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Payroll Year End 2023 Check List

Use this checklist to work through the Payroll Year End.
IT IS PREFERRED THAT STAGE 1 IS COMPLETE PRIOR TO PROCESSING THE FINAL PAY PERIOD FOR ALL THE 2023 PAYROLLS

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

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 Pg 8
Step 3: Run the Payroll Year End 2023 Update Pg 8

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

Company | 1| 2|3|4|5
Things to Note Before Processing Final Pay in 2023 Pg 17
Step 1: Process the Final Pay Period(s) of 2023 Pg 19
Step 2: Compare the Control Summary and Employer Monthly Liability Report Pg 19
Step 3: View/Save Other Reports Pg 22
Step 4: Housekeeping Tasks (Validate Payroll) Pg 27

Note: Each of the items in Stage 2 typically need to be done once per payroll in 2023 System.

Company [ 1| 2|3(4|5
Things to Note Before Processing First Pay Period(s) in 2024 Pg 29
Step 1: Creating Tax Year 2024 Pg 30
Step 2: Opening Tax Year 2024 Pg 31
Step 3: Setting up a New Payroll Calendar Pg 34
Step 4: Set up Additional Superannuation Contribution [ASC] (If Applicable) Pg 38
Step 5: CWPS — Set up New Calendar Jan-Dec 2024 and Clear Year to Date balances Pg 38

Note: Each of the items in Stage 3 typically need to be done once per payroll in 2024 System.

Company | 1| 2|3[4|5
Step 1: Set the First Period Pg 40
Step 2: Roll Forward Holiday & Absence Year Pg 40
Step 3: Retrieve 2024 RPNs Pg 41

Note: Each of the items in Stage 3 typically need to be done once per payroll in 2024 System.
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SOFTWARE

Stage 1: Running the Payroll Year End 2023 Update

Step 1: Locate where your payroll is installed

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

b
u Sage Payroll Professional 2023 v26.2, Unlimited Employees, Feature Pack 1

= B @ =

Fay Run 't HO

L.J-" mMcpdyc

Tasks & = %

[ Validate Payroll Data Remote Send to;aye File Print Refrest

[ Set Period Suppor Sunpori

(5] Edit Employees

(&) Retrieve RPNs

|7 Enter Time and Pay

[ Batch Time and Pay

55 Contral Summary Report
oss To Nett Report

&

nd Of Period Version Number 26.2.84.700
= Send Payrall Submission SBD Desktop Version 2.0.0.163
[@h, View/Print Payslips g <
B Bank Transter Report Designer Version 1.4.2013.27
£89 Other Reports Updates Installed ARW ODBC Driver
1 Process Norminal . -
) Process Pension Internet Submissions Module Version N/A
[ Backup Program Directory C:\Program Files (x86)

\Sage Payroll Ir\2023\

C:\ProgramData\Sage
Payroll Ir1\2023\

Logs Directory C:\Users\fiona.leech\OneD
rive - Pimbrook
Software\Documents\Sage Payroll Irl
Reports\Log\

Software Updates DirectoryC:\ProgramDa
ta\Sage\SBD Software Updates\

Data Directory

""" &
ﬁhﬁ_‘ﬁ. Oo’;‘pany /Payroll Tax Year 2023
&, Employee
Direct Payroll Reporting I
[l Financial Year End - ——
» | Budget 2023-compliant | Support Homepage |
User: FI | Pavroll: DEMO Companv: Pimbrook Software DEMO companv

Information collated: 13/ 11/ 2023 12:49:49

i

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

ount Code 63325138

Login Processing Reports Nominal Company/Payroll Direct Payroll Reporting Year End Miscellaneous QiftCards-Iools

z @ @

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

Help Centre

Help Topics

Advice Centre

Legislative Help

Payslip - Foreign Translation(s)

View Licence Information

I System Information

@ About Sage Payroll

Address Sage Hibernia Limited
One Central Park

Leopardstown

Dublin 18

D18 NH10

Web www.sage.ie/getintouch
Email N/A
Telephone N/A

SageAutoUpdatd
e-Banking: Allied:
e-Banking: SageSEPACr
S

SageBankOfIreland.

Program Directory C:\Program Files (x86)

Data Directory

\Sage Payroll Irf\2023)

Accounts Lockstep, Sage Report
Designer 2007, Sage 50 Accounts
Report Pack, Sage 50 Accounts, Sage
e-Banking: DanskeSEPA, Sage
Migration Tool

C:\ProgramData\Sage
Payrall Irl\2023)
Windows Version 10.0.17763
Windows Directory C:\Windows
Windows System Directory C:\Windows\S
ysWOWe64

Common Application Data C:\ProgrambDat
a

Application Data C:\Users\fiona.leech\App
Data\Roaming

Local Application Data C:\Users\fiona.leec

I

2. Before running any updates, please fill in the following information for your own reference later in the process:

Program Directory

Data Directory
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Step 2: Take a Full System Backup

Before installing the Payroll Year End 2023 Update, you must take a backup of the system files (program files) and
payroll data.

Note: Pimbrook recommend taking this backup after all 2023 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

- Processing Reports Nominal Company/Payroll Direct Payroll Reporting YearEnd Miscellaneous Help Tools

B 2 5 o & O

A
Exit neand Pay Reports EOP Rewind Notepad Backup Help Help Centre

s & & O &8 @

2. Login as the system administrator (with the username ADMIN).
The default password for ADMIN prior to V26.2 is PASS, but this may be different on your system. Click OK to
proceed.

G I,{M;in to Another Payroll X
W

Tax Year 2023

How do | complete processing for 20222
User
Name |ADMIN \

Password | ‘

Payroll
Name ‘ i‘
Payrolls from 2022 not listed?
Password = | ‘

New to Sage Payroll?

3. Select the Miscellaneous - Backup menu option at the top of the screen.
G Sage Payroll Professional 2023 v26.2, Unlimited Employees, Feature Pack 1

Login Security Company Tables Advanced _ Help Too
P & o ivp f& Backup.. 3
e S

Comp. Setup Copy Files PAYE Table PRSI Table & Restore.. entre

; - ¢ | T System Restore... i
Period Archive » Fal

dasis &K & = o

p! Company Setu Remote Send (5 ¢ o (0. fresl

Gy, Copy Files Suppor Suppor

@ Configure Consolidation Informat &l System Audit... 23 1

Eﬁ Backup

(5 Restore Send eMail

<% Revert to Period Archive &©
~ Usage Data
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4. Click the Select All button or individually tick the relevant companies and select the ‘Backup System Files’
checkbox.

x|
Payrolls
I Name Frequency Period  Status Backu =
MONTHLY  Fimbrook Sofware Monthky |12 EOP
WWEEKLY Fimbrook Software Weekly |51 EOP
O
O
O
O
O
O | |
D -

ju
[ Select None

[“IBackup System Files

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

5. Ensure that the ‘Enter back up drive and directory’ field specifies the correct storage location for your backup.

e |t’s agoodidea to create a folder especially for your year-end backup.
e Name the new folder ‘FULL SYSTEM BACKUP’ or similar. 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 space.
% gocop x|
Payrols x|
D Name Frequency Period Status Backu =] S I S T
IMONTHLY |Pimbrook Software Monthly |12 EOP (]
WEEKLY Pimbrook Software Weekly |51 EOP (] B Deskiop =]
O 51553 Lbraries 1
5] -y
H 5% compum | | ——{ Browse for the backup drive
u] :Z‘;L,hm o9 ‘,/ vou wish to backup to.
H m & Full System Backup
]
[ABackup System Files
Enter back up drive and directory: =
D1FULL SYSTEM BACKLP
h
AT

/

The easiest way to do this is to click the Browse button on the right and navigate to the relevant location and then click Make New Folder ficon.

6. Click Backup to proceed.

Select Al ] [ Select None
[VIBackup System Files
Enter back up drive and directory:
\DAFULL 8YSTEM BACKUP (]
Backup l [ Cancel l
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The backup is created at the specified location. Click OK in the confirmation message box. The backup process is now
complete.

%]

Payrolls
D MNarme Frequency Period | Status Backu =
MONTHLY  |Fimbrook Software Maonthly |12 ECP
WEEKLY Pimbrook Software Weekly |51 EQP

nOO000O0O00RE

[L] Select All l [ Select None

[¥|Backup System Files

Enter back up drive and directony:
|D:\FULL SYSTEM BACKURP |[:]

Backup ][ Cancel l

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. See

step 5 above.

eyl v »
\JU Computer
Organize *  System properties  Uninstall or change a program  Map networkdrive  Open Control Panel
Favorites 4 Hard Disk Drives (1)
M Desktop 05 (C) Double click the drive
4 Downloads | J i
- T ou wish to backup to
%5 Recent Places 115 GB free of 224 GB | y P
4 OneDrive 4 Devices with Removable Storage (1)
Removable Disk (D)
I Libraries - ]
Documents ‘/ 94 GB free of 1.94 GB

[ e
P\ ) - Comuer - Removabie sk @) - ~ &3 [ seorch Removatie Dk (b:) =
Orgeniz= ¥ Sherewith v Mew foier = @
% Recentplaces 2l vame - Date modfied [ vee | sa | |
. P E— susen e |
S
- ,
gt Create a New Folder and Re-name
Payrol end of year .
T it 'Full System Backup 1'
-
'; Documents
Prase
& Petes
B vdeos
p—
&ose)
P
P H
1 ttem
—
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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 If you are unsure about this, contact your IT Company or inhouse IT Person.

Sage Payroll Version:
e Toinstall the Payroll Year End 2023 Update, you must at least be using Sage Payroll 2023 V26.1 or higher.

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

Close Other Applications:

e Before proceeding, close all applications which are open on your PC, including Sage Payroll and any other Sage
products.

Downloading the Update:

e If your automatic news feed is enabled, you may receive an automatic notification to download the PYE Update.

e If you don’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 PYE 2023 Knowledgebase Article Here:
https://pimbrook.ie/knowledge-base/pye/

Step 3: Run the Payroll Year End 2023/2024 Update

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

2. The system will start extracting the installer: Sage Payroll

. Extracting installer. Please wait...

3. Read the Licence Agreement.
e Click the box ‘Il accept the terms of the licence agreement’ and then click Next.

. Sage Payroll v26.3 (2023) and v27.0 (2024) X
- ]
sage Payroll ‘

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

View licence agreement v

r7 Taccept the terms of the licence agreement

2
—,CEHCEI 1
d

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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4. Decide whether you need to carry out a ‘This Computer’ or a ‘Client/Server’ installation:
[Please read all the text in this section, before proceeding.]

(Step 3, 5a)

If your Program Directory and Data Directory are in the same location (see Stage 1, Step 1) then you need the ‘This
Computer’ installation.

(Step 3, 6a)

If your Program Directory and Data Directory are in the different locations, then the option is ‘Client/Server’
Installation:

The Client/Server installation process requires that you run the update installer twice:

e The first time choosing the ‘Server’ option.

e The second time choosing the ‘Client’ option.

You only need to run the Server option once in total. But the client option needs to be run at each PC using Sage
Payroll, including the first one where you ran the Server installation. Please read Client/Server Note below for further
explanation.

5. This Computer

a. Click This Computer and Click Next to continue.

. Sage Payroll v26.3 (2023) and v27.0 (2024) X

sage Payroll

What type of installation do you need?

® :ThIS Computer:

A complete installation on this computer (program and payroll data). Payroll data is available on this computer only.
I\

Client/Server

(" Client
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 clients. \

(" Server
| Install payroll data on the server for use by clients. \

Tell me more... L
Cancel Back Next L

b. ‘Typical’ or ‘Custom’:
On the next screen you will be asked to choose ‘Typical’ or ‘Custom’ installation.
Choose ‘Custom’ here and then click Next.

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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. Sa@e Payroll v26.3 (2023) and v27.0 (2024) X

sage Payroll

What settings do you want to use for this installation?

(" Typical (recommended)
Settings suitable for most people. (You'll be able to check these before installing.)

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

Tell me more...
Cancel Back Next

c. 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.

. Sage Payroll v26.3 (2023) and v27.0 (2024) X

sage Payroll

Sage Payroll will be installed into the following folders.

Click Browse to install into a different folder.

- Program Folder

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

Payroll Data Folder -

g

C:\ProgramData\Sage Payroll Irl Browse...

Cancel Back

e |[f either of the locations shown in the screen displayed don’t match their respective locations which you
identified in Stagel, Step1 then click on the relevant ‘Browse’ button to correct it. [The browse buttons are only
available if you chose a ‘Custom’ install in part 5.]

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

d. A screen prompting you to install will appear. This is the final screen before you commit to installing the
update. Click Install.

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

Sage Payroll v26.3 (2023) and v27.0 (2024)

sage Payroll

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

If you need to change anything, click Back.

Sage Payroll will be installed for this computer only

Sage Payroll located a‘ C:(Program Files xBE“Sage Payrol ‘I will be upgraded
The payroll data located af C:\ProgramData\Sage Payrol ill be upgraded

[V Add shortcuts to my desktop

Cancel

e |t once again displays the locations, giving you one last chance to check if they are okay.
e [f you are still happy that the locations match those that you identified in Stage 1, Step 1 then click Install.

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

Please wait

Time Remaining 0 minutes Zu scuwmsr

Cancel

= RS
Current File
Skipping file:
C:\Windows \system32\Msx
. Setting up Sage Small Business Desklop platform,
This may take several minutes.
All Files

[ [ e

. Setting up PDF output support. Please wait..
/ |
v

f. Click Finish when the install is complete

Sage Payroll

Sage Payroll

. Instaling and registering common components.
This may take several minutes.

)

Sage Payroll

. Installing Sage e-Banking

This may take several minutes.

Please wai... i
. Instaling Sage Report Designer

This may take several minutes.

Please wait...

. Sage Payroll

sage Payroll
Sage Payroll was successfully installed.

Click Finish to dose.

[one |

6. Server/Client Installation

a. Click the licence agreement.

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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. Sage Payroll v26.3 (2023) and v27.0 (2024) X

sage Payroll |

To install and use Sage Payroll, read the following licence ag terms and itions before ing below. P

View licence agreement

'7 i accept the terms of the licence agreement B

Cancel V,

b. Select the Server option and click Next.

. Sage Payroll v26.3 (2023) and v27.0 (2024) X

sage Payrol

What type of installation do you need?

(" This Computer
A complete installation on this computer (program and payroll data). Payroll data is available on this computer only.

- Client/Server

(" Client
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 clients.

Install payroll data on the server for use by clients.

Tell me more...

Cancel Back J | Next Il

c. Ensure the data folder is pointing to your data folder Stage 1, Step 1.

. ge Payroll v26.3 (2023) and v27.0 (2024) X

sage Payroll

Sage Payroll will link to the following data folder.

Click Browse to install into a different folder.

Data Folder
’72:\MICR0PAY DATA

Cancel Back

d. Confirm the Server install is going to correct location and click Install.

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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. Sage Payroll v26.3 (2023) and v27.0 (2024) X

sage Payroll l

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

If you need to change anything, click Back.

The payroll data will be installed on this computer for other computers to connect to

The payroll data will be installed to Z:\MICROPAY DATA

Cancel Back

e. Click Finish to complete the Server Install.

Sage Payroll v26.3 (2023) and v27.0 (2024) X

sage Payroll

Sage Payroll was successfully installed.

Click Finish to close.

Client install

f. Double click on the update file to run the update (again) to run the client part of the server/Client
Installation

g. Click “l accept the terms of the licence agreement” and click Next.

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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. Sage Payroll v26.3 (2023) and v27.0 (2024) X
sage Payroll |

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

View licence agreement

'7 T accept the terms of the licence agreement B

h. Click Client and Next to Continue.

. ﬂ@e Payroll v26.3 (2023) and v27.0 (2024) X

sage Payroll

What type of installation do you need?

(" This Computer
A complete installation on this computer (program and payroll data). Payroll data is available on this computer only.

Client/Server

e
Tnstall 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 clients.

 Server
Install payroll data on the server for use by clients.

Tell me more...

canc e

i. Click on Custom to allow you specify where the programs are installed. Click Next.

. Sage Payroll v26.3 (2023) and v27.0 (2024) X

sage Payroll

What settings do you want to use for this installation?

(" Typical (recommended)
Settings suitable for most people. (You'll be able to check these before installing.)

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

Tell me more...

j. Confirm where your Program Folder and Payroll Data Folder are installing to. You can browse to a different
directory here if necessary. This should match Stage 1, Step 1.
Click Next to continue.

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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. Sage Payroll v26.3 (2023) and v27.0 (2024) X

sage Payroll l

Sage Payroll will be installed into the following folders.

Click Browse to install into a different folder.

- Program Folder
C:\Program Files (x86)\Sage Payroll Irl Browse...

Payroll Data Folder .

Z:\MICROPAY DATA

Cancel Back

k. Double check your settings and click on Install to continue.

. Sage Payroll v26.3 (2023) and v27.0 (2024) X

sage Payroll

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

Tf you need to change anything, click Back.

Sage Payroll located at C:\Program Files (x86)\Sage Payroll I will be upgraded

Sage Payroll will access payroll data from Z:\MICROPAY DATA

[¥ Add shortcuts to my desktop

Cancel

I.  Click Finish to complete installation.

Sage Payroll v26.3 (2023) and v27.0 (2024) X

sage Payroll

Sage Payroll was successfully installed.

Click Finish to close.

E=h

Repeat from 6f for each PC to run a client PC.

8. Launch the 2023 Software:
e Launch Sage Payroll 2023 tax year for the first time since the PYE update, by double-clicking the Sage Payroll
2023 desktop shortcut icon:

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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e login as you normally do. When the software opens, check the version number displayed for Sage Payroll

2023. The version number

w

should now read V26.3 This can be seen in the title bar at the top of the screen:

G Sage Payroll Profession+ 2023 v26.3,

Unlimited Employees, Feature Pack 1

Legin  Processing Reports Nominal Company/Payroll Direct Payroll Reporting YearEnd  Miscellaneous Gift Cards Help

=

Set Period Emp Details Time and Pay

® B8 v e

Reports EOP Rewind Notepad Backup Help Help Centre

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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Things to Note Before Processing Final Pay in 2023

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

e As part of PAYE modernisation, employees are required to log into their Revenue ‘MyAccount’ to retrieve their
own ‘End of Year Statement’ for the tax year.

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

Pay Dates & The Pay Date Rule:

o The pay date rule means that if the planned pay date for a period is a 2023 date, then the period belongs in the
2023 payroll system and if the pay date is a 2024 date, then the period belongs in the 2024 payroll system.

e To check your planned 2023 pay dates in your payroll’s calendar, click ‘Company/Payroll’, then click ‘Calendar’.

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, the remaining
days can sometimes warrant an extra pay period.

e For weekly payrolls this would be a 53™ period, for fortnightly payrolls this would be a 27" period, and for
4-weekly payrolls this would be a 13™ period.

e Because Dec 312023 falls on a Sunday, there will not be an extra pay period for 2023.

e Your Pay date must be a date within the allowed date range for that period. The Pay Date field is the date that
you pay your employee’s wages/salary processed in the pay period. This date is included in every payroll
submission to Revenue for your employees.

e Remember that Revenue wants employers to pay on the same day of the week, all year round. This includes over
year end. We strongly advise to plan out your dates over year end /new year ahead of time, so that you are clear
which periods belong in the 2023 system and which periods belong in the 2024 system.

Other Things to Consider:

e For non-monthly frequency payrolls (e.g.: weekly, fortnightly, 4-weekly etc..), payments to employees should be
on the same day every week — including over year end.

e Holiday pay for days taken in 2023 need to be paid in the 2023 payroll.

e Holiday pay for days taken in 2024 need to be paid in the 2024 payroll.

e If you have a weekly payroll and are planning to pay 2 or 3 weeks together prior to the Christmas break, the pay
date rule should still be applied to each period. Examine the pay date for the latter period before processing
anything:

December
Week Mo Tu We Th Fr Sa Su
48 1 3
49 4 5 6 7 8 10
50 11 12 13 14 156 17
51 18 19 20 21 22 24
52 25 26 27 28 29 31

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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o Scenario 1: If the planned pay date of the latter period, falls in 2023, then it should be included in the
2023 system. If the periods are processed together, then this would require only one payment through
the bank. [Alternatively, they can be run one by one, in which case there would be a bank payment for
each period. The pay date rule still applies.]

o Scenario 2: If the planned pay date of the latter period, falls in 2024, then it should be included in the
2024 system. This scenario would then require two separate bank payments, one for payment of the
2023 final period(s) and one for payment of the 2024 1°* period.

[In Scenario 2 above, you can set the bank file execution date to be the same date if required, but you
should contact your bank before doing so, as some banks may interpret two files with the same date as a
mistake. Alternatively, you can set different execution dates for the two bank files.]

o All the above is irrespective of when the work was carried out.

See below Examples of Year End 2023/Year Start 2024 Dates:

There are 52 Mondays in 2023, 52 Tuesdays in 2023, 52 Wednesdays in 2023, 52 Thursdays in 2023, and 52 Fridays
in 2023. There are 53 Sundays in 2023 but this is not a pay day. The most popular pay dates would generally be
Wed, Thurs & Friday. See examples of pay dates for those days in the image below. Your payroll may differ of course,
but try to stick to the date rules, and plan correctly for Period 1 in 2024.

Example 1 : for Wednesday Pay Dates Example 2 : for Thursday Pay Dates Example 3 : for Friday Pay Dates
Belongs in Payroll Belongsin Belongs in

Period Day Pay Day year Period Day Pay Day Payroll year Period Day Pay Day Payroll year
50 Wed 13/12/2023 2023 50 Thurs 14/12/2023 2023 50 Fri 15/12/2023 2023

51 Wed 20/12/2023 2023 51 Thurs 21/12/2023 2023 51 Fri 22/12/2023 2023

52| wed 27/12/2023 2023 52|  Thurs 28/12/2023 2023 52 Fri 29/12/2023 2023

1 Wed 03/01/2024 2024 1 Thurs 04/01/2024 2024 1 Fri 05/01/2024 2024

2 Wed 10/01/2024 2024 2 Thurs 11/01/2024 2024 2 Fri 12/01/2024 2024

About Pay Dates being a Bank Holiday:

Under Payroll Modernisation Real Time Reporting, you make a payroll submission on or before the date you pay
your employees (on any normal period). The only exception to this rule is where the normal pay day falls on a bank
holiday date, where you can submit on the Bank Holiday date — but transfer funds the day before.

Example:

Your normal pay day falls on a Bank Holiday, however as the banks are closed that day and you can't transfer funds
on that date. You instead can make the electronic transfer on the previous banking day, but you should always
report the pay date (in Sage Payroll) as the Bank Holiday Date. This applies all year round, however if it happens
over the Christmas period — you must still apply the pay date rule: if the bank holiday is in the current year (2023)
then the period belongs in the 2023 payroll system, and if the bank holiday is in the new year (2024) then the period
belongs in the 2024 payroll system. In 2023, the 25" and 26™ December are bank holidays so payment can be made
to the bank on 22" December and these must be processed in the 2023 payroll.

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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Stepl: Process the Final Pay Period(s) of 2023

Process the last pay period(s) of 2023 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 If you 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 In all scenarios, be sure to adhere to the ‘Pay Date Rule’.

Important Note: When you set your final period, if your Period Date happens to be equal to the final day of your

Holiday Year, the system will prompt you to ‘Roll Forward Holiday & Absence Year’. Do not roll forward Holiday &
Absence Year, as this is not the correct time to do this. If your holiday year ends at the end of Dec annually, then

Period 1 of 2024 is the correct time to do this. (See Stage5, Step 2).

S —
G Rolf Forward Holiday And Absence Year X
:i New Period to process 52 I%J =
1 = ‘01 The holiday year for this company runs from 01/01/2023 to
" | 31/12/2023.
Ins. Weeks 1 Pay Date 31/12/2023 l';ﬂ The new Pay Date falls on 31/12/2023, which is the last day of the
; ; holi -
Nominal Period | 12| BankDate  31/12/2023 [4] st
[]Bonus Run Do you wish to roll forward the company's holiday and absence year?
[INew Cost Month

(ORoll forward the Payrol's holiday and absence year
Clear down settings

Dates missing? | Show/Hide Dates |

Tell me more Info (*)Do not roll forward the Payrolls holiday and absence year I
[ oK ] [ Ignore ] [ Cancel I Continue Set Period Il [ Cancel Set Period ]

When your final payroll is complete, run end of period in the usual way and do your submission as normal.

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: @ sage Payroll Professional

e Select the ‘Reports\Payroll Reports’ from the menu at the
top of the screen. (Alternatively select the ‘Reports’ button _
from the main screen). (&5

Set Period Emp Deta

Legin  Processing - Mominal  Company/Payrell

&

OP  Rewin

Report Writer...
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N

w

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.

. 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.

3 Payroll Reports X
Paproll | Employes | Payments = Company
Report Selection
Batch Pause 5
equence
() Control Summary Break [] O
Gross to Nett OO [O Leavers  From | Preview
O Payments Fl F E
O Deductions F B HA To Print
gﬁonslructmn Pension F F List
P30/CC124
O#sca 0 O
(O Cash Dissaction H H
-Setup.
O Payroll Audit Bresk (] [ Summ
(O Cost Analysis OO O o
O Depattmental Time &nalpsis [ [ [
(O SEPA Readiness O 0O
(O Cost Per Employee ] O File Exports
Payroll | Employee | Payments
Fieport Selection
5
(O C50 Eamings Hours & Costs Survey [EHECS) Fauence
(DCSOMES [Part D From
(O Gross to Mett To Prirt
(5) Employer Marthly Lishility
Y
m Company Reports > Save Batch
The payrolls 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 | Indude | Payroll Frequency Password Excel
EMO Monthly Mo password required ;]

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

. Compare the information on the two reports as follows:
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.
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Example:
P Control Summary Cumulative Control Totals
B/Forward HNew Starters This Period C/Forward PAYE
Gross Pay YID 934037.55 84750.40 1018787.95
Tax Paid YID 218898.83 20005.63 238904.46 Il uUsc
Gross Prev. Emp.
Tax Prev. Emp. . PRSI
Gross This Emp. 934037.55 84750.40 1018787.95 LPT
Tax This Emp. 218898.8 20005.63 238904.4¢6
Gross Income YID 952987.09 §6439,19 1039426.28
USC Paid YID 39334.23 3575.88 42910.11
Gross Income Prev. Emp.
USC Prewv. Emp.
Gross Income This Emp. 952987.0%9 86439,1%9 1039426.28
USC This Emp. 39334.23 3575.B8 42910,11
PRSI Employee 35528.81 32217 38748.68
PRSI Employer 94720.25 8589.87 103308.72
*Note: Please check that the B/Forward Values are edual to [che
C/Forward values from the previous|pay period
Monthly Liability Report Pimbrook 501‘tw'rre{3333-i33|'¢l]
Employer Morjthly Liabjlity
Note: Payrollis) included here are listed at the end of this report
Month Income Tax PRSI usc LPT Total Liability
January 18.947 42 12.133.66 357568 34,656.96
February 20,005.63 11.811.34 357576 2625 35.418.98
March 19.979.41 11.811.34 3575.88 26.25 35.392.88
April 20,005.65 11.811.34 3.575.90 2625 35419.14
May 2000561 11.811.34 357575 2625 3541895
June 19.979.40 11.811.34 357588 2625 3539287
July 20.,005.65 11.811.34 357588 2625 35.419.12
August 19.979.39 11.811.34 357576 2625 3539274
September 20,005.62 11,811.34 357588 26.25 35,419.09
October 20.005.66 11.811.34 357579 2625 35,419.04
Movember 19.979.39 11.811.34 357587 2625 35,392.85
December 20,005.63 11,811.34 3575858 26.25 35.419.10
YTD Totals 238,904.46 |142;053,40 42;910.11 | 288.75 424.161.72
You will need to run the Deduction Report to find the LPT Value if required.
]
Note: When printing Deduction reports ensure you Payroll | Emplayee || Payments | Campany
. . . Feport Selection
tick the include leavers option, to ensure all values Baich  Fause Sequence
. O Caontrol Summary Break [J O
are included: Otimss ot 00 O Lewes Fom
OPayments O O O
0o o LT A —
O Construction Pension O O List Print Batch
OP30/CCT24 o O hat =
OPRD o o cwps ar
O Cash Dissection O O onps
bike ta wk s
OPayrall Audit Break [ O  Summ A\d\??c\n; J
Qeostprale DD DD [ —
ODeparimental Time Analysis ] O O l—vJ
OSEPAReadiness O [} —
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Step 3: View/Save Other Reports

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 printing/saving the following reports, but if you prefer other reports you can
add to the list below:

=

N

PwnNPE

. 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).

give them.

Control Summary Report

Employment Detail Summary Report
Earnings Tax & PRSI

ASC Reports (If Applicable to Your Payroll)

D Sage Payroll Professional

Legin  Processing - Nominal  Company/Payroll
= =
4=l v &

Set Period Emp Deta Beport Writer... 0P Rewin
When the Payroll Reports window is [ 5ol Reports ”
£
presented', select ‘Control Emplopes | Papments | Company
Summary . Report Selection
Batch Pauge Sequence
A . PR, . (&) Control Summary Break [] | - .
To print, click the ‘Print’ button or if T Gross 1o Nett OO OO Leavers | From
you prefer to save it as a PDF file, O Payments O O O .
. (O Deductions .| O O o P———
click the ‘PDF’ button:
Canstruction Penzion i :
8P3wcc1z4 5= -
Osscan O O
(0) Cash Dissection O O Sety
(O Payroll dudit Break [] 1 Summ.
() Cost Analysis OO O O
(O Departmental Time dnalysis [ O O
(O SEPA Readiness FH FE
() Cost Per Employes .| O File Exparts
. Print/Save Employment Detail Summary Report:
Your Sage Payro” SOftwa re InCIUdeS an Lompany/Payroll  Direct Payroll Reporting - Miscellaneous  Gift Cards Help Tools
Employment Detail Summary report. B
ploy yrep ? 0 H v @ e b
orts EOP Rewind Notepad Backup Hel| Einancial ' View Checklist..
Holidays and Absence » —
It ShOWS Pay, TaX, USC, LPT and PRSI @’ MNew Construction Pension Year View User Guide.
Information for every person employed by e |
you during the current tax year. = 1
Emplovee Reparts ASC Reports
This report is for reference only and is not an e py—
. . RPNS mploy el etal Summar; OASESS
official Revenue document. = Wil lesras
Why are there no options for P35 / P60 / PRC1? (info | Osscen
You are not required to hand this out to T -
. . Summa ol e
employees, but you can print or PDF it for M_él - i
your own reference if you so wish. = N
pe Payroll Professi —— -
If an employee aSkS you for a summary Of Payroll: DEMO A spnopsis of Pap, Tax, USC, LPT and PRSI information for each person
their employment, this will be the report to e e
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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’:

e From the window that is presented,
choose ‘Employment Detail
Summary’. Choose to include leavers
using the ‘Include Leavers’ tick box.

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

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

e The Employee Detail Summary Report

looks like this: >

3.Print/Save Earnings Tax & PRSI Report:

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

main screen).

Employment Detail Summary

Fiense noie. this document is for reference purposes only. You should ootain your o®icial Empigyment Delal
SuPTTAry repart and End of Yesr Statemant fram your MyACICURT SaCten Of e Fevenus wenss

Company Name. PImErogk Saflware Tax Year ¥

Employer Regisiration Number:  3333333M Date of Issue %

Employee Details

Empicyee Mame: Bab Fiood

Empicyee Addreds 9 The Sres!
Balyhoo
Cuailn

Empicyee PPSN: 1111111L

Empigyment ID

Starl Cale:

Finish Dajls

Pay, Tax, USC, LPT and PRSI Details

Gross Pay (Al payments appilcatke o taves) ITE2672
Pay far Income Tax 37 064,05
Inceme Ta (PAYE) Pala 571582
Taxapie Benefls (Inciuaing Bik's| 132.00
Pay far Universal Soclal Change M2
Uriversal Social Crarge (LEC) Paid 104372
Local Property Tax (LPT) Paid 28875
Empicyee PRSI Fald 0.00
Empicyer PRSI Pad 0.00
PRSI Base Class NA,

Tiatal Nurmber of NErancs \Wess 4

E Sage Payroll Professional

Login  Processing - Meminal  Company/Payroll
o - e
= =~

Report Writer... [

Deta 0P Rewin
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e  When the Payroll Reports window is

1 Payroll Reports X
resented select the ‘Employee’ tab at
ph f h . ploy Paproll Papmentz | Company
the tOp of the screen: Report S electian
Chg. Batch Pauze Dept.

Sequence | mployes Code

‘ H ’ Opa}'SliPS I:l |:| I:l N ‘
e Select ‘Earnings Tax & PRSI’ report on O Record Cards O 0O sum  Fom
the left: O 80 _
(O Employes Audit O [0 TPOnly To [ ——
_ . . ) Oascas O oo List Print Batch
e To print, click the ‘Print’ button or if ) Labels O O O
you prefer to save it as a PDF file, click © Absence Repor o o
the ‘PDF’ button: Otfolday: 0u
(0 Public Holidays Break Fixed
(O Time and Pay Forms O O O
e You can select a single employee or a O Time and Pay Audt o o O
h (O Employee Details O O
range of employees by choosing
Employee Code in the Sequence list
box and entering the relevant ; -
eport Dezcription
em pIOYGE(S) in the From and To fleldS A breakdown of the gross pay, tax paid a_nd PH_SI
payments far each employes per pay period during the
current year.

Batched Reports

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

that employee. Prirter

Canon ME3500 series Printer on (USBO02) (D efaul Printer] Eancel

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

e There is also an option to print/save a | Payrol Reports X
summary of the Earnings Tax & PRSI Payol [ Emploee | Paymerts | Company
Feport Selection
report- Chg. Batch Pause Dept 5
O Paysiips 0o 0o EAUENEE | Frployes Code
e . . (O Record Cards 1 [ Sunm Fram
. - |
In addition tq the steps abovg, Jl:JSt tick [© Earings T . FF3 00
the ‘Summ’ tick box before clicking O Emplopes fudt TT [J] TFonk '@
“Print’/’PDF’: () ASCAS O O O List
(O Labels O O O
(O Ahsence Feport O O
e The summary report shows one line OHolidays o o
per employee (O Public Holidays Break Fixed
’ (O Time and Pay Farms O O O
(O Time and Pay Audit O O O
(O Employee Details O F POF

4.Print/Save ASC35 and ASC60 Reports (If Applicable to your Payroll)

e |f ASC (Additional Superannuation Contributions) are applicable to your payroll in 2023 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.
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e To access these reports, click on the

‘ ’ H gl Company/Payroll  Direct Payroll Reporting Miscellaneous  Gift Cards  Help  Tools

Year End’ menu item at the top of

the screen, then choose ‘Tax\Tax L5 Bl 2 & @ — S [P

i Feports EOP  Rewind Motepad Backup Hel| - 1B Shecklst.
Year End Reports ° Huolidays and Absence 4 3
§& MNew Construction Pension Year View User Guide... k

e From the window that is presented, e

choose ‘ASC35’ or ‘ASC60’ as desired. = F

. . o . =} Empl R 1; ASCR 1
e To print click the ‘Print’ button or if e o
. . Retrieve () Emplayment Detail Summary
ou prefer to save it as a ile RPN ASC35
you prefer t t PDF file, ®
click the ‘PDF’ button: = [incluce Leavers [ Preview |
Why are there no options for P35 f P60 fPRC17? OASEBD Setup

e You can select a single employee or a bt ] Sat & Fite

range of employees by choosing @ Sequence [ETTITRYRE -

. . = Empl
Employee Code in the Sequence list Ergﬁaifrﬁimame o
ozt Centre
box and ente.rmg the relevant Iage Payroll pmfess1 ——
employee(s) in the From and To Zhor e

fields.
e [f your 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 like this:

ASC35
Additional Superannuation Contribution (ASC) Annual Report
2022 26/10/2022 Week 53 N
EMPLOYER
EMPLOYER
REG NO EMPLOYER ADDRESS CONTACT NAME PHONE
3333333M Pimbrook Software Demo Compa 13 Seapoint Sharon Foley 051395900
Riverstown Business Park
Waterford
EMPLOYEES
GROSS
PPSN WORKS NO INCOME ASC STARTDATE END DATE
11111111 0001 £€163049.12 €1337016 03/01/2022
0001524P 0003 €411190.00 €39424 96 03/01/2022
6962924 0004 £€170560.00 €14733.82 03/01/2022
0101935UW 0006 £155272.00 €12553.57 03/01/2022
4239144R 0027 £164320.00 £€13503.61 03/01/2022
00000160 0035 £€353694.00 €11128.44  14/02/2022
TOTAL £1418085.12 £104714.56
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Your ASC60’s will look like this:

ASC60M Main Employment

Additional Superannuation Contribution - Cerificate
End-of-Year Balancing Statement

Employee Details
Commencement Date for
Additionzl Superannuation Contribufion
|'\|'||'\|-|'-|r\.|'-|-|
1 1 1 1 1 1 1

Surname of Employee
FLOOD

Egat Name Payroll/iWorks Number

- Lol T [ TT]
ress

8 THE STREET PP5 Number

BALLYHOO

DUELIN HEEREEEDNE

Additional Superannuation Contribution Details
Eelow zre the details of the Additions! Supsrsnnustion Contnbution made in previous employments snd in this employment during

the year
Gross Pensiocnable Income for Additional Superannuation Gross Pensicnable Income for Additional Superannuation
Contribution for Previous Employments in this year Contribution for THI 5 Employmentin this year

€ € 163,049.12

Amountof Additional Superannuation Contribution made for Amountof Additional Superannuation Contribution made for
previous employments in this year THIS employment

€ € 1337016

Fiease inserf fofal of 2l gross pensionable incomes and Addtions! Superannuation Contrbution made n all previous employments
in this yesrin the first column. Where an employes had maors than one penod of employment with the same employer in the year
please insert the gross pensionabls income and Additional Supersnnustion Contnbution figures for the latest penod of employmenf
ONLY in fhe second column

Employer Details

| certify that the particulars entered above are correct.

Employer Employer Registered Number
[FIMBROOK SOFTWARE DEMO COMPANY | EHHEHBEBELE
Address Phone Number
12 SEAFDINT [o51285200 |
RIVERSTOWH BUSINESS RARK
WATERFORD

Email
Signature/5tamp of Paymaster | SUPPORT@FIMBROOK.IE |

Date

Employer: This cerifizaie is fo be given fo the employes

Employee: This is & certificate of the Addifional Supersnnustion Contrbution mads in previous employments and in this employmment
in this current year to the end of the yesr Flease retain carefully

PLEASE PRINT THIS CERTIFICATE OR COMPLETE IN BLOCK 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:

LWoNOURWNRE

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)

For your reference, a ‘Housekeeping Guide’ which further details tasks 2-9, can be found at the end of this booklet.

Validate Your Payroll Data (Every Pay Period)

e The Validate Payroll option is now set to run automatically as part of the Set Period process. This can be
switched off if you prefer to do it manually each period yourself.

e We recommend that you Validate your Payroll Data during every pay period, as part of your regular payroll
process as it will check your payroll data for any issues that may cause your Revenue submissions to fail.

e If you do not run the Validate Payroll Data option every pay period (either automatically or manually), 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 manually, select
‘Reports’ from the menu at the top of the screen, then
click ‘Validate Payroll Data\Validate Payroll Data’.

To turn off or on the Auto Validation at Set Period time, select
‘Reports’ from the menu at the top of the screen, then
click ‘validate Payroll Data\Start of Period Settings’.

Q Sage Payroll Professional
Legin Processing - Nominal  Company/Payroll  Direct Payroll Repor|

— E Payroll R
@ Payroll Reports. @ M %

=
B3l
OP Rewind Notepad Backup

SetPeriod EmpDeta ~ BeportWiiter.
Print Report... I

e MeePymiD o WideeraoliDne
Tasks —_—

Start of Period Settings

|_l|:E| Tax Year End Reports

D Validate Payroll Data - Start of Period Settings >

[+] automatically validate Payroll Data at Start of Period

[¥]only show results when issues are found

Tell me more Save ] [ Cancel
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When the Validate Payroll Data procedure runs, the results will be displayed in a window broken down by: Company
Issues, Employee Issues and GDPR Issues — if you have any. You can click on the blue issue link to see a list of issues
found, and for suggestions on how to resolve the issues. You should apply the solution suggested, but if you are in
any doubt contact our support team.

[ validate Payroll Data - O X
Summary Company (1) I Employee (34) ] GDPR (0) ]

Payroll: DEMO Tax Year: ~C_2
Date: 27222722 Time: 14:13

Company: 1 lIssue found

Employee: 34 |ssues found

GDPR: 0 Issues found

For guidance on keeping your data in good health, view our guide

Edit Validate Payroll Data Settings

Tell me maore... PDF Close

You can create & print a PDF of all the issues by clicking the PDF button at the bottom of the screen.
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Things to Note Before Processing First Pay in 2024.

Clear RPN Submission Logs:

e As part of the 'Set up Tax Year 2024' 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., 2023) to new tax year (e.g., 2024) both the RPN &
Payroll submission logs will not come across. This is so they are easier to manage and reconcile.

RPN Numbers in your 2024 System:

e  When you create your 2024 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.

RPNs are Current:

e Last year end (2023), employers only had until 31/12/2023 to Download 2023 RPNs or to Upload 2023 Payroll
Submissions. We have not been notified of any change here — so we can assume that this is still the same for
2023/2024. For more information, please contact Revenue.

Clear PAYE Exclusion Order flag in 2024 System (Where Appropriate):

e To ensure the employee has the correct exclusion order settings for 2024, the Sage Payroll software will examine
the exclusion order 'Has effect until' date when transferring a payroll into the 2024 System.

e |f an employee in Sage Payroll 2023 has the 'Apply PAYE Exclusion Order' checkbox selected, Sage Payroll will
check the 'Has effect until' date while running the ‘Set Up 2024 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.

CWPS Calendar change back to Jan-Dec 2024:

e From Jan 1% 2024, the CWPS calendar year will change back to Jan-Dec from Oct-Sept

e The CWPS year end must now be run in the 2024 software before setting the first period (Stage 3, step 5). This
will clear down the YTD balances and set up a new calendar for 2024.
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Step 1: Creating Tax Year 2024

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

1. Ensure you are logged into Sage Payroll 2023:

2. Select the ‘Year End - Tax - Set up 2024 Tax Year’ menu option:

G Sage Payroll Professional 2023 v26.3, Unlimited Employees, Feature Pack 1

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

Eh[ ‘@‘? @ ‘J a G_ & Tax Year End Reports...

) ) N Einancial 4 View PYE Checklist...
Set Period Emp Details Time and Pay Reports EOP Rewind Notepad Backup Hel| = iz
HOIREmRE s ' :
e m e §F New Construction Pension Year View PYE User Guide...
Tasks
PYE Help Centre...

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 2024 Tax Year, employee cumulative tax year values coming
forward from 2023 are cleared, and all leavers are removed.

e Payroll data for 2024 is stored in a separate directory from the 2023 data.

[E1 setup 2024 Payroll Data % FQ Setup 2024 Payroll Data x
Setup 2024 Payroll Data Setup complete
—
'ﬂ Click "Continue” to create the 2024 payroll data. @ You have successfully copied payroll WEEKLY 1 into Sage Payroll 2024,

To work in the 2024 payroll, start Sage Payroll 2024 from the
Windows “Start” menu,

Note: You can have Sage Payroll 2023 and
Sage Payroll 2024 open at the same time.

[ Hep ] | cCotinue | [ cancel | _l

e When the setup is complete, click ‘Close’. You have successfully copied your payroll into the 2024 system. Tax
Year 2024 is now initialised for the relevant payroll.

Note: You are still in Sage Payroll 2023, but you can now log into the company’s new tax year in Sage Payroll 2024.
The new icon will be available on your desktop.
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Step 2: Opening Tax Year 2024
Note that Sage Payroll 2024 is Version 27.0

1. To open Sage Payroll for the new tax year double-click the Sage Payroll 2024 shortcut icon on your desktop:

2. Login to the payroll in your usual way.
e You can now work in the 2024 Payroll.

Login X
Tax Year 2024
How do | complate processing for 2-325.?
User
Narne
Password ‘ |
Payrol
Name ‘ D

Payrolls from 2023 not listed?

Password

[ ok ] [ cancel |
New to Sage Payroll?

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

Sage Payyoll Professional - Tax Year 2024

Payroll: WEEKLY1
Company name: Pimbrook Software Demo
Company

e  When you login to your 2024 payroll, ensure that your Sage Payroll version number is 27.0.
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:

G Sage Payroll Professional 2024|v27.;IUnlimited Employees,keature Pack 1

Login Processing Reports Nominal Company/Payroll Direct Payroll Reporting YearEnd  Miscellan

= L L 2 m @

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

\
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Changes to the payroll legislation announced in Budget 2024
The following are details of the Budget Statement October 2023, as made by the Minister for Finance and Public
Expenditure and Reform:

BUDGET 2024 SUMMARY L

These are the key tax measures in the
Statement by the Minister for Finance on 10 October
2023.

Personal Income Tax

Tax Credits

Changes are in bold.
Tax Credit 2023 € 2024 €
Single person 1,775 1,875
Married or in a civil 3,550 3,750
partnership .
Employee Tax Credit 1,775 1,875
Eamed Income Tax Credit 1,775 1,875
Widowed person or 2,315 2,415

surviving civil partner
{without qualifying child)

Single person Child Carer 1,650 1,750
Tax Credit
Incapacitated Child Credit 3,300 3,500
Blind Tax Credit
Single person 1,650 1,650
Married or in a civil
partnership:
* one spouse or civil 1,650 1,650
partner blind
« both spouses or civil 3,300 3,300
parmers blind

Widowed Parent

« Bereaved in 2023 - 3,600
« Bereaved in 2022 3,600 3,150
« Bereaved in 2021 3,150 2,700
« Bereaved in 2020 2,700 2,250
« Bereaved in 2019 | 2250 1,800
Age Tax Credit
* Single or widowed or 245 245
surviving dvil partnes
« Married or in a civil 450 450
partnership
Dependent Relative 245 245
Home Carer Tax Credit 1,700 1,800
Rent Tax Credit

The Rent Tax Credit Is Increasing to €750 per
individual and €1,500 per jointly assessed couple for
2024 and 2025.

Payments made by parents in respect of "digs” or
rent-a-room arrangements for their children to attend
an approved course will now qualify for the Rent Tax
Credit. This is provided the daimant and ther chiki
are not related to the landlord. This change will apply
retrospectively for the years 2022 and 2023.

Rented Residential Relief

A new tax relief for landiords will be available against
rental income from residential property for tax years
2024 to 2027 inclusive. The redief is available to
Individual landiords only for tenancies registered with
the Residential Tenancies Board or for lettings of a
residential property to a public authority. Landiords
are also required to have tax dearance and to comply
with their Local Property Tax.

The redief will reduce the tax due on reskiential rental
income by up to €600 in 2024, €800 in 2025, and

tax lability on the rental income and will be
apportioned in the case of joint ownership of 2
property. Further information on this relief will be set
out in the Finance Bill.

Mortgage Interest Relief

A temporary one-year tax credit will be introduced
for taxpayers who have made payments in respect
of a qualifying loan for a principal private residence.
The relief will be available to homeowners with

an outstanding mortgage balance of between
€80,000 and €500,000 as of 31 December 2022.
The credit will be available in respect of 2023, on
the increase in interest paid in 2023 over interest
paid in 2022. The amount qualifying for relief at the
standard rate of tax will be capped at €6,250 per
residence, equivalent to a maximum tax credit of
€1,250. Further information on the eligibility criteria
for this credit and the process by which it may be
claimed will be provided on www.revenue.ie.

Sea-going Naval Personnel Tax Credit
The Sea-going Naval Personnel Tax Credit of €1,500
has been extended to 31 December 2024,

Tax Rates and Tax Bands

Changes are in bold.

Personal 2023 ¢C 2024 ¢€

Cire es

Single or widowed 40,000 @ 42,0009

or surviving civil 20% 20%

partner, without Balance @ Balance @

qualifying child 40% 40%

Single or widowed 44,000 2 46,000 @

or surviving civil 20% 20%

partner, qualifying Balance @ Balance @

for single person 40% 40%

child carer credit

Married or in a 49,000 @ 51,0009

civil partnership, 20% 20%

one Spouse or Balance @ Balance @

civil partnesr with “W0% 40%

income

Married or in a 49,000 2 51,0009

cvil partnesship, 20% with 20% with

both spouses or increase of  increase of

avil partners with 31,000 33,000

income max. max.
Balance @ Balance @
40% 40%

Exemption Limits
The Income Tax exemption limits for persons aged 65
years and over are unchanged.

Personal 2023€C 2024C
Cir

Single or widowed or 18,000 18,000
surviving dvil partner, 65
years of age and over

Married or in a civil 36,000 36,000
partnership, 65 years of age
and over

These exemption limits increase by €575 for each of
the first two dependent children, and by €830 for the

c1.ooo in 2026 and 2027. The relief i Sapped at the third and subsequent children.
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Benefit in Kind (BIK) on Employer-Provided
Vehicles

The following will apply for BIK on employer-provided
vehicles for 2024:

* A reduction of €10,000 will apply to the original
market value (OMV), to reduce the amount of BIX
payable, for all cars In Category A,B,C and D (not
E) and all vans.

* The current reduction of €35,000 in OMV will
continue to apply for all electric vehicles.

o The lower mileage limit in the highest mileage band
which applies to employes-provided cars will
remain at 48,000.

For 2025, 2026 and 2027, the reductions in the OMV
for electric vehicles will be €35,000, €20,000 and

€10,000 respectively.

Certain Profits from Micro-Generated Electricity
The amount of profits exempt from income tax, USC
and PRSI from the micro-generation of electricity by
an individual is being increased from €200 to €400
per year. The scheme is being extended to 31
December 2025,

Universal Social Charge (USC)

Standard Rates of USC
Changes to USC thresholds and rates are in bold.

_USC Thresholds
2023 Rate 2024 Rate
Income up to 0.5% | Income up to 0.5%
€12,012.00 €12,012.00
Income from 2.0% | Income from 2.0%
€12,012.01 to €12,012.01 to
€22,920.00 €25,760.00
Income from 4.5% | Income from 4%
€22,920.01 €25,760.01
to €70,044.00 1o €70,044.00
Income above 8.0% Income above 8%
€70,044.00 €70,044.00

Reduced Rates of USC

The reduced rate of USC of 2% applies for
individuals aged 70 years or over whose
aqgregate income for the year i €60,000 or less.

The reduced rate of USC will also apply for 2024
and 2025 for full medical card holders under 70
years whose aggregate income for the year is

€60,000 or less.
USC Thresholds - Reduced Rates
2023 Rate 2024 Rate
ezon200 | 0% | eizora | 05%
e1201200 | 29% | exzoro0 | 20%

« Note 1: "Aggregate’ income for USC purposes does
not include payments from the Department of
Sodal Protection (DSP).

s Note 2: A 'GP only’ card is not considered a full

Other Thresholds, Reliefs and
Allowances

Payment of Tax by means of Donation of
Heritage Items

The ceiling on the aggregate value of hesitage items
approved for donation in any one year has been
Iincreased to €8 million.

Relief for Investment in Corporate Trades
Changes to the Employment Investment Incentive
(EIIL), Start-up Redief for Entrepreneurs (SURE) and
the Start-up Capital Incentive (SCI) are mainly due
to changes to State Ald rules and include:

o Changes to the eligibility criteria that apply to
companies.

« Standardising the minimum holding period
required to obtain relief to four years for all
Investments,

o Increasing the maximum investment amount on
which an investor may daim relief from €250,000
to €500,000 annually.

Accelerated Capital Allowances for Energy
Efficient Equipment

The accelerated capital allowances scheme for
Energy Efficient Equipment is being extended for a
further two years until 31 December 2025.

Acceleration of Wear and Tear Allowances for
Farm Safety Equipment

The scheme of accelerated allowances which was
due to expire at the end of this year is being
extended until 31 December 2026.

Relief for Certain Income from Leasing of Farm
Land

This change requires that a lessor who has
purchased farm land for a consideration equal to
market value on or after 1 January 2024 must have
owned the land for a period of at least 7 years
before they can make a daim for relief.

Special Provisions for Registered Farm
Partnerships

The amount of relief that can be received in
aggregate is to increase from €15,000 to €20,000
for qualifying periods commencing on or after 1
January 2024.

Relief for Young Trained Farmers

An overall lifetime limit applies to the aggregate
amount of relief which may be daimed under:

* Income Tax Stock Relief

* Succession Farm Partnerships

* Stamp Duty Young Trained Farmer Relief.

This limit is being increased from €70,000 o
€100,000.

———————————————

Detailed information on the budget can be found: https://revenue.ie/en/corporate/press-
office/budget-information/2024/budget-summary.pdf
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Step 3: Setting up a New Payroll Calendar

Before you begin to process pay in a new company or tax year, you must set up the payroll calendar. You can enter
default dates on which to pay your employees for each pay period.

To Setup the New Calendar:

1. Open the Calendar
Select the ‘Company/Payroll — Calendar’ menu option.

Login  Processing Reports  Nominal _ Direct Payroll Reporting  Year
=] = i 459 Company Details...
= i )

K X : % Payments...

Set Period Emp Details Timeand Pay Reg le

E =] Deductions... [

Employee Profile Details...

Tasks
= Working Patterns...
% Set Pard Construction Workers Pension...
?LMJ E dit Employees JLC Rates of Pay Compliance...

?L\_.J Rietriewve RPMs
7 Enter Time and Pay
7 Batch Time and Pay Departments...

Additional Superannuation Contributicn...

[ Cortral Summary Report

= Cost Centres...
[ Gross To Mett Report

& End Of Peiind Job Codes... iy
|7 Send Payroll Submiszion Location Codes... D.E
Ty Wi Print Payslips 2
Bank Transfer Cost Analysis Details... —
L Process Mominal

- . Lz MNotepad

2. If your financial Year is the same as your tax year it will prompt you to clear out your financial figures at this point.
Click Continue to clear your figures.
G Clear Down Financial Year Balances X |

The Financial Year ended after Period 12 of 2023 (as entered in your 2023 Payroll Calendar)
The new [@nanmal Year starts on 01/01/2024

Do you wish to clear down the Financial Year balances?

Note: Clear down of Financial Year balances does mot affect your Revenue Tax Year balances.

(®Clear down Financial Year balances Why clear down?

This will clear down the Financial Year balances within the employee records
and appropriate reports

ODo not clear down the Financial Year balances now When do | not clear down?

Select this option if you want to clear (or have already cleared) the |
Payments/Deductions/Cost Analysis balances from the "Year End->Financial'
menu.

Tell me more Cancel ] [ Continue ]

3. Click Ok to complete

G Clear Down Financial Year Balances X

|@ Clear down of Financial Year balances complete

o= T T
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This wizard clears out the financial year balances (see screenshots below). If you wish to manually clear balances
and/or clear Tax balances, please follow the steps for Manually Clearing Accounting and Financial Tax Year.

Before Clearout

Description ["Sid.E'=Amt | E'Conrb, | Balancet's

TotalE's | BalanceE' | TatalEt | TaxYrE'e | Taxvitr | Referer
Advance 240000 25000 00 000 000 000
CWPS AV 0.00 0.00 0.00 0.00 0.00 000
CWP3 G 16.67 2774 18.87 1687 2 2anm 0.00 0.00 o
CWPI N 213 1.46 213 213 146 146 0.00 000 =
LFT 150.00 250.00 0.00
PenFarmula 0.00 0.00 0.00 0.00 0.00 000
PenStd 98.00 125.00 98.00 98.00 125.00 125.00 0.00 0.00
SocialClub 2200 545.00 2200 0.00 0.00 0.00 0.00
v
‘| [
After Clearout
Description | Std. E'=Amt | E'tContrib. | BalanceE's | TotalE's | Balance E'r | Total E' TaxYrE'e | TaxYrEY Referer &
Achvance 100.00 240000 250.00 0.00 0.00 0.00 0.00 =
CWPS AVC 0.00 0.00 0.00 0.00 0.00 0.00
CWP3 G 18.87 27.74 0.00 18.87 0.00 2ri 0.00 0.00
CWPS N 213 1.46 0.00 213 0.00 146 0.00 000
LFT 0.00 250.00 0.00
PenFarmula 0.00 0.00 0.00 0.00 0.00 000 -
PenStd 98.00 125.00 0.00 98.00 0.00 125.00 0.00 000
SocialClub 2200 0.00 22,00 0.00 0.00 0.00 000
‘ | _ER

When do | not clear down?

G Clear Down Financial Year Balances X
The Financial Year ended after Period 12 of 2023 (as entered in your 2023 Payroll Calendar)
The new [gmancual Year starts on 01/01/2024
Do you wish to clear down the Financial Year balances?

Note: Clear down of Financial Year balances does not affect your Revenue Tax Year balances

(®Clear down Financial Year balances Why clear down?

This will clear down the Financial Year balances within the employee records
and appropriate reports

ODo not clear down the Financial Year balances now When do [ not clear down?

Select this option if you want to clear (or have already cleared) the 1
Payments/Deductions/Cost Analysis balances from the "Year End->Financial
menu.

Tell me more Cancel ] [ Continue

If your financial year is different to the Tax Year, you should select Do not clear down the Financial Year balances
now and enter the correct period in the Financial Year will end after period section as below.
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D Calendar X
[ Calendar Details 1 MNew Calendar
Ing Cost Marninal
Feriod ks | Month Fay Date Bank Date Perind

P 1 1 04/01/2024 0470172024 1

2 1 OO 11jo1j2024 1170172024 1 —4
3 1 O 1emo1/2024 16840172024 1
4 1 O z5m1/2024 2540172024 1
5 1 01/02/2024 01,/02/2024 2
1] 1 [0 o8mz/zozd 08/02/2024 2
7 1 [0 1522024 15/02/2024 2
§ 1 O zzmozjznzd 220242024 2
9 1 O  z9/oz/2024 2940242024 2
10 1 07/03/2024 0770372024 3
11 1 [0 14/03/2024 1440372024 3
12 11 O 21j03/2024 2140372024 3

19 El ] Annaanad anoaannd A i

P Select dates to display
Financialvear Detalls
[Financial Year is the same as Tax Year (January - December)
Financial Year will end after period 25|E‘ 271062024
) (=)

Alternatively, you may be in a situation where you shouldn't clear your financial year balances at the end of the tax
year, such as:
e If you've already manually cleared down the balances in this period.
e If you wish to choose specific payments and deductions to clear and don't want to clear the balances of
others, e.g., Pensions, etc.
e If you wish to change your financial year start/end period as the current period is not the start of your new
financial year.

4. Setup the New Calendar
e Select Company/Payroll then Calendar. You now have the option to select the dates to display on the calendar.
Most users like to display just the Pay Date and the Bank Date as they no longer user Giros or cheques.

+ g e

Calendar Details = Mew Calendar
I
. Ing Cost Nominal =
Period wks | Month Pay Date Bank Date Pesiod

1 1 04/01/2024  04/01/2024 1
2 1 [ |1/msz024 1140172024 1=
3 1 [0 |18/01/2024 | 18/01/2024 1 D Date Display Settings X
4 1 O |25/01/2024  25/0/2024 1
5 1 01/02/2024 01702/2024 2 Select the dates you wish to display.
6 1 [0 |08/02/2024  08/02/2024 2
7 1 [0 |15/02/2024 15/02/2024 2
8 1 [ |22/022024 | 220202024 2 ElchegsOste
g 1 [ |29/02/2024 | 29/02/2024 2 [JGiro Date

10 1 07/03/2024  07/03/2024 3 v

Bank Date
M1 [ |[1a/ma024 | 14/03/2024 3 ane
12 1 [ |21/03/2024 | 21/03/2024 3~
. » Note: Pay Date is mandatory when processing payroll, r
Select dates to display
Financial Year Details Tell me more about date display settings
Financial Year is the same as Tax Year [January - December] rewme more | m | rocess T
73] Errp— Pension J
Financial Year will end after period 52 IZ 26/12/2024 .
=]

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

CaIaE;ar Details | New Calendar

1st Pay Period Dates

Pay Date

[0a/01/2024 4]

MNominal Start

Enter Calendar Month

Bark Date | |04/ /2024 |2
Select dates to display
°
°

submissions to Revenue.

5. Amendments

Tax Year (January - December)’ tick box.

Amend any calendar information if required, and then click Save.

Pk
X

Enter the ‘1% Pay Period Dates’ of the new tax year and the Nominal Start date. Then click Update.

The Pay Date refers to ‘the date the employees receive their net pay’ and this is the date that goes with the

If your Company’s Financial Year is the same as the Tax Year, you can tick the new ‘Financial Year is the same as

Pay Date

04/01/2024
11/01/2024
18/01/2024
25/01/2024
01/02/2024
0a/02/2024
15/02/2024
22/02/2024
29/02/2024
07/03/2024
14/03/2024
21/03/2024

Bank Date

04/01/2024
11/01/2024
18/01/2024
26/01/2024
01/02/2024
08/02/2024
15/02/2024
22/02/2024
29/02/2024
07/03/2024
14/03/2024
21/03/2024

Nominal
Period

L I il

4

Financial Year Details

m Calendar
Calendar Detalls | New Calendar

. Ins Cast
e Whks | Month

1 1

2 11 0

3 11 O

4 1 O

5 1

g 11 O

7 1 O

3 1 O

9 1 O

10 1

1 11 O

12 1 0

Select dates to display

Financial Year will end after period

Tell me more

Financial Year is the same as Tax Year [January - December)

52[4] | 251272024

o (o)

e Repeat this procedure for each payroll you set up in 2024 (if you have multiple payrolls with the same frequency
and pay date, you can copy the calendar in the admin section if you wish).
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Step 4: Set up ASC Additional Superannuation Contribution - (If Applicable)

ASC is only relevant to public sector employees.
If you have employees that are liable for ASC deductions in 2024, you must assign the appropriate ASC settings

within their records.

On the menu bar, click Processing then click Employee

Details. (Alternatively select the ‘Edit Employees’ button from

the main screen).

Select the relevant employee and
click on the ‘Deductions’ tab.

Assign the appropriate ASC
Settings.

If the employee is in subsidiary
employment and their main
employment is elsewhere, select
the ‘Subsidiary’ check box.

Click ‘Save’ to save any changes
made.

Login - Reports Nominal Cor

Set Period...

Retrieve RPNs...

G Employee Details

Personnel | Tax / PRSI /USC | Pay /YTD  Working Patterns | Holidaps | Absence Payments ETP

Spit | Costing  CSO JLC || User defined

Code Surname First Name PPS Number Employment ID
ooai [0 [Flood [ [Babl [REREREYNN I I
Department &) costcente ]
Local Property Tax Construction Worker's Pension Scheme Public Sector - Additional Superannuation Contribution (45C)
Total LPT 0.00 Cw/PS Category [:] ASC Status Cumulative [ [Osubsidiary
This Employment 0.00 Membership No, Pension Scheme | Standard Accrual Group |:
¥TD Total 0.00 Edit CWPS History ASCPayYTD Deduction YTD
P Prev Eer [A5C45) 0.00 0.00 | Edit ASC History
ension
This Employer 0.00 0.00 NotePad.
Pension Tracing Number
YTD Totals 0.00 0.00

Deductions

X

Email PIN

Description | Std. E'e Amt
Advance
CWPS AVT
CWPS G
CwWPS N
LPT
Pension
4

E'r Contrib.

BalanceE's TotalE's | Balance E'r

0.00
0.00
0.00
0.00
388.75
0.00

0.00
0.00
0.00
0.00
388.75
0.00

0.00
0.00
0.00
0.00

0.00

Total E'r
0.00
0.00
0.00
0.00

0.00

TaxYiE'e = TaxYiE'r

0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00

Refere «

s [EE 0 DEW B €

z
-
-

Step 5: CWPS-Set up new calendar Jan-Dec 2024 and clear year to date balances

From Jan 1%t 2024, the CWPS calendar will revert back to Jan to Dec. This means that the new calendar must be set
up now and the CWPS balances and history cleared prior to setting the first period of 2024.

Clear the CWPS balances and history.

o From the menu bar at the top of your window, click Year End then click New Construction Pension Year.

k1

rorting - Miscellanecus Gift Cards Help Tools

Einancial
o7

2

Heolidays and Absence k

ip  Hel|

T IS

o When you receive the prompt to clear the balances and history, to continue, click Yes.

Set up the CWPS calendar.

o From the menu bar at the top of your window, click Company/Payroll then click Construction Workers

Pension.
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o Click the Calendar tab.
o plick Create New Calendar.
a

General | Rates | Calendar

Week Number Week Start Week End Scheme Month Weeks per Month —
1/02/10/2023 06/10/2023 10 4
2/09/10/2023 13/10/2023
| 3/16/10/2023 20/10/2023
4|23/10/2023 27/10/2023 ]
53010 u Create New Calendar X H
6/06/11
713y
g ;gﬂ: 'o) Enter the start date of the first scheme week of the year
1004112
11111112
12/18112| I Create | [ Cancel ]
13/2512) o
14/01/01/2024 05/01/2024 1 4 | |
15/08/01/2024 01/2024
16/15/01/2024 19/01/2024 = ‘ r
Create New Calendar l I

QK ] [ Cancel
o Enter the start date of the new CWPS year —01/01/2024.
o Click Create.
o Check the dates and information are correct for the new CWPS year. If not, amend as required.
o Click OK.

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
Page 39


mailto:support@pimbrook.ie

fgPimbIo0K
Pimbrook Guide to Payroll Year End 2023 Processing in Sage Payroll PR

Step 1: Set the First Period

e To set the first Period, select ‘Processing\Set Period’ from the menu bar at the top of the screen: (Alternatively
select the ‘Set Period’ button from the main screen).

e If you have not yet setup your 2024 Calendar (Stage 3, Step 3), you will be prompted to do so at this point:

Payroll Calendar X

Revenue use your payroll calendar dates to validate your returns to them
! each pay period

Date discrepancies may result in a Revenue intervention

You must create a payroll calendar for the tax year before you set a period

Tell me more about how to create a payroll calendar

l Create calendar I[ Cancel ]

e Inthe Set Period screen that is presented, ensure that the New Period to process is set to 1 and check that the
dates proposed are appropriate for the first period. CWPS should show week 1.

g Set Period X
MNew Period to process 1 E‘
Ins. Weeks 1 Fay Date 0z/01/2024 @
MNominal Period 1 Bank Date 0z/01/2024 Ii‘
[JBanus Fun

MNew Cost konth

Dates missing? ShowHide Dates

Wifeek From 1 Week To 1

b

Tell me mare Info

[ ok ][ e | [ coe

TR —

e Click ‘OK’ to continue.

Step 2: Roll Forward Holiday & Absence Year

e If your payrolls’ Holiday Year Finish Date is 31/12/2023, the system will automatically prompt you to roll forward
the holiday information when you click ‘Ok’ on the Set Period screen (in Step 1 above).
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‘;a Roll Forward Holiday And Absence Year X
N

<0{ The holiday year for this company runs from 01/01/2023 to
¥ 31/12/2023.

P

The new Pay Date falls on 02/01/2024, which is in a new holiday
year,

Do you wish to roll forward the company's holiday and absence year?
(D)Roll forward the Payroll's holiday and absence year

Clear down settings

[V]carry forward employee holidays due into next holiday year
[V]set up the Payroll's next holiday year start and end dates

[V]set employee's holiday adjustment to zero

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

Continue Set Period | [ Cancel Set Period ]

S ¥ v

e Below is what happens when you roll-forward:

Carry forward employee holidays due Selecting this option specifies that the employee’s holiday balance
into next holiday year (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 By selecting this option, you instruct the system to automatically set up

start and end dates the start and end dates of the new calendar year based on the dates of
the calendar year currently ending.

Set employee’s holiday adjustment to This option resets the employee’s Holiday Adjustment (+/-) value to

zero 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 Set Period.

Step 3: Retrieve 2024 RPNs

e To Retrieve Employee RPNs for 2024, click the ‘Retrieve RPNs’ button on the main screen:

e We are not clear exactly when RPNs for 2024 will be available for download. For information on when your RPNs
are available please contact Revenue.
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e Once you have completed steps 1, 2 & 3 in Stage 4, you can continue to process your payroll as normal.
(Enter Time & Pay, Process Payslips, Send Submissions Etc...)

Retrieve
RPNs

(|
dh
l= sl
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Stage 5: Guides & Other Information

Step 1. 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/ User Defined | BIK Ermail | Employee | Holidays | G50
NO vaheﬂs or extra Company MName |Pimbr00k50ﬂware D| [ MNew Company ]
characters are allowed Company
: . . 135
in this section by ROS Address 13 5espon |
" oA ; ‘R\verstuwn Business Park |
(e'g' * £$ A) & 7':>) ‘Tramore |
‘Co ‘Waterford |
Eitcode o
MNarrative ‘ |
Also known as Emplover Wankly

Registration Number —— TaxReg No

Contact Details

Contact Narme ‘Paym\l Operator

Position/ Job Title ‘Paym\l Qperator

|
|
Telephone 057-385500 | Fax 051395959 |
|

Email ‘suppot@pimbrook\e

et oo

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:

. Fr.om the menu bar ajc the top of ygur window, click .Processmg then Login - Reports Nominal Cor
click ‘Employee Details’. (Alternatively select the ‘Edit Employees’
button from the main screen).

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

e On the Personnel tab, check the ‘Director’ check
box is selected. If not, select it.

e Click the ‘Type’ arrow, then choose
either ‘Proprietary’ or ‘Non-Proprietary’.
e Click ‘Save’ to save the changes.

e Repeat the process above for each employee
who is a director.

a
Pessonnel | Tax /PRSI /USC | Pay/YTD | Working Pattems | Hobdays | Absence | Payments | Deductions | ETP | Spit | Costing| €50 | JLC | Uses defined
Code Sumams Fist Narne PPS Number Erployment ID
1 B [Food B [ee me | 0 [Ea)
Department ) costCenve &
Address Cortact Deta Gender
8 The Stieet Emal [bob.food@msinstor com OMae
Bahos st OFense
Dubin Mook [081777888
Divector
County Dublin [~ ID o [NotePad ]
wector (7] Type | Propriet
Cowny = =
Eicode o Bank Datal Photogragh
S sermontons FFE
18N
Salar e~ Save
BiC (&0
Salay Rev. Date @
e 0 e O
it Date
Account Code Cancel
-~ a0 :
@)

Min Nett Pay 0.00

Ted me more about Personned

H|jd]r|n

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

Login - Reports Nominal Con

—— @ Set Period...

12

Retrieve RPNs...

¢ Inthe employee details window, select the relevant employee.

e  Within the Salary section of the Personnel tab, check
the employee's ‘Start Date’ is specified and correct. If

it's not, enter the correct date and click ‘Save’.
Alternatively, click Cancel to close the record.

Check Leaver Dates (If Applicable)

[ Employee Details.

Sumame
Flood

Code
@

Department ©

S The Stieet
Ballhoo
Dubin
County Dubin
Country il
Eircode
Postcode

D22
Salay

5slary Rev. Date

Mas Nett Fay
Min Nett Pay

Persornel | Tau /PRSI /USC | Pay /YTD | Warking Pattems | Holidays | Absence | Payments | Deductions

Cost Carre

oz | [0

Stait Date omzz |0

000
000

P

ETP | Spit |Costng| £SO JLC | Userdefined

First Hame FPS Number
b L
= u
[J Employmenip 1 Edit
- Gendes
[ P —
Email bob flood@madinator.com o a
o) |_search
- OFemals  payeol egeian
Moble 081777888

Diector  [¥]  Type F'h);lletu‘r‘ e
i D etail Phatagrapk
Accourt Neme: |Bob Flood
L
BIC 1=a]
Sort Code . ]

Account Code Cancel

g
s {0E B D

T me mare about Persomnel

Wl e on
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e 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:

» Onthe menu bar, click Processing then click Employee
Details. (Alternatively select the ‘Edit Employees’

button from the main screen).

e Inthe employee details window, select the
relevant employee.

e Click the ‘Tax/PRSI/USC’ tab. Check that the
‘Finish Date’ and ‘Finish Period’ are correct
for the chosen employee.

e [f they are correct, simply close the screen.

e If they are not correct, you need to remove
the values and click save. Then change the
Finish Date & Finish Period using the
timesheet entry screen, during your next
payroll run.

e To change the Finish Date & Finish Period

using the timesheet entry screen:

> Open the timesheet entry screen &
choose the relevant employee.

» Remove any pay values.

> In the Leaving/Suspend section at the
bottom of the screen, choose ‘Leaving’,
then enter the correct leaving date. Tick
the ‘No Pay Due’ tick box and click Save.

» A submission for that employee will be
made during the next submission,
updating their correct Finish Date to
Revenue.

Apply PAYE Exclusion Orders (If Applicable)

Legin - Reports Nominal Con

— @ Set Pericd...

Retrieve RPNs...

[ Employee Details

x

Personnel| Tax/ PRSI/ USC | Pay/YTD | Working Patterns | Hoidays | Absence || Payments | Deductions | ETP | Spit | Costing | €50 | JLC || User defined

Code Sumame First Name PPS Number

0001 [ [Food @ [e e |3 P actve
Deparment () costcenne [ employmertip 1
Tax/USC Status Nomal  |d PRSI Code NA
Emergency Statt Pedod | 0| RPN Mo
T ax Detas ; Isurable Weeks 0
Period
Tax Credits 18517
Mathers Maiden Name | Behan
Tax Rate 1 CutOff Point o @2z [NotePad.]
Pay in excess of Tax Rate 1 Cutdff Point @anx  DateofBinh 2nonss | [ Email PIN
Exceptions & Exclusions
Apply PAYE Exclusion Order Deceased O [ Delete
wiheffect from | 01/08/2021 % FrichDan sz | [ FrshPeiod | 53 |
has effect until 30/01/2022 -_
Save
PAYE Exerpt (Marginal Relief Rate 40%) USEDetaie
USC Exempt O “Yearly cut-off £12012.00 @ 0.5%
Yearly cut-off £18772.00 @ 2%
PRSI Exempt -Csncel
Yearly cut-off £70044.00 @ 4.5%
PRSI Exempt Reason | A1 Portable Doc | (Tell me more .
Pay in excess @8% ”
Shardow Pagol 5 Overids USC Detals | || e me more about TaxPRSVUSC.
H 4 » M
&1 Time and Pay - Random x
DataEntiy Ovemide Holidaps/Absence Multi Entry
Ty Sp—
Ermploges | 0001 () Mame [FhoodBob £ oep L Cont [ GrosPay aoo [_Fnd
PRSICode  [NARD TaxStatus [Nomal | TawCredhs | 222200 TaxRaie CutDil Pant | 3512300  PAYE oo
usc 0oo
PayElemert | His¥dl | Pale | Amoun =] [ Dedwton | Eevae | ErComn |=]  FPece el oo |22
Basic 000 00000 000 PRSA Hel Periods o
Time+1/2 0.00 0.0000 0.00 Pension Arewsal Tax Credit 0 PRSI Class — —
Double 000 0.0000 0.00 Savings
Holidayhrs 000 00000 000_| |Bike Tw | FoedPamens | 0] | InsWie o |G
Solary 000 00000 000 | |CWPS G Hol Wk 0
BIK. 000 00000 00 | [owpsw Deduckons 0 et .
0B T% 000 00000 0o | [owpsave I wesks o it Pay Cancel
Mileage 000 00000 000 | [tpT Erors and Waring
Gross2Nelt 000 00000 0m Weekswoked | 0|
HodasDay oo 000m 00 — IR No Pay Due this period
Redundancy 000 00000 0.00 Decuct CWPS fot Weeks
ShareRenum 000 00000 0 0/Te o
Materily 000 00000 000
Patemity 000 0.0000 0.00 Mett To Giro:
Bonus 000 00000 000 Pay 000
=l 1=
Recalcuaton i 19 Subsic Tomvig/Supand
[asc Covidk19 Subsidy [] Leaving/Suspend | Leaving |
Telroe more Tellme more Leaving Date NM2/202
No Pay Due =
Tel me mote Tell me mote

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.
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e If you receive a PAYE exclusion order, you should enter its details immediately on the relevant employee record.

e |f a 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).

] Emplayee Details

X

Personnel | Tax/PRSI{USC | Pay/YTD | Working Panems. | Holiceys | Absence | Payments | Deductions | ETP | Spit | Costing | €S0 | JLC | User defined

Cade Sumame

[m] Flood

Depestment 0 cosicenwe

Tax/USC Status Hormsl [

Emergency Start Period 0 RPNNo
Tax Details

early
Tax Cradits
Tex Riate 1 Cul-Of Point
Py in excess of Tax Fiste 1 Cul-Oft Poirt

Excophions & Eclusons
Apply PAVE Excusion Order
with eftectfrom 01082022
has eftect until 3000172023

PAYE Exemgt (Margimel elief Rete 40%)
USC Exampt a]
PRSI Exempt &
PRSI Exempt ieason | A1 Poriable Doc

Shedow Peyroll o

First Name PPS Humber

Q Bob e |Q

Pariod

B Employmentio (]
PRSI Code ) Tellme more plawr)
Eain Search |
Insurable Weeks ‘
[ Paysip
Mothers Maiden Name n
- aihers Moiden Name  [Behar [Notepaa
@an | Deeot Bimh Znnary 8] Email PN
Decessed a] Delote
Finish Dete () Fish Period ]
Sava
USC Dietails
Veady cutofi €1201200 @ 0.5% Discard
“Yeary cut-off €18772.00 G 2% Cancal
Vearty cubofl £70044 00 @ 5%
B Getmerore] oy peess @3%

Gveride USC Detats | | Tell me more about TaxPRSIUSC.  [(inio ‘

H o4 rm

In the employee details window, select the relevant employee.

Login - Reports Nominal Con

@ Set Period...

Retrieve RPNs...

e C(Click the ‘Tax/PRSI/USC’ tab. Under Exceptions & Exclusions, click the ‘Apply PAYE Exclusion Order’ check box.

e Enter the relevant dates in the ‘with effect from’ and ‘has effect until’ boxes.

e If you're unsure about what dates to enter here, please review the PAYE Exclusion Order you received from
Revenue or contact them directly for assistance.

e If the 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.

o If you 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)

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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home and host countries via a shadow payroll.

Shadow payroll is a term used to report compensation data that is actually paid from another country.

If you have an employee on assignment in a foreign country, their wages may need to be reported in both the

If 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.

To check shadow payroll setting, 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 Cor
— Set Period...
@ s

Set Pen

Retrieve RPNs...

u Employee Details

Code

Shadow Payroll

Surname

Personnel| Tax/ PRSI{ USC | Pay /TD | Warking Patterns | Holidays | Absence | Payments | Deductions| ETP

First Name

PPS Number

Pay in excess @ §%

Override USC Details

Split | Costing| CSO

JLC  User defined

0001 8] [Fiood 13 EX | [mne @ o«
Deparmert | | coscenwe | | Empoymenio 1
TaUSC S PRSI Cade WA
Emmergency Start Period 0 RPN No.
TexDetails Insurable Weeks 0
Yearly Period
Tex Creits 183000 G520 Paysip
Tax Rate 1 CutOff Foirt 3398.95 70000 @ 20%
Pay in excess of Tax Rate 1 Cut-Off Foint @40% Date ot Birth 231071373 o Email PIN
Exceptions & Exclusions
Apply PAYE Exclusion Order Deceased O
ih effect
v Stectiem 01082022 8 Finish Dale () FinishPericd 9
has effect unti 30/01/2023
Save
PAYE Exermpt (Marginal Belisf Rate 40%) USC Detalle
y 5 iscar
USC Exermpt - Yearly cutoff €12012.00 @ 05%
Yearly cutoff €18772.00 @ 2%
PRSI Exernpt el cutol @
Yeally cutofl £70044.00 @ 45%
PRSI Exempt Feason | Al Portable Dot [ (Terme more

Tell me more about TaxPRSIUSC.

X

"

Click ‘Save’ to apply the change.

Check Your Pensions are Setup Correctly

company on their behalf.

In the employee details window, select the relevant employee.

Click the ‘Tax/PRSI/USC’ tab. Under Exceptions & Exclusions, select the ‘Shadow Payroll’ tick box.

Repeat the process above for all employees being paid via a shadow payroll.

Your submissions to ROS include details of any pension contributions made by your employees and your

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.

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Wa

To check pension deduction settings, follow the process below.
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e Onthe menu bar, click ‘Company/Payroll’ then click ‘Deductions’.
e Inthe Deductions screen double click on the @ Deductions X
pension deduction you want to check. D | THe Type Subtype New
I Y S S ——
g Deduction Settings X
3
4 D |1 Title [PRSA|
e When the deduction opens, check that the Type, 5
. . . Deduction T
Sub-Type, Pension Scheme (Pension Link) are 6 P:Cm = E o
. . Ype ross ~ @
correct for this pension. ’
8 Sub-type Pension [ RAC /PRSA [ CWPS =
Pension Scheme | DEM1 - Micropay Default Pension Link ~
Additional Voluntary Contribution (ave) []
e |[f the pension deduction is an AVC, select the AVC o
alance
CheCk bOX. Balance Type Accumulate a balance ~ ;’f_il
Advanced
Employee Formula | @'
e When you are happy that the pension is setup |
H [{ ’
correctly, click ‘Save’. Deduction Factor | 0.0 @
Tell me more ... |[ Save ]l[ Cancel

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:

e Onthe menu bar, click Processing then click Employee Login - Beports Nominal Con
Details. (Alternatively select the ‘Edit Employees’ button B = — i
from the main screen). = B SetPeriod..

Set Peri ports
Retrieve RPNs... [ —‘|
e Inthe employee details window, (& Employee Detail x
se | ect th e re | eva nt e m p onee . Personnel | Tax /PRSI /USC Pap/YTD  ‘Waorking Patterns | Holidaps | Absence  Payments ETP Split  Costing | CSO JLE  User defined
Code Surname First Mame PPS Number Emplogment [0
aam ] [Flood R [ ERR AR O
Depatwent | | () cosee | |[D
. . Local Property Tax Construction worker's Pension Scheme Public Sectar - Additional Superannuation Contribution [45C)
e Click the ‘Deductions’ tab. In the ToulLPT mars| | owPsCsey | | [ £5 Staus Dlsubsdiay
’Pension' section, enter the This Employment, 236 75 Membership No. Pension Scheme
. . . YTD Tatal 288,75 [Ede CWPS History ) ASC PapYTD Deduction Y TD
Pension Tracing Number in the — P Em (4545 o am
Pension Tracing Number field. [P Teca e | l';DET“’:"Iy = =
Email PIN
Deductions
Description | Std E'eémt | E'Conlib. | BalanceE's | TotalE's | Balance E | TolalE' | TasYiE's | Taw'frEY Refere «
Aduancpel : : : 0.00 : 0.0 : 0.00 0.00 0.0
CWPS A0 000 0.00 000 0.00 0.00 000
CWPS G 0.00 0.00 0.00 0.00 0.00 0.00
Pimbrook Software, 13 Sea point, Riverstow] =" L 000 LU — 0.0
Fension 0.00 0.00 0.00 0.00 0.00 0.00 : _’,;l =3
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e C(Click ‘Save’ to apply the change.

Repeat the process above, for all employees who have a Pension Tracing Number.

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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Step 2. Manually clearing Accounting and Financial Year End

Note: The clear downs below are done in the 2024 system, NOT the 2023 system! Please make sure you are in the

A mE

correct system.

Sage Payrollil Sage Payroll
2023 2024

*L J

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)

Important Note: 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, as more period values will have appended on the values carried forward. 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.

G Sage Payroll Professional

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

= _‘ Db Gursemaes
L > &@ ;

: o ) Holidays and Absence » Clear P ts...
Set Period Emp Details Time and Pay Reports EOP Rewind MNotepad Backup Hel| @]’ 4 E‘ EerEeymeEnt

New Construction Pension Year | &¥  Clear Deductions... [

Tasks

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

m Clear Cost Analysis X

OK ] [ Cancel

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

3. Clear out complete. Click OK to continue.

n Sage Payroll Professional ...

Clear Out Complete

s

Step 2: Clear Payments

1. Select Year End - Financial - Clear Payments.

G Sage Payroll Professional

— | I?
3 i«?E

Set Period Emp Details Timeand Pay Reports EOP Rewind Notepad Backup Hehg?

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

2 @ ¢
Holidays and Absence

New Construction Pension Year

{"2’ Clear Cost Analysis
gl =

=

Clear Deductions... [

2. A table displays all the payments that can be cleared. Select the relevant Hours TD and/or Values TD 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

Select al

&

Select all

=

3. Click Clear Selected to proceed with the cleardown. = D e
2 Time+1/2

3 Double

4 HolidayHrs
5 Salay

B BIK
TDBTX

8 Mileage:

9 Gross2hett
10/ HolidayD ay
11 Redundancy
12| ShareRenum

Hows TD

MEREEREEEEEE

Values TD

HEEREEEREEEEE

Tell me mare.

Clear Selected

4. When prompted to Continue, Click ‘Yes'.

e Financial year balances for the selected items will be set to 0.

e When the Payments are cleared, Click OK:

G Sage Payroll Professional ...

s

Selectal  Selectal
‘ [} Title Hows TD | Values TO ;’
1/Basic [l [
[ Clear Payments
(@) Financial year balances for the selected items wil be set to 0.
=" Do youwish to continue?
T T ™7 T 7 T T7
12|ShareRenum -

Tell me more.

Clear Selected

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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Step 3: Clear Deductions

1. Select Year End - Financial - Clear Deductions.

G Sage Payroll Professional

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

= = o = o 5 Clesr Cost Analysi
n 19 Z G @ N

a7l e
Holidays and Absence > 53 lear Pavi ts...
Set Period Emp Details Time and Pay Reports EOP Rewind Notepad Backup Hel| = y W Clent Eayments

¥4 New Construction Pension Year [

2. Select the checkboxes corresponding to each deduction to be cleared.

[ Clear Deductions >
Select all Select all Select all Select all
O 44— |Use the Select All tickboxes as an easy way to make selection.
D Title Std.Amt. Balance Tatal Taxvr.Bal |
1/PRSA [F
2| Penzion F
3 Savings L L i [ < Keep balances on certain deductions if you wish, by not ticking
4 Bike Tw/ 0 0l 0l 0l the relevant tickboxes on the relevant rows.
B CwPS & [ [v] vl vl
B CwPs N O
7|CwiPS 4T |l < Clear balances on certain deductions, by ticking the relevant
B|LFT O tickboxes on the relevant rows.
L L L Ll
O O O O
Ll Ll Ll i
Ol Ol [ [l -

Mon-Tax Dedsz. [Employee Emplayer]
[ Financial v'ear
[ Fram start

Tell me more. .. [ Clear Selected ] [ Cancel ]

Take particular care when clearing the balances on a Reducing Balance Deduction, EG: Loans or Bike to Work

You can choose to clear one or more of the following:
e 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
¢ Tax Yr. Bal.: Tax Year Balance

DO NOT CLEAR DOWN STD.AMT, UNLESS YOU ARE SURE YOU WANT TO CLEAR DOWN THE EMPLOYEE STD
PERIOD 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 the ‘Clear Selected’ button.

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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a Clear Deductions
4. It will ask you to Clear Deductions “Financial year balances for the =% Financl e alncesfor the seetedtems wil be et to 0.
selected items will be set to 0. Do you wish to continue?” Click Yes to " Do you wish to continue?
Continue. S
e

. . 3 Sage Payroll Professional .. X
5. When the Deductions are cleared Click OK.

01' Clear Out Complete
*You can confirm that the Cost Analysis, Payments & Deductions have been properly
cleared by running the relevant reports. :
oK |

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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Step 3. Enhanced Reporting Requirements ERR

Enhanced Reporting Requirements is not part of the year-end, but it is a new feature in the year end software
and a new reporting requirement that will commence on Jan 1%t 2024.

The Finance Act 2022 introduced Section 897C which will require employers to report details of certain expenses and
benefits made to employees and directors. Reporting the details of these expenses and benefits will commence on
01 January 2024. The 3 categories of expenses that must be reported are :

1. Small benefit exemption.

2. Remote Working daily allowance and

3. Travel and subsistence which is further broken down into various vouched and unvouched categories.

Further details of reporting requirements can be found on the revenue website using the link
https://www.revenue.ie/en/tax-professionals/tdm/income-tax-capital-gains-tax-corporation-tax/part-38/38-03-

33.pdf.

Sage payroll V27.0 facilitates the reporting of these payments to revenue from 1% Jan 2024.

To process these payments :
e Ensure that these payments are made to employees using a pay element with a Type “Expenses” selected

EPaymeht Settings X

ID |11 Title |Travel Exp

Fayment

Type xpenses. |l 2]
Deduct PRSI

| b not apply PRSI
Pension Public Sector

| Jindlude in pension calculation L_lapply Asc

Factar
Factor 1.0000 by payment value

CS0 Statistical Reporting

EHECSType [NotReevant v |

Achvanced

Furmula|

Tell me mare ... Save Cancel
e You can set up and use several pay elements for each employee eg. Travel Expenses, RWDA (remote working

daily allowance), but all must use the Type “Expenses”.
e Pay employees, end the period and do payroll submission as normal.

[

EMP. NAME White Snow

EMP. NUMBER 011 IEE2» Doo4 K

-
DESCRIPTION

Basic T 35.00 962.50

Country N 40.00

Travel Exp N 200.00

RemoteDA N 32.00

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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e Send Enhanced Reporting Submission by selecting icon on desktop or by selecting Direct Payroll Reporting-
Enhanced Reporting-Send Enhanced Reporting Submission:

Set Period

| Retrieve.
‘ RPNs

Edt
Employees
-

=

| Send Payroll
Submission

[viewsont Bank Transfer |
Payslips

Help Centre.

Process
Nominal

]

Other Reports. ‘ Backup

[View Cortrol
‘Summary
=

£

|
NRER | #

Send
Enhanced
Reporting
Submission

| & | B |

ol |DCCEPYOIIREPOMNGY Yeor End  Miscellaneous  Gift Cards Help Tools

@ @

Process ‘
Pension

@

Register with Sage Services...
. RPN »
wing
— Payroll Submission
-

Revenue Statement of Account

lasm -

Re-send Enhanced Reporting Submission...

"
]

View Enhanced Reporting Submission Log...

e You are then presented with this ERR screen below which gives one line for each employee showing a total
of all payments made under the payment Type “Expenses”

S
e Categorise Expenses

Log on to Revenue
Review Details

Process Complete

Tell me more

First Name

-

e This Total Expenses Paid must then be analysed into the Expense Categories in the columns to the right. This
can be manually entered or there will be an import facility available too for those with a larger number of
employees. For further information on importing data to this ERR return, please contact
Sharon.foley@pimbrook.ie.
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[ Y

Log on to Revenue

on whie Soom Jr— 200 @ mod 000 12000 8000, 4000 1 3200

Review Details 5
019 Foxy Loxy 90500711 w0 @ 24179 0.00] 80,00 530 S8 2 640

Process Complete

Hext Cancel

e Then select Save and Next and this will bring you to the Revenue Log on screen like when doing the usual
submission. Check the credentials are correct and then next. You will get a confirmation window and then
confirmation of the submission.

Enhanced Reporting Submission to Revenue

° Categorise Expenses | Log on to Revenue

[ Y

Review Details

The following credentials will be used when sending and retrieving data from Revenue. Please ensure they are correct

3

Procass Compiete ROS Digital Certificate

Cerincate Browse

Passward

e ERR Submission log will be created and visible in Sage Payroll
WEES, FredLlUure Fdik |

I_ YearEnd Miscellanecus Gift Cards Help Tools

j Register with Sage Services...

' RPN b

int - [:B\ e

- Payroll Submissicn » [

=_ Send Enhanced Reporting Submissicn.., pr—
Revenue Statement of Account I View Enhanced Reporting Submission Log... I

Be-send Enhanced Reperting Submissicn...

e An ARW report will be available to print out ERR data.
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Check out our Online Year End Resource at: https://pimbrook.ie/knowledge-base/pye/

Here You Can:

Download the Year End Update Software
Download this Booklet in PDF Format
Download the Checklist in 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 (recorded from our on-going customer care calls). Our support service is
provided by local, expert, friendly professionals, who offer more than just basic software assistance, by
giving consultative advice on how to get the most from your software.

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

Pimbrook Software, 13 Sea point, Riverstown Business Park, Tramore, Co Waterford. Tel: 051-395900 support@pimbrook.ie
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Congratulations!

This Completes
The Payroll Year End Processing
for 2023!

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.

We would like to wish all our clients a safe and Happy Christmas and we look forward to our continued
relationship in the New Year.

Thank You.
From all the team at Pimbrook Software
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