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CleanLink Payroll End of Year

The Year End Clear Down can be
performed in Version v7.10 or higher.

The ‘How Do | Do Year End Clear Down’
video can be accessed via the ‘How do I...”
button located on the Home screen or by
pressing the ‘F1’ key within Site Manager.

Alternatively follow the steps in this
document.
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Notes:

There are no major procedural changes to the PAYE year end processing this year. There are
no standard changes to the Workplace Pensions so the process is actually shorter. Other
than the cleardown and P60Q’s, the main key point to look out for is:

National Minimum & Living Wage Increases

As of 15t April 2020, the National Minimum and Living Wage rates are increasing.
Instructions showing how to apply the increases can be found in the ‘How to Process
NMW / NLW Increases’ video and in the CleanLink Manual both accessed via the ‘How
Do l..." button in Site Manager. Details of the rates can be found below and information
about when to apply the changes can be found by visiting the acas website:

http://www.acas.org.uk/index.aspx?articleid=1902

National Minimum Wage (NMW) and National Living Wage (NLW) rates from 1

April 2020:

Aged 25 and above (NLW rate) £8.72
Aged 21 to 24 inclusive £8.20
Aged 18 to 20 inclusive £6.45
Aged under 18 (above compulsory school leaving age) £4.55
Apprentices aged under 19 £4.15
Apprentices aged 19 and over (first year of apprenticeship) £4.15


http://www.acas.org.uk/index.aspx?articleid=1902

Completion of the current year:

Before starting the year end procedures all pay cycles must have been completed and
closed. Once this has been done it is necessary to file an EPS stating this is your final
submission.

Select ‘Pay > C. In Year Movements (RTI/DPS Processing and P45 printing) > F. Create
Employer Payment Submission (EPS)’.

m

This pracess creates the data for and optionally transmits the HMRC Employer
Payment Submission (EP3). It is important that all cycles within the selected
period have been completed.

All Periods completed within the selected period will be included.

Payroll period [Month/Year]

Mote - This should be the PAYE maonth you are
reporting. Mot the calendar month.

-I'1 OK & Exit

Enter 12/2019 for the period. On the next screen check the YTD totals and make sure these
agree, make any adjustments to the ‘This Period’ figures if necessary. Once you are happy
with the figures, tick the Confirm last EPS box, then ‘Yes, Proceed’. This will then complete
the RTI EPS transmission.

Tax Period 12 06/03/2020 to 05/04,/2020

Please confirm this is your final
submission for the current tax year

This Period Year to Date

SMP Recovered 232535
OSPP Recovered 0.00
SAP Recovered 0.00
ASPP Recovered 0.00
SPBP Recovered 0.00
SMP Compensation 0.00
OSSP Compensation 0.00
SAP Compensation 0.00
ASSP Compensation 0.00
SPEP Compensation 0.00
€IS Deductions Suffered 0.00

MOTE - This is the amount that has been deducted from your Invoices, not the
amount you have deducted from Sub-contractors, this is reported on Form CIS300

Report Apprenticeship Levy |:|
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Class 1A Gross for Apprenticeship Lewvy 25072812

0.00

Apprenticeship Levy Due

m!I

Claim Employer Allowance

State Aid Received (Euros)
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Clear Down

THIS MUST BE DONE BEFORE OPENING ANY PAY CYCLE FOR THE
NEW TAX YEAR:

AT THIS POINT WE STRONGLY RECOMMEND YOU DO A BACKUP OF
YOUR CLEANLINK DATA BEFORE PROCEEDING ANY FURTHER

Clients using CleanLink payroll for the first time may need to do No.3 below.

1. Ensure you are using the correct version of CleanLink and the new Tax, NI and
Pension tables are present.

The update you installed will have updated you to CleanLink version No. v7.10.
Check this on the Home tab in the bottom left corner.

The Tax, NI & Pension tables for all supported tax regimes for the 2020/2021 tax year
will have been installed during the above update. Go to ‘Setups > R. PAYE, NI & Staff
Setups > K. ‘PAYE Parameters’ and check the tables are correct and match the

following:

PAYE Parameters

Effective From Tax Year Tax Regime
11/05/2020 2020/2021  Scotland [Alba)
06/04/2020 2020/2021 England
06/04/2020 20202021 Wales (Cymru)
06/04/2020 2020/2021 Scotland (Alba)
06/04/2020 20202021 Morthern Ireland (Tuaisceart Eirsann)
06/04/2020 20202021 Republic of Ireland (Eire). Mote, Cleanlink will not apply any Gross to Net (PAYE) calculations,
06/04/2020 0/2021 Qutside of RAYE (Contractors for example).

06/04/2019 20192

06/04/2019 2019/2020
06/04/2019 2019/2020
06/04/2019 2019/2020
06/04/2019 2019/2020 alculations.
06/04/2079 2019/2020 06 04 2020
06/04/2078 2018/2019 e
Rate Mo Rate of Tax Bandwidth  Ci i C
Bandwidth Annual Tax
Student Loans
1 19.00% 2085 2085 396.15
G Pointer to Basic Rate 2 Flan 1 Flan 2 Graduate
2 20.00% 10573 12658 251075 Sointer to Bacic Tax Rate 11
[Pointer to Basic Tax Rate No)
3 21,008 18282 30930 6347.87 Annual Threshold 19390 26575 21000
M Maxrate 50.00%
4 41.00% 119070 150000 55166.57 K Rate of Repayment 9.00% 9.00% 6.00%
[Maximum percentage tax
5 46,00% deductable in a prefix K code case)

Note - MULTI COMPANY USERS - You will need to check the tables for each
company. Each company will have its parameter files updated when it is entered
for the first time following the update to v7.10. If the parameter file update fails
for any reason, a message will be shown detailing what to do. If you were using
non-standard table parameters you will need to make your own amendments to
suit your requirements — Please call support if necessary.



Go to ‘Setups> R. PAYE, NI & Staff Setups> L. NI Parameters’ and check the tables
are correct and match the below:

Effective from 06/04/20

Change No  Effective From 4 || Earnings Limits |Categon'es | Rates | SMP | SSP | Class 1A | Apprenticeship Levy |
B2 osoaz0
21
Lower Earnings Earnings Earnings Upper Accrual Upper Earnings  Termination Pay
20 Limit LEL Treshald ST Treshold PT Paint UAP Limit UEL ErNIC
19 Threshold
Weekly | 12000 | 16000 | 18300 | 96200 | 962,00
18
. cgr015 Monthly | soo0] | 73200 | 7e200 | 46700 | 416700
16 vearly | 624000 |  s7eso0] | o9soooo] |  soooooo| | sooonoo| | s0000.00
15
14
13
12
11
10
9
8

Workplace Pension Parameters & Thresholds

There is no change to the Pension Parameters & Thresholds or Contribution %’s for
the 2020/2021 tax year. This means there are no amendments required. We still
advise you go to ‘Setups> R. PAYE, NI & Staff Setups> I. Workplace Pension
Parameters > Thresholds’ and check the following:

-

(=]

LE Workplace Pensions (Global) Parameters

Staging Dal Lol L=
Mext cyclica
L Forres| Frequengy |Annual w
Use DE/Hyh
Effective From Qualifying Earnings Qualifying Earnings Auto Enrolment Trigger
Lower Threshold Upper Threshald
Effective Fif 6136.00 50000.00 10000.00
01 01,/04/2019 6136.00 50000.00 10000.00
01/04/2018 46350.00 10000.00
o/0d2017 45000.00 10000.00
1l
06/04/2016 43000.00 10000.00
06,/04/2015 42385.00 10000.00
06/04/2014 5772.00 41865.00 10000.00
06/04,/2013 5668.00 41450,00 844000 s of
four
Er).




2. Print any P45s due for the 2019/20 year.
Year to date figures will be cleared down by the next routine.
3. Clear Down.

Go to the ‘Pay Tab > E. Year-End (Clear-Down and globally update Tax Codes) > C.
Update Tax Codes and Clear Down’.

There is no standard increase in Tax Codes this year.

L codes have been increased by 0
M codes have been increased by 0
N codes have been increased by 0

In the ‘Clear Downs’ box (the middle section of the screen) tick all 5 boxes — this is
VERY important, it changes all:

This Employment to Date figures to zero
Wk1/M1 to ‘No’

Previous P45 Gross/Tax figures to zero
Last tax Wk/Mth No. to zero
Contracted NI Classes no longer used

Adjust Codes
April 2020

Increase Suffix Code L b
v Ijl There are MO increases to be applied to
L, M or M codes for this tax year,
Increase Suffix Code M by Ijl
Please remember to set your default tax
Increase Suffix Code M b code to 12501
Y Ijl [Setups, Setups & Defaults, Defaults)
Clear downs
For ECY check hese
Clear Year to Date accumulators E
Change ALL W1M1 to MO [+
Zero ALL Previous & To Date Figures [+ Have you printed P45s for any leavers 7

set all "Last Tax Whki/Mths to Zero E

Convert NI Class ﬁ

To clear selected groups only - [Leave blank for all 5taff)

Only for Tax Code I:I
Only for Tax Suffix I:I
Branch [F5] D|

(L2 prsees poseedt | s rces] ot




4. Check the Default Tax Code (Emergency Code).

Go to ‘Setups > B. Setups and Defaults > Defaults’ and make sure it this is set to
1250.

Setups | Defaults Holidays External Links Formats |

Staff : Client/Site  GDPR  Misc |

Bank Mame | |

Bank Branch Hourly Rates

Bank Sort Code - - Rate 1
Tax Code/Suffix Rate 2

WIM1 Yes Rate 3

.
Fed

Development
Mo HMRC Interface ] F

At this stage you are now ready to continue with the new year.

Proceed to the next page for P60 instructions.




P60 Printing:

Before you can print the P60’s it is necessary to create the P60 history file. This is completed
by selecting the ‘Pay Tab > E. Year-End (Clear-Down and globally update Tax Codes) > A.
Create P60 History File’.

The first stage of this is to run a staff check to confirm all staff have valid details. This should
default to 2019, select ‘Print’. Any problems will be reported and MUST be
corrected/cleared before the P60 History File can be created. (If the only errors displayed on
the report are genuine missing NI numbers, you can press ‘OK & Exit’)

[ctEndof vearStaff Check ~ [wl|

Tax Year

-f 0K & Exit

Once no errors are found you will be given the following options:

(o psoistoyfte =

If you have multiple Pay Cycles each must be
completed before creating the P& file,

Advanced users may create a P80 file for just one cycle and
clear down just one cycle at a time. But there MUST be N
Staff on multiple Pay Cycles.,

You can report for Staff on multiple cycles by pressing

Multiples” button -

Select Cycle and Year to create

i
Tax Year |j:_h|}19 |/|2'I]2'|] |

P& Sort Order
(®) Staff Mo, () Pay Cyde () Client/Si

Mate - This sort arder can be used for
controlling the order the Pe0's are printed 118.00
in. 512,00

LEL

iCancel & Exit




Once the History file is created go to the ‘Pay Tab > E. Year-End (Clear-Down and globally
update Tax Codes) > D. Print P60s’.

L ™

£E P14 @

Select range

From [F5] |* |

TolFs] [ |

Tax Year 2019 /P_"DE'D

Payroll Cyele [F5] |:|

Selecting this option will result in
the P50's being printed in the sort
order selected when creating the

[Juse sort order

EOY file,
Mote - If emailing, after the emails have been
Output to Portal ‘
. sent please re-select the format required for
DSEnd by Email printing those without an email address. You

FUST untick the Include staff with an email
Add Password to PDF  to exclude these,

Password

Offsets Ijl

Note - The offset controls vertical
alignment. An offset of 1 is approx

() Security PED's 1/4 of a character,

Elnclude staff with an email

{:}Laser P&’s

Substitute PI's
® [Jinclude Leavers

[]Include zero Tax/MI
@ Print Preview

-

This can be done at any stage after the completion of the current year above, employees
must receive their P60 by 31t May. Our recommendation is that you use either our
substitute P60 or the P60 Only documents - look at this web site

https://www.gov.uk/payroll-annual-reporting/give-employees-p60-form

As the HMRC P60s are a ‘one size fits all’ you will need to set the offset to ensure that the
figures appear in the correct boxes. All printers differ but most need to use a figure of 12 to
get the fit about right. It is not necessary to add an offset for the substitute P60’s.


https://www.gov.uk/payroll-annual-reporting/give-employees-p60-form

