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CleanLink Payroll End of Year 
 

 

The Year End Clear Down can be performed 

in ‘Site Manager 2023’ or higher. 
 

The ‘How Do I 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. 
 

 

Version 

‘How Do I…’ button for 
accessing Help Manual and 

Videos 
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Notes: 
 

There are no major procedural changes to the PAYE year end processing 

this year. Like last year, there are again no changes to Workplace Pension 

Minimum Contributions. Other than the cleardown and P60’s, the main 

key point to look out for is: 

 

National Minimum & Living Wage Increases  

 

National Minimum & Living Wage Increases – as of 1st April 2023 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 I…’ 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: 

 

https://www.acas.org.uk/national-minimum-wage-entitlement 

 

National Minimum Wage (NMW) and National  

Living Wage (NLW) rates from 1 April 2023: 

 
Aged 23 and above (NLW rate)     £10.42 

 

Aged 21 to 22 inclusive      £10.18 

 

Aged 18 to 20 inclusive      £7.49 

 

Under 18         £5.28 

 

Apprentice Rate        £5.28 
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Completion of 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 that this is your final submission.  

 

Select ‘Pay> C. In Year Movements (RTI/DPS Processing and P45 

printing)> F. Create Employer Payment Submission (EPS)’. 

 

 
 

Enter ‘12/2022’ for the period and the year should then show as 

2022/2023 as in the image above, then press ‘Yes, Proceed’.  Check 

that the YTD totals agree.  Make any adjustments to the ‘This Period’ 

figures if necessary. Once you are happy with the figures, tick the final 

submission box, then click on ‘Yes, Proceed’.  This will then complete the 

RTI EPS transmission. 
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At this point we 

strongly recommend 

that you take a backup 
of your CleanLink 

data before proceeding 

any further 
 
 

Check that the YTD 

figures are correct.  If 

not, amend the ‘This 

Period’ figures. 
 

Tick to confirm that 
this is the final 

submission of the 

current tax year. 
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Clear Down 
 

This must be done before opening any  

pay cycle for the new tax year. 

 

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 Site Manager 

2023. Check this now on the ‘Home’ tab in the bottom left corner. 

 

The Tax, NI & Pension tables for all supported tax regimes for the 

2023/24 tax year will have been installed during the above update. Go to 

‘Setups> R. PAYE, NI & Staff Setups> K. PAYE Parameters’ and 

check that the tables are correct and match the following: 

 

 
 

  

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 Site Manager 2023.  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 

Ensure all Tax 

Regimes are 

showing and are 

‘Effective From’ 
06/04/2023 
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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: 

 

 
 

Ensure the changes 

are effective from 

06/04/23 
 

mailto:support@cleanlink.co.uk


 
support@cleanlink.co.uk                                                                                                      0844 272 2122 

7 

 

Workplace Pension Parameters & Thresholds 

 

As there are no planned WP Pension threshold changes this year, you 

simply need to check the relevant tables are showing for the 2022-23 tax 

year.  

 

Go to ‘Setups> R. PAYE, NI & Staff Setups> I. Workplace Pension 

Parameters’ 

 
 

 
 

2. Now press ‘Thresholds’ 
 

1. The ‘Effective from’ date 

should show as 01/04/2023. 
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2. Print any P45s due for the 2022/23 year. 

 

To date figures will be cleared down by the next routine. 

 

1. The ‘Effective from’ date for 

annual thresholds will not need to 

be amended.  Check that it is 

01/04/2023 as shown. 
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3. Clear Down. 

 

Go to ‘Pay> E. Year-End (Clear-Down and globally update Tax 

Codes)> C. Update Tax Codes and Clear Down’. 

 

In the Staff Global Updates dialogue box, you can select a specific cycle if 

you need to. Unless you specifically need to clear your cycles one at a 

time, we strongly recommend leaving the ‘Payroll Cycle’ set to * to clear 

all payroll cycles. If you need help with this option, please contact 
support. 

 

 
 

Click on ‘Yes, Proceed’. 
 

Please Note: If you have unprinted P45s for the current tax year, a pop 

up window will appear advising of this. Press No or Cancel to go back and 

print them, before progressing with the clear down process. 

 

 
 

Once all P45s have been printed, return to the ‘Update Tax Codes & Clear 

Down’ screen to continue. 
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You will now get a prompt to make a back up of your data.  If you have 

backed up already, as prompted to do so on page 4 of these instructions, 

you do not need to back up again, however if you did not backup when 

prompted to earlier, we strongly recommend that you do so now, and 

keep the backup somewhere that it will not be overwritten. 

 

If you wish to backup now, you can click ‘OK’, and then ‘Cancel & Exit’ 

in the next screen.  Come back to this point once you have completed 

your backup. 
 

 

On the next screen, 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 

 

For the 2023/2024 Tax Year L, M and N codes have not increased 
 

 
 

2. Ensure all 5 Clear 

Down fields are ticked. 
 

3. Press ‘Yes, Proceed’ 
 

1. These should NOT 

need amending.  Simply 

check that the figures 
shown here are in line 

with any changes (in 

orange) on the right of 

this screen. 
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Once the update has completed, you will get a confirmation message, and 

the ‘Changes to Staff Tax Codes’ report will run. 

 

There is a new History option available, which will show you when the 

Cleardown was run, by whom, and what settings were used.   

 

For this you can go to ‘Pay> E. Year End> C. Update Tax Codes and 

Clear Down> History.‘ 

 
The View Report button will then produce the same ‘Changes to Tax 

Codes’ report.  

 

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

 

Go to ‘Setups> B. Setups and Defaults> Defaults’ and check the 

default Tax Code/ Suffix field is set to 1257 L. 

 

 
 
  

 

 

 

 

At this stage you are now ready to 

continue with the new year. 

Check this is set to 
1257 L as shown. 
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P60 Printing: 
 

Before you can print the P60’s it is necessary to create the P60 history 

file. This is completed by going to ‘Pay> 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 2022, select Print. Any problems will be 

reported and must be 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’) 
 

 
 

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

 

 
 

Clicking ‘Yes, 
Proceed’ creates 

the P60 History File 

for the selected tax 

year. 
 

This selection is 

used to change the 

print order of the 

P60s only. 
 

Ensure 2022 / 2023 

is entered 
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Once the History file is created go to the ‘Pay> E. Year-End (Clear-

Down and globally update Tax Codes)> D. Print P60s’. 

 

                   

 
 

While this can be done at any stage after the completion of the current 

year above, employees must receive their P60 by 31st 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 

Select the format 

to print. 

 

Note: Substitute 
P60s are printed 

on plain paper. 
 

Select ‘Send 

by Email’ to 

email P60s – 
Please read 

note in orange 

regarding 

email P60s 
 

Selecting ‘Output 
to Portal’ will 

send all to the 

CleanLink Portal 
 

Use F5 to 

select a cycle 

or enter * for 

all cycles 
 

We advise you to tick 

‘Include Zero Tax/NI’ and 

‘Print Preview’. 

Only tick ‘Include Staff 
with an email’ if you wish 

to print those with an email. 
 

Tick and add a 

password to the 

P60 if required 
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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. 
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