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Welcome

Welcome to the Spring newsletter The Datafile Payroll Update for 2017/18 was made available in March and all
for users and partners of Datafile users should now have been updated.

Software.

] The update includes changes for
If you have any suggestions for

topics you would like to see
covered in future newsletters
please contact the team via the
email address below.

PAYE Tax from 6t April 2017

National Insurance from 6t April 2017
Statutory Payments from 6™ April 2017
Benefits in Kind / Company Car Recording
Apprenticeship Levy

Employee Assessment for Pension Enrolment

Terry Moore
Managing Director Some of the new features are discussed in this newsletter.

Datafile Software Solutions Limited

Contact Details

Telephone
01772 816 514 e
Facsimile
0845 643 2624
Email
office@datafile.co.uk
Website
www.datafile.co.uk

Follow us on Twitter

Subscribe to our We have also extended are available Payroll Additions. Payroll Additions available
Youi[!lJ YouTube channel include:
e, s i rers

:/lkb.datafile.co.uk : ' s, : Y, Lisciplinary

B ic.co.ul/ Staff Expenses. New for 2017
Address AP »
Datafile Software Solutions Ltd [ | ;gyxgrtPilrl:\Z L;A;:LOSWS up to 80 Payment/Deduction “Switches” and up to
Windgate Lodge )
1c Tarleton Office Park . .
Rt [ | Pension Accessory - Allows up to 10 Company Pension Schemes
I::llsgs?;ire [ | People’s Pension - Allows creation of the assessment files for upload to
PR4 6JF the Peoples Pension and the import of calculated pension contributions.

[ | NEST Pension - Allows creation of enrolment and contribution files for
upload to NEST
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Benefits in Kind (Company Cars)

From the start of the 2016/2017 tax year employers could choose to register with the HMRC and to account for the tax on
benefits in kind through PAYE each pay day. Details are available from the HMRC website here.

In summary, this option increases the employees taxable pay to include the benefit in kind value rather than having the
HMRC reduce the employees tax code. It also avoids the requirement, in some circumstances, to submit a P11d.

In 2016/2017 Datafile introduced a new extra payment type ‘B-Benefits in Kind'. The Benefit in Kind value is included
within the Employee Gross Additions and Taxable Pay values resulting in an increased tax contribution by the employee but
does not affect the employee’s net pay, except for the increased tax deduction, as a usual extra payment switch would.

As part of the changes in 2017/2018 if the employer is registered to account for tax through PAYE then where the benefit
relates to a company car then HMRC is, currently optionally, requesting that the Full Payment Submission includes detail
for the company car. As such when updating employee details if the extra payment is configured as a Company Car BiK
you will be prompted for the company car details.

L4 Datafile Premier 2017© - Payroll - 2017/2018 m - 8 x
H Taol (25 DEM
Maintain Employees (Period 1 - 30/04/17 Monthly) - Employee 1 2 [ = x
ﬁ Y Y s
Datafile Home  Tools  Edit | Links
Ledge Collect
Enquir| &4 Email [§] Motes  [ig Spreadsheets Graph g Associate File @y Labels ? (] Documents (8 Calendar  |fessages
(@Word [f]Scans B PDF Files cbsite @ Location Map | Clipboard i Transact tions ng ~
— Enquiry
Payro| Lj Memo g Contacts mage (il Route Map ELRl
4 Pay| Tools Utilities Enquiries 5
P! Company Car - Current Vehicle - n TAX-CODE DEPARTMENT
Employee No 1 Miss Kare 11500 1
Make Model 11500 2
11500 1
»f Code  Type  Heading Use €02 Emissions
Fuel Type ~
A P Extra payment Car Registration
B D DrBamardo Calculated Price
c D AVC (Pension)
D P Commission Date Car Availzble From
a
E B CompanyCar v Date Car Available To
Cash Equivalent
Date Free Fuel Provided
Date Fuel Withdrawn
= Cash Equivalent of Free Fuel
s sa
Acton [§| | @k | | € abandon
& Py
kMol
& Ca
st
& Iy |Acton § Save Abandon Close
-8 sa
E® purchase Order Processing
A Bill of Materials
|@ Payroll
4 Job Costing
Database Systems
& utility Programs 1of3 » W M ¥
¥ Installation Records | Dashboard | Help

Details prompted will be familiar to those used to recording these details on-line via the HMRC website.

If a car is withdrawn or replaced during the tax year you can update the withdrawal dates for the original car and create a
new entry for the new car. Up to four changes of car are supported for the employee within the tax year.
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Apprenticeship Levy

As an employer you will have to pay the Apprenticeship Levy each month from the 6t April 2017 if you:

B Have an annual pay bill of more than £3 million
B Are connected to other companies/charities for the Employment Allowance which in total have an annual pay bill of more
than £3 million

Your annual pay bill is all payments to employees that are subject to employer Class 1 secondary National Insurance Contributions.
You must include payments to all employees including those earning below the LEL/ST National Insurance thresholds, employees
under the age of 21 and apprentices under the age of 25. It doesn't include employees under the age of 16, employees who are
not subject to UK NICs legislation nor earnings on which Class 1a NIC are payable (i.e. BiKs)

Employers who aren’t connected to another company/charity will have an Apprenticeship Allowance of £15,000 per annum. The
allowance reduces the amount of Apprenticeship Levy you should pay by £15K per year.

The Apprenticeship Levy is charged at 0.5% of your annual pay bill.
For the first month of the tax year this is calculated by:

1. Dividing the Apprenticeship Levy Allowance by 12
2. Subtracting this figure from 0.5% of your monthly pay bill.

For each of the following months it is calculated by

1. Calculate your total pay bill for the year-to-date

2. Add up your monthly levy allowances for the year-to date

3. Subtract the levy allowance from 0.5% of your total pay bill for the year-to-date
4. Subtract the amount of levy you've already pay in the year-to-date

From 6t April you will need to inform the HMRC how much Apprenticeship Levy you owe each month if your annual pay
bill was more than £3 million last year or you think this years pay bill will be more than £3 million. If your annual pay bill
unexpectedly increases to more than £3 million then you should start reporting this straight away - you will need to monitor
manually for this.

Employer Payment Summary (EPS) - you report the . PE—— T =
Apprenticeship Levy using the EPS submission options. ? d' ST —
Previously you would only have needed to submit this EJ e ;:.fim |

form if any statutory payments needed to be recovered | s P | s |
but once set to calculate and apply the levy then you will — S i

need to submit an EPS each month. e il - e =

As part of submitting the EPS the Datafile Payroll i e gt o o =

system will determine the total pay bill for the year-to- Sowcoues - = o

date, add up your monthly allowance relative to the e 5 - 45

current tax month, subtract the year to date levy JRS——— 0w iz )

amount from 0.5% of the total pay bill and then subtract | = i 5 =

the levy amount paid to date. “’:“ ;::”

The calculated levy should be paid to the HMRC as part

of your normal monthly payment. P — T —

NB: Variances in pay bill may mean the year-to-date due
reduces and the levy for the current tax month is negative. This amount can then be offset against your monthly payment.
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Employee Assessment for Pension Auto-Enrolment

A new facility has been added to the Datafile Payroll for the pension auto-enrolment assessment. This option ties in with
the Company Pension Scheme(s) that can be defined within the Payroll.

Employee Maintenance / Add an Employee - as part of adding Maintain Employees (Period 2 - 31/05/17 Monthly) - Employee 3 [ - X
the employee the system will set when the New Worker Home  Tools  Edt | Lnks
postponement period ends (based on employee date started | <tms B Gseressshess | Gopn B Asocsterie @labes g @Documents 5] Calendar
and postponement settings). Employee Maintenance can ﬁ\:: %i“ we ﬂfmh:p T ey S
also include options to specify if employees are working Tools Uiles Enquiries
outstide the UK or are already in applicable scheme so not | cwoee  Frsmmessmat
covered by the scope of auto-enrolment. A e e I

Pension Date 21/02/2038 Already in Scheme
As part of auto-enrolment selected employees who are not || coteen Ion Eigble Jobhider e
automatically enrolled can choose to Opt In - for these || rewonenentoaes Opt i ete 1705720 B
employees you need to be able to record an Opt In Date and | oo ootostae
set the contribution rates. R fefnd Cntibutors

Stop As OF

Similarly, employees who are enrolled can choose to Opt Out v o
or Stop Contributions. Opt Out availability is restricted to a ooy et
few days since auto-enrolment and allows the employee and
employer to be refunded with their contributions, stopping
contributions is available at any time but the
employee/employer is not refunded.

Action [§ | | P} save © Abandon Q) Close
You are likely to use a Payroll Extra Maintenance Screen for  |Eseet [Fozoon [Fsttens | conp ofi

these options.

" .| Payroll Input - When saving the employee details if the
employee is not already auto-enrolled then on saving the
employee record the system will perform the auto-
enrolment checks.

If the employee should be auto-enrolled then, if any
jobholder postponement period is set, the postponement
period end date is set and the pension contributions are
not calculated.

If the employee should be auto-enrolled and no
| postponement is set (or has expired) the system will apply
the default employee/employer contribution rates and
prompt to recalculate the payroll values (reconfirming the
entered details)

Payroll Check / Payroll Run - As part of the Payroll Check / Run report the system will also apply the auto-enrolment checks
for employees not already auto-enrolled - applying postponement period and setting default contribution rates as
appropriate. Note that employees ‘auto-enrolled’ as part of the check/run report will be highlighted accordingly.
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Payroll Additions

m Staff Absence Management
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R = EE No 1 Total ABS Days 3121
s
ot Name Mr Trevor Salmon Last ABS Date 17/02/17
Setop Title Production Director
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Benefits and Property v | strt_pate End_Date Type_Details Total_Days| Details_1
> 17/02/17 17/02/17 Compassionate Leave 1.00 Off.
""" 06/02/17 06/02/17 Holidays - Authorised 1.00 Holiday.
o | 0s/02/17 06/02/17 Sickness - Authorised 1.00 Fiu.
¥ Stock Control 20/01/17 20/01/17 Compassionate Leave 0.38
® Sales Ocdes Processiog 06/09/16 08/09/16 Sickness - Authorised 3.13 Sickness.
e 20/08/16 27/08/16 Holidays - Authorised 7.29 Annual Leave
rocessin
- < 17/07/16 23/07/16 Compassionate Leave 7.38 Famiy Leave
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= 01/06/16 16/06/16 Holidays - Authorised 12.66 Annual Leave.
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2 Installation

Absence can be logged against each employee and calculated against a simple working time calendar. Standard reports
in the system include reviewing by Employee / Department / Absence Types etc.

A B c 8] E F
1 EndDate =
g H hlomiepags Ql-Q2 2016 QUARTERS
adardarie
Z SOFTWARE SOLUTIONS i az o o
7 Employee Absence Analysis 4 C
8
9 |Sum of TotalDays Column Labels-T

Holidays - Sickness - Sickness -

10 |Row Labels = Authorised Authorised Unathorised ‘Grand Total
A1 |Mr Jim Morrison 12.66 (9] 12.66
12 |Mr Simon Holmes 516 2.00 ] T 16
13 |Mr Steve Rothery E25 D 525
14 |Mr Trevar Salmaon 400 14 54 [ ] 18 54
15 |Mrs Emma Standing 525 [ ] 525
16 |Mrs Joan Watson 525 (] 525
17 |Grand Total 32.32 16.54 5.25 54.11
18
19
20
1
22
23
24
25
26
27
28
29

Excel reporting is fully supported and can provide a more visual analysis.

Datafile Software Solutions Limited
Windgate Lodge, 1c Tarleton Office Park, Windgate, Tarleton, Lancashire PR4 6JF
Tel: 01772 816 514 Email: office@datafile.co.uk

www.datafile.co.uk




Newsletter

datafile

SOFTWARE SOLUTIONS

m Appraisals / Skills / Training
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Appraisals can be logged and the employee mailed with a documented copy.
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Details of employee training or skills can be recorded and Certification scanned in. Picklist reminders can set for re-

certification or re-training anniversaries.
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s Employee Benefits and Equipment
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Benefits in Kind details such as Company Vehicles and Private healthcare may can be logged against an employee and
then reported on as the basis for preparation of forms P11d.

@ Datafile P HR B -
Home | Tools
ﬁ m b Calculator Price Checker (&= Databases - o 3 _ 2 s,
- % y
[51) Calendar i Discount Matrix - (&) Database Plus - =) Tables -
Ledger  Contacts R Stack Spooled Post Collect
Enquiry [El Word List g Supplier Matrix - & Forms - B Multi-Task - avgilabity  Reports  Messsges  Messages
Litiliti ~
e — ] Equipment (Recard Number 1 of 10) 7 @B - %
Payroll Pensions () Home Tools Edit Links
T i Calculator §4 Price Checker Databases - Reports @ About Company N
M & m . - | =7 2
_ [51) Calendar i Discount Matrix - (& Database Plus - =) Tables - U Pause System
- Asset Register =
Ledger  Contacts R Stack Spooled pe
© HR Enquiry B Word List g Supplier Matrix - & Forms - A Multi-Task - [ Change Printer  auailabilty  Reports =
Abscence Utilities Messaging
Appraisals and Skills
~ - Benefits and Property EERef |1 Date Start 01/01/2014
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When an employee is issued with company property such as Laptop or Mobile phone then this can be recorded and
tracked.
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s Disciplinary
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Actions can be recorded and set with an expiry date. These can be merged with standard ACAS MS Word templates.
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i Memo gie Contacts gl PDF Files & Image i Route Map & Skills & Discipliny
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Employee History Ledger Enquiries - Payroll I Main I Contact Details I Bank II

00001 Mr Trevor Salmon

{&=] 00002 Mr Simon Holmes Employes Mr Trewor Salmon Started 01/01/2014

00003 Mrs Joan Watson Title Production Director ] Left
00005 Mr Steve Rothery Age =il DOB 06/04/1966
00004 Mr Jim Morrison
Total Benefits 5162. 14 EEPICS{TREVOR SALMON.IPG
Absence Davs [ so.21]
Last Absent 06/02/17
Last Appraisal 29/11/16

H

Last Score 50.00

Mext Appraisal 25/11/17
Sales Account Last Disciplinary ECTCEVES |

Purchase Account Disciplinary Type Verbal Warning |

e Ese Expiry Date ECTCETZE R

5 >
= xR
=

‘¥ Stock Record

£ Product Record

<

= )

=

L=}

Employee Pay-Period C-Taxable C-MNatIns-EE ! 18/06/2015 E9-employees-disciplinary-record
Contract Record iy 1 2000.00 0.00 13/11j2013  staff Handbook v1.3
iy = Sc1o.00 500 13/11/2013  Staff Employment Contract v1.3
Sales Order oy 5 ZDDD:DD D:DD 13/11/2013  Staff Employment Contract - Schedule 1
Purchase Order a2y 4 2000.00 566.498
@ Cash Account 2y 5 4500.00 540.00
=L wWorks Order
& CRM
4 Location Eng < >
BT calendar
Action [ [[] Documents L P11 Apother | |Sglect || &) Close
‘%% Change Company

All aspects of the HR accessory can be brought together in a single form within each employee.
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