pay to date, you must
treat each payday as if it is the first week or month of
the tax year.

If you are using one of these codes and
calculating tax using the tables go to page 74.
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Code numbers with L, P, T or Y not followed by week 1, month 1 or X

62

Working out
the tax due
(cumulative)

Column 2
Pay in the week
or month

The easiest and quickest way to work out the amount of
tax to deduct is to use the PAYE Tax Calculator on our
website. The PAYE Tax Calculator will work out the tax
due for you and gives you the figures to enter

in columns 2 to 8 of your P11 Deductions Working Sheet.

An example of a completed form P11 is shown
on page 66.

If you are not using the PAYE Tax Calculator you will
need to continue to work through this book and
calculate the tax manually using the tax tables.

You will now have to fill in columns 2 to 8 on the P11
Deductions Working Sheet. Use the same week or month
number you used for the NICs entries.

We will work through an example using the
following details.

Example:

e Payday = 25 May 2012

e Tax week = 8

e Pay = £500.92

® P45 details
— Item 6 code = 710L
— Item 7 'Total pay to date' = £1,546.15
— Item 7 'Total tax to date' = £ 171.60

The columns you will use on the P11 Deductions Working
Sheet for these codes are 2, 3, 4a, 5, 6 and 7.

Enter the pay for the payday in column 2 at the
appropriate week or month.

Example:
Week 8 pay = £500.92

New Employer Helpline



Code numbers with L, P, T or Y not followed by week 1, month 1 or X

Column 3 Column 3 is for the total pay to date, which includes pay

Total pay to date from any previous employment your employee may have
had during the tax year.

If you have a form P45 see if there is an amount at item
7 'Total pay to date'. If there is:

e copy the figure onto the line in column 3
above the line you are using for the payday

¢ add the amount that you are paying your employee to
the 'Total pay to date' figure, and

¢ put the new total in column 3, next to the pay for the
payday in column 2.

If there is no entry at item 7 'Total pay to date' on the
P45 or you and your employee have completed form
P46, copy the figure from column 2 of the P11
Deductions Working Sheet to column 3 on the line

for the payday.

Example:

P45 item 7 'Total pay to date' is £1,546.15

so the entry at week 7 is £1,546.15

The entry at week 8 is £1,546.15 +
_£ 500.92
=£2,047.07
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Code numbers with L, P, T or Y not followed by week 1, month 1 or X

Column 4a  Use the Tables A Pay Adjustment Tables as follows
Total 'free (the weekly tables come before the monthly tables):

'
pay to date , find the page for the week or month that includes the
date of the payday

e find your employee's tax code

¢ enter the figure shown in the 'total pay adjustment'
Tbies n column in column 4a of the P11 Deductions Working
Sheet.

Example:
Code 710L gives free pay £1,093.76 at week 8.

For codes over 500 you must use the instructions
in the box at the bottom of the page to calculate the
free pay to date.

Week 8 adjustment for code 500 is £769.28
Week 8 figure for code 210 (710-500) £324.48
Total pay adjustments for week 8 £1,093.76

Column 5  Now work out how much of your employee's pay is
Total taxable taxable. To do this:

pay to date , deduct the figure in column 4a from the figure in
column 3

e enter the result in column 5.

If the amount in column 4a is more than the amount in
column 3 leave column 5 blank.
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Example:
£953.31 (£2,047.07 minus £1,093.76)
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Code numbers with L, P, T or Y not followed by week 1, month 1 or X

Column 6
Total 'tax due'
to date

Taxable Pay Tables
Calculator wm,

0845 60 70 143

Look at the amount in column 5.

If this is blank check that column 4a is more than the
amount in column 3. If it is, put 'Nil' in column 6.

If there is an amount in column 5 you now need to
work out the tax due. Use the Taxable Pay Tables,
Calculator Method.

The table that you will need depends on:

e how much total taxable pay is shown in column 5 on
the P11 Deductions Working Sheet, and

e whether you pay your employee weekly or monthly.

For monthly pay turn to page 2 in the Taxable Pay
Tables, Calculator Method.

For weekly pay turn to page 4 in the Taxable Pay Tables,
Calculator Method.

¢ Find the month or week number for your employee's
taxable pay.

e Go to Part 1 of the monthly paid — Calculator Tables
or Part 3 of the weekly paid — Calculator Tables
as appropriate.

¢ Follow the guidance given there.
If you have a problem, call the New Employer Helpline.
When you have worked out the tax due enter this

amount in column 6 on the line for the month or week
that includes the payday.

Example:
Tax due on £953.31 = £190.60

£953.31 round down to £953
£953 x0.20 (20%) = £190.60

Now look at the P45 from your employee. You must
check the 'Total tax to date' figure is correct by following
the 'Check tax' instructions on page 14.

Enter the figure given by the P45 Checker/New Employer
Helpline into column 6 on the line above the figure you
have just entered.

Then compare the two figures in column 6 and move on
to column 7.
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Code numbers with L, P, T or Y not followed by week 1, month 1 or X

Column 7  |f the figure in column 6 for the payday is:
Tax deducted or

e more than the figure on the line above, take awa
refunded J f

the amount on the line above from the figure for the
payday and put the result in column 7 — this is the
amount of tax to take off your employee's pay

¢ the same as the figure on the line above, or if both
are Nil, put 'Nil" in column 7

e |less than the figure on the line above, put the
difference in column 7 — plus the letter 'R". This
means a refund is due — you will have to phone the
New Employer Helpline.

In our example, the figures will appear on the
P11 Deductions Working Sheet like this.

T If amended
770/ cross out previous code

Please keep this form for at least three years after
the end of the year to which it relates, or longer if
you are asked to do so.

PAYE Income Tax

Pay in the K codes only K codes only
week or month
including

Total taxable
pay to date: Regulatory Tax deducted
statutory Total column 3 minus | Total 'tax due' Tax due limit: or refunded
payments (SSP/ Total 'free pay' ‘additional pay' column 4a or to date as shown by| at end of 50% of in the week
SMP/OSPP/ to date as shown | to date as shown | column 3 plus Calculator Tables or | current period | column 2 or month
ASPP/SAP) Total pay to date by Tables A % by Tables A column 4b % |Tax Tables B to D Mark refunds 'R' | entry Mark refunds 'R" | limif

3 £ p |4 £ p |4 £ p|5 £ pl|6 £ p |6a £ pl6b £ p (7 £ p
T T T T T T T

7576 75 ! : :
2077 07| 7093 .76 ; 953 37
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Now that you have completed your
P11 turn to page 76 to find out what
to do next.
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Code numbers with L, P, T or Y followed by week 1, month 1 or X

Working out the The easiest and quickest way to work out the amount
tax due ©f tax to deduct is to use the PAYE Tax Calculator on
our website. The PAYE Tax Calculator will work out the
(week 1/month 1)  ,, gue for you and gives you the figures to enter in
columns 2 to 8 of your P11 Deductions Working Sheet.

An example of a completed form P11 Deductions Working
Sheet is shown on page 70.

If you are not using the PAYE Tax Calculator you will
need to continue to work through this book and
calculate the tax manually using the tax tables.

You will now have to fill in columns 2 to 8 on the P11
Deductions Working Sheet. Use the same week or month
number you used for the NICs entries.

We will work through an example using the
following details.

Example:

e Payday = 25 May 2012

Tax week = 8

Pay = £500.00

P45 details

— ltem 6 code = 810L week 1

The columns that you will use on the P11 Deductions
Working Sheet for these codes are 2, 4a, 5 and 7.

Week 1, month 1 or X after the letter part of the code
number means that each payday should be treated as
if it is the first week or month of the tax year.

Entries on the P11 Deductions Working Sheet, however,
should still be made on the line for the week or month
that includes the payday.

Column 2  Enter the pay for the payday in column 2 at the
Pay in the appropriate week or month.

week or month

Example:
Week 8 pay = £500.00
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Code numbers with L, P, T or Y followed by week 1, month 1 or X

Column 4a  yse the Tables A Pay Adjustment Tables as follows
Total 'free (the weekly tables come before the monthly tables):

pay' to date

e find the page for week 1 or month 1 that includes the
date of the payday

e find your employee's tax code

¢ enter the figure shown in the 'total pay adjustment'
Tbies n column in column 4a of the P11 Deductions
Working Sheet.

Example:
Code 810L week 1 gives free pay of £155.95

I For codes over 500 you must use the instructions
in the box at the bottom of the page to calculate the
free pay to date.

Week 1 adjustment for code 500 is £96.16
Week 1 figure for code 310 (810 — 500) £59.79

Total pay adjustments for week 1 £155.95

Column 5  Now work out how much of your employee's pay is
Total taxable taxable. To do this:

pay to date , deduct the figure in column 4a from the figure in
column 2

e enter the result in column 5.

If the amount in column 4a is more than the amount in
column 2 leave column 5 blank.
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Example:
£344.05 (£500.00 minus £155.95)
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Code numbers with L, P, T or Y followed by week 1, month 1 or X

Column 7  Look at the amount in column 5.
Tax deducted
or refunded

If this is blank no tax is due in the month or week.
If there is an amount in column 5 you now need to
work out the tax due. Use the Taxable Pay Tables,
Calculator Method.

The table that you will need depends on:

e how much total taxable pay is shown in column 5 on
the P11 Deductions Working Sheet, and

e whether you pay your employee monthly or weekly.

For monthly pay turn to page 2 in the Taxable Pay
Tables, Calculator Method.

Ot For weekly pay turn to page 4 in the Taxable Pay Tables,
Calculator Method.

Taxable Pay Tables
Calculator Method

¢ Find the month or week number for your employee's
taxable pay.

* Go to Part 1 of the monthly paid — Calculator Tables
or Part 3 of the weekly paid — Calculator Tables
as appropriate.

¢ Follow the guidance given there.

If you have a problem, call the New Employer Helpline.
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Code numbers with L, P, T or Y followed by week 1, month 1 or X

Column 7 when you have worked out the tax due enter this
Tax deducted amountin column 7 on the line for the week or month

or refunded that includes the payday.

continued

Example:
Tax due on £344.05

£344.05 round down to £344
£344 x 0.20 (20%) = £68.80

This is the amount of tax to deduct from your
employee's pay.

In our example, the figures will appear on the P11
Deductions Working Sheet like this:

“ + If amended
3 7 0[ (4/@&{ 7 cross out previous code
— applied | Please keep this form for at least three years after

the end of the year to which it relates, or longer if
you are asked to do so.

PAYE Income Tax

Pay in the K codes only K codes only
week or month Total taxable
including pay to date: Regulatory Tax deducted
statutory Total column 3 minus | Total 'tax due' Tax due limit: or refunded
payments (SSP/ Total 'free pay' ‘additional pay’ | column 4aor to date as shown by |at end of 50% of in the week
SMP/OSPP/ to date as shown | to date as shown | column 3 plus Calculator Tables or | current period | column 2 or month
ASPP/SAP) Total pay to date by Tables A % by Tables A column 4b % |Tax Tables B to D Mark refunds R' | entry Mark refunds R' | li

3 £ p |4 £ p |4 £ p|5 £ p |6 £ p |6a £ pléb £ p (7 £ p
T T T T T

34405
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Now that you have completed your
P11 turn to page 76 to find out what
to do next.
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Code BR not followed by week 1, month 1 or X

Worki“g out the The easiest and quickest way to work out the amount
tax due of tax to deduct is to use the PAYE Tax Calculator on
(cumulative) our website. The PAYE' Tax Calcu!ator WI|! work out the ‘
tax due for you and gives you with the figures to enter in
columns 2 to 8 of your P11 Deductions Working Sheet.

An example of a completed form P11 Deductions Working
Sheet is shown on page 73.

If you are not using the PAYE Tax Calculator you will
need to continue to work through this book and
calculate the tax manually using the tax tables.

You now have to fill in columns 2 to 8 on the P11
Deductions Working Sheet. Use the same week or month
number you used for the NICs entries.

We will work through an example using the
following details.

Example:

e Payday = 25 May 2012

e Tax week = 8

e Pay = £500.75

® P45 details
- ltem 6 code = BR
- Item7 "Total pay to date' £3,200.00
- ltem7 "Total tax to date' = £ 640.00

The columns that you will use on the P11 Deductions
Working Sheet for code BR are 2, 3, 6 and 7.

Column 2 Enter the pay for the payday in column 2 at the
Pay in the appropriate week or month.

week or month

Example:
Week 8 pay = £500.75

0845 60 70 143 71




Code BR not followed by week 1, month 1 or X

72

Column 3
Total pay to date

Column 6
Total tax
due to date

Taxable Pay Tables
Calculator

Column 3 is for the total pay to date, which includes

pay from any previous employment your employee may
have had.

If you have a form P45 see if there is an amount at item
7 'Total pay to date'. If there is:

e copy the figure onto the line in column 3 above the
line you are using for the payday

¢ add the amount that you are paying your employee
to the 'Total pay to date' figure, and

¢ put the new total in column 3, next to the pay for
the payday in column 2.

If there is no entry at item 7 'Total pay to date' on the
P45 or you have received P46 information, copy the
figure from column 2 of the P11 Deductions Working
Sheet to column 3 on the line for the payday.

Example:
P45 item 7 'Total pay to date' is £3,200.00
so the entry at week 7 is £3,200.00
The entry at week 8 is £3,200.00 +
£ 500.75
=£3,700.75

You now need to work out the tax due. Use the Taxable
Pay Tables, Calculator Method.

For monthly pay turn to page 2 in the Taxable Pay
Tables, Calculator Method.

For weekly pay turn to page 4 in the Taxable Pay Tables,
Calculator Method.

Follow the guidance given there.

If you have a problem, call the New Employer Helpline.
Put the combined amount of tax, shown in the tables,
in column 6 of the P11 Deductions Working Sheet on the

line for the month or week that includes the payday.

Example:
Tax due on £3,700.75 = £740.00

£3,700.75 round down to £3,700
£3,700 x 0.20 (20%) = £740.00
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Code BR not followed by week 1, month 1 or X

Column 7  Before you complete this column look at the P45 from
y P
Tax deducted Your employee. You must check the 'Total tax to date'

figure is correct by following the 'Check tax' instructions
or refunded 0?, page 14. Y J

Enter the figure given by the P45 Checker or the New
Employer Helpline into column 6 on the line above the
figure you have just entered.

Then take away the amount on the line above from the
figure for the payday and enter the total in column 7.

This is the amount of tax to deduct from your
employee's pay.

In our example, the figures will appear on the P11
Deductions Working Sheet like this.

'+ If amended
cross out previous code

(WA T el Please keep this form for at least three years after
the end of the year to which it relates, or longer if
you are asked to do so.

PAYE Income Tax

Pay in the K codes only K codes only
week or month Total taxable
including pay to date: Regulatory Tax deducted
statutory Total column 3 minus |Total 'tax due' Tax due limit: or refunded
payments (SSP/ Total 'free pay' ‘additional pay' column 4a or to date as shown by | at end of 50% of in the week
SMP/OSPP/ to date as shown to date as shown | column 3 plus Calculator Tables or | current period column 2 or month
ASPP/SAP) Total pay to date by Tables A by Tables A column 4b % |Tax Tables B to D Mark refunds 'R' | entry Mark refunds R' | limi

3 £ pl4a £ p |4 £ p|5 £ pl6 £ p |6a £ pléb £ p (7 £ p
T T T T T T T

3200 .00 : : : 640
3700 75, | | | 740 .00
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Now that you have completed your
P11 turn to page 76 to find out what
to do next.
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Code BR followed by week 1, month 1 or X

74

Working out the
tax due
(week 1/month 1)

Column 2
Pay in the
week or month

The easiest and quickest way to work out the amount of
tax to deduct is to use the PAYE Tax Calculator on our
website. The PAYE Tax Calculator will work out the tax
due for you and will give you the figures to enter in
columns 2 to 8 of your P11 Deductions Working Sheet.

An example of a completed form P11 Deductions Working
Sheet is shown on page 75.

If you are not using the PAYE Tax Calculator you will
need to continue to work through this book and
calculate the tax manually using the tax tables.

You now have to fill in columns 2 to 8 on the P11
Deductions Working Sheet. Use the same week or month
number you used for NICs entries.

We will work through an example using the
following details.

Example:
e Payday = 25 May 2012
e Tax week = 8
e Pay = £500.75
e P45 details
— Item 6 code = BR week 1

The columns that you will use on the P11 Deductions
Working Sheet for this code are 2 and 7.

Week 1, month 1 or X after the code number means
that each payday should be treated as if it is the first
week or month of the tax year.

Entries on the P11 Deductions Working Sheet should,
however, still be made on the line for the week or month
that includes the payday.

Put the pay for the payday in column 2 at the
appropriate week or month.

Example:
Week 8 pay = £500.75
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Code BR followed by week 1, month 1 or X

Column 7  Now work out the tax due. Use the Taxable Pay Tables,
Tax deducted Calculator Method.

or refunded

For monthly pay turn to page 2 in the Taxable Pay
Tables, Calculator Method.

For weekly pay turn to page 4 in the Taxable Pay Tables,
Calculator Method.

Taxable Pay Tables Follow the guidance given there.

Calculator Method

If you have a problem, call the New Employer Helpline.

Put the combined amount of tax, shown in the tables,
in column 7 of the P11 Deductions Working Sheet on the
line for the month or week that includes the payday.

This is the amount of tax to deduct from your
employee's pay.

In our example, the figures will appear on the
P11 Deductions Working Sheet like this:

T If amended
cross out previous code

[ETAVED T ] Please keep this form for at least three years after

the end of the year to which it relates, or longer if
you are asked to do so.

PAYE Income Tax

Pay in the K codes only K codes only
week or month
including
statutory
payments (SSP/
SMP/OSPP/
ASPP/SAP)

Total taxable
pay to date: Regulatory Tax deducted
Total column 3 minus | Total 'tax due' Tax due limit: or refunded
Total 'free pay' ‘additional pay' column 4a or to date as shown by | at end of 50% of in the week
to date as shown | to date as shown | column 3 plus Calculator Tables or | current period column 2 or month
Total pay to date by Tables A % by Tables A column 4b % |Tax Tables B to D Mark refunds 'R Mark refunds R' | limi

3 £  pl4a £ p 5 £ pl6 £ plea £
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Note:
£500.75 round down to £500
£500 x 0.20 (20%) = £100.00
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What next? — Paying your employees

What do | you have now worked out how much NICs and tax to
do next? deduct from your employee's pay, and made a record of
the information. The next step is to work out how much
pay to give your employee.

If you have followed the guidance in this helpbook:

e take the figure from column 2 of the P11, 'pay in the
week or month' — this is 'gross pay'

e from the 'gross pay' take off the figure from column
1f of the P11 (Employee's contributions due on all
earnings above the PT), and the figure from column
7 of the P11, 'Tax deducted or refunded in the week
or month'.

The result is the amount to give your employee.

Using our examples from pages 58 and 62, the amount
to give to the employee would be £439.38.

Example:
q)mﬁf iy £ 500,92
s f/r(//ﬂ(f/w National [xsurance contributions £ 42,54
niras T deducted o f@fw{c/&c/ £ 79.00
it the week or month
£ 439.38

Wage/payslips By law, you must give each of your employees a written
pay statement at or before the time of payment.

In most circumstances, if you are using payroll software
to maintain your payroll this will produce a payslip

for you. Alternatively, payslips can be purchased from
most stationers.

The payslip can be produced electronically or on paper
and must show:

e the gross pay (before the deduction of tax or NICs and
any other deductions)

¢ the employee's NICs deducted
e the PAYE tax deducted

¢ any other deductions and the purposes for which they
are made, and

.
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¢ the net pay (this is the amount of take home pay after
all the deductions have been made).
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Paying HM Revenue & Customs

Working out
and recording
payments

Making a payment

HM Revenue Employer Payment Booklet
&Customs coutsOffce refrence

To work out what you have to pay to HMRC add
together the:

Employee NICs

Employer NICs

® tax

Student Loan deductions.

Then take off any amount that you have had to refund.
You can use the form P32(2012) Employer Payment Record
to work out and record your total monthly payments.
Keeping records on form P32(2012) should make it easier
for you to work out your monthly payments.

The P32(2012) is available to order from the Employer
Orderline.

If you use the P11 Calculator in the Basic PAYE Tools
there is a P32 Summary that will record all the tax and
NICs for you. It will also advise you how much tax and
NICs is payable to HMRC each tax month or quarter,
if you pay quarterly.

We accept payment by a range of methods but
recommend that you pay electronically. Electronic
payments are generally more efficient and secure than
payments by post.

You can pay electronically by:

Direct Debit

debit or credit card over the internet, go to
www.santanderbillpayment.co.uk/hmrc

Bacs Direct Credit, internet or telephone banking and
Faster Payments

CHAPS.

If you still receive a payment booklet you can also use the
payslip P30B for the correct month or quarter to pay
electronically at your own bank branch by bank giro or
over the Post Office counter.

Large employers, those who have 250 or more
employees, have to make their monthly payments
electronically.
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If you pay electronically your cleared payment for the full
amount must reach our bank account no later than the
22nd of the month.
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Paying HM Revenue & Customs

Making a payment \where the 22nd falls on a weekend or is a bank holiday,
continued Your cleared payment must reach us on the previous
bank working day, unless you can arrange a Faster
Payment. Bank working days are Monday to Friday
excluding bank holidays.

Payment by Direct Debit

Instead of relying on the post and sending a cheque
we encourage you to pay electronically by Direct Debit
Online. If you are registered for the PAYE employer’s
service you can pay your monthly or quarterly PAYE and
NICs payments by Direct Debit. This method allows you
to set-up future payments as soon as you know how
much is due, for example when the payroll run is
complete. If you are a new user you have to register for
PAYE for employers first.

When setting up your first Direct Debit payment you
need to complete the online Direct Debit Instruction at
least five bank working days before the date you want to
make your first payment. For subsequent payments you
need to allow at least three bank working days. You may
have to pay a penalty if the full payment does not reach
us on time.

Faster payments

HMRC can now accept payments using the Faster
Payments Service. We will receive payments made using
this service on the same or next day. However, you
should contact your bank or building society before
making each payment and they will confirm whether
the service is available for that payment and explain
how it works. More information on Faster Payments and
how to make a payment can be found at
www.hmrc.gov.uk/payinghmrc

Where a payment is sent by post, please send the cheque
with your completed payslip (P30B) (both unfolded) for
the correct month or quarter, to your accounts office in
the envelope provided. You must ensure that we receive
payment no later than 19th of the month if you pay

by cheque.

When you pay by bank giro, at a post office, or by post
you must complete a payslip P30B:

e for the correct 'period ending' (see top right of P30B)

¢ showing the total amount due in the 'Amount due' box

.
)
X
(]
c
s}
<
L
=

For more information about paying HMRC go to
www.hmrc.gov.uk/payinghmrc/paye.htm
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Interest and
penalties on late

payment

We charge interest on any:

e payment made electronically (including through your
bank or Post Office) that clears our bank account after
22 April following the end of the tax year, and

e cheque payment that reaches us after 19 April
following the end of the tax year (for employers not
subject to the mandatory electronic payment rules).

You may have to pay a penalty if any portion of the
monthly PAYE/NICs payment does not reach us on time.
We work out the amount of the penalty as a proportion
of the amount that is late. The percentage that we use
will get bigger depending on how often you are late.
You may also have to pay a penalty if any payment is
more than six months late.

You will not have to pay a penalty if your payment is
only late once in any tax year (as long as the payment is
less than six months late) or if there is a reasonable
excuse for the payment being late.

Reasonable excuse

A reasonable excuse will differ from person to person
depending on their particular circumstances. It is likely
to be something:

e unusual

e that you could not reasonably have known would
happen, and/or

e that you could not do anything to prevent.
If we agree that you have a reasonable excuse for not
paying on time you are not liable to a penalty. If we do

not agree you can appeal.

The law says that the following do not count as a
reasonable excuse.

e Inability to pay (unless this inability is attributable to
events outside your control).

e Where you have deliberately not paid.
* When you rely on someone else to make the payment
for you (unless you took reasonable care to make sure

the payment was made).

Appeals
You can appeal against the penalty if:

e you do not agree you are liable to the penalty, or

0845 60 70 143
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Paying HM Revenue & Customs

Interest and
penalties on late
payment
continued

No payment
due in a tax
month

Quarterly
payment
option

Refunding tax to
your employees

¢ you disagree with the amount charged.

You can also appeal if HMRC do not agree that you have
a reasonable excuse.

Appeals have to be made within 30 days of the penalty
notice and include the reasons for the appeal.

For more information about appeals and reviews go to
www.hmrc.gov.uk/complaints-appeals/how-to-
appeal/direct-tax.htm

If at the end of the month/quarter you have no payment
to make, tell your accounts office by either:

e completing the online notification of no payment due.
Go to www.hmrc.gov.uk/nilpayedue and follow the
instructions to submit the appropriate information to
us; this is the most convenient and cost effective way
to let us know that no payment is due

e returning a signed payslip, form P30B, for the correct
month marked 'NIL" due

¢ phoning 0845 366 7816 to tell us you have no
PAYE/NICs payment to make for a particular
month or quarter, quoting your accounts office
reference number.

If your average monthly payments are likely to be less
than £1,500.00 you can choose to pay quarterly.

For more information about making payments:
* go to www.hmrc.gov.uk/payinghmrc/paye.htm

¢ contact the New Employer Helpline.

If you need to refund tax to your employees, you can
deduct the amount needed from your next payment
of PAYE, NICs or any CIS or Student Loan deductions
to HMRC. Remember to tell your accounts office if this
means that you will have no payment to make for

a particular month or quarter.

If you do not have sufficient deductions from which

to make the refund, you can apply to HMRC for funding
for the difference. We may refuse claims where payments
for previous months/quarters are not up to date.

New Employer Helpline
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How to claim To apply for funding in respect of a tax refund you can:
funding from ete the f .
e complete the form, go to
HMRC to pay www.hmrc.gov.uk/employers/payefunding.htm or
a tax refund
¢ send a letter or a fax to your accounts office requesting
funding for a tax refund.

The fax numbers are:
Accounts Office Shipley 01274 539651
Accounts Office Cumbernauld 01236 785251

Your application must include:

¢ the name of your HMRC accounts office (either
Cumbernauld or Shipley)

e your accounts office reference number (this is shown
on the front cover of your P30BC Employer Payment
Booklet or P30B Paying PAYE electronically letter)

e your employer name

¢ the name, phone number and, if applying online,
email address of yourself or someone with whom
HMRC already has authority to discuss your business

¢ the name and National Insurance number of the
employee you made the refund payment to

e the reason for the refund being made to the employee

¢ the total amount of funding you are claiming - this is
the difference between the total deductions (of PAYE,
tax, NICs etc) you have made from all employees
or subcontractors and the total refunds you have
to make.

After processing your refund application your accounts
office will send you a cheque for the amount requested.
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Other things you need to know

Tax code changes

HM Employer AYE rerence
&Customs \—1

eterence
It will help to avoid deay.

This is a notice of your employee's tax code (or amended code) and
previous pay and tax. You should use this tax code for the tax year
shown below.

During the year your HMRC office may send you form
P6, if:

¢ there is a change to an employee's tax code, or

¢ you have to add in the employee's pay and tax from
their last employer.

When you register to use PAYE Online for Employers we
automatically make your PAYE tax codes, notices and
reminders available to view online. You will no longer
receive these on paper unless you opted out of receiving
certain notices online when you registered.

You can view the codes and notices by logging on to
your PAYE Online service page on the HMRC website or
by downloading the PAYE Desktop Viewer on to your
own PC or laptop

To access your PAYE notices and reminders from the
HMRC website select 'PAYE for employers' from the 'Do it
online' menu from the HMRC homepage and login to
your service using your User ID and Password.

Select one of the following options from the 'Notice
summary' section on your PAYE Online service page:

e 'Tax code notices' (P6s and P9s).

¢ 'Student loan notices' (repayment start and stop
notices).

¢ 'Employer notices' and reminders such as P35N.

To use the PAYE Desktop Viewer go to
www.hmrc.gov.uk/paye/tools/PDV and follow

the instructions for installing PDV on to your computer.
There are two ways to use PDV. They are:

e Administrator — can connect to HMRC and download
new codes and notices.

¢ Sub-administrator — can only work on codes and
notices sent to them by an Administrator.

PDV lets you download and manage your codes and
notices without having to log on to your PAYE Online
service page. It shows you which codes and notices have
not been worked (‘unactioned’) and lets you search by
date, code type, individual, employer or NINO. You can
also send codes and notices to another PDV user for
them to work.

82

New Employer Helpline



Other things you need to know

If you would like us to send you an email to tell you
when there are online notices and reminders for you to
view, you must give us an email address. To do this select
‘provide us with an email address’ under ‘Notice options’
from your PAYE Online service page:

¢ go to www.online.hmrc.gov.uk

¢ select 'PAYE for employers' from the
‘Do it online’ Log In menu

¢ enter your User ID and password
e select 'provide us with an email address'.

As a registered user of PAYE Online you can also view and
change details about your business. Once you have
logged onto the service, using User ID and Password,
select the link “About your organisation’ from your PAYE
Online service page.

For further information go to
www.hmrc.gov.uk/paye/employees/changes/new-tax-
code.htm

Employee leaves If an employee leaves your employment you will need
to complete a P45(Part 1) online, and give your
employee a P45(Part 2 and 3). You can do this using
the P11 Calculator in the Basic PAYE Tools.

For further information go to
www.hmrc.gov.uk/paye/employees/start-leave/leaves-
retires.htm
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You can get a supply of paper forms P45 from the
Employer Orderline but you only need to order a
three Part P45 as you will be sending the

et = | P45(Part 1) online.

If you have used the P11 Calculator in the Basic PAYE
Tools for your employee, an in-year leaver summary
is provided that will have all the information you will
need to complete the P45.

End of year At the end of the tax year (5 April), you will have to send
HMRC an Employer Annual Return. To do this you will
need to complete:

* a form P35 Employer Annual Return, summary of all
NICs and tax you have deducted during the year, and
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e a form P14(2012-13) End of Year Summary for each
employee for whom you have been required to
complete a P11 Deductions Working Sheet.
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Your Employer Annual Return (P35 and P14s) must reach
us online and by 19 May 2013.

You must also give each employee that is working

for you at April 2013 a form P60(2012-13) End of Year
Certificate. The P60 can be given in a paper or
electronic format.

Almost all employers are required to file their Employer
Annual Return (P35 and P14s) online and there are very
few exceptions to this (see page 19 for more
information). If you do not file your return online when
required to do so, we may charge you a penalty.

For further information on filing your Employer Annual
Return (P35 and P14s) online go to
www.hmrc.gov.uk/paye/payroll/year-end/annual-
return.htm It is important for you to take the action
described in ‘Acceptance or Rejection messages when
you file online’ so that you can be sure that a successful
live submission has been made.

If you are exempt from the requirement to file your
Employer Annual Return (P35 and P14s) online see the
Employer Helpbook E10(2012) Finishing the tax year up to
5 April 2012.

We will send you information telling you what you need
to do when you come to the end of the tax year, nearer
the time.

How Iong to  You must keep the following forms for at least three years
keep records after the end of the tax year to which they relate:

e forms P11 Deductions Working Sheet and any pay
records. This applies even if an employee does
not pay any PAYE or NICs in the tax year, but you
have completed a form P11 Deductions Working Sheet
to keep records of earnings

e forms P38(S) Student employees or equivalent records,
including those relating to students for whom a form
P14 (2012-13) End of Year Summary has been prepared

e forms SL1 Start Notice and SL2 Stop Notice in respect
of Student Loan deductions.

.
)
X
(]
c
s}
<
L
=

84 New Employer Helpline



Terms and abbreviations used in this helpbook

Accounts office
The office where you should send your payment of tax and NICs.

Accounts office reference
The reference number issued by the accounts office that you must quote on all forms
or letters specifically relating to tax and NICs payments you make to us.

Additional Statutory Paternity Pay (ASPP)

ASPP is an earnings replacement to help with a partner’s care of a new baby or
adopted child and the partner has returned to work before the end of their full
entitlement to Adoption Pay, Maternity Pay or Maternity Allowance. Employers are
liable to pay this to their employees who take time off work to care for their new
child, as long as they satisfy all the qualifying conditions.

Cumulative
A cumulative tax code takes into account an employee's previous pay and tax figures
in the same tax year to confirm how much tax to deduct from their pay.

Electronic Data Interchange (EDI)

EDI is a means of sending large amounts of information to us using a private, secure
phone line. It is best suited to large employers, typically those with thousands of
employees or to employers with a high staff turnover.

Electronic payment

Electronic payment means paying your tax, NICs and Student Loan deductions to

us using an approved electronic service. Usual methods are Direct Debit Online,

BACS Direct Credit, Internet or telephone banking, debit or credit cards over the
Internet (BillPay), Faster Payment, CHAPS, Bank Giro, at a Post Office and GBS Transfer
(formerly known as Paymaster).

Emergency tax code
Gives an employee the bare Personal Allowance and is sometimes allocated to an
employee when their tax code is unknown.

HMRC - HM Revenue & Customs.

Lower Earnings Limit (LEL)

This is the minimum amount an employee must earn in order to qualify for any social
security benefits or statutory payments. If an employee’s earnings reach or exceed this
level, but do not exceed the PT, they will not pay NICs but will be treated as having
paid contributions when claiming benefits.

Month 1 basis (non-cumulative)
Each payday is treated as if it is the first month or first week of the year. Previous pay
and tax details are not taken into account when calculating pay and tax deductions.

NICs - National Insurance contributions.

— Class 1 NICs - Class 1 primary NICs (employee contributions) are contributions that
you must calculate and deduct from payments you make to your employees once
their earnings exceed the PT. Class 1 secondary NICs (employer contributions) are
contributions that you must calculate and pay once your employee’s earnings
exceed the ST. You must keep records that show how you have calculated these
deductions and send the contributions to your accounts office.
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Terms and abbreviations used in this helpbook

Ordinary Statutory Paternity Pay (OSPP)

OSPP is an earnings replacement to help with a partner’s care of a new baby or
adopted child. Employers are liable to pay this to their employees who take time off
work to care for their new child, as long as they satisfy all the qualifying conditions.

Online filing
The means of sending your annual returns and in-year forms to HMRC electronically
using the Internet or EDI.

Online services
Sending and receiving information to and from HMRC using the Internet or other
online channels.

Payroll Giving
Payroll Giving is a simple, tax-effective, way for employees to make donations to
charity through their pay.

Pay As You Earn (PAYE)
Income Tax you deduct from an employee’s earnings each time you pay them.

PAYE Online
The service that enables employers, agents and payroll bureaux, to send and receive
a range of forms and returns using the Internet or EDI.

PAYE Online for Employers

The service that enables employers to send and receive a range of forms and file
returns using the Internet or EDI. It also gives employers access to pay monthly or
quarterly PAYE/NICs by Direct Debit Online.

PAYE Online for Agents
The service that enables agents and payroll bureaux to send and receive a range
of forms and file returns on behalf of employers using the Internet or EDI.

PAYE reference number

The reference number used by your HMRC office to identify a PAYE scheme. You must
use this reference number if you phone our helpline and always show it on all forms
or letters that you send to your HMRC office.

Primary Threshold (PT)
Once an employee’s earnings have exceeded this level, employee NICs are due.

P6
The notice we send to you that gives you the tax code, or amended tax code, that
you must use to calculate tax deductions from an employee’s pay.

P11
The form you must use to record your employees’ earnings, tax, NICs, statutory
payments and Student Loan deductions.

P11D
The form you must use to declare expenses and/or benefits paid to and on behalf
of your employees.

P14
A form that summarises all PAYE tax, NICs and statutory deductions taken from
an employee’s earnings during the year.
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P35
A form that summarises an employer’s PAYE tax, NICs and statutory deductions
payments for the year.

P45

A four-part form completed by an employer when an employee stops working for
them. It shows the tax code and gives details of earnings and tax deductions made so
far in the tax year.

P46
A form used to tell HMRC about a new employee who does not have a P45.

P60
A form that summarises all PAYE tax, NICs and statutory deductions taken from an
employee’s earnings during the year.

Secondary Threshold (ST)
Once an employee’s earnings have exceeded this level, employer NICs are due.

Statutory Adoption Pay (SAP)

SAP is an earnings replacement to help an employee take time off around the
adoption of a child. Employers are liable to pay this to their employees who take
time off work to care for an adopted child, as long as they satisfy all the
qualifying conditions

Statutory Maternity Pay (SMP)

SMP is an earnings replacement to help a mother take time off around the birth of her
baby. Employers are liable to pay this to their employees who take time off work when
having a baby, as long as they satisfy all the qualifying conditions.

Statutory Sick Pay (SSP)

SSP is an earnings replacement for employees who are sick. Employers are liable to
pay this to their employees who are off work due to sickness, as long as they satisfy all
the qualifying conditions.

Student Loan deductions
Payments an employer deducts from an employee’s pay to repay their Student Loan.

Taxable pay
An employee’s total gross pay less their personal allowances.

Tax month
A tax month runs from the 6th of one month to the 5th of the following month.

Tax year
A tax year runs from 6 April one year to 5 April of the next.

Upper Accrual Point (UAP)

The level of earnings that employees, who are members of contracted-out occupational
pension schemes, pay NICs at the reduced, contracted-out rate. Above this level they
pay at the higher, standard rate up to the UEL.

Upper Earnings Limit (UEL)
The level of earnings above which an employee’s earnings are chargeable at
2 per cent for NICs.

Week 1/Month 1 basis (non-cumulative)

Each payday is treated as though it is the first week or month of the tax year for tax
purposes. Previous pay and tax details are not taken into account.
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There are legal requirements that mean employers must comply with their
obligations. At the time of writing, this guide sets out HMRC's view on how
these legal requirements can be met. It will be updated annually and was last
updated December 2011
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