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% PBasic PAYE Tools - RTI

Farward i | print

Basic PAYE Tools - Home pags

@ HM Revenue Basic PAYE Tools

& Customs Home | calculators | Cymraeg | Help | Settings
Employer Basic PAYE Tools - Home page B
Mo employers found welcome to your Basic PAYE Tools

Before vou can use Basic PAYE Tools you must first add an emplover by following the link below. If vou
have already set up an employer, please follow the relevant link in the 'Employer’ list an the left.

MenL Otherwise to add an employer, please follow the link below.

Add an emplover »
» &dd an employer

Motifications will appear below throughout the tax vear to help vou deal with your pavyroll.
» Back up vour data

» Restore your data Once you have added an employer, you can also back up or restore your data by selecting the relevant

link in the left hand menu.

You can find further details and guidance in the 'Useful information’ section below.

Mavigation
Motifications Useful information N
Employers
b Are you using the latest version of the b What's changed for 2014-15
Basic PAYE Tools? » Claim the new Employment allowance
» Last day for sending your final Full » User Guide

Payment Submission {(FPS) and Final
Submission for tax year questions

» Help
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Introduction

This is the Basic PAYE Tools guide for making an Earlier Year Update
(EYU). You should only use the Basic PAYE Tools to complete and
submit an EYU if your payroll software doesn't have this facility.

For the vast majority of employers, the EYU functionality is used to
correct payroll data for 2013 to 2014 and later tax years. A very small
number of employers took part took part in the ‘real time information'
pilot in the 2012 to 2013 tax year. Those employers can also use an
EYU to correct payroll data for the 2012 to 2013 tax year.

The screenshots in this guide are the main ones you will need to know
about, but doesn't include them all as there are some most employers
will not use because they apply to more unusual circumstances.

Due to continuing improvements the screens in the Basic PAYE Tools
may look slightly different to those shown within this guide.

Need to know:

e you need to submit an EYU for any employee that requires payroll
data for the previous tax year to be corrected

e you cannot send HMRC an EYU if you haven't already sent a Full
Payment Submission (FPS) for 2012-13 or 2013-2014

e if you use commercial software to run your payroll and send your
FPS in real time, you can still use the Basic PAYE Tools to send
EYU to HMRC - there is no limit on the number of employees for
whom you can send EYU using Basic PAYE Tools

An EYU must only contain the 'differences’ between the values that
had previously been submitted on the last submission for the year
and the correct values.

To make it easy to get the right values, Basic PAYE Tools uses a 3
step approach.

After you have entered details about the employer and the
employee, you will enter the amounts on the last FPS submitted to
HMRC. Then you will enter the correct amounts, and BPT will
calculate the 'Differences'. You need to check that the Differences
are what you expected before you send the EYU to HMRC.

Only the 'Differences’ will be sent to HMRC on an EYU.

Important The Basic PAYE Tools containing EYU functionality will be available
from 3 April 2014, but you cannot send an EYU for the 2013 to 2014
tax year until 20 April 2014. An EYU sent before this date will be
rejected.

Updated: 14 July 2014 3
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Getting Started

So that you can use the Basic PAYE Tools to send an EYU you must
have:

1. Downloaded and installed the software:

o if you don't have the software already, you can get the
software here - Download Basic PAYE Tools

o if you already have Basic PAYE Tools, you need to select
the update available from 3 April 2014 - check that your
computer is connected to the internet, open the Basic PAYE
Tools and accept the prompt to take the update

2. Set up the employer.

To help you do this, please refer to the guidance 'First time users:
download and install Basic PAYE Tools'.

This will show you how to set up and install the software and set up
the employer. You can find this guide on the HMRC website.

First time users: download and install Basic PAYE Tools

Can | create multiple EYU submissions?

We recommend that you complete the full process below separately
for each employee requiring a change.

Updated: 14 July 2014 4
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Part 1. Selecting the correct employer

If you have added more than 1 employer to the Basic PAYE Tools you
will need to select the correct employer.

From the 'Home' screen select the correct employer from the list of
Employers at the top left of your screen.

In the example below 'ABC Ltd" will be selected.

 Basic PAYE Tools - RTI EEX
Forward ‘ ! ‘ [ Print ]
‘ Basic PAYE Tools - Home page

@ HM Revenue Basic PAYE Tools

&Customs Home | Calculators | Cymraeg | Help | Settings

Employer Basic PAYE Tools - Home page

Please select an employer from the list: Welcome to your Basic PAYE Tools

» ABC Ltd 123/8456 Pefore you can use Basic PAYE Toals you must first add an emplayer by following the link below. If you

» XYZ & Co. 123/8456 have already set up an employer, please follow the relevant link in the ‘Employer’ list on the left,
Otherwise to add an employer, please follow the link below.

Add an employer b

Menu

Motifications will appear below throughout the tax year to help you deal with your payrall,
¥ 2dd an employer

Onee you have added an employer, you can also back up or restore your data by selecting the relevant

» Back up your data link in the left hand menu.
} Restore your data vou can find further details and guidance in the "Useful information’ section below,
Navigation Notifications useful information
Employers » Are you using the latest version of the » What's changed for 2014-15
Basic PAYE Tools? & Flaim Hha e Crnlauman # Allnw e

This will take you to the 'Employer details' screen as shown below.
Check that you have the correct tax year selected.

For example if you are creating an EYU for the 2013 to 2014 tax yeatr,
make sure you select 'Tax year: 2013-14" - as shown below.

 Basic PAYE Tools - RTI W&
Forward | femplayerf1] [ et ]

| Employer detais |

@ HM Revenue Basic PAYE Tools [

&Customs Home | Calculators | Cymraeg | Help | Settings
e an
Etrrpleyet—pB ety oy
Tax year: 2013-14 z2014-15 | 2p13-14 | 2012-13

Menu Employer details

» Manage employees The employer's details are shown below, If you want to change the details or delete this employer,

please follow the relevant link.

F Calculate amount due to HMRC

» Employer Payment Summary and
recoverable amounts

Further actions are available by following the links in the left hand menu.

¥ Periods with no payments to Employer name: ABC Ltd
employees

¥ Final subrmission for tax year Employer PAYE Reference: 123/A456

» P& forms fsccounts Office Reference;  123PA12345678

» View outstanding submissions (6) Exempt from employer Class 1 National Mo

» Wiew on hold submissions (0) Insurance contributions;

b Wiew successful submissions 2
Eligible for employment allowance for 2014-15: Yas
b Wiew failed submissions

b View expired submissions Change employer details »

» PAYE scheme ceased Delete employer b
» Record of funding
¥ Emplover forms

Updated: 14 July 2014 5
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Part 2: Add details about your employee:

To set up the employee for whom you want to create an EYU, you will
need the following mandatory information:

e full name
e gender
e date of birth

e address

You will also need the payroll records for this employee.

Select the 'Manage employees' link from the Menu.

& Basic PAYE Tools - RTI

=&

‘ Jemplayer/1]

T

Employer detalls |

(@)HMRevenue Basic PAYE Tools [g
&Customs Home | Calculators | Cymraeg | Help | Settings

Employer: ABC Ltd change employer
Tax year: 2013-14 zo14-15 | 2013-14 | 2012-13

Menu

» Manage employees

» Calculate amount due to HMRC

» Employer Payment Summary and
recoverable amounts

¥ Periods with no payments to
employees

} Final subrnission for tax year
» PG0 forms

b Wiew outstanding submissions (6)
» view on hold submissions (0)

b view successful submissions

b Wiew falled submissions

b Wiew expired submissions

» PEYE scheme ceased
» Record of funding
¥ Employer forms

Navigation

Employer details

The employer's details are shown below, If you want to change the details or delete this employer,

please follow the relevant link.

Further actions are available by following the links in the left hand menu.

Employer name:
Employer PAYE Reference;
Accounts Office Reference;

Exampt from employer Class 1 National
Insurance contributions:

Eligible for employment allowance for 2014-15:

ABC Ltd
1238436
123PA12345678

Ma

Yes

Change employer details »
Delete employer b

Updated: 14 July 2014
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Select 'Add an employee' from the Menu.
& Basic PAYE Tools - RTI

Forward | | femplayer/1j2013fempiovees] | [P |

[ Manage empoyees |

HM Revenue Basic PAYE Tools
&Customs

Home | Calculators | Cymraeg | Help | Settings

Employer: ABC Ltd change employer
Tax year: 2013-14 coi4-15 | 2013-14 | 2012-13

Menu Manage employees

» Add an employee The details of your employees and their last submission, if applicable, are shown below,

b Outstanding submissions (6] You can view and change the details for an employee by following the link in the 'Mame' column.

You can also add payment details for an emplovee and, if applicable, update earlier year information by
~ following the relevant link in the 'Actions' calumn.

Navigation If you cannot enter pay details for an employes, follow the 'Outstanding submissions' link in the left hand
Emplayers menu to view and submit the outstanding Full Payment Submission (FPS) before returning to this section,
L age Lid (2013-14) Please note: You must enter pay details for all employees included in the next payroll run before you

submit the FPS details to HMRC,

L Employees

Current employees

Name National Insurance Last payment Submission
number date Status

Mr Michael Smith 30/04/2014 Unsubmitted
Mr lohn Tavlor 30/04/2014 Unsubmitted

Add employes

The next screen requires you to select from 4 options.
As you are only using the EYU functionality of the Basic PAYE Tools

you must select 'Earlier Year Update only' then select 'Next'.

% Basic PAYE Tools - RTI [BEET
Forward || Jemployer/1/2013femployessiaddi [ [P ]

Add employee

| ... ... .. . .
HM Revenue Basic PAY ools B
& Customs Home | calculators | Cymraeg | Help | settings

Employer: ABC Ltd

Tax year: 2013-14

Add employee @
You must include everyone you employ, no matter how short a time they work for you or how little they are paid, This includes temporary and casual

staff and any who are paid below the PAYE tax and/or Mational Insurance Contributions thresholds.

You must provide HM Revenue & Customs with year to date payroll information for all vour employees, even if they have since left your employment.

These details should be available from your existing payroll software or paper P11 Deductions Working Sheet.

Please note: If you have not yet made your first submission in real time you must also enter details of any employees who lsft during the tax year,
ou should enter leaver details first.

There are three types of employee to choose from:

= Current - an employee included in your payroll,

= Trivial commutation payment - an employee with 3 lump sum pension payment.

« Non individual - a third party, for example a personal representative, trustes or corporate body paid on behalf or instead of the employee
Further help is available by clicking the 'help icon' located to the right of the screen title at the top of the pags
1f you make your Real Time Information (RTI) submissions using a software package which doesn't include Earlier ¥ear Updates, you can also use
Basic PAYE Tools to tell us about changes ta an employee's pay, tax, or National Insurance details submitted in 2 previous year. In these cases,
please select the "Earlier Year Update only® option
Please select the type of employee you want to set up and then click 'Next' to continue.

* indicates required information ] |

Employee type? * O current

3 Trivial commutation payment
© Non-individual

© Earlier Year Update only

~

Mersion: 14.0.14049.95 Released: 18/02/2014 14:47

Dake and time: 06/04/2014 11:40
—

Enter the required information into the blank boxes on the screen that

follows, scrolling down as you go, using the onscreen prompts for
guidance.

Once all the relevant blank boxes are filled, select 'Next' to continue.

Updated: 14 July 2014 7
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From the 'Employee details' screen, select 'Earlier Year Update' from
the Menu.

@ Basic PAYE Tools - RTI E

Forward | Jemplayer/1j2013jerplayeesf3} | [Pt |

Emploryee detals |

HM Revenue Basic PAYE Tools

Home | cCalculators | Cymraeg | Help | Settings

&Customs

Employer: ABC Ltd change employer
Tax year: 2013-14 2014-15 | 2013-14 | 2012-13
Employee: Mr William Jones change employes

Menu Employee details

» Earlier Year Update The employee's details are shown helow. If you want to change the details or delete this employee,
» Emplovee submission history please follow the relevant link.

» Emplovee forms Further actions are available by following the links in the left hand menu.

Please note: You must never alter an employee's tax caode unless you are notified to do so by HM
» Manage employees Revenue & Customs,

» Personal details

MNavigation
P Employment details
Emplayers
o » PAYE details
—ABC Ltd (2013-14)
L employeas } Earlier Year Update submission details

L mr william Jones

b Partner details for Additional Statutory Paternity Pay

Change employee details »
Delete employee b

Read the guidance on the next screen and then select 'Add an Earlier
Year Update' to continue.

@ Basi

E Tools - RTI

[ sk | Fowerd | Jemployerijzotsfemployees/siyidl I

Earlier Year Update |

HM Revenue Basic PAYE Tools

Home | Calculators | Cymraeg | Help | Settings

&Customs

Employer: ABC Ltd change ermployer
Tax year: 2013-14 zoi4-15 | 2013-14 | 2012-13
Employee: Mr William Jones change ermployee

™ Earlier vear Update

If you need to change an employee's pay and deductions details for a tax year which has ended (and it is
after 19 April following the end of that tax year), you must complete an Earlier Year Update (EYU).

Ty i L Please check that the tax year (displaved at the top of the page, immediately to the right of the title 'Tax
year:') is the tax year you want to create an EYU far, If not, follow the appropriate link to change the tax
year befare navigating back to this page.

Navigation Follow the 'add an Earlier Year Update' link to continue.

Employers If the ‘Add an Earlier Year Update' link is not present an the screen, you cannot complete an EYU for the
L tax year you have selected.
L apc Ltd (2013-14)

Any EYU submissions that hawe already been created for this employee, for this tax year, will be shown in

L
Fmplnvees a table below, Ta view details of any EYU that has already been submitted to HM Revenue & Customs
= Mr William Jones (HMRC) or to view, submit, change or delete any EYU that has not yet been submitted, please follow the
L Manage YTD relevant link in the 'Actions’ column,
information Any unsubmitted EYU data should be sent to HMRC without delay.

Please note: Once you have submitted an EYU for an employee, you cannot amend it. If you need to
make further changes for this employee for the same tax year, you must add another EYU.

There are currently no Earlier Year Updates shown.

Add an Earlier Year Update »

Updated: 14 July 2014 8
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Enter the previously submitted information

The purpose of this screen is for you to enter the details that were
previously submitted to HMRC on the last FPS for the year which you
need to correct. These are referred to as the ' Previously submitted
amount'.

You must complete the 2 mandatory fields - Tax code and the basis
the code was operated. Other than that, you only need to complete
boxes where a change to the amounts is required.

Remember

You cannot send HMRC an EYU if you haven't already sent an FPS.

% Basic PAYE Tools - RTI ==
Forward | | Jemployeri1jz013femployessiajeyujadd] | et

} Earlier Year Update (EVU) - Previoushy submitted details |

‘ @ HM Revenue Basic PAYE Tools [

& Customs Home | Calculators | Cymraeg | Help | Settings

Employer: ABC Ltd
Tax year: 2013-14
Employee: Mr William Jones

Earlier Year Update (EYU) - Previously submitted details o

Please check that the tar year shown above is the year that you want to create an EYU for,

You first need to provide the pay and deductions details that were originally submittad to HM Revenue & Custams (you will be asked to provide the
corrected details on the next screen). If no data was submitted for the tax year you should leave the fields below blank.

wehen you have completed the relevant fislds click the ‘Next' button to continue
Please note: values should be entered in pounds sterling, including pence
* indicates required infarmation

Tax details

Tax code: * ®

Was this tar code operated on a week * QO ves Q No @
1/month 1 basis?

Pay far Income Tax purposes: £ @

Tax deducted: £ @

Daveallad hanafite in bind and ' inm monteihidinne ¥

Version: 14.0.14049,95 Released: 18/02/2014 14:47 Date and time: 05/04/2014 11:59

Example

If you submitted a year to date figure of £10,000 for pay on your last
FPS for the 2013 to 2014 tax year but realised this should have been
£12,000, you must still enter £10,000 at this stage.

Tax code:

e inthe 'Tax details' box, enter the tax code that was reported on the
last FPS for the previous year, then enter the basis the code was
operated for that tax year

e if you have year-end payroll information applicable for the previous
year, but it has not been sent to HMRC on an FPS, you should
only complete the tax code and the week 1/month 1 basis, but
leave all other boxes blank

Updated: 14 July 2014 9
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National Insurance category letters

In the boxes labelled 'National Insurance details' enter the National
Insurance category letter and amounts of earnings liable to National
Insurance, for example, earnings at the lower earnings limit, that were
previously submitted to HMRC, if they now need amending.

& Basic PAYE Tools - RTI [SEET

Forward || Jemplayeri1i2013jemployessi3eyufadd) | [eine

Earlier Year Update (EVU) - Previously submitted details |
~
National Insurance details
National Insurance category letter in the Please select -l ®
earlier year:
Please note: If you select category letters D, E, L, N or O, then you must enter an ECON for the employer before you can submit this
earlier year update,
Gross earnings for National Insurance contributions (MICs): z @
Earnings at the Lower Earnings Limit (LEL) in the earlier year: £ @
whole pounds only i |
Earnings abowe the LEL, up to and including the Primary Threshold (PT): c @
Earnings above the PT, up to and including the Upper Accrual Point (UAP): £ @
Earnings abowe the UAP, up to and including the Upper Earnings Limit (UEL): | £ @
Total of employee's National Insurance contributions in the earlier year: £ @
Total of employer National Insurance contributions in the earlier year: z @
Mational Insurance category letter in the Please select =~ ®
earlier year:
Please note: If you select category letters D, E, L, N or O, then you must enter an ECON for the employer befare you can submit this
earlier year update,
v
Version: 14.0.14049.95 Released: 18/02/2014 14:47 Date and time: 06/04/2014 12:11

Statutory payments and student loans

Enter details of any statutory payments and/or student loan
deductions previously reported.

[ Back | Forward | jemployer1/2013femplayees/3feyutoddf [ e ]
Earlier ear Update (EVLI) - Previously submitted details |
Earnings above the PT, up to and including the Upper Accrual Point (UAP): £ @ Lo
Earnings above the UaAP, up to and including the Upper Earnings Limit (UEL): £ (o)
Total of employee’s Mational Insurance contributions in the earlier year: c @
Total of employer National Insurance contributions in the earlier year: £ @
Statutory payment and student loan details
Total of Statutory Sick Pay in the earlier year 3 @
Total of Statutory Maternity Pay in the earlier year: £ @
Total of Ordinary Statutory Paternity Pay in the earlier year: £ @
Total of Additional Statutory Paternity Pay in the earlier year: £ @
Total of Statutory Adoption Pay in the earlier year: E @
Taotal of student loan deductions in the sarlier year: £ @
whole pounds only
Cancel | | Next
© Crown Copyright | Terms & conditions | Privacy policy | Accessibility =
-
‘ersion: 14.0.14049.95 Released: 18/02/2014 14:47 Date and kime: D6/04/2014 12:12

When you have completed all relevant boxes on this screen, select
‘Next' to continue.

Updated: 14 July 2014 10
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Enter the correct information
You will now see the screen 'Earlier Year Update - Correct details'.

The purpose of this screen is for you to enter the correct details where
either of the following apply:

e there is an amount shown in the 'Previously submitted amount'
column

e you have new figures to supply for an item that has not been
submitted before

& Basic PAYE Tools - RTI

rorues | [ ore

Earlier Year Update (EVU) - Correctio

erf1i2013employeesi3feyuladdi I [

etails |

Employer: ABC Ltd B
Tax year: 2013-14
Employee: Mr William Jones

Earlier Year Update (EYU) - Correction details

If any values shown in the 'Previously submitted amount’ column in the table below are incorrect or any fields are blank when they should contain 2 value
full correct amount in the 'Correct amount’ column

You must enter the full correct amount and not just the difference between the correct figures and the previously submitted figures.
If you are reducing any of the values to zero you must ent:;

n amount of 0,00 in the 'Correct amount’ field,

©nly enter an amount in the field where a change is required, sxeept where you have entered National Insurance details. For National Insurance details 3
enter the previously submitted amount inta the correct amaunt fields or if applicable the corrected amaunt

Once you have entered the correct details, click the ‘Next’ button to continue
Pleas
* indi

ote: Values should be entered in pounds sterling, including pence

es required infarmation
Tax details

Tax code: @

T L3
1/month 1 basis?

Pay for Income Tax purposes 10000.00 £ 12000.00

Tax deducted: 378.00 £ 778.00

b
(=3 | k2
Yersion: 14.0.14049.95 Released: 18/02/2014 14:47

Dake and time: 06/04/2014 12:14

In the example above you can see that different amounts are shown in
the 'Previously submitted amount' and the 'Correct amount' boxes.

Important

You must enter the full amounts in the '‘Correct amount' column, not

the difference between the previously submitted figure and the correct
figure.

Select 'Next' to move to the next screen.

Updated: 14 July 2014 11
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Review Earlier Year Update (EYU)

The next screen will show the differences between the amounts you
previously submitted to HMRC and the correct amounts.

The 'differences' are the figures that will to be sent to HMRC on the
EYU.

Ensure you have fully reviewed this screen, checking the differences
between the previous and corrected figures are what you expected.

This data will form the submission that is sent to HMRC.

Select 'Next' to move to the next screen.
@ Basic PAYE Tools - RTI EE}@

[ [ e ]

@ HM Revenue Basic PAYE Tools
&Customs

Home | Calculators | Cymraeg | Help | Settings

Employer: ABC Ltd
Tax year: 2013-14
Employee: Mr William Jones

Review Earlier Year Update (E¥YU)

The information below shows the differences between the details vou originally submitted to HM Revenue & Customs (HMRC) and the correct details
vyou have now provided for this employee.

It is these differences that need to be submitted to HMRC as an Earlier Year Update (EYU).
Please check that these details are correct.
Click the 'Back' button to change any of these details otherwise click the 'Next' button to continue,
Tax details
Tax code in the earlier vear: Q441
Pay for Income Tax purposes: £ 2000.00

Tax deducted: £ 400.00

Cancel ‘ | Back | | Mext

@ Crown Copyright | Terms & conditions | Privacy policy | Accessibility

‘ersion: 14.0.14049 95 Released: 16/02/2014 14:47 Date and time: 06{04/2014 12:14
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What if I've made a mistake?
If you have not yet submitted the EYU you can do either of the
following:
e 'change’ the 'Correct amount' details on the EYU
e 'delete' the EYU and start again
To do this you should select the relevant employee from the Menu,

then select 'Earlier Year Update' from the Menu.

Back Forward |femuloyerntzo13femmweestatvtdf |[ Pt

‘ * Earlier Yoor Update |

HMRevenue Basic PAYE Tools [
&Customs Home | Calculators | Cymraeg | Help | Settings

Employer: ABC Ltd change employer
Tax year: 2013-14 2014-15 | 2013-14 | 2012-13
Employee: Mr William Jones change employee

Menu = Earlier Year Update

» Add an Earlier Year Update If you need to change an employee's pay and deductions details for a tax year which has ended (and
it is after 19 April following the end of that tax year), you must complete an Earlier Year Update (EvU).

¥ Select a different employee Please check that the tax year (displayed at the top of the page, immediately to the right of the tite

‘Tax year:') is the tax year you want to create an EYU for, If not, follow the appropriate link to change
the tax year before navigating back to this page.

Nawvigation Follow the 'add an Earlier Year Update' link to continue
If the 'Add an Earlier Year Update' link is not present on the screen, you cannot complete an EYU for
Employers
| the tax year you have selected.
L @BC Ltd (2013-14) _ i i i
L e e any EYU submissions that have already been created for this employee, for this tax vear, will be shown
| P y. in a table below. To view details of any EvU that has already been submitted to HM Revenue &
= Mr william Jones Customs (HMRC) or to wiew, submit, change or delete any EYU that has not yet been submitted, please
L mManage ¥TD follow the relevant link in the 'actions’ column.
information Any unsubmitted EYU data should be sent to HMRC without delay.
Please note: Once you have submitted an EYU for an employee, you cannot amend it. If you need to
make further changes for this employee for the same tax year, you must add another EYU.
Date of Earlier Year Update |Submission status P AEEon
06/04/2014 Unsubmitted iew | Change | Submit | Delete
Add an Earlier Year Update »
it
Version: 14.0.14049,95 Released: 18/02/2014 1447 Date and time: 06/04/2014 12:21

Important

Once you have submitted an EYU for an employee, you cannot
amend it.

If you need to make further changes for this employee for the same
tax year, you must create a further EYU - see below.

Updated: 14 July 2014 13
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Can | send another EYU for the same employee?

If you need to make a further adjustment for the same employee, you
will need to send another EYU using the steps above, but the
amounts shown on the first EYU in the 'Correct amount' column need
to be entered on the second EYU in the 'Previously submitted amount'
column.

Example

If you have previously submitted an EYU to amend a year end pay
figure of £10,000 to £12,000 the difference £2,000 would be submitted
on the first EYU.

If you then realise the final pay figure should have been £11,000 you
would need to generate a further EYU using ' Previously submitted
amount' of £12,000 and £11,000 as the ‘Correct amount'.

Updated: 14 July 2014 14
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Part 3: Sending the EYU
You have now created the EYU ready to be sent to HMRC.

Remember

You can create an EYU for other employees by repeating Part 2
above, but you may prefer to send the 1 you have created before
starting with another employee.

When you have finished creating the EYU(s) you should send the
submission(s) to HMRC.

Select the correct employer from employer list on the 'Home Screen'.

This will take you to the 'Employer details screen'.

Select the 'Outstanding submissions' link from the Menu.

& Basic PAYE Tools - RTI

femployer/1}

@ HM Revenue
& Customs

Employer: ABC Ltd change employer
Tax year: 2013-14 2014-15 | 2013-14 | 2012-13

Home | Calculators

Basic PAYE Tools

| Cymraeg | Help | Settings

Menu

» Manage employees

b PAYE scheme cease o
» Record of funding
» Emplayer farms

Ermployer detalls

The employer's details are shown below. If you want to change the details or delets this employer,

please follow the relevant link.

Further actions are available by following the links in the left hand menu.

Employer name:

Employer PAYE Refel

Accour ts Office Refel

ce:

Exempt from employer Class 1 Mational
Imsurance contributions:

Eligible far employment allowance for 2014-15:

ABC Ltd
123/5456
123PA12345678

Na

Yes

Change employer details »
Delste smployer »

~

Wersion: 14.0,14043,95 Released: 18/02/2014 14:47

Date and time: 06/04i2014 1222
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Here you can see there is one outstanding submission which is the
EYU for John Taylor.

Select 'Send all outstanding submissions'.

e T | ]

Gutstanding submission detai

(@) HM Revenue Basic PAYE Tools

& Customs Home | calculators | Cymraeg | Help | Settings

Employer: ABC Ltd change employer
Ia ear. 201314 bo013-14 | 2012-13

Qutstanding submission details @

» send all o 1ding E &ny submissions that hawe not yet been sent to HM Revenue & Customs (HMRC) are shown below
grauped by the type of submission.

Please note: HMRC strongly recommends that you submit all your outstanding data together by

» view successful submissions follawing the 'Send all outstanding submissions' link in the left hand menu or at the bottom of the

» view failed submissions SEresry.

b view expired submissions To wiew or submit the data, select the type of submission then follow the relevant link in the 'Actions’
calumn.

If you have made a mistake and need to change any of the data before you submit it, you should
HRoineton delete it then re-enter the correct information. Further help on how to do this is available by clicking
the 'help' icon () at the top right of the page

Emplovers To wiew your successful or failed submissions please follow the relevant link in the left hand menu.
L eec Led (2013-14)

- Submissions
EvU (1)

MrJohn Taylor  20/04/2014 11:06:02 wiew | Submit

Send all outstanding submissions »

Wersion: 14,0,14049.95 Released: 18/02/2014 14:47. Date snd time: 06/04i2014 1233

Read the information on the next screen then select 'Next'.

Enter your Government Gateway 'User ID' and 'Password' in the blank
boxes below for online submission, and then select ‘Next'.

@ Basic PAYE Tools - RT|

Back. Forward | fsubmission/authenticatei21/

| Submission suthentication |

@) EM Revenue Basic PAYE Tools

Home | cCalculators | Cymraeg | Help | Settings

& Customs

- oy
Authentication - L2) Subrnission

Submission authentication

The initial validation ehecks have been successful

To enable HM Revenue & Customs to authenticate your online submission, please complete the fields below with your details then dick the "Nest’
button to continue.

# indicates required information

User ID: * @

Passward: * ®

Cancel ‘ ‘ Mext

You should then receive the following success message.

Back Forward | fsubmissionfresultsf | [P ]

HM Revenue Basic PAYE Tools

& Customs Home | Calculators | Cymraeg | Help | Settings

N
(1) Authentication > 9 Submission

Submission results B

A summary showing the status of each submission is shown below.

Please note: If any submission has a status of ‘Unsubmitted’ or ‘Failed’ you must dlick the "Wiew errars’ link in the ‘Actions’ column of the table below
to see why the submission failed. You should then take the appropriate action before attempting to send your data again

If any submission has a status of ‘Success’ this means it has been accepted by HMRC and you do not need to contact us for confirmation.

The Correlation ID is a receipt which confirms that your submission has been received by the Government Gateway and passed to HMRC; it does not
mean that the submission has been accepted by HMRC i.e. a successful submission. The IRmark can be used to prove that the submission received
by HMRC is the same (or is not the same) as the one you sent. Please do not quote these references to HMRC staff; if needed HMRC will ask for
them.

Failure to send payroll information to HM Revenue & Customs on time is likely to result in financial penalties.

Please dick the "Next’ button to continue.
Submission type | Submission status | Submission ID details |actions |
Earlier Year Update success Correlation ID: BGF79785762479459 Wi

IRmark: MYRADZ4S4TAIIEPS W SAMFW SHEEUUSKET

J
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Part 4: Basic PAYE Tools error codes

We are aware that some Basic PAYE Tools users have received error messages when
trying to submit an EYU. These messages mean that your submission has not been
successfully received by HMRC. The following table gives the error message you may see
as well as a description of what you have to do to correct the submission

Error Message

Accounts Office reference or Employer PAYE reference is incorrect

What you need to do

The Employer reference and/or Accounts Office reference is incorrect. Please check both
of them against paperwork from HMRC and amend the incorrect one. For help in doing
this please refer to 'All users: using Basic PAYE Tools for real time reporting' and work
through the 'Finding your way round the Basic PAYE Tools' and 'Employer overview'
sections until you select 'Change employer details'.

Download 'All users: using Basic PAYE Tools for real time reporting' (PDF 1.6MB)

Error Message

This submission cannot be accepted as the pre-defined date for the previous tax year has
not yet passed

What you need to do

If you were trying to send an EYU for the 2013 to 2014 tax year

You cannot send an Earlier Year Update (EYU) for the 2013 to 2014 tax year until 20 April
2014.

Please wait until 20 April 2014 then send the EYU.

Error Message

This submission cannot be accepted as it does not fall within the eligible filing period

What you need to do

Updated: 14 July 2014 17
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If you were trying to send an EYU for the 2012 to 2013 tax year

You cannot submit any RTI submissions for the 2012 to 2013 tax year unless you were
one of the small number of employers who took part in the RTI pilot during the tax years
2012 to 2013 or 2013 to 2014. You must send amended forms P35 and P14. You cannot
do this using Basic PAYE Tools. The software that you used to run your payroll in the
2012 to 2013 tax year may allow you to do this, otherwise you can use the online forms
which are part of HMRC's PAYE Online service.

Error Message

e Error code: 7900

e The [ECON] is mandatory if any [NILETTER] is one of 'D', 'E', 'L', 'N', 'O".
e [ECON]is mandatory if any [NILETTER] is one of 'D', 'E', 'L, 'N', 'O".

e Diagnostic Message:

Assertion failure:

What you need to do

This EYU cannot be sent to HMRC as the employee has a contracted-out NIC letter (D, E, L, N or
O) but you have not provided the Employer Contracted-Out Number (ECON).

Background:

e An ECON is a reference number allocated to an employer who operates, or is part of a group
of companies that operate, a contracted-out pension scheme for their employees.

e An employee can only be on a contracted-out NIC letter (D, E, L, N or O) if you the employer
have a contracted out pension scheme that the employee is a member of.

e If you have a contracted-out pension scheme then you will have an ECON.

Action required

You need to

Either
Add the ECON to the Employer details. For help in doing this please refer to 'All users: using
Basic PAYE Tools for real time reporting' and work through the 'Finding your way round the
Basic PAYE Tools' and 'Employer overview' sections until you select 'Change employer
details'.
The ECON is shown on the contracting-out certificate issued by HMRC previously issued by
Inland Revenue or Department of Social Security when an employer elects to be contracted-
out. If you are unable to find your ECON please contact the HMRC Contracted-out pensions
helpline. You can find the details in the 'Contact us' section of the HMRC website.
Download 'All users: using Basic PAYE Tools for real time reporting' (PDF 1.6MB)

Or
If you do not have an ECON
e You will need to telephone HMRC's Employer Helpline on 0300 200 3200 and advise
them you are receiving error code 7900 and that you do not have an ECON.
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You have reached the end of this User Guide
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