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Prepare to process

• Add new starters

• Enter absences

• Put employees not being paid on hold

• Check IR secure mailbox for tax code and student loan notices
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HMRC Starter checklist (P46) - https://www.gov.uk/government/publications/paye-starter-checklist

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112251479
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112310666
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112156431
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112159810
https://www.gov.uk/government/publications/paye-starter-checklist
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Process your payroll
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Payroll process
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Process date
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• Enter the date your 
employees will receive 
their pay.
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Enter payments
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If required

• Reset Payments to clear 
previous values first.

• Use Timesheet Entry to 
quickly enter hours worked.

• Run a Pension Assessment.

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112156447
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112218741
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112310697
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Enter payments
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Enter Hours/No and 
Rate values here

Open employee record

Enter Deductions, 
Attachments and Loans, 
check absences and view 
Summary.

Tax code, Gross pay, 
PAYE tax, NIC and 
Net pay
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Payslips and reports
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Payslips and reports
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Online payslips

Upload to Sage HR Online Services

Email payslips

Send payslips from Microsoft Outlook

Print payslips

Print onto plain paper or stationery*

*Payslip stationery no longer available from Sage

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200605110632559
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112238795
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112348524
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Payslips and reports

Page 13

Recommended reports

• Payment Summary (Part 1)

• Payment Summary (Part 2)

Tip: Use Report Selections to create a “reports pack” as a single PDF document.

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200602193259684
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112504445
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Update records
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Then, if required

• Post the Nominal Link to 
accounts.

• Run the Leaver wizard.

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112205765
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112251457
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Leavers
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Submit to HMRC
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Full payment submission (FPS)

What’s included:

• Starter and leaver information

• Employee details

• Payments subject to tax

• Tax, NI and student loan contributions
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You must submit your FPS on or before your employees’ pay date.



Month end tasks
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Month end checklist

• Run your P32 report

• Submit your Employer payment summary (EPS)

• Make your payment to HMRC
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https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112156030
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112251426
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Tax calendar

Tax Months:

• Start on the 6th of the month.

• End on the 5th of the following month.
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Tip: You can download a tax calendar from our Help Centre

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112204732
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P32
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Tax, 
student

loans and 
National 
Insurance

Employment
allowance

Statutory 
payments 
recovered

Apprenticeship
levy

Amount 
to pay 
HMRC

FPS

EPS
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Employer payment summary (EPS)

An EPS is required if any of the following apply:

• You’re recovering statutory payments

• You’ve suffered CIS deductions

• You’re reporting apprenticeship levy

• You’re informing HMRC that no payment is due

Page 22

You must submit your EPS by the 19th of the following month.
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Further support
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Help Centre

www.sage.co.uk/help

• Search our knowledgebase

• Support guides

• Webinars

• Videos

• Get in touch

Page 24

http://www.sage.co.uk/help
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Sage University

www.sageu.com

• e-Learning

• Certification

• Bite-sized learning

Page 25

http://www.sageu.com/


Questions
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Send us your 
questions

Download a 
handout

Submit your questions in the Q&A now!

This part of the webinar has no sound.
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Thank you!


