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Payroll Year End 2019 Check List

Print out this checklist and use it to work through the Payroll Year End

STAGE 1 MUST BE COMPLETE PRIOR TO PROCESSING THE FINAL PAY PERIOD FOR ALL THE 2019 PAYROLLS, IN ORDER TO

ENSURE THAT ANY RELEVANT RECALCULATIONS TAKE PLACE

See our Full Year End Resource Page at: https://pimbrook.ie/knowledge-base/25210/

Stage 1: Running the Payroll Year End 2019 Update

Completed?

Step 1: Locate where your payroll is installed Pg4

Step 2: Take a Full System Backup Pg5

Things to Note Before Running the Payroll Year End Update Pg8

Step 3: Run the Payroll Year End 2019 Update Pg9

Note: Each of the items in Stage 1 only need to be done once in total (Not once per payroll.)

Stage 2: Completing 2019 Processing Completed?
Company | 1| 2(3|4]|5

Things to Note Before Processing Final Pay in 2019 Pg 12

Step 1: Process the Final Pay Period(s) of 2019 Pg 14

Step 2: Compare the Control Summary and Employer Monthly Liability Report Pg 15

Step 3: View/Save Other Reports Pg 17

Step 4: Housekeeping Tasks (Validate Payroll) Pg 22

Note: Each of the items in Stage 2 typically need to be done once per payroll.

Stage 3: Starting the Tax Year 2020 Completed?
Company | 1| 2(3|4]|5

Things to Note Before Processing First Pay Period(s) in 2020 Pg 23

Step 1: Creating Tax Year 2020 Pg 24

Step 2: Opening Tax Year 2020 Pg 25

Step 3: Setting up a New Payroll Calendar Pg 27

Step 4: Set up Additional Superannuation Contribution [ASC] (If Applicable) Pg 28

Note: Each of the items in Stage 3 typically need to be done once per payroll.

Stage 4: Accounting/Financial Year End Completed?
Company | 1| 2(3|4]|5

*Step 1: Clear Cost Analysis Pg 29

*Step 2: Clear Payments Pg 30

*Step 3: Clear Deductions Pg 31

Note: Each of the items in Stage 4 typically need to be done once per payroll.

Stage 5: Set the First Period and Roll Forward the Holiday & Absence Year Completed?
Company | 1| 2(3|4]|5

Step 1: Set the First Period Pg 33

Step 2: Roll Forward Holiday & Absence Year Pg 33

Note: Each of the items in Stage 5 typically need to be done once per payroll.

*Items marked with an asterisk are optional, depending on when your Financial or Deduction Year ends.

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900
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Kipimbrook

Stage 1: Running the Payroll Year End 2019 Update

Step 1: Locate where your payroll is Installed

1. To locate this log into your payroll, select Help and then click System Information:

[= - :

= —_—
A

Set Period

E Edit Employees

E\j Retiieve APNs

7 Enter Time and Pay

7 Batch Time and Pap
L) Control Summary Report
@ Gross To Nett Report
& End Of Petiod

|#! Send Payroll Submission
L@J View/Print Payshps

H Bank Transfer

@ Other Reports

i Process Nominal

[E] Process Pension

F- Backup

Set Period Emp Details Time and Pay Reports

PLE 2 &0

Login Processing Reports Nominal Company/Payroll Direct Payroll Reporting YearEnd  Miscellaneous -Iools

Help Centre
Help Topics

EOP Rewind Notepad Backup Help Help Centre

&

Remote

Sendto 3ave File  Print
Sunnnrt  Sunnnrt

s C

Refresh

Information collated: 20/ 11/ 2019 22:35:17

[ "]
&

Version Number
SBD Desktop Version
Report Designer Version

Updates Installed

Internet Submissions Module Version

2.0.0.163
4.0.164.0
ARW ODBC Driver
4.4.158.0

Data Directory

Program Directory C:\Program Files (x86)\Sage

C:\ProgramData\Sage Payroll

Payroll Irl\2019\

1ri\2019

Logs Directory C:\Users\je|

nie.noons\Documents\Sa
e Payroll Irl Reports\Log\

[Py |

£ Company/Payroll

Program Directory

Data Directory

C:\Program Files (x86)\Sage

Payroll Irl\2019\

C:\ProgramData\Sage Payroll

1Irl\2019\

£ Employee

Legislative Help

View Licence Information

0 About Sage Payroll

)
Serial Number R3344556
Activation Key N/A
Variant Sage Payroll Professional
Users N/A
Employees Unlimited
Companies Unlimited
Account Code 63325138

Payroll ID f2fb10dc-6ea5-4507-97f6-6961687dd8bS

Other Applications Sage 50 Accounts 2015, Sage 50
Accounts 2016, Sage Payroll 2019, Adept Sage 50
Multi Location Stock Tools, Adept Sage 50 Health
Check, Sage50Explorer 1.00,
SageAutoUpdateManager, Sage 50 Accounts v23,
Sage e-Banking: AlliedIrishSEPA, Sage e-Banking:
SageSEPACreditTransfer(1), Sage 50 Accounts
Report Pack, Sage Report Designer 2007, Sage
50 Accounts, Sage e-Banking: DanskeSEPA,
Sage50AccountsV23ReportDesigner, Sage Data
Exchange, Sage Data Exchange Excel
Connectivity Adapter

, |
S

Payslip - Foreign Translation(s,

Address

Web
Email
Telephone

Fax

=

Windows Variant  Micr
Windows Version
‘Windows Directory
Windows System Directo

2. Before running any updates, please fill in the following information:

Program Directory

Data Directory

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900
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Step 2: Take a Full System Backup

Before installing the Payroll Year End 2019 Update, you must take a backup of the system files (programs) and payroll data.
Note: If you have already updated your software, Pimbrook recommend taking this backup after all pay periods have been
processed.

This should be kept safe for the future as this helps you to minimise the possibility of ever having to re-create information
manually. The Revenue Commissioners require that you retain details of the payroll for at least six full tax years.

1. Select Login and Login to a Payroll.

G Sage Payroll Professional

-_F_'rocessing Reports Nominal Company/Payroll Direct Payroll Reporting YearEnd Miscellanecus Help Tools
IS X B 2 @

Exit ne and Pay Reports EOP Rewind Notepad Backup Help Help Centre

! H & ¢

2. Login as the system administrator (with the user name ADMIN).
The default password for ADMIN is PASS, but this may be different on your system. Click OK to proceed.

(¥

G Login to Another Payroll

Tax Year 2019

How do | complete processing for 23!3?

User
ADMIN

Passward | —

x

Name

Payroll
Mame || m
Payrolis from 2018 not listed?
Password ]
New to Sage Payroll?

3. Select the Miscellaneous - Backup menu option at the top of the screen.

G Sage Payroll Professional

Login Security Company Tables Advanced _J-_|e|p Tools

oS

Comp. Setup Copy Files PAYE Table PRSITable Sy

i_j-r Restore...
= tre

System Restore... I

— Period Archive »
Tasks & |_ _____ i %
4= Company Setup Remote Se il System Log... @
2 _ ) int  Refresh
‘42 Copy Files Sunnort Su [O]  System Audit...
HgJ Configure Consalidation ERET Send eMail L
{ia Backup
[ Restore Usage Data
24 O PR TR L.

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900
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crag

4. Click the Select All button or individually tick the relevant companies, and select the Backup System Files checkbox.

x|

Fayrolls
in] Narme Frequency | Period  Status Backu =

WWEEKLY

MONTHLY  |Pimbrook Software
Fimbrook Software

Monthly |12
Weekly 51

EOP
EOF

OoooooomE

[¥]Backup System Files

Enter back up drive and directan:

\DAFULL BYSTEM BACKUP

=
[ Select Mone

Cancel

L]

5. Ensure that the ‘Enter back up drive and directory’ field specifies the correct storage location for your backup.
e |t'sagood idea to create a folder especially for your year-end security backup.

e Name the new folder ‘FULL SYSTEM BACKUP’. Add the year if desired.

e You should use a reliable storage medium, such as a network drive or a memory stick.
e Note: Payroll sizes vary, but the system backup may require up to 100MB of memory.

Payralls
D Name Frequency Petiod | Status Backu B
MONTHLY  Fimbrook Software Monthy 12 EOP
WEEKLY Fimbrook Software Weekhy 51 EOFP

Ooooooooog

[Backup System Files
Enter back up drive and directory:
DAFULL SYSTEM BACKUP

= -
Select Al Select None

]

The easiest way to do this is to click the|Browse button|on the right and navigate to the relevant location and then clic

6. Click Backup to proceed.

7

/% Browse For Folder

Please select the location to which you want to make your backup

x|

Bl Desktop
4 Lbraries
& A Sharon Foley
1 1% Computer
& os )
=] REmovable Disk (D)
Full System Backup
€ Network

imbrook

SOFTWARE

Browse for the backup drive
vou wish to backup to.

Make New Folder [icon.

[VIBackup System Files

Enter back up drive and directary:
;ID:‘.,FULL SYSTEM BACKUR

Select All

l [ Select None

ICJ

[ Backi || cancel |

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900
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The backup is created at the specified location. Click OK in the confirmation dialogue box. The backup process is now complete.

x|
Payrolls
D MNarne Frequency Period | Status Backu =
MOMNTHLY | Fimbrook Software Monthly |12 EOP
WEEKLY  Fimbrook Software Weekly |51 EOP
]
O
H | o
[OII The payrol backup was successful. o
- O L
O
— -
0K
Selsct Al | [ Salect Nons

Backup System Files

Enter back up drive and directany:
|D:\FULL SYSTEM BACKUP |E]

Backup ] [ Cancel ]

Note: Backup Already Exists: If a backup already exists in your selected folder, you will be alerted by a message on screen.
Click’ Backup to this Folder’ to overwrite the existing backup. Otherwise, click ‘Choose another folder’ and specify a different
location. You can do this by going into My Computer and creating a New Folder to back-up to.

QOAA » Computer »

Organize ~  System properties  Uninstall or change a program  Map networkdrive  Open Control Panel
Favorites 4 Hard Disk Drives (1)
M Desicop 05 Double click the drive
4 Downloads - — i
% Recent Places W 115 GB free of 224 GB | you wish to backup to

4 OneDrive 4 Devices with Removable Storage (1)
Removable Disk (D:)

J Libraries (
W 194GB free of 194 GB

, Documents

D JSEEIE]]

() = - comvutr ~ Renovab Dk - = B e renmvabe o )

Organize v Sharewith v New folder =E- 00
S8 RecentPoces el s vatemotied e = | |
ofe
[FE— [T ——
e — ]
B Desktop

& e Create a New Folder and Re-name
s it 'Full System Backup 1'

-
5 docments
& s
) Pures

H oo

18 Camputer
& osc)
o Remouabe sk ©)

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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Things to Note Before Running the Payroll Year End Update

Administrative Rights:

e Depending on your operating system it may be necessary to have administrator rights on your computer.
e [fyou are unsure about this contact your IT Company.

Sage Payroll Version:
e Toinstall the Payroll Year End 2019 Update, you must be using Sage Payroll 2019 V22.1 or above.

Payroll Status:
e Your Payroll must have a status of End Of Period (EOP) or Start Of Period (SOP).

Close Other Applications:
o Before proceeding, close any applications which are open on your PC, including Sage Payroll and any other Sage products.

End of Support for Windows 7, Service Pack 1:

e Asyou may already be aware, Microsoft will be ending support for Windows 7, Service Pack 1 on 14" January 2020. This will
include the cessation of security updates.

e |Ifyou are installing the year end update on a Windows 7 PC, you will be presented with a notification during the installation
process. You must acknowledge the notification before you can proceed with the update.

e  When the notification is presented, tick the ‘l acknowledge the above warning and want to proceed with the installation’
tickbox, and then click ‘Next’.

B oo o vimionT o O —
sage Payroll

The installer has detected that you're currently using Windows 7, Service Pack 1.

On 14 January 2020, Micosoft will end all standard (free) support for this operating system, induding
seaurity updates. We strongly recommend that you upgrade to Windows 10 before this date.

As an alternative to upgrading your operating system, you can simply move your Sage software onto a
computer that already has a newer operating system onit.

Read more about moving your Sage software >3

Cancel Back [ Mext |

Downloading the Update:

e |f your automatic news feeds is enabled, you will receive an automatic notification to download the PYE Update.

e Ifyoudon’t get a notification, try clicking ‘Help\Check For Updates’ at the top of the screen.

e Alternatively you can download the Payroll year end update from our website: https://pimbrook.ie/knowledge-base/25210/

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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Step 3: Run the Payroll Year End 2019 Update

1. Double click on the update file to run the update:

Sage Payroll

. Extracting installer. Please wait..

2. The system will start extracting the installer:

3 Read the Licence Agreement . Sage Payroll v22.5 (2019) and v23.0 (2020) ®

e  Click the box ‘Il accept the terms of the licence Sage pay[‘on
agreement’ and then click Next.

To install and use Sage Payroll, read the following licence agreement terms and conditions before accepting below.

View licence agreement

[V 1 accept the terms of the licence agreementi

Cancel Next |

4. Specify whether you want to carry out a ‘This Computer’, ‘Client’ or ‘Server’ installation:

Note: If you have a Client Server setup of Sage Payroll at your office — make sure to run the Server Option FIRST! See
Client/Server note below.

This Computer:
If your Program Directory and Data Directory are on the

same computer/same drive (see Stage 1, Step 1) then use Sage pc_‘]er“
the ‘This Computer’ option. ;

. Sage Payroll v22.5 (2019) and v23.0 (2020) *

What type of installation do you need?

Client:
If your Program Directory and Data Directory are in & This Compuiter

. . . . . . A complete installation on this computer {program and payroll data). Payroll data is available on this computer only.
different locations you must install the client application
on each computer using the payroll. Please read e

Clien t/SerVer NO te belo wW. Install the program on this computer, and link to your payroll data which is held on a Server Network.
Run the Server option first, before any dients.

Client/Server

" Server

Server: Install payroll data on the server for use by dients,

If your Program Directory and Data Directory are in
different locations, you must run this option prior to

running the client application. The server installation is run Cancel Back

Tell me more...

once only. Please read Client/Server Note below.

Client/Server Note:

e By “different locations’ we mean ‘on two different PCs’. ie: The Program Directory is on the client PC you are sitting at, and
the Data Directory on a different PC/Server in your Network. If this is the case for you, you must run the ‘Server’ option FIRST.

e You only need to run the Server Option ONCE. eg: if you have 3 client PCs with Sage Payroll on them and the payroll data is
on a server/PC in your network: Run the Server option FIRST from the first client PC. After that, run the client option on the
first PC, then run the client option on the second PC and then run the client option on the third PC.

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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5. Specify whether you want to use ‘Typical’ setting or ‘Custom’ Setting for your installation:

Typical:
A ‘typical’ installation will suggest to install to the
locations you identified in Stage 1, Step 1.

Custom:

A ‘custom’ installation will suggest the locations
identified in Stage 1, Step 1 — but will allow you to
amend locations if you need to.

We recommend to choose ‘Custom’ and then click
Next.

6. Check Locations

e Once you choose ‘Custom’ and click Next, the
installer will display a new screen showing the
locations it intends to use:

e The locations shown in the screen should be equal
to the locations you identified in Stagel, Step 1.

e |f either of the locations shown in the screen
displayed don’t match their respective locations
which you identified in Stagel, Step1l then click on
the relevant ‘Browse’ button to correct it. [The
browse buttons are only available if you chose a
‘Custom’ install on the previous screen.]

. Sage Payroll v22.5 (2019) and v23.0 {2020)
What settings do you want to use for this installation?

" Typical {recommended)
Settings suitable for most people. (Youll be able to check these before installing.)

You specify where the Sage Payrol programs and payroll data are installed.

Tell me more...

Cancel

fgpimbrook

sage Payroll
Sage Payroll will be installed into the following folders.

Click Browse to install into a different folder.

Frogram Folder

C:\Program Files (x86)\Sage Payroll Irl

Payroll Data Folder

C:\ProgramData\5age Payroll Irl

Cancel

Once you are happy that the locations are correct, click Next to continue.

7. Install

e Ascreen prompting you to install will appear. This is
the final screen before you commit to installing the
update.

e |t once again displays the locations, giving you one
last chance to check if they are ok.

e Ifyou are still happy that the locations match those
that you identified in Stagel, Step 1 then click
Install.

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900

. Sage Payroll v22.5 (2019) and v23.0 (2020)

The installer has enough information to start. Check the settings below, and dick Install when you are ready.

If you need to change anything, dick Back.

Sage Payroll will be installed for this computer only

Sage Payroll located aff C:\Program Files (x86)\Sage Payroll Irljwil be upgraded
The payroll data located at|C:ProgramDataSage Fayroll Irf|will be upgraded

¥ Add shortouts to my desktop

Back

Cancel

support@pimbrook.ie
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ame
(e X &

pimbrook

SOFTWARE

8. Once installation starts, it will take a few minutes to complete.

sage Payroll
=

C:\Windows\system32\Msx 2gE.
| . Setting up Sage Small Business Desktop platform

This may take several minutes.

7

¢ e

Current File

All Files

Please wait...

Time Remaining 0 minutes kescoorma:

Cancel <

9. When the install process is complete, click Finish.

Sage Payroll v22.5 (2019) and v23.0 (2020)

Setting up PDF output suppoit. Please wait...

S—

Sage Payroll v22.5 (2019) and v23.0 (2020}

. Instaling and registeing common components:
This may take several minutes.
Please wait...

Sage Payroll v22.5 (2019) and v23.0 (2020)

. Installing Sage -Banking.

This may take several minutes.

Flease wait *
. Installing Sage Report Designer

This may take several minutes.

Please wai..

. Sage Payroll v22.5 (2019) and v23.0 (2020)

sage Payroll

Click Finish to dose.

10. Launch Sage Payroll 2019 tax year for the first time since the upgrade
by double-clicking the Sage Payroll 2019 desktop shortcut icon:

I}

Sage Payroll
2019

11. When you next login to your 2019 payroll, check the version number displayed for Sage Payroll 2019.
The version number should now be v22.5 This can be seen in the title bar at the top of the screen:

mlSage Payroll Professional 2019 v22.5 Unlimited Employees, Feature Pack 1

Login Processing  Reports  MNominal Lo Payroll
= = i | s RS

Direct Payroll Reporting  Year End

@ O

Backup Help Help Centre

Sage Payroll Professional 2019 v22.5,

Tasks

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel
Page 11
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Stage 2: Completing 2019 Processing

Things to Note Before Processing Final Pay in 2019

Change to the Year End Process:

e The process for completing the tax year has changed due to PAYE modernisation.

e Because you have been doing real time period submissions to Revenue throughout the 2019 tax year, there is no longer any
need to submit a year end return, run P35 or P60 reports and those reports are no longer available in the software.

Employee ‘End of Year Statement’ — (Previously called P60’s)

e This year, for the first time, employees are required to log into their Revenue ‘MyAccount’ to retrieve their own ‘End of Year
Statement’ for the tax year.

e This is the equivalent of the issuing of P60’s in previous years.

e Asthe year end approaches, it might be a good idea to remind your employees of this new process.

Pay Dates & The Pay Date Rule:

e The pay date rule means that if the pay date for a period is a 2019 date, then the period belongs in the 2019 payroll and if
the pay date is a 2020 date, then it belongs in the 2020 payroll.

e All scenarios are governed by the pay date rule.

Check If You Have an Extra Pay Period:
e Because the number of days in the tax year doesn't divide
into a whole number of tax weeks, any remaining days are

known as week 53. Does your normal pay date fall
on Tuesday 31 December 2019?

e Thisyear (2019), you only have a week 53 if you normally
pay your employees on a Tuesday, and the pay date falls on
31% of December.

You have a week 53 process your payroll

as

Set your process date to
31122019 and process
your final payroll as
normal

Things To Consider Regarding Dates at Year End:
e  For weekly payrolls, payments to employees should be on the same day every week

—including over Christmas. B A

e Holiday pay for days taken in 2019 need to be paid in the 2019 payroll. T R

e Holiday pay for days taken in 2020 (eg: 2"Y/3" Jan) need to be paid in the 2020 S f
payroll.

e Where a company is going to run 3 weeks payroll, ie: Period 51, 52 and another Y
period — the pay date rule applies: If the pay date of the 3" week falls in 2019, then it 17

should be included in the 2019 system. If the pay date of the 3" week falls in 2020,
then it should be included in the 2020 system.

e Ifthe pay date of the 3™ week does fall in 2020, then this means you will need to run
two payrolls (one in 2019 system and one in 2020 system). It will also mean two bank
payments (if paying by bank transfer).

e All of this is irrespective of when the work was carried out.

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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See below Examples of Correct & Incorrect Year End 2019/Year Start 2020 Dates:

Example 1: This Example is Correct Example 2: This Example is Incorrect Example 3: This Example is Also Incorrect
Fercalbay Jpaybote [nelongs inpayivear — —
50 Friday |13/12/2019 2019 Friday |13/12/2019 2019 Friday |13/12/2019 2019
51 Friday |20/12/2019 2019 51 Friday |20/12/2019 2019] |51 Friday |20/12/2019 2019
52 Friday |27/12/2019 2019 52 Friday |27/12/2019 -~ 2019] |52 Friday [27/12/2019 PR 2019
1 Friday |03/01/2020 g0 2020| |52 |redey [oaforfacae N7 2029| 53 [Fuesday|arfaniosa N7 2629
2 Friday |10/01/2020 4 2000] |2 Friday  |20/01/2030 VAYNEE="RE Friday |20/03/2010 /N 2020

ASC Re-Calculation (Previously Called PRD):

If you have employees in your payroll who pay an Additional Superannuation Contribution (ASC), then this applies to you:

e Inthe 2019 tax year, the system can automatically recalculate the Additional Superannuation Contribution (ASC) amounts
for the year.

e Ifthe employee is entitled to a refund arising from any of these recalculations, the refund amount will be incorporated into
the employee’s payslip.

e When entering in the Time and Pay on the final payroll, you can tick the ‘ASC’ box in the Recalculations section at the
bottom left side of the screen, to instruct the program to carry out the recalculation for the employee:

e The recalculation section is only available in Sage Payroll V22.5, so be sure to run the Year End Update before processing
your final pay period in 2019. (See Stage 1, Step 3 for more info.)

8 Time and Pay - Sequential
Data Entry | Overide | Holidays/Absence | hiufi Eniry
- - - - Payslip Summary
Employse 004 8] Name ~ Mouse hinnie 0 oept [pone [ oost [oom [ GrossPay 3
B =
pavsLe
FRSliCode ST M TexSteus | e Mouse, Minnie - v T 5375200
— TN TN IR M SR
Poy Elament | Traival | Fee | A
Basic 39.00 75.0000 * _I_
39.00] 2925 ﬂﬂ PAVE 2064.62 28904 .64
Time + 172 000 750000 12200 407089
U C 4 40
Double 000 750000 LaC s e
Selary 000, 00000 Includes Asc) refuhd: 2854.61)
Hol. Bonus 000 00000 aym B — s G e
Expenses 0.00 0.0000 = 2
Gross BIK 0.00 0.0000 ‘Pansmn €] 150,00 5550.00
NettBIK 000, 00000 000
hal pay 000 0.0000 B -12500)
o car 12500 00000
taxable 000, 00000
CUMILATIVE BETALS ThXPRS! DETALS CouvEnTS
Jowmioeos ] E— N i o0 311934
: el s o000
wxcreDT orre 242" NaumamtetPay ceeeied
oo ‘o | msicooe s
X o0e 1 [ TOmL IS -
ve
T
Date
Fecalculations this period Parking Lewy
7] ASC
Tell me more. Info el Tellme more

New ‘Gift Card’ Feature:

e If you purchase gift cards for your employees at year end (or any time of the year), then this new feature may be a welcome
timesaver.

e This new feature is available in Version 22.5 (onwards).

e Anew menu item has been added at the top of the screen for ‘Gift Cards’, with a sub item for ‘One4all’:

G Sage Payroll Professional

Login - Processing  Reports  Mominal  Company/Payroll  Direct Payroll Reporting  Year End  Miscellaneou -ﬂel

2 = PoE P & B

Set Period Emp Details Time and Pay Reports EOP  Rewind Motepad Backup Help Help Centre

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
Page 13



Pimbrook Guide to Payroll Year End 2019 Processing in Sage Payroll

fipimbrook

e When the One4All option is selected, the ‘Purchase ¢ st e e %
One4All Gift Cards’ screen opens. This displays a list of Erplese Contantinfomaton
. . Company Name Pimbrook Software
all active employees. The user can enter a gift card . T o
amount Of between €15 and €500 First Name 'Tony . | Surname Caiiguia
Telephone 0035314517233 Email pye@sage.com
e When the user clicks ‘Purchase on One4All website’,
the One4All website is launched, showing the S el e e iy
shopping cart, the employee names and the amounts Code First Name Sumame PPS No Card Value () =)
Of glft Cards. 0001 Bob Flood THAT1AL 200
0003 Willie Fagan D001524P 0
0004 Kemie McDonnell 638259241 200
e  The user must complete the purchase on the One4All 0005 Ecin Finegan Diosasuw (200
Website_ 0007 Leisha Fennell 0194475C 0
0009 Jefferson Power 0215076F 0
0010 Mary Coyle 0325765G 0
e Sage Payroll does not send or store any payment T —— S AT - 1
information, nor are the purchases passed into the 014 Vio Pun 14282987 0
timesheets' 0015 Liam Culhane 1234567T 0
0016 Ciaran Brady 1737628R 0
0017 Ruairi Mehigan 1737628RW 0
0020 Emerson Browne 1737628RX 0
0023 Martin Nugent 18668808 0 -
Total amount: € 600
Tell me more.. |[ Purchase on Onedall website ll [ View Log ] [ Cancel

Stepl: Process the Final Pay Period(s) of 2019

Process the last pay period(s) of 2019 for your company payroll in the usual way.

e Normally, the last pay period is Week 52, Month 12 or Fortnight 26, but in some years [for non-monthly payrolls], you might

have an extra pay period.

e Ifyou are running a weekly payroll, it’s ok to finish on week 51 if all employees are paid for a double week. (2 Tax Credits, 2

Insurable Weeks, 2 Weeks Worked etc...)
e Inall scenarios, be sure to adhere to the ‘Pay Date Rule’.

Sage Payroll Professional - Tax Year 2019

Payroll: DEMO_WK
Company name: Pimbrook Limited
-3
10 WK Company: Pimbrook Limited

cy: Weekly
iz 52
: 26/12/2019
: Start of Period

When your final payroll is complete, run end of period in the usual way.

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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Step 2: Compare the Control Summary and Employer Monthly Liability Reports

*Before continuing, make sure that the payroll status is End Of Period, so that all figures reported are up to date.

1. Print the Control Summary:

Select the ‘Reports\Payroll Reports’ from the menu at the top of
the screen. (Alternatively select the ‘Reports’ button from the main

screen).

When the Payroll Reports window is presented, select
Control Summary, and then click Print:

If you want to print a consolidated Control Summary
Report, you will need to log into your Consolidated
company to do this.

If you do not yet have a consolidated company, you
can create one by following the guide at the end of
this booklet.

2. Print the Monthly Liability Report:

In the Payroll Reports window, choose the ‘Company’
tab at the top.

Select the ‘Employer Monthly Liability’ report option
and click the ‘Print’ button.

A new screen is presented offering you a list of all
your payrolls. Tick ‘Include’ to select the payroll
you're logged into and click ‘Continue’ at the bottom
of the screen.

If you want to print a consolidated Liability Report,
choose the relevant payrolls and click ‘Continue’ at
the bottom of the screen.

ﬂ Sage Payroll Professional

Login - Processing - Neminal  Company/Payroll

g 5 DS
55 I =
: Beport Writer.., :
Set Period Emp Deta oep OP  Rewin
Q Payroll Reports
Employee | Payments | Company
Report Selection
Batch  Pause
Sequence
(=) Contral Summary Break [ [
(O Gross ta Mett F F [0 Leavers  From
(O Payments | F A
() Deductions (i i e
() Comstruction Pension F F List -Print Batch
O Pa0/CC124 -
OssC0 A A
() Cash Dissection O ]
-Se1up A
() Payroll Audit Break [] [ Summ. -
(O Cost Analysis Y A |
(O Departmental Time Analysis [ F F
O SEPA Readiness Fl H POF
() Cost Per Emplayee F El File E spiorts
Payioll | Employee | Payments
Fieport Selection
5
(LS50 Eamings Hours & Costs Survey [EHECS) SHLEE
(O CS0 NES [Part D) From
() Gross to Mett To Prirtt
(=) Employer Manthly Lisbility
4
[ Company Reports x
The payraolls listed below are contained in the company
Pimbrook Software
Employer Reg No. 3333333M
Select the payrolls to indude in the Employer Monthly Liability report.
Enter payroll passwords where necessary.
Alert | Incdude Payral Fregquency Paszword - Excel
EMO Monthly Mo password required ;]

When prompted to ‘Show Quarterly Subtotals’, click ‘No’.

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900

support@pimbrook.ie
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4. Compare the information on the two reports as follows:

e  Make sure that the Control Summary data (specified in the table below - left column), matches the Employer Monthly
Liability Report data (specified in the table below — right column). See example in image:

Control Summary (Cumulative Control Totals

Employer Monthly Liability Report

Tax This Employment - C/Forward

Income Tax (Total at the Bottom)

USC This Employment - C/Forward

USC (Total at the Bottom)

PRSI Employee + PRSI Employer - C/Forward

PRSI (Total at the Bottom)

*The LPT Value in the Monthly Liability Report will need to be compared to the Deduction report. See note below.

Example:
Control Summary

Cumulative Control Totals

B/Forward MNew Starters This Period C/Forward PAYE
Gross Pay YTID 934037.55 84750.40 1018787.95
Tax Paid YTD 218898.83 20005.63 238904.46 B usc
Gross Prev. Emp.
Tax Prev. Emp. . PRSI
GID_S_S Thi_s Enp. 934037.55 24750.40 1018787.95 LPT
Tax This Emp. 218898.83 20005.63 238504.46
Gross Income YID 952987.09 86435.19 1039426.28
USC Paid YTID 39334.23 3575.88 42910.11
Gross Income Prev. Emp.
USC Prev. Emp.
Gross Income ‘J;his Enp . 952987.09 86439.19 1039426.28
|USC This ErcE 39334.23 3575.88 42910.11
PRSI Employee 35526.81 322Z1.p8°7 38748.68
PRST Emplover 94720.25 8589.47 103308.72
*Note: Please check that the B/Forward Values are egual to [che
C/Forward walues from the previous|pay period
Monthly Liability Report Pimbrook 50ftw:re{333:ra$M)
Employer Morjthly Liabjlity
Note: Payroli{s) included here are listed at the end of this report
Month Income Tax PRSI usc LPT Total Liability
January 18,947 .42 1213366 357588 34,656.96
February 20.005.63 11,811.34 3575.76 26.25 3541898
March 19.979.41 11.811.34 3.575.88 26.25 3539288
April 20.005.65 11.811.34 3575.90 26.25 3541914
May 2000561 11.811.34 357575 26.25 3541895
June 19.979.40 11.811.34 3.575.88 26.25 35,392 87
Julby 2000565 11.811.34 357588 2625 3541912
August 19.979.39 11.811.34 357576 2625 3539274
September 20.005.62 11.811.34 3.575.88 26.25 35,419.09
Cctober 20,005.66 11.811.34 3,575.79 26.25 35,419.04
November 19.979.39 11.811.34 3.575.87 26.25 35,392.85
Decembar 20.005.63 11.811.34 357588 26.25 35,419.10
YTD Totals 238,904.46 [142,058.40 42,910.11 | 288.75 424,161.72

You will need to run the Deduction Report to find the LPT Value if required.

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900

Page 16

support@pimbrook.ie



Pimbrook Guide to Payroll Year End 2019 Processing in Sage Payroll

pimbrook

Note: When printing Deduction reports ensure you tick
the include leavers option, to ensure all values are

included:

Step 3: View/Save Other Reports

x

‘PayruH‘ Emplovee | Payments | Company

Feport

O Control Summany Break [1 O
O Gross to Nett F ® 4l
OPayments O O
oo
O Construction Pension (L.
QOP30;CC124 B B
OPRD30 ] O
O Cash Dissection o O
O Payrall Audit Break [ O
O Cost Analysis B ®| ]
ODepanmental Time Analysis [ O
OSEPAReadiness L4 R

Batch  Pause

Selection
Sequence |Employee Code [¥]

Leavers  From i

0

To Print
List [ pontBaen |
[hse |
.
cwps

Surmm. Advance o

N '

D

—

While printing/saving some of the reports suggested below is optional, we think its good practice to finalise your payroll year by
doing so. Saving them to PDF (or Excel) is a good idea as they can easily be passed on to your Auditors/Accountants. We
recommend to print/save the following reports, but if you have a preference for other reports you can add to the list below:

1. Control Summary Report (Optional)
2. Employment Detail Summary Report (Optional)
3. Earnings Tax & PRSI (Optional)

4. ASC Reports (If Applicable To Your Payroll)

1.Print/Save Control Summary Report:

Select the ‘Reports\Payroll Reports’ from the menu at the top of the
screen. (Alternatively select the ‘Reports’ button from the main

screen).

When the Payroll Reports window is
presented, select ‘Control Summary’

To print, click the ‘Print’ button or if you
prefer to save it as a PDF file, click the
‘PDF’ button:

Q Sage Payroll Professional

Login - Processing - Mominal  Company/Payrell

o - EEemsem
= v &l
SetPeriod Emp Deta  BeportWriter.. OP Rewin

1 Payroll Reports X
Employee | Payments | Company

Report Selection

Batch Pause 5
equence

(%) Contral Summary Break [ ] O

(L) Gross to Mett F F [ Leavers  Fram

(O Papments F B "

(O Deductions Fl L L

(O Construction Penzion F #H List -Print Batch

O P20/CC124

(OASC30 F F -Sa\re Batch

(D) Cash Dizzection Fl F -5

etup..

() Payrall Audit Break [] 0 Summ.

(O Cost Analysis FFE F R

(O Departmertal Time dnalyzis [ [ [

(O SEP# Readiness Fl F

(O Cost Per Employes E E File Exports

2.Print/Save Employment Detail Summary Report:

Your Sage Payroll v22.5 software includes an Employment Detail Summary report.

It shows Pay, Tax, USC, LPT and PRSI Information for every person employed by you during the current tax year.
This report is for reference only and is not an official Revenue document.
You are not required to hand this out to employees, but you can print or PDF it for your own reference if you so wish.
If an employee asks you for a summary of their employment, this will be the report to give them.

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900
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e To access this report, click on the ‘Year End’
menu item at the top of the screen, then
choose ’Tax\Tax Year End Reports’: Company/Payroll  Direct Payroll Reporting - Miscellanecus  Gift Cards  Help  Tools

2 o o E o

Einancial L3 View Checklist...

ports EOP  Rewind MNotepad Backup Hel|
. . Holid d Al 3

e  From the window that is presented, choose R T e
. N , @ Mew Construction Pension Year View User Guide...
Employment Detail Summary’. Choose to I
. . ‘ ’ Set Period
include leavers using the ‘Include Leavers
tickbox. |

Employes Feports ASC Reports

(=) Emnployment Detail Summary

. . . . ASC35
e To print click the ‘Print’ button or if you [ (e e &
refer to save it as a PDF file, click the ‘PDF’
prefer to save &, clic e Wy are there no opions for P35 £ P60 £ PRC1? (info ) Qe0n)
button: —=  H -
gIEW ol Sart & Filter
ummary
T Sequence From l:l
. Emplayee Name
e You can select a single employee or a range of — Deparre T
ozt Lentre

employees by choosing Employee Code in the
Sequence listbox, and entering the relevant _ epe ety

. . Payroll: DEMO £ gynopsis of Pay, Tax, USC, LPT and PRSI information for each person
employee(s) in the From and To fields. ompany name: Demo Corf]  employed by you during the curent tax year.

e Payroll Profess

Employment Detail Summary
e The Employee Detail Summary Report

looks like this:

Pizse noie, this dscument B for refslence pUrpoSes onily. You should ootsin your oMioal Employment Detsl
Surmary report and End of Year Btatement fram your MpAccount section of fe Revenus webshie

Company Name: Pimbrook Soffware Tax Year 1

Employer Regisiration Number  3333333M Date of Issue %

Employee Details

Empioyse Name: Bab Fiood

Empioyee Address 8 The Sireet
Balyhco
Cutiin

Empioyee PRPSN 11111110

Empicyment D

Start Date:

Finisn Dale

Pay, Tax, USC, LPT and PRSI Details

Gross Pay (Al paymants appilcacee io taves) 1762672
Pay far Income Tax I7.064.05
Incoima Tax [PAYE) Palg 571582
Taxack Benedls (Including BikCs) 132.00
Pay far Lniversal Soclal Charge measTz
Universal Social Change (USC) Fald 1.043.72
Lecal Property Tax (LPT) Pad 28875
Empicyee PRSI Falx 0.00
Empicyer PRSI Pad 0.00
PRZ Base Class A

Total Kumber of nsurance Wesks 4

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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3.Print/Save Earnings Tax & PRSI Report:

Select the ‘Reports\Payroll Reports’ from the menu at the top of the
screen. (Alternatively select the ‘Reports’ button from the main

screen).

When the Payroll Reports window is
presented select the ‘Employee’ tab at
the top of the screen:

Select ‘Earnings Tax & PRSI’ report on the
left:

To print click the ‘Print’ button or if you
prefer to save it as a PDF file, click the
‘PDF’ button:

You can select a single employee or a
range of employees by choosing
Employee Code in the Sequence listbox,
and entering the relevant employee(s) in
the From and To fields.

The Earnings Tax & PRSI Report shows one
page per employee, and lists each periods
earnings, tax, PRSI, USC etc for that
employee.

Browse your report and confirm that it is
correct & complete.

There is also an option to print/save a
summary of the Earnings Tax & PRSI
report.

In addition to the steps above, just tick
the ‘Summ’ tickbox before clicking
‘Print’/’PDF’:

The summary report shows one line per
employee.

ﬂ Sage Payroll Professional

Login  Processing - Mominal  Company/Payroll

= =
|‘§ = - =
Report Writer... be  Rewin
1 Payroll Reports *
Payrall Payments | Carpaty
Fepart Selection
Chg. Batch Pauze Dept. Sequence .E I Cod
() Payslips EFE FH [Employee ode L !
(O Record Cards O O  Summ. | Frem
() Earnings Tax & PRSI . FE F
() Emploves Audit O O TPOnly Ta
(45045 F F List
(D Labels LW I |
(O sbzence Report | A
() Holidays F E
-Setup..
(O Public Holidays Break Fived -
(O Time and Pay Forms L O 4 -
(O Time and Pay Audit F ¥ [E
() Employee Details Fl. ¥
Feport Description
A breakdown of the gross pay. tax paid and PRSI
payments for each emploves per pay period during the
current year.
Batched Reports
Pririter
Canon MG 3600 series Printer on (USEO0Z2) [Default Printer)
g Payroll Reports >
Payroll Payments | Company
Repart Selection
Chq. Batch Pause Dept. Sequence .E I P
() Payslips Fl Fl O [EMEREE To0e
(O Record Cads [l [ Summ.  From
| () Earmings Tax & PRSI Fl F |
() Emplayes Audit O O TPOn Ta
Q#5045 F F E List Print Batch
() Labels [} F "
(O sbzence Repart Fl F
g e ==
() Public: Holidays Break. Fixed
(O Time and Pay Forms Fl F F
O Time and Pay Audit Fl F P
(O Employes Details O O

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900
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4.Print/Save ASC35 and ASC60 Reports (Previously PRD)

e |f ASC (Additional Superannuation Contributions) are applicable to your payroll in 2019 then you will need to print the
ASC35 and the ASC60 reports.

e  The ASC35 pertains to the whole payroll and is a summary of all the ASC processed throughout the year.

e The ASC60 pertains to the individuals from whom it was deducted.

e Toaccess these reports, click on the

‘Year Endl menu item at the tOp ofthe Bl Company/Payroll  Direct Payroll Reporting - Miscellaneous  Gift Cards  Help Tools
screen, then choose ‘Tax\Tax Year End ;_%P - B4 ! _
= &
Reports’: @ C Einancial v View Checklist...
p . Feports EOP  Rewind Motepad Backup Hel|
Holidays and Absence 3 {
e From the window that is presented & New Construction Pension Vear View User Guide...
7

choose ‘ASC35’ or ‘ASC60’ as desired.

e To print click the ‘Print’ button or if you -
) . . —f Employes Reparts ASC Reparts
prefer to save it as a PDF file, click the frmmsy
neve o
IPDF, button: RPN= (O Emplopment Detail Summary @450
=) | [(include Leavers
. = - (DASCED

e You can select a single employee or a : ¥ihy are there no opfons for P35 / P60 { PRC1? (Ifo ] Setup

range of employees by choosing View Conral | T

. . 5
Employee Code in the Sequence listbox, ik .
. . E ployee 3 Fram
and entering the relevant employee(s) in | M‘;—j | Etployes Nate
. ) - y epartrenl
the From and To fields. (ot Certre Lo

age Payroll Profess1

Fepaort Description

e Ifyour payroll is a weekly payroll, you will be asked if there was an extra pay period.
e Choose Yes or No as appropriate to your payroll.

Your ASC35 will look something like this:

ASC35
Additional Superannuation Contribution (ASC) Annual Report
2019 25M11/2019 Week 53 N

EMPLOYER
EMPLOYER
REG NO EMPLOYER ADDRESS CONTACT NAME PHONE
3333333M Pimbrook Software 1 central park Tony Caligula 00353145172

Lepordstown

Dublin 18
EMPLOYEES

GROSS
PPSN WORKS NO INCOME ASC STARTDATE END DATE
AT A 0001 €37626.72 €562.67 31/01/2019
0001524P 0003 £€88380.00 €5779.90 31/01/2019
6982924 0004 £39360.00 €1061.00 31/01/2019
0101935UW 0006 €35832 .00 €38320 31/01/2019
4239144R 0027 €3792000 €592.00 31/01/2019
00000160 0035 £92268.00 €4123.56  31/01/2019
TOTAL €331386.72 £€12502.33

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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Your ACS60’s will look something like this:

ASC60M Main Employment
Additional Superannuation Contribution - Certificate
End-of-Year Bafancrng Statement

Employee Details

Commencement Date for

-_5!1["11:?"1* of Employee Additional Superannuztion Contribution

FLOOI - —T— —T

_ [zl [ol 2o [¥]

;g;‘ Hone Payroll/Works Number
ofofo[* [ TT T[]

Address

8 THE STREE PP 5 MNumber

BALLYHOO
DUBLIN HHEEREEEN

Additional Superannuation Contribution Details
Below are the detai's of the Additions! Supersnnusfion Confribution made in previcus employments and in this employment during

the y=ar
Gross Pensionable Income for Additional Superannuation Gross Pensionable Income for Additional Superannuation
Contribution for Previous Employments in this year Contribution for THIS Employment in this year
€ € 37,626.72
Amount of Additional Superannuation Contribution made for Amount of Additional Superannuation Contribution made for
previous employments in this year THI & employment

€ 56267

Fizzse insert total of al gross pensionsble incomes and Additional Superannuation Contribution made in sV previous empioyments
in this year in the firsf column. Whers an employes had more than one penod of employment with the same employer in the year
plezse inserf fhe gros: nzionabie income and Additional Superannuation Confrbution figures for the lstest perod of employment
ONLY in the second column

Employer Details

| certify thatthe particulars entered above are correct.
Employer Employer Registered Mumber
[FIMEROGK SOFTWARE | [3[3]2] 23] 3] 2]m ]
Address Phone Number

T CENTRAL FARK [oozzz145i7233 |

Email
| FYE@SAGE COM |

Date

Signature/Stamp of Paymaster

Employer: This cerfificafe is fo be given fo fhe employes

Employee: This is 3 cerfificate of the Additional Supsrannustion Contribution mads in previous employments and in this employment
in this currenf year fo the end of fhe year Please retain carsfully

PLEASE PRINT THIS CERTIFICATE OR COMPLETE IN ELOCK CAPITALS
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Step 4: Housekeeping Tasks (Validate Payroll Data)

Most of the following housekeeping tasks can be done at any time throughout the tax year, but the end of a tax year is a good
time to make sure everything in your payroll data is correct, before you move that data into the new year.

Housekeeping tasks that you can carry out are:
1. Validate Your Payroll Data (Every Pay Period)
Check Your ‘Company’ Information is correct
Check your Employee Details are correct
Check Directors Setting (If Applicable)
Check Starter Dates (If Applicable)
Check Leaver Dates (If Applicable)
Check PAYE Exclusion Orders (If Applicable)
Check Shadow Payroll Information (If Applicable)
Check Your Pensions are Setup Correctly (If Applicable)
10 Check ‘Medical Insurance Eligible for Tax Relief’ in employee records

©END U AW

For your reference, a ‘Housekeeping Guide’ which further details tasks 2-10, can be found at the end of this booklet

Validate Your Payroll Data (Every Pay Period)

e You can use the Validate Payroll Data option to check your payroll data for any issues that may cause your Revenue
submissions to fail.

e We recommend that you Validate your Payroll Data during every pay period, as part of your regular payroll process.

e |t’s usually best to run the Validate Payroll Data Process prior to running your submission to ROS.

e Ifyou do not run the Validate Payroll Data option every pay period, you may find yourself in a situation where an issue has
gone undetected, and you may be forced to re-run and re-submit previous payrolls to correct the problem.

To Validate Your Payroll Data, select ‘Reports’ from the menu at the top of the 1 sage Payroll Professional
. 7 . ’
screen, then click ‘Validate Payroll Data’. Lo P - Mol Comia

=] Payroll Reports...
|f5 = @ p -
Rl fepodtiWriter oP
Print Report... r'_

Tasks

The Validate Payroll Data procedure will run, and the results will be displayed in a Notepad Screen. Any issues will be displayed
in the screen along with any solution/resolution the software has to offer.

You should apply the solution suggested, but if you are in any doubt feel free to call us for advice.

"] DataValidation.txt - Notepad — O X
P

File Edit Format View Help
Data Validation Reporﬂ A

Employee 8801 has no RPN number and is assigned to a Tax/USC status other than 'Emergency’.
- If no RPN can be retrieved from ROS, then ‘Emergency’ Tax/USC status must be applied, unless instructed otherwise by Revenue.
mCorrect the Tax/USC status to 'Emergency’ within the employee's record (once Revenue has confirmed this as correct).
1. On the menu bar, click Processing then click Employee Details.
2. Open the relevant employee's record.
3. Go to the Tax/PRSI/USC tab. Click the 'Tax/USC' status arrow, then click ‘Emergency’.
4. Click Save.

To print a copy of the Validate Payroll Data report, click File, then click Print.

If you have more than one payroll, repeat the process above in each of them.

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
Page 22



sgmimorook
Pimbrook Guide to Payroll Year End 2019 Processing in Sage Payroll

Things to Note Before Processing First Pay in 2020.

Clear RPN Submission Logs:

e As part of the 'Set up Tax Year 2020' the RPN logs are not migrated across to the new tax year system.

e When a user moves their payroll from current tax year (e.g. 2019) to new tax year (e.g. 2020) both the RPN & Payroll
submission logs will not come across. This is so they are easier to manage and reconcile.

Employer Monthly Liability Report 2020 Report — 2020 Pay Dates from 2019 Payrolls are Included:

e Sage acknowledge that, while it’s not encouraged, a 2019 tax year payroll may contain January 2020 pay date(s) which will
need to be included in the January section of the 2020 Employer Monthly Liability report.

e The Employer Monthly Liability Report in the 2020 system, will include 2020 pay dates from 2019 payrolls.

RPN Numbers in your 2020 System:
e  When you create your 2020 Payroll, the RPN number in employee detail records will be cleared, as per Revenue guidelines.
e The RPN number will start again at 1 for the new tax year for each employee.

New ‘Pay Period’ field Included on Payroll Submission:

e  To comply with the ROS Payroll Submission schema for tax year 2020, Sage have included a new ‘Pay Period’ field on the
Payroll Submission for 2020.

e The ‘Pay Period’ field will be used by Revenue for Employee in-year re-calculations to determine if credits/rate bands are
allocated to best effect.

Clear PAYE Exclusion Order flag in 2020 System (Where Appropriate):

e To ensure the employee has the correct exclusion order settings for 2020, the Sage Payroll software will examine the
exclusion order 'Has effect until' date when transferring a payroll into the 2020 System.

e Ifan employee in Sage Payroll 2019 has the 'Apply PAYE Exclusion Order' checkbox selected, Sage Payroll will check the 'Has
effect until' date while running the ‘Set Up 2020 Tax Year’ routine.

e Depending on what this date is, the employee's PAYE Exclusion Order may need to be cleared. The setup routine will clear it
if appropriate.

RPNs in Relevant Tax Year:

e Asyou probably already know, Revenue can issue RPNs for a future tax year e.g. they may issue 2020 RPNs in December of
2019.

e |fthe RPN applies to the 2020 tax year the software will not allow it to be retrieved into the 2019 tax year system, and visa
versa.

e The software will only allow appropriate (correct tax year) RPNs to be retrieved in each tax year.

ROS Cert File Extensions:

e When selecting a ROS Certificate, The Sage Payroll 2020 system will now allow you to select a file of any extension.
e The software now includes an ‘All Files’ option in the drop down list when browsing for a certificate file.

e Thisis to future proof the software against possible cert extension changes.

CWPS Calendar — CWPS Year Changed:

e If you are using CWPS you may remember that the CWPS year changed during 2019.

e The CWPS year used to run from Jan to Dec. The new CWPS Year runs from Oct to Sept.

e Since the start of the CWPS year is now mid-year, there is now no need to setup the CWPS calendar at the Start of a new tax
year (Jan).

e Due to the change you also do not need to cleardown the CWPS Balances. This should be done mid-year after the last
payroll in Sept.
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Step 1: Creating Tax Year 2020

You will need to carry out this procedure for each one of your payrolls.

1. Ensure you are logged into Sage Payroll 2019:

2. Select the ‘Year End - Tax - Set up 2020 Tax Year’ menu option:

G Sage Payroll Professional 2019 v22.5, Unlimited Employees, Feature Pack 1

Login  Processing Reports  MNominal Company/Payroll  Direct Payroll Reporting - Miscellanecus  Gift Cards Help Tools

= P e o G g oo

Einancial 3 i ;
Set Period Emp Details Time and Pay Reports ECP Rewind Motepad Backup Hel| b View Checklist...
| Holidays and Absence 3 4
L |
= ———— 1 @ Mew Construction Pension Year View User Guide...

Tasks

3. You will be presented with the payroll setup screen, click ‘Continue’ to start the process.

e During the process of creating the payroll for the 2020 Tax Year, employee cumulative values coming forward from 2019 are
cleared, and all leavers are removed.

e Payroll data for 2020 is stored in a separate directory from the 2019 data.

C] Setup 2020 Payroll Data * G Setup 2020 Payroll Data X
Setup 2020 Payroll Data Setup complete
Click "Continue” to create the 2020 payroll data. @I You have successfully copied payroll DEMO into Sage Payroll 2020,
>

To work in the 2020 payroll, start Sage Payroll 2020 from the
Windows "Start” menu.

Clearing Payroll Balances
T Mote: You can have Sage Payrol 2019 and
| Sage Payroll 2020 open at the same time.

Help ] |[ Continue ]l

e When the setup is complete, click ‘Close’. You have successfully copied your payroll into the 2020 system. Tax Year 2020 is
now initialised for the relevant payroll.

Note: You are still in Sage Payroll 2019, but you can now log into the company’s new tax year in Sage Payroll 2020. The new icon
will be available on your desktop.
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Step 2: Opening Tax Year 2020

Note that Sage Payroll 2020 is Version 23.0 and Sage Payroll 2019 is now Version 22.5

1. To open Sage Payroll for the new tax year double-click the Sage Payroll 2020 shortcut icon on your desktop:

1 Login *
2. Login to the payroll in your usual way.

Tax Year 2020

How do | complete processing for 201 5?
Uszer ) )
Mame ||
Password | |
Faprall
Mame I

Payrolls from 2015 not listed?

Password |

New to Sags Payroll?

e You can now work in the 2020 Payroll.

Note: Your payroll status and period will be blank until you set the period for the first time.

e When you login to your 2020 payroll, ensure that your Sage Payroll version number is 23.0.
e You can check this in the title bar of the software.
e Also, please check your limit of employees. This is shown in the title bar as well:

Version Number Limit Of Employees

Vo

|ﬂ Sage Payroll Professional 2020 v23.0, Unlimited Employees, Feature Pack 1

Login Processing Reports MNominal Company/Payroll Direct Payroll Reporting YearEnd Misd

= g 7 @ @

Set Period Emp Details Timeand Pay Reports EOP Rewind Notepad Backup Help Help Centre
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Changes to the payroll legislation announced in Budget 2020

The following are details of the Budget Statement October 2019, as made by the Minister for Finance and Public Expenditure

and Reform.

Income Tax

Tax Credits

BUDGET SUMMARY 2020

The following are details of the Budget Statement of
8 October 2019, as made by the Minister for Finance and
Public Expenditure and Reform.

The tax credits and tax bands changes are in bold.

Exemption Limits

The exemption limits for persons aged 65 years and over
remain unchanged:

Personal Circumstances 2019 € 2020 €

Single or Widowed or a
Surviving Civil Partner,
65 years of age & over

18,000 18,000

Married or in a Civil
Partnership, 65 years of age
& over

36,000 36,000

The above exemption limits increase by €575 for each of
the first two dependent children and by €830 for the third
and subsequent children.

Marginal Relief may apply, subject to an income limit of
twice the relevant exemption limit.

Universal Social Charge (USC)

There are no changes to USC rates. The current reduced
rate of USC for eligible medical card holders will continue
to apply for one further year, 2020.

Standard Rates of USC

pimbrook

USC Thresholds

2019 Rate 2020 Rate
Income up to Income up to

€12,012.00 0.5% | e12,012.00 0.5%
Income from Income from

€12,012.01 to 2% €12,012.01 to 2%
£19,874.00 €£19,874.00

Income from Income from

€19,874.01 to 4.5% €19,874.01 to 4.5%
€£70,044.00 €70,044.00

Income abowve Income above
£70,044.00 8% €70,044.00 8%

Reduced Rates of USC

USC Thresholds

Tax Credit 2019 € 2020 €
Single Person 1,650 1,650
Married or in a Civil Partnership 3,300 3,300
Employee Tax Credit 1,650 1,650
Earned Income Tax Credit Max 1,350 1,500
Widowed Person or Surviving Civil 2,190 2,190
Partner (without qualifying child)
Single Person Child Carer Tax
Credit 1,650 1,650
Incapacitated Child Credit Max 3,300 3,300
Blind Tax Credit:
Single Person 1,650 1,650
Married or in a Civil Partnership -
One Spouse or Civil Partner Blind 1,650 1,650
Married or in a Civil Partnership -
Both Spouses or Civil Partners Blind | 3,300 3,300
Widowed Parent:
Bereaved in 2019 - 3,600
Bereaved in 2018 3,600 3,150
Bereaved in 2017 3,150 2,700
Bereaved in 2016 2,700 2,250
Bereaved in 2015 2,250 1,800
Bereaved in 2014 1,800 =
Age Tax Credit:
Single or Widowed or Surviving
Civil Partner 245 245
Married or in a Civil Partnership 490 490
Dependent Relative 70 70
Home Carer Tax Credit 1,500 1,600
Tax Rates and Tax Bands
Personal 2019 € 2020 €
Circumstances
Single ar Widnwed or 35,300 @ 20% | 35,300 @ 20%

Surviving Civil Partner,
without qualifying child

Balance @ 40%

Balance @ 40%

Individuals aged 70 years or over whose aggregate

income for the year is €60,000 or less.

Individuals (aged under 70) who hold a full medical card
whose aggregate income for the year is €60,000 or less.

Single or Widowed or
Surviving Civil Partner,
qualifying for

Single Person Child Carer
Credit

39,300 @ 20%
Balance @ 40%

39,300 @ 20%
Balance @ 40%

2019 Rate | 2020 Rate
Income up to Income up to

€12,012.00 0.5% €12,012.00 0.5%
Income abowve Income above
£12,012.00 2% | ¢£12,012.00 2%

Married or in a Civil
Partnership, one Spouse
or Civil Partner with
Income

44,300 @ 20%
Balance @ 40%

44,300 @ 20%
Balance @ 40%

Married or in a Civil
Partnership, both
Spouses or Civil Partners
with Income

44,300 @ 20%
with increase of
26,300 max.

Balance @ 40%

44,300 @ 20%
with increase of
26,300 max.

Balance @ 40%

Mote 1. "Aggregate’ income for USC purposes does not
include payments from the Department of Employment

Affairs and Social Protection (DEASP).

Mote 2. A 'GP only' card is not considered a full medical

card for USC purposes.

The medical card extension for under 70s has been

extended for one further year, until 2020.

Detailed information on the budget can be found: https://www.revenue.ie/en/corporate/press-office/budget-

information/2020/budget-summary-2020.pdf
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o

Step 3: Setting up a New Payroll Calendar

1.0pen the Calendar
Select the Company/Payroll - Calendar menu option.

Legin  Processing Reports  Nominal _ Direct Payroll Reporting  Year

=

-
-5
&,

1

Set Period Emp Details Time and Pay Reg

Tasks

==

E Set Period
& Edit Employess

&\J Retriewve RPM s

7 Enter Time and Pay

7 Batch Time and Pay
|_l|'g| Control Surmary R eport
|_l|'g| Grozz To Mett Repart
|E&] End Of Period

|7 Send Payrall Submission
[Ty Wiews/Prink Payslips

& Bank Transfer

@ Other Reparts

[S=")

I

Company Details...

Payments...

Deductions...

Employee Profile Details...
Working Patterns...
Construction Workers Pension...

JLC Rates of Pay Compliance...

Additional Superannuation Contribution...

Departments...
Cost Centres...
Job Codes...

Location Codes...

Cost Analysis Details...

=

2.Setup The New Calendar

In the Calendar window, click the ‘New Calendar’ tab.

Enter the calendar details for Period 1 of the new tax
year, and then click Update.

Note: It's very important to enter the correct ‘Period
Date’ for Period 1 of the new tax year. This date
determines all subsequent dates of the 2020 pay
periods.

For example, if you're on a weekly payroll, your first
pay date should fall between 1 - 7 January. For a
fortnightly payroll, it should fall between 1 - 14
January.

If you are unsure about this topic, please refer back
to the notes at the beginning of Stage 2 regarding
dates.

| Process Nominal
= - 2 _Motepad
1 Calendar X
Calendar Details | Mew Calendar
13t Pay Period D ates Walid Pay Days
Mo, of days between

Period Date EI Period D ate and
e
Cheque Date EI ..Cheque Date
. R E
Gito Date EI ..Giro Date
..Bank Drat il =
Bank Date EI A Hate
o2
Pay Date EI Pay Date

Maominal Start
Enter Calendar Morith 0

e Be mindful that the ‘Pay Date’ refers to ‘the date the employees receive their net pay’.
e  Revenue use this date to determine when you paid employees.
e They do not use the ‘Period Date’ to determine this, as is sometimes assumed.

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900

Page 27

support@pimbrook.ie




Pimbrook Guide to Payroll Year End 2019 Processing in Sage Payroll

pimbrook

5. Amend the calendar information if required, set your Cost Analysis Year End period and then click Save.

e You can amend the Cost Analysis Year £ calendar X
End to a period closest to your Calendar Details | New Calendar
company’s Financial Year End.
Peiiod | 0% | Cost | peiod Date| CheqDate | Gio Date | Bank Dats | PayDate | Nom: 1 —
e Repeat this procedure for each payroll Whks | Month Period
you set up in 2020 (if you have multiple 1 1 01/01/2020 01/01/2020 01/01/2020|02/01/2020 03/01/2020 1|
i 2 1 [ 08/01/2020|08/01/2020 08/01/2020 09/01/202010/01/2020 1
payrolls with the same frequency and 3 1 [ 15/01/2020/15/01/2020 15/01/2020 16/01/2020 17/01/2020 1
pay date, you can copy the calendar in 4 1 [0 22/01/2020|22/01/2020| 22/01/2020| 23/01/2020 24/01/2020 1
the Admin section). 5 1) [0 |28/01/2020 29/01/2020| 29/01/2020 30/01/2020 31/01/2020 1
[ 1 05/02/2020| 05/02/2020 05/02/2020 06/02/2020 07/02/2020 2
7 1 [0 12/02/2020 12/02/202012/02/2020 13/02/2020 14/02/2020 2
g 1 [0 119/02/202019/02/2020|19/02/2020| 20/02/2020 21/02/2020 2
g 1 [ 26/02/2020 26/02/2020 26/02/2020| 27/02/2020 28/02/2020 2
10 1 04/03/2020/04/03/2020 04/03/2020 05/03/2020 06/03/2020 3
11 1 [] 11/03/2020 11/03/2020|11/03/2020|12/03/2020 | 13/03/2020 3w

Tel me more

Payoll D etails

EQEI 23/12/2020

Cost Analysis Year End

Step 4: Set up ASC Additional Superannuation Contribution -

If Applicable

e ASC (Additional Superannuation Contribution) calculations came into effect from 1 January 2019 and replace the PRD

(Pension Related Deduction).
e ASCis only relevant to public sector employees.

e |f you have employees that are liable for ASC deductions in 2020, you must assign the appropriate ASC settings within their

records.

e Onthe menu bar, click Processing then click Employee Details.
(Alternatively select the ‘Edit Employees’ button from the main
screen).

Login - Reports Nominal Con
= @ Set Period...
:

Set Perii

Retrieve RPNs...

G Employee Details X
e Select the relevant employee and Personnel | Tax/ PRSI ZUSC | Pay /YTD | Working Pattems | Holidays | Absence | Payments| Deductions | ETP | Splk | Costing| €50 | JLC | User defined
H ‘ H '
CIICk on the DedUCtlons tab Code Surname First Name PPS Number Employment [D
0001 (£ [Food & [Bebl e |3
e Assign the appropriate ASC Settings. Dopsiment O contceme u
Local Property Tax Construction Worker's Pension Scheme Public Sector - Additional Superannuation Contribution (ASC)
Total LPT 000  CwPS Categoy ASC Status Cumulative B DOsubsidry
e |fthe employee is in subsidiary This Employment| 000 Membership No. Pension Scheme | StandardAccual Group |14
employment and their main YTD Total 000 ASCPayYTD  Deduction YTD
pl Y is el h | e Prev Eer (ASC45) 0.00 0.00
emp Oyment IS e Sew ere’ Se eCt B Th\sEmnluyev 000 0.00
‘ . g ’ Pension Tracing Number
the ‘Subsidiary’ check box. YD Totals 0.00 0.00 (EnaiPmy
Deductions
Description | Std E'e Amt | E'tContrib. | BalanceE's TotalE's | Balance E'' | TotalE'r TaxYrE's | Tax¥rE' Refere = -Delete
e Click ‘Save’ to save any changes i — o
y g CWPS AVC 0.00 000 000 000 000 0.00
made. CWPS G 0.00 0.00 0.00 0.00 000 0.00
CWPS N 0.00 0.00 0.00 0.00 0.00 0.00
LPT ;|W@7S 3075 000
P 0.00 0.00 0.00 0.00 000 0.00 ~
‘=n$mn ‘ - [m
info
M| 4 L)
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Stage 4: Accounting/Financial Year End

Note: The clear downs below are done in the 2020 system, NOT the 2019 system! Please ensure you are in the correct system.

The steps that follow involve accounting/financial year end tasks, which can be carried out whenever is appropriate for your
company. The tax year runs from 1 January to 31 December, however your company's financial year may not coincide with
these dates, for example, 1 August to 31 July. If your financial year coincides with the tax year then it is appropriate to carry out
the Financial Year Cleardown before running Period 1. Before doing this, ensure that you print the following reports:

1. Cost Analysis Report
2. Payments Report (payment balances)
3. Deductions Report (deduction balances)

If your financial year runs from 1 January to 31 December, and you don't clear down the balances before processing the first

period of the new tax year, you won't be able to clear down the balances at a later stage during the year. At that point you
would need to make manual corrections within Employee Details.

Step 1: Clear Cost Analysis

1. Select Year End - Financial - Clear Cost Analysis.

Note: Do Not Clear Cost Analysis if you are using cumulative figures for Job Costing.

D Sage Payroll Professional

Login Processing Reports Nominal Company/Payroll Direct Payroll Reporting - Miscellaneous  Gift Cards Help Tools

= o e g

Holidays and Absence 4
Set Period Emp Details Time and Pay Reports EOP Rewind Notepad Backup Hel| - & Clear payments.

§F New Construction Pension Year £ ClearDeductions..
L - =ﬁ
Jasks

2. A message alerts you that the cost analysis will be cleared. Click OK to carry out the cleardown.

|| Clear Cost Analysis x|

@ Clear out Cost Analysis Figures?

| ok ||| cancel

3. Clear out complete. Click OK to continue.

| sage Payroll Professional. x|

)
@ Clear Out Complete
-
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Step 2: Clear Payments

1. Select Year End - Financial - Clear Payments.

G Sage Payroll Professional

Login  Processing Reports Nominal Company/Payroll Direct Payroll Reporting - Miscellaneous  Gift Cards Help Tools
—_—

- > | I & oo costanaii
3 = 19 > @ 8 owrcossoa

i i i i ﬂc’lidays SRS g
Set Period Emp Details Time and Pay Reports EOP Rewind Notepad Backup Hel|

£& New Construction Pension Year g\? Clear Deductions... E

2. A table displays all the payments that can be cleared. Select the relevant Hours and/or Values checkboxes, to clear the
amounts for the selected payments. If you select nothing, nothing will be cleared.

Different Payments can be cleared out at different Times of the Year if required.

% Clear Payments x|

Selectall Select all
O O You now have the option to Select all and untick the boxes

that are not relevant.

D Title Hours TD | Walues TD
1 Basic
2 Time +1/2
3 Double
4 Holiday Hr
5 Sick Hours
B lodge
7 Salary
. 8 Car Allow.
9 Bricks
10/Hal. Bonus
11 Expenses
12| Mett2Gross

1

Tell me more... | info Cancel

|»

Tick the relevant balances you wish to
clear down.

1 e
1 o e o

- -

3. Click Clear Selected to proceed with the cleardown. x|

Select all Select all
Im} Title Hours TD | Yalues TD =
1| Basic
2 Time+1/2 o
3 Doukle
4|Haoliday Hr
5| Sick Hours
B|lodge
7 Salary
8 Car Allov.
9 Bricks
10|Hol. Bonus
11 Expenses
12| Nett?Gross
10l R el | i
Tell me more. .. info l Clear Selected l l Cancel

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
Page 30



Kipimbrook

Pimbrook Guide to Payroll Year End 2019 Processing in Sage Payroll

4. When prompted to Continue, Click ‘Yes'. x|
e Financial year balances for the selected items will selzaizl sslzei=l
be set to 0.
| 1D Title Hours TDN | Yalues TO =
|| Clear Payments 3

(_H‘ Financial year balances for the selected items will be set to 0.
y

Do you wish to continue?

[ Yes ] [ Mo
9 Bricks
10|Hal. Bonus
11| Expenses
12|MNett?Grass
190~ R Ll Ll e
Tedl me more... infa [ Clear Selected I l Cancel l

|| sage Payroll Professional x|

e
@ Clear Qut Complete
-

e  When the Payments are cleared, Click OK:

Step 3: Clear Deductions

1. Select Year End - Financial - Clear Deductions.

G Sage Payroll Professional
Nominal

@

Set Period Emp Details Time and Pay Reports EOP Rewind Notepad Backup Hel _

Q New Construction Pension Year r

Company/Payroll  Direct Payroll Reporting - Miscellaneous GiftCards Help Tools

[_(/T E% Q_ &4 Clear Cost Analysis

Holidays and Absence » EF Clear Payments...

Login Processing Reports

5|

i - e

2. Select the checkboxes corresponding to each deduction to be cleared.
|
Smcol B el B eed |——| You now have the option to select all and untick the boxes that are not relevant.

Selectall
O '] ]
Total | Tex'rBal. _ -

D Tille Balance
1 Pension

2 AVC
3swehg
4/Union

5 Savings

6 Loan Repay
7 Subscript

8 Life Assur

9 Social Clo
10/on cost

11| Holiday
12/Fees

St Amt.

Tick the relevant balances you wish to clear down.

o o o
poocoooooooog
o o o
poocoooooooog

Non-Tex Deds. Employee Emplayer)
[Financial Year
LIFram start

Tell me more.

Cancel
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Take particular care when clearing the balances on a Reducing Balance Deduction i.e. loans.

You can choose to clear one or more of the following:

¢ Std.Amt: Amount deducted in each period

e Balance: Deduction total accumulated since the last clearance

* Total: A Running total of the deduction since the deduction was first introduced
e Tax Yr. Bal.: Tax Year Balance

N.B. DO NOT CLEAR DOWN STD.AMT, UNLESS YOU ARE SURE YOU WANT TO CLEAR DOWN THE EMPLOYEE VALUE OF
A DEDUCTION, AS YOU WILL LOSE ANY DEDUCTION VALUE FOR THAT DEDUCTION.

You can also clear the employee and employer Non-Tax Deds. history by selecting the checkboxes in the Non-Tax Deds.
(Employee Employer) section, as appropriate. If you select nothing, nothing will be cleared.

3. Once you have selected the Deductions you want to clear, click Clear Selected.

Select all Selectall Selectall Selectall
]
D Title St Armnt. Balance Total Tax v'rBal. =
1 Pension dl
2 AVC O Lo
3w chi o
4/ Union O
5| Savings |l
6| Loan Fepay O O O O
7 Subscript |
8 Life Assur [l
4| Social Clb o
10/on cost E
11| Haliday o
12 Fees O
19 CEo F =1l Ll [l i
MNon-Tax Deds. (Employee Employer)
[“IFinancial rear
[“IFrarm start
Tell me more.... info [ Clear Selected ] [ Cancel ]

4. 1t will ask you to Clear Deductions “Financial year balances for [ ClearDeductions 8 x|

the selected items will be set to 0. Do you wish to continue?” Click

Yes to Continue. I.-"'_"\-.I Finandal year balances for the selected items will be set to 0.

i Do you wish to continue?

[ Yes l [ Na ]
x|
5. When the Deductions are cleared Click OK.
*You can confirm that the Cost Analysis, Payments & Deductions have been properly cleared by
running the relevant reports. Values cleared should not appear in the reports.
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Stage 5: Set the First Period & Roll Forward Holiday Year

Step 1: Set The First Period

o To set the first Period, select ‘Processing\Set [23 sage Payroll Professional 2020 v22.0, Unlimited Employees, Feature Pack 1
: ’
Period’ from the menu bar at the tOp of the Login - Reports Nominal Company/Payroll Direct Payroll Reporting YearEnd  Miscellan|
screen: (Alternatively select the ‘Set Period’ ? ; [%
. 12 3
button from the main screen). & Employee Details... A @
Set Perit - ports EOP Rewind Notepad Backup Help Help Centre
Retrieve RPNs...
p—— [‘.J G Set Period W% L
e Inthe Set Period screen that is presented, ensure | Tk
that the New Period to process is set to 1 and %:: New fenocio piocess
check that the dates proposed are appropriate EyEd Send Payroll Submission...
; : oy Ins. Weeks 1) PeiodDate | 01/01/2020 [4]
for the first period. &) el B Delete Employees...
7 Ent Mominal Period | 1| ChegueDate 01/01/2020 L—:_i
— Re-Instate L
; iu‘. et []Bonus Run GioDate | 01/01/2020 [4]
&) Lo
o . E Gre [“INew CostMonth  Bank Date  02/01/2020 Ei
e Click ‘Ok’ to continue. @B en PayDate  03/01/2020 [2]
|7 Send Payroll Submission
(@ View/Print Papslips CwWPS
¥ Bank Transfer Week From 14| ‘WeekTo 14
@ Other Reports
L& Process Nominal )
[ Process Pension | e L
- Backup |
= ] G Cow ]|
TY T Y g

Step 2: Roll Forward Holiday & Absence Year

e If your payrolls’ Holiday Year Finish Date is 31/12/2019, the system will automatically prompt you to roll forward the holiday
information when setting the First Period.

e When you click ‘Ok’ on the Set Period screen (in Step 1 above), you will be prompted to roll forward your Holiday & Absence
Year.

G Roll Forward Holiday And Absence Year ped

[J )| The holiday year for this company runs from 01/01/2019 to
31/12f2019.

The new Period Date falls on 01/01/2020, which is in a new holiday
year.

Do you wish to roll forward the company’s holiday and absence year?

(*)Roll forward the Payroll's holiday and absence year
Clear down settings
[v]|carry forward employee holidays due into next holiday year

[¥]Set up the Payrall's next holiday year start and end dates

[v]set employee’s holiday adjustment to zero

(O Do not roll forward the Payroll's holiday and absence year

Continue Set Period I [ Cancel Set Period
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Carry forward employee holidays due into
next holiday year

Selecting this option specifies that the employee’s holiday balance (positive or
negative) at the end of the holiday year, should be added to the holiday
balance at the beginning of the new holiday year.

For the accrual methods Calculate holidays as 8% of hours worked and
Calculate holidays as 1/3 of a working week, the Holidays Brought Forward
value for the new holiday year is equal to the balance of Total Holidays Due at
the end of the holiday year.

Note: For the accrual method Standard Holiday Entitlement for the holiday
year, the Holidays Brought Forward is equal to the Holidays Due value up to
the last processed period.

Set up the Payroll’s next holiday year start
and end dates

By selecting this option, you instruct the system to automatically set up the
start and end dates of the new calendar year on the basis of the dates of the
calendar year currently ending.

Set employee’s holiday adjustment to zero

This option resets the employee’s Holiday Adjustment (+/-) value to zero.

e Select the options you want to apply and then click ‘Continue Set Period’.

Note: Even if you don’t use the Holiday feature, we recommend to still select to roll forward the payrolls Holiday and Absence
year, otherwise this screen will appear at each Start of Period.

e Once Period 1 is set and the Holiday Year has been successfully rolled forward, you can continue to process your payroll as
normal. (Retrieve RPNs, Enter Time & Pay Etc...)
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Stage 6: Guides & Other Information

Housekeeping Guide

This section is a reference section and supports the ‘Housekeeping’ list of tasks shown in Stage 2, Step 4. The items in the list are
further detailed below.

Check Your ‘Company’ Information is Correct
e  Your company's name, employer registration number, postal address and contact details are included on your online
returns to Revenue. They may be used by Revenue to contact you if they have any queries about your submissions.
e To open the Company Details Window, choose Company/Payroll from the menu at the top of the screen, then
click Company Details.
e  Check that the details entered are correct. If any information is incorrect, edit as appropriate and click ‘Ok’.

x
General | Bank | Misc. | Split/ UserDefined |  BIK Email | Emploves | Holidays | CS0
NO Hyphens or extra Company Name |P|mhrnnk50ﬁware E‘ [ New Company ]
characters are allowed Campary
. . . 135 i
in this section by ROS Fodees T |
"o 0/ A Q% ‘RlverslnwnEusmesa Fark ‘
(e'g' o £$ //() & 'J':>) ‘Tramore ‘
‘CnWaleﬁmrd ‘
Eitcode =
Narrative ‘ ‘
Also known as Employer (S

Registration Number [t TexRsg N

Contact Details

Contact Name ‘Paymll Operator

|
Fosition/Job Title ‘PaymllOperalDr ‘
|
|

Telephane 051-395900 | Fax [051395959
|
Email ‘Supput@pimbmuk.\e
kit s e

Check Directors Setting (If Applicable)
If an employee is a Director, you must record what type of Director he/she is within Employee Details, so that this flag can be
included on your Revenue returns. To do this, complete the following steps:

e  From the menu bar at the top of your window, click ‘Processing’ then . -
click ‘Employee Details’. (Alternatively select the ‘Edit Employees’ Login _ Reports  Nominal Qor_
button from the main screen). e Set Period...
@ s

Retrieve RPNs... i_
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e Inthe employee details window, select @ =mployee Details X
the relevant empl oyee Personnel | Tax /PRSI /USC | Pay /YTD | Working Patterns | Holidays | Absence | Paments | Deductions| ETP | Spit | Costing| CSD | JLC | User defined
Code Sumame First Name PPS Number Employment ID
0001 [ [Flood B [eeb mne [
e  On the Personnel tab, check Depinent B sz 0
‘ H J .
the ‘Director’ check box is selected. If pve P — e =
not, select it. 9 The Stoet Emal  [bobfiood@maiinalor.com OMale (=)
Balyhoo Teleghone OFemale
Dublin e :
. Maobil 081777888
e Click the ‘Type’ arrow, then choose o
. . . - Director
either ‘Proprietary’ or ‘Non-Proprietary’. County Dubin [~ : -
Director Type | Proprietary <]
e Click ‘Save’ to save the changes. Gourty,  fIAL = T
Eircode o jank Details hotograph
Poaitans b2 Account Name |Bob Flood
e Repeat the process above for each o 1BaN I
. . BIC
employee that is a director. Selayfev.Date  [novame | () st e 10
Start Date E]
AccountCode | Cancel
Max Nett Pay 0.00
Min Nett Pay 0.00 Tell me more about Personnel.
4 4 » *

Note: A proprietary Director is the company’s beneficial owner (or Director) who can control directly or indirectly more than 15%
of the company’s ordinary share capital.

Check Starter Dates (If Applicable)
e  For new starters this year, check that a start date has been entered on their employee record.
e You can check/edit the date an employee started with your company by doing the following:

e  From the menu bar at the top of the window, click ‘Processing’ then ) .
o ., ) P , Login Reports Nominal Cor
click ‘Employee Details’. (Alternatively select the ‘Edit Employees
button from the main screen). @ Set Period...
12 ]
Set Peris ports|
Retrieve RPNs... [— —]
. ) a Employee Details X
° In the employee details wmdow, select Tax /PRSI / USC | Pay /YTD | Woiking Pattemns | Holidays | Absence | Payments | Deductions | ETP | Spiit | Costing| CSO | JLC | User defined
the releva nt employee' Code Surmame First Name PPS Number Employment ID
0001 @ [Fecd B [Bv e (@[
Depattment [J costcente 8]
. . . Address Contact Details Gender
e Within the Salary section of the e g — S
Personnel tab, check the Balyhco . OFensk
employee's ‘Start Date’ is specified and Dubin Moble [ooiT77ess |
correct. If it's not, enter the correct date Directo
. ‘ ) ! . County Dublin L__; D" L' I P
and click ‘Save’. Alternatively, B Bl we [Propietay -
click Cancel to close the record. Eircode . Bark Detais Photograph
Postcode 024 & Account Name |Bob Flood
IBAN P ——
Salary —
BIC
SalapRev. Date 0171022019 | [ -@
Start Date nmzms | ] st [0
Wax Net Fay 0w Account Code Cancel
Min Nett Pay 0.00 Tell me more about Personnel. info
" 4 » L
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SOFTWARE

ame
(X

Check Leaver Dates (If Applicable)

For leavers this year, check that both finish date and finish period have been entered on their employee record.

[ ]
e You can check/edit the date an employee left your company by doing the following:
e On the menu bar, click Processing then click Employee Details.

(Alternatively select the ‘Edit Employees’ button from the main screen).

Login - Reports Nominal Con

— @ Set Period...

12

Retrieve RPNs...

e Inthe employee details window, select [ Employee Details x
the relevant employee. Personnel [ Tsx/ PRSI 7 USC | Pay / YTD | Warking Patiems | Holidays | Absence | Payments | Deductions | ETP | Spit | Costing| £SO | JLC | User defined
Code Sumname First Name PPS Number Employment ID
0001 B [Flood (B | [l (@
. Deparment | | costcenwe | &
e  Click the ‘Tax/PRSI/USC’ tab. Check that
the ‘Finish Date’ and ‘Finish Period’ are | Teusesaus  [noma L] PRSI Code N
£ StstPeriod| 0 RAPNNo.
correct for the chosen employee. s ° et ek ==
Tax Details Yealy nsurable Weeks 4
Tax Credits 1830.00
Mothers Maiden Name | Behan
Tax Rate 1 Cut-Off Point 33939 Jcki ———
° |f they are not Correct' enter the correct Pay in excess of Tax Rate 1 Cut-Off Point @ 40% Date of Bitth 231101979 D
- - . . Exceptions & Exclusions
finish date and finish period and click Apply PAYE Exchasion Drder O Deceased 0
lsavel. Finish Date 2911172019 E] Finish Period 1 |
PAYE Exempt Marginal Reliel Rate 4% [] LDl
USE Exempt 0 Yeatly cut-off €12012.00 @ 0.5%
PRSI Exempt Yearly cut-off €18772.00 @ 2% Cancel
e Alternatively, click Cancel to close the - early cutolf £70044.00 @ 45%
wemptReason |41 PortableDoe [ (Telmemore) | o t00 o
record ) Shadow Pagral o - Tell me more about Tax/PRSI/USC
M| 4 [ N

Apply PAYE Exclusion Orders (If Applicable)

e A PAYE Exclusion Order is a certificate issued by Revenue that authorises you to not deduct income tax and/or Universal
Social Charge (USC) from an employee's pay.

e Ifyou receive a PAYE exclusion order, you should enter it's details immediately on the relevant employee record.

e |fa PAYE exclusion order is issued by Revenue this will be imported into Sage Payroll when you Retrieve RPNs.

e However, if you need to enter a PAYE exclusion order details manually, follow the steps below.

e On the menu bar, click Processing then click Employee Details.

(Alternatively select the ‘Edit Employees’ button from the main
screen).

Legin - Reports MNominal Con
= [E] SetPeriod..
:

Set Peris

Retrieve RPNs...
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e Inthe employee details window, select
the relevant employee.

Perconnel | Tax/ PRSI/ USC | Pay/YTD | Warking Patiems | Hoidays | Absence | Payments | Decuctions | ETP | Spit | Costing| £SO
Code Sumame First Name: PPS Number Employment ID
oom [ [Flood Bob ML 1
. Department [ costCente 7
e Click the ‘Tax/PRSI/USC’ tab. Under
Exceptions & Exclusions, click TawlUSCStatus | Homel PRSI Code N
. Emergency StartPeiiod | 0/ RPN No
the ‘Apply PAYE Exclusion (&
Tax Details T Period Insurable Weeks 4
"
Order’ check box. e o
Tax Credits
Mothers Maiden Name | Behan
Tax Rate 1 Cut-0ff Point 36393.36 13| @20%
Pay in excess of Tax Fiate 1 Cut-O Poirt @40x | | DateofBith znons; | ()
. Lyayt Exceptions & Exclusions
e Enter the relevant dates in the ‘with Apply PAVE Exclusion Order Teolmemore ) | | Deceased m)

effect from’ and ‘has effect
until’ boxes.

USC Exerpt 0O
PRSI Exempt ‘eatly cut-off £18772.00 @ 2% ) =)
PRSI Evempt Reason A1 Porlable Doc | :za'ilz z::zse;n::n @A
e Ifyou're unsure about what dates to ShodowPapol  [] d : ol me more about TaxPRSIUSC

enter here, please review the PAYE
Exclusion Order you received from

G Employee Details

with effect from

has effect unti

0171072019
28/02/2020

@@]s

PAYE Exempt (Marginal Relief Aate 40%)

Finish Date

297117219 D Finish Period "

USC Details

Yearly cut-off £12012,00 @ 0.5%

Revenue or contact them directly for assistance.

e |fthe PAYE exclusion order states that Universal Social Charge (USC) should not be deducted from the employee pay, then

also select the ‘USC Exempt’ check box.

e Ifyou are happy that everything has been entered correctly, click ‘Save’ to save any changes or alternatively, click Cancel to

close the record without saving changes.

e Repeat the process above for any other employees you need to enter PAYE exclusion order details for.

Note: Expired exclusion orders are automatically cleared by the software when you process your year end. Active orders are
carried over into the new tax year and so do not need to be re-entered when you roll over to the new year.

Check Shadow Payroll Setting (If Applicable)

e Shadow payroll is a term used to report compensation data that is actually paid from another country.
e If you have an employee on assignment in a foreign country, their wages may need to be reported in both the home and

host countries via a shadow payroll.

e |f you do have any employees being paid via a shadow payroll, you must record this piece of information within their

employee record as its required for PAYE submissions to Revenue.
e To check shadow payroll setting, follow the process below:

e  On the menu bar, click Processing then click Employee Details.
(Alternatively select the ‘Edit Employees’ button from the main
screen).

Login - Reports MNominal Con

Retrieve RPNs...
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-
[ Employee Details X
L4 In the emploVee details window, select Personnel [ Tax/ PRSI/ USC | Pay / YTD || Working Pattems | Holidays | Absence | Paymerts | Dedustions | ETP | Spit | Costing || €50 || LT [ User defined
the relevant employee. Cade Sumame Fist Hame FPS Number Emplopment D
anm O [Fioo [0 [poh [ ERRERRATN | & (Edt ]
Depatment | 13 costtene | 18
e  Click the ‘Tax/PRSI/USC’ tab. Under TawUsCtae  [Nomd [ PR3 Code e o
Exceptions & Exclusions, select Emergency Stat Peiiod | 0 RPN Mo, PRSI Lock [IFixed PRSI code
the ‘Shadow Payroll’ tick box i Yot Pad i ' gl
v ' Ta Credis 1830.00 15250 S (Passe. |
Mathers Maiden Mame | Beh,
Tas Rale T Cutff Paint asasase| | o33 @ 2k | (NotePad_]
Py in ecess of Tax Rals 1 Cul0ff Point @dpy | | DatecfBith sonas | [
. ‘ ’ Exceptions & Exclusions
*  Click ‘Save’ to apply the change. Aply PAYE Exchusion Order O Deceased O
Finish Date [0 FirishPericd | g
USC Detaiks
PAYE Exempt [Marginal Relisf Aate 407%) ||
> Discard
e Repeat the process above for all USC Evempt o Jeatl utoll F12012 @ 0 5%
“Yeatly cul-olt £18772.00 @ 2%
. - PRSI Exempt ] [(Cancet |
employees being paid via a shadow Yeaty cutoll E70044.00 @ 4 5%
PRSI Exerpt Reason Py n svcoss @ 6%
payroll. St Pagrel - Teime | TaPREILEC.
" 4 L)

Check Your Pensions are Setup Correctly

e Your submissions to ROS include details of any pension contributions made by your employees and your company on their
behalf.

e If you have any pension, Personal Retirement Savings Account (PRSA), Retirement Annuity Contract (RAC) or Additional
Voluntary Contribution (AVC) deductions on your payroll, you must check they are set up correctly and that they have a
pension link assigned to them.

e To check pension deduction settings, follow the process below.

H i’ ’ H ‘ H 7’
e Onthe menu bar, click ‘Company/Payroll’ then click ‘Deductions’. B Sage Payroll Professional

Login  Processing Reports  Nominal _ Direct Payro|
= = £ 4& Company Details...
A B

. . : '@ Payments..,
Set Period Emp Details Time and Pay Reg
n |‘*"““‘ Employee Profile Details...
e Inthe Deductions screen double click on the pension ) Deskictee
deduction you want to check. D | Tile Type Subype New
S b — e R
2 E Deduction Settings X
1
. 4 D i Title [PR3A

e When the deduction opens, check that the Type, Sub- z
Type, Pension Scheme (Pension Link) are correct for this & 0} ol T
pension. 7 i o @

a2 Sub-type Pension [ RAC [ PRSA [ CWPS i
Pension Scheme | DEM1 - Micropay Default Pension Link ~

e |fthe pension deduction is an AVC, select the AVC check Additional Voluntary Contribution (AVC) [

box. Balance
Balance Type Accumulate a balance hd @"
Advanced
e When you are happy that the pension is setup correctly, Employes Formula | )
click ‘save’. .
mployer Formula |
Deduction Factor 0.00 €
Tell me more ... |[ Save ]l[ Cancel
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For employees who are members of an approved pension scheme or a PRSA, you must ensure that their pension tracing
numbers are entered on their employee record. To do this follow the process below:

On the menu bar, click Processing then click Employee Details.
(Alternatively select the ‘Edit Employees’ button from the main screen).

Login - Reports Nominal Con

@ Set Period...

Retrieve RPNs...

. . 1 Employee Details b e
In the employee details window, select the
Perscrnel | Tan / PRSI / USC | Pay /¥TD | Working Patterns | Holdays | Absence Faymar\ts ETP || Spit || Costing|[ €50 |[ JLC | User defined
relevant employee. :
Cods Surnams First Hame PPS Humber Emplogrment ID
oo 0 [Flood [ [Bab [ @ D
Depariment [ costenne g
. . . , ‘ - Looal Propeny Tax Carstustion Wworker's Pension Scheme |~ Publis Sector - Additionsl Supsrannustion Cortriuton (45C)
CIICk the DedUCtlonS tab' In the Pension Total LPT 288.75 CwWPS Category ASC Status Cumulative D [J5ubsidiary
section, enter the Pension Tracing Number in ThisEmploymnert| 26875 | Membership No Persion Schems [Standad Accra o 11
the Pension Tracing Number field. YT Tatal 28875 BSCPapYTD Deduction YTD
—— Frew Eer [A5C45) oo 0.00 Lii
This Emplayer 3762672 BE2E7 _maPad
Pension Tracing Numper | 1234567 | |
YTO Totals 7626 72 56267
L , Deductions
Click ‘Save’ to apply the change. [ Desaiption | 5w E'eAnt | EiConts, | BakrceE's] TowlE's | BalanceEt | TamlEr | Ten¥iE'e | TasviET Fictere =
bdvance 000 000 000 000 000
CWPS AVC 0.00 0.00 0.00 000 0.0 .00
CWPS G 0.00 0.00 0.00 0.0 0.0 0.0
CwPS N 000 00 00 000 000 000
LPT s a7 28875
Repeat the process above, for all employees Pepicn om0 0w ool | =
. . 4 » ancel
who have a Pension Tracing Number.

Medical Insurance Eligible for Tax Relief

e If you pay medical insurance premiums on behalf of an employee, you must include how much of this is eligible for tax relief

in the employee’s record.

e  Your medical insurance provider tells you how much this is for each employee.

e  You must then enter this in the employee records.

To manually enter medical insurance eligible for tax relief values, following the steps below:

e  On the menu bar, click Processing then @ employee Detais g x
. . . Personnel  Tax / PRSI/ USC _Fay /YTD | Working Pattems | Holidays | Absence = Payments | Deductions | ETP Split | Costing CSO JLC | User defined
click Employee Details. (Alternativel
p ,y . ( , y Code Surharne First Namme: PPS Nurnber Employment 1D
select the ‘Edit Employees’ button from the wi @ [Feod Bob e @
main screen). Depatment | @ Costente (]
Pay/Misc. Pay/Tax BIK Year To Date
Gross Pay Tax Paid 20
° I th I det I ind | t th Pay Type Salary [~ Prow. Eer 000 . Total 132.00
n the employee details window, select the oo T g
. - This Employer 571563 Employee
relevant employee and click the Pay / PayMethod | Cath [~ e Medical Insursnce
YTD tab. In the ‘BIK Year To Date Section’, P i Reiiod 12| | " oéversal Social Charge P 000
. ‘ . Nt to Grass 0.00 Gross Income
enter the an'}o,unt in the Mec!lcal . Rounding apg] | | Prev-Eer % Total Medical Insurance: 13200
Insurance Eligible for Tax Relief’ field. ) ThisEmploger 2
. liness Bensfit L Wedcdl Inswance Delete
e Click Save. YTD Totaks Eligble For Tax Relef i
Non-Tax Deds. PRSI
e Repeat the process above for all relevant [ZIEmai Paysips Employes  Employer Emplopee Tax Yt w | (==
| PN '2— Financial Year 858,56 000
employees. FariVo = P Employer Tax Yt 0.00
From start 85856 00 Employer Financial Y1 936,54 ==0
Tell me more about Pay/YTD
" 4 |4 H
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How to Setup a Consolidated Company

To setup a consolidated company for reporting purposes, follow the steps below:

1.Log in as Administrator (user name: ADMIN, default password PASS).

2.Select Company — Consolidation Setup.

G Login to Another Payroll x

Tax Year 2019

How do | complete processing for

User

Name  |ADMIN
Password ™™
Payroll
Name | ¥
Payrolis from 2018 not listed? info

Password

Login  Security |: Tables Advanced Miscells
E |_( Company Setup... @

Sys. Audit]

New to Sage Payroll?

Comp. Setup Cop
Import Quickpay Data

L Conv Files v

3.Enter a unique name for the consolidated company and select the relevant check boxes to specify the companies to be
consolidated: Note: For convenience, we recommend to use the ID ‘CONS’ or ‘CONSOL’ for a consolidated company, to
distinguish it from a regular payroll.

x %
= N Type a new unique name for the —
Consolidation Company | CONS Me——1 | consolidated . Gansoligation Company | CONS %]
Password \ Password
Payroll | Caons Registered Narne Frequency. "“-‘ Enter Password if required Payroll | Cans. Registered Name Frequency
DEMO O Pimbrook Software Weekly DEMO Pimbrook Software: Weekly
MONTHLY | [0 |Pimbrook Sofware Monthly MONTHLY Pimbrook Software Manthly
WEEKLY [ Pimbrook Sofware Weekly WEEKLY, | |Pimbrook Software Weekly
]
O T
O
0 Tick the boxes for the companies
] to be consolidated.
Default Payrall [ ] Default Payroll
o ez
One of the selected companies must be the default company.
xl x
Consolidation Company CONS Q Consolidation Company ‘LL‘H
Password ! Passward ‘ ‘

Payrall Cans Registered Name Frequency Fayroll Caons. Registered Name Frequency
DEMOD Pimbrook Software Weekly DEMO Pimbrook Software ieakly
MONTHLY Pimbrook Software honthly MOMTHLY Pimbrook Software tarthly
WWEEKLY Pimbrook Software Weekly WEEKLY Pimbrook Software eskly

O O
O O
] ]
= = [T]
Default Payroll Default Payrall DEMLI LJ‘
Create Cancel
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4.Select the name of this company in the Default Payroll drop-down list and then click Create.

You will be prompted to create a new consolidation company. Click Yes.

This will take a moment to create:

|® Consolidation Setup x|

This is not an existing Consolidation Company
Create a new one?

Yes ] [ No

Creating
"Profiles" file

Once the consolation process is complete, you can login to it and consolidate the

chosen payrolls.

When the consolidation company
opens, click the ‘Cons All’ button.

The data for your chosen companies
will merge.

Pimbrook Software, 13 Seapoint, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900

G Login x

Tax Year .© &

How do | work in Tax Year

User

\USERNAME

HHRRRRINN

Mame

Password

Payroll

MName

C—

Password |

[ ok ] [ cancel ]

New to Sage Payroll?

G Sage Payroll Professiona

Login Reports Nominal

Company Miscellaneous

2 G 2O

Reports Backup

AOT

Help Help Centre

Help Tools

Tasks |

() View Consolidation Details
Do Consolidation

{’P Change Main Company Detail
L_;? View Motepad
(=] Change Cheque Format
[E| Reparts
Fi Backup

1 Consolidate All

Reading PRC Details from
q DEMO

Cancel

Page 42

support@pimbrook.ie



KaPimBrook
Pimbrook Guide to Payroll Year End 2019 Processing in Sage Payroll SOFTWARE

e When the data has been successfully consolidated you will receive this G Consolidate All %
message:

".o] All relevant files have been merged

e click ‘Ok’ to acknowledge.

e Once the data has been consolidated, you can run any report offered in the Reports screen.
e The figures shown in any of the chosen reports will be derived from the merged data.

G Payroll Reports X
Company  Employee | Payments
Selection

Report Consol Batch Pause & BotercE
() Control Summary Fl B P a
(O Gross to Nett Fl B B -m
(O Payments F F B From
(O Deductions F B F To
(O Construction Pension F B B
(O Cash Dissection Break[] [ [ Summ. st [[]Ahways Consalid
(O Cost Analysis Fl F #E FH
(O Dept. Time Analysis A A A
Feport Description File Exports

Provides an overview of the current payroll run for

contral and auditing purposes. PDE

Batched Reports

Cancel
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Check out our Online Year End Resource at: https://pimbrook.ie/knowledge-base/25210/

Here You Can:

Download the Year End Update
Download The Booklet (PDF Format)
Download The Checklist (PDF Format)
Link to relevant Knowledgebase Articles

O O O O

Other Products and Services from Pimbrook that may be of interest to you:

Sage 50 — Trusted by over 400,000 Businesses

Sage 50 Accounting Software, can help you keep track of your finances — managing your cash flow,
profitability, preparing and submitting VAT returns and your year-end accounts. It can also fully integrate
with your Sage Payroll!

Sage Software Support & Training
Exceptional Sage Software Support is our #1 Goal. Pimbrook currently service over 1,500 clients and we
are reporting 99% satisfaction from our on-going customer care calls.

We are also extremely well placed to offer class-leading Training, as our background is in Sage 50 Accounts
and Sage Payroll Software training. We firmly believe that no two clients are the same, so we provide
bespoke training programmes that address their specific needs and challenges.

For more information, please contact us now:
Tel: 051 395900

Email: info@pimbrook.ie
Web: www.pimbrook.ie
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Congratulations!

This Completes
The Payroll Year End Processing
for 2019!

Please check our website www.pimbrook.ie for details of any further updates

If you require further clarification on any of the steps in the manual do not hesitate to contact us.
We do our utmost to ensure our year end guide and support is of the highest possible standard.

Please feel free to contact us if we haven’t reached this level or indeed if we have exceeded your
expectations.

Thank You Again.

From all the team at Pimbrook Software
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