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Before making your year end submission, you should check that the Year To Date (YTD) figures in the program match the payments you have made to HMRC this Tax Year.

To do this we recommend you complete the following steps:

1. Print off the following reports:
 

· P35 Summary

· Year-to-date Summaries

· P30 Summary*
 

* This report is updated each time you run Month-end Processing.  

If you have not been processing each period, you can process again Based on Tax Calendar to allow you to use this report.  

If you have not been running the payroll for the full year on this program, you will only be able to use this report in conjunction with the totals from your previous system.
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2. Compare the total figures on all of these reports.  
 
· If they all agree with each other and with the payments you have made to HMRC, go to step 6.
 

3. If the totals on the reports balance, but do not match the payments you have made to HMRC:

· Re-print and process the Month-end report for each month.

· Check the new reports against the originals.  

You may find a month that does not match because the payroll has been re-run and altered in some way for an employee.  

In this case, you need to adjust your final payment to HMRC for the 2009-2010 tax year to match the submission.

·  Go to step 6.
 

4. If the totals on the reports do not agree with each other:
 
This is usually caused by employees’ YTD figures not matching the total of their This Period (TP) figures.  This could be with the Tax, NI or Statutory figures.  This discrepancy needs to be located and corrected before your submission can be made.

NI Discrepancies
The Integrity Check report can be a useful tool in identifying any discrepancies.

· In the Year-end menu select Year-to-date Summary, and then choose Year to Date Summaries. From the Print Yearly Report screen click the Check button. This process will perform a Year-end integrity check. After this process is complete you will either receive a message saying:
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…or a report will be generated showing employees with discrepancies.

· The discrepancy report will highlight the employees whose YTD figures do not match the TP totals.
 

· Select each employee listed and click on their To-date Tab in the employee record. Check the historic figures by clicking on the history button located to the right of each field.
 

· You will then need to decide which figures are correct, the totals of the TP figures or YTD?  To amend them go to Employee/Overrule Figures/NI Adjustment, select the employee and say YES to the warning.  Click on the Summary button, enter the correct figures and click OK.

Note: if the figures in here are already correct then you will just need to click OK.
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· Go to step 5.

Tax Discrepancies
Any problems with Tax YTD figures will be highlighted by differences between the P30 summary and Year-to-date Summaries.  If you find the totals on these reports do not match we recommend the following:
· Make sure Month-end processing has been performed for each month.
 

· If it has, try printing the Employee Initial Figures report (details above) to highlight any potential problem employees.  

· If you still cannot find the discrepancy you will need to re-print your Payroll Summary for each period and match this against the Y-t-d Summary (by company totals), increasing the periods for each until you find the period where the totals don’t match.  This can take some time to complete – there is no quick alternative.  
 

· Once the problem period is found you will need to print the reports by employee to pin down the particular employee with the discrepancy.
 

· When you find the employee with the issue you must decide which figures are correct, the totals of the TP or the YTDs.  To correct go to Employee/Overrule Figures/Alter-to-date Totals, select the Employee and click OK.  Go to the To-date Tab and amend the Tax figures. (If the Alter-to-date Totals option is not there you may need to tick it under the Menus Tab in Company Options.)
Note: If the figures in here are correct then you will need to contact your support centre for advice.
· Go to step 5.
Statutory Payments

If you have found a problem with SSP, SMP, SAP or SPP you may just need to update the statutory payments table. These figures can be incorrect if you do not process the Month-end Summary every month. However, these discrepancies are normally easy to trace and to fix.
 

· Select Company from the Menu bar then Alter Company Details. On the Tax tab card there is a Statutory Payments button. 
 

· Here you can see a month-by-month breakdown of your statutory payments.  If the figures are incorrect you can manually amend them.
 

· Go to step 5.

5. Reprint the reports listed in Step 1

· The totals on each report should now balance.

6. Complete your year end submission

Note: all these reports are available in the Summaries or Multi-period library selection.








Note: If you do receive the message ‘Employee Data passed integrity check’ the program cannot identify the cause of the discrepancy and the only course of action is to manually check your figures. A useful report to help you do this is the Employee Initial Figures report. Select the report from the library by going to Reports/Library Selection/Miscellaneous.  Then print the report from Reports/Print Other Reports.  This report prints employees whose to-date figures have been altered during the tax year; which is where the discrepancy normally lies.





Tip - if the discrepancy report highlights employees but their totals balance, there may be a problem with the Earnings Threshold amounts.  You can check and amend these again in the NI Summary screen as above.
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