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Key Summary of the E-Filing Process

This summary shows you the process involved to E-File your data.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Whatever you E-file, the steps remain the same.
* RTI-FPS, EPS, NVR, EYU

Sign Up/Sign In.

Download the given spreadsheet template from our
website

Populate the data from your system into the given
spreadsheet.

Assign a file name to the spreadsheet and save it in a CSV
file format.

Sign in to our website and select Upload CSV File from the
top menu bar.

Click on the Browse button to find the CSV file that you
just assigned a name to and then upload the same CSV
file.

E-file the uploaded file by clicking E-File Now!, or amend
the file based on the error report provided and upload the
file again.

Print the E-filing Certificate and view reports.

( More information about each of the steps is detailed below. )

Support Email: sales@efileready.com

Tel: 020 8452 9516
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1 Conducting RTI Tests (How To)

To test the RTI services, you have to sign up with us. The sections below will help you to
understand the steps involved in creating a TEST account and E-filing the RTI returns to HMRC
from eFileReady.

1.1. Where and How to Sign Up for a LIVE TEST Account

To create a Test Account on eFileReady, go to http:/efileready.com, and click on 'LIVE Tests'
button in the eFileReady home page.

@Fsignup WSignin B EkeinmunnBefisresdycom  Call Todey: 000 8452 516

; oene [seres] -
" Products ~ Price APl J SFTP Free Trasning -~ LIVE Tests About Us Contact ~
eFileReady.com
¥

'E-FILING SPECIALISTS

The First Company to have Gained HMEC RTI Recagnition

AT Pilot Members have Test - Used 1t Successfully

Excoptionally user friendly and cost effectie e-filing system

]
-]
B S0 0000 and 150 27001 atoredited,
-]
-]

Many Cushirmers hive used cur System for sulo-1ax ode updates

Fig 1.1 E-Fileready Home Page

Alternatively, click the following link — http://test.efileready.com. Then click Sign Up and follow the
screens to sign up for a test account. You will receive an E-Mail containing an activation link.

Click the link within the e-mail and set up your sign in details for your test account After your test
account has been created, sign In to the TEST account from the link http://test.efileready.com.

Road Map:
Click on activation link — Set up your Sign In security details (password, pattern word etc.) —
Final Confirmation

After a successful sign up process, you can sign In to your account with your credentials - User ID,
e-mail ID, password, and pattern word. Each time you sign in you will be asked to enter your Sign
In credentials.

© Intersoftware Solutions Limited. Page 4 of 30
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FileReady.com Developer Live Testing site 1

Bl Live Test Home

Conduct Live E-Filing TESTS

‘Welcome to the eFleReady.com Developer LIVE Testng Site. The eFilleReady.com Developer LIVE
Tasting Site is for testing LIVE E-fling of MTD VAT, VAT 100, RTI payroll, iXBRL Accounts, CI5 or Pension
atc. documents to the HMRC. Here youw can TEST the entire a-filing process to the HMRC by usang our
grven sample best daks Spreadshest f CSV Ale.

The test é-filing User 1D and Passward defaults to EfleRéady’s HMRC Dévelopér User 1D and
Passward. In the future, when you condudt your own rowtine BT] or your PAYE anmual returm of
CI5300 Monthly Returns e-filling, you can either use EfileReady’s Agent User 1D and Password, or
wour own User 1D and Password,

Skgn Up
The Sign Up and Sign In (at the left) allows you to test the following range of services
1. RTI test 3. CIS test
FEOTAM i LT 2. MTD VAT, VAT 100 test 4. Pension test

eFileReady MTD VAT Mobile App (Live testing)

You can now best £ view your VAT eRetums, Liabiliies and Payments
under Malary Tax Digital (MTD) on your mobele phome anyewieene
anyhime.

Install the App ==

Fig 1.2 Test Account Sign In

1.2. Test Credentials Setup for E-Filing

1.21 Test Credentials Setup

+ By default eFileReady has pre-entered eFileReady's own HMRC Agent ID and Password
ready for you to use to E-File your test RTI forms including FPS, EPS, NVR, EYU. You do
not need to use your own PAYE credentials.

+ To view eFileReady's own test credentials, go to Employer/Contractors in the menu bar and
click E-filing Credentials Setup. Further click the 'HMRC RTI FPS, EPS, NVR, EYU' link. On
the next page by default the eFileReady's Agent Credentials will be provided as shown in
Fig 1.3

© Intersoftware Solutions Limited. Page 5 of 30
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HMRC RTI FPS, EPS, NVR, EYU E-Filing Setup (2] Back

(v 1 would like to use eFileReady's Agent Credentials for my E-Filing

By default, the system is set up with our Agent ID and Password for you to E-File
your HMRC RTI FPS, EPS, NVR, EYU returns.

I am an EMPLOYER

If you are an employer and have a HMRC User ID and Password you can use these
to E-File your HMRC RTI FPS, EPS, NVR. EYU returns to HMRC. To set up your
E-Filing details click on the Edit button, then enter your HMRC ID and Password and
click on Save. You can then easily E-File your returns to HMRC. To apply for an
employer HMRC E-Filing User ID and Password, please click here

I am an AGENT f BUREAU

If you are an Agent / Bureau acting on behalf of a Employer client you can use your
HMRC Agent User ID and Password for RTI E-Filing. To set up your E-Filing details
click on the Edit button, then enter your Agent HMRC ID and Password and click on
Save. You can then easily E-File your client's returns to HMRC. To find out how to

set yourself up as an Agent, please click here

Back

Fig 1.3 E-Filing Setup

1.2.2 Using your own Software Developer Test credentials

Your own Software Developer Test credentials obtained from HMRC can be used for testing the
RTI E-filing services of eFileReady. To apply for your own Test Credentials please contact the
Software Developers Support Team (SDS Team).

To set up your own Software Developer test credentials in eFileReady go to the
Employer/Contractors section on the menu bar and click E-filing Credentials Setup. Further click
the 'HMRC RTI FPS, EPS, NVR' link.

« Then select 'EMPLOYER' (see fig 1.3) or 'l am an AGENT' as appropriate and enter your

© Intersoftware Solutions Limited. Page 6 of 30



eFileReady User Manual — How eFileReady Works

Software developer Test credentials ( Test HMRC User ID and password ) provided by

HMRC by clicking on the Edit button and later on the Save button.

+ Alternatively, you can use the following test credentials for Submission of FPS, EPS, NVR

etc.

PAYE Reference : 548 / A548 ( to be included in the FPS or EPS file )

User ID : ISV548

Password : testing

1.3. How to download the RTI spreadsheet

Download the spreadsheet for the respective RTI return. Save them all as CSV files and further
proceed with uploading the files. The upload process is explained in detail in the further sections.

NOTE : The guide remains same for all RTI forms including FPS, EPS, EYU, NVR

To download the PAYE RTI FPS, EPS, EYU & NVR Test Data spreadsheets to your local system,

please follow the road map below.

Road Map:

Download Spreadsheet — Download Sample Live Test Data — Download RTI Test Data link —

Download RTI FPS TEST Data Spreadsheet

Download Test Data for Live E-Filing Test

Please click on the respective links to download the appropriate Test Data. The
forms available here for you to download are scanned and are free from any
possible virus threats.

Download PAYE RTI Spreadsheet (CSV) Test Data

& Download RTI FPS TEST Data (2020-21)

X Download RTI EPS TEST Data (2020-21)
X Download RTI NVR TEST Data (2020-21)

& Download RTI EYU TEST Data (2019-20)

© Intersoftware Solutions Limited.

Fig 1.4 Download Sample Test Data
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Download RTI FPS Test Data Spreadsheet Back

Flease download the instruction first before you download the spreadsheet.
Flease always read the instruction first before you populate the data into the

spreadsheets.
Download Download
RTI FP5 Test Data RTI FP5 (2020-21) Test Data
Instruction Spreadsheet
(Employee)

Once downloaded, you should enter your data into the Spreadsheet and save it
in a CSV format. Then select Upload C5V Data from the Tasking Zone to save the
spreadsheet back to our server in a C5V format ready for E-Filing

Fig 1.5 Download Test Data Spreadsheet

Now click the 'Download RTI FPS TEST Data' link to download the FPS test spreadsheet onto
your local system. Please follow the same steps to download the EPS, EYU and NVR Test Data
spreadsheets to your system.

IMPORTANT NOTE : If you are using eFileReady's credentials for the Test E-filing please do not
change the PAYE Reference column containing the value 548/A548 in the spreadsheet.

If however you are using your own Employer or Agent credentials for the test E-filing please do
amend the PAYE Reference 548/A548 to your Test PAYE Reference.

© Intersoftware Solutions Limited. Page 8 of 30
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1.4. How to Upload the RTI Files.

1.4.1 Select Upload CSV/XML File from the menu bar

You can now upload the test data file to eFileReady. Please follow the below road map to upload

RTI test files.

Road Map:

Upload Data — Upload RTI - FPS, EPS, NVR,FSY, Additional FPS, EYU. — Click appropriate

Upload RTI CSV/XML File link.

& Employer f Contractor ~ & Download Spreadsheet ~  ga ypload Data 13 E-Filing ~
s

B DPS ~ @ Reports v B Others «

I Upload RTI - FPS, EPS. NVRL FSY. Additional FPS, EYU

P45 Part 1/ P60 eReports Upload

PAVE P11D ete. Upload
Employer Details @
€15 300 and C15 Verification Upload

Pension Scheme & Others Uipload
Netwo  EPayslip Uplaad
VAT 100 Lipload
Emp
MTD VAT Lipload
HMAC CT & XBAL Accounts Upload

Wiew f Edit Employer i
Co. House [NBRL Accounts Uipload

View / Edit Manage Charities Clairms Upload

Rectification of Pensioner Payment Error Data Uipload
Rectification of Emiployee Payment Error Data Upload

Rectification of Subcontractor Payrment Error Data Upload

ingdam,

CO456TE

‘iling Credentials Setup

TD Autherization

Support Request

Fig 1.6 Upload Data

© Intersoftware Solutions Limited.
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Now click the 'FPS CSV File' Link to upload the FPS CSV file.

RTI - FPS, EPS, NVR, FSY, EYU Upload @

Real Time Information (RT1) Data Upload
Full Payment Submission (FP5)

Employer Payment Summary (EPS)

MING Verification Request (NVR)

Earlier Year Update (EYLY)

Real Time Information (RT1}) Data Upload

Final Submission for the Tax Year (F5Y)

Real Time Information (RT1}) Data Upload

Additional FPS Return

Upload RTI Data

C5V Format
EPS C5V File
NWR CSV File

EYL! CSV File

Upload Final Submission for the Tax Year (FSY) Data

CSV Format

F5Y C5V File

Upload RTI Additional FPS Return

C5V Format

Additicnal FPS
CSV File

XML Format

FPE XML File

EPS XML File

WVE XML File

EYL XML File

XML Format

F5Y XML File

XML Format

Additional FP5
¥ML File

Fig 1.7 Upload RTI Data

© Intersoftware Solutions Limited.

Page 10 of 30




eFileReady User Manual — How eFileReady Works

1.4.2 Browse to find the CSV file and then upload that CSV file

Enter the Employer name and pick up the FPS CSV spreadsheet file you just saved in your local
system by clicking on the 'Browse' button (in just the same way as you sign in to an e-mail account
and then go to your local system to pick up a file you prepared previously to attach to an e-mail).

Upload RTI FPS File ( TXT / CSV Format ) (2] Back L Upload C3V File

Step 1 - Ensure that you have prepared your RTI FPS File { TXT / C5V Format ) ready
to be uploaded.

Step 2 - Confirm Tax Year * 2020 - 21 bl

Step 3 - Employer Name *

Step 4 -RTI FPS (Full Payment seladt file Browse ...

Submission) File *
Click Browse to Upload CSV file.

5tep & - Your own File Ref.

[optional)
Please note - it will take about 3 minutes, depending on the quantity of data,
o complete the uploading and validating process. Please do not click on any
Tasking Zone button during this time. If you do the file upload will be aborted

Back X Upload CSV File

Fig 1.8 Browse CSV File
Enter a reference of your choice for the CSV file you are uploading. This is optional, you can leave
it blank.
Now click the 'Upload CSV File' button to upload the file to the eFileReady server.

(NOTE: Do not click the screen while the upload is in progress because it might interrupt the
upload.)

As you upload your CSYV files, our service instantly converts the files into XML and validates them
against the HMRC provided SCHEMA and BUSINESS RULES, ready for E-filing.

© Intersoftware Solutions Limited. Page 11 of 30
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If no errors are found in the uploaded data, you will see a successfully uploaded message on the
screen as shown in Fig 1.9

HMRC RTI Data Upload Report

Back

+ Upload Successful

¢ Good News Your files have been accepted for validation.

* You can now go to the "E-Filing" Tasking menu to E-file the Uploaded Data.
= You can now go to "Reports = HMRC eReturn Upload Status" in the Tasking
menu to check the validation status of the Uploaded Data.

MNote - Please be informed that the validation of your data may take some time.

Check the Upload Status to know the validation result of your file after some time.

Back

Fig 1.9 Upload Successful

If errors are found, an Error Report will be displayed on screen as shown in Fig 1.10. You should
amend the errors as indicated and then start the process again.

File Upload Report Back
©Error!
Please rectify the possible errors as indicated below
1. Wrong file selected to upload to this position
2. Spréadsheet contains empty rows oF columns
3. Maximum file size limit exceeded
4. Multiple companies not permitted
Back

Fig 1.10 Upload Report

© Intersoftware Solutions Limited. Page 12 of 30
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Please follow the same process as above to upload RTI EPS, EYU, and NVR spreadsheets to
eFileReady.

1.5. How to E-File RTI Data to HMRC

1.5.1 E-Filing the uploaded RTI- FPS, EPS, EYU and NVR data to HMRC

To E-File your uploaded RTI data to HMRC, go to E-filing on the tasking zone and click E-File
PAYE RTI FPS, EPS, EYU, NVR.

Road Map :

E-filing — RTI - FPS, EPS, NVR,FSY, Additional FPS, EYU. — E-file RTI uploaded data — E-file
Selected — Enter user Sign In password — E-File Now

& Employer / Contracter ~ &8 Download Spreadsheet ~ & Upload Data » 4 Efiling ~ @ DPS v [ Reports ~ B Others ~
“

I E-File PAYE RT1 FPS. EFS. NV FSY. Additional FFS. EYU I

E-File PAYE P11D Uploaded data.

E-File €15 Uploaded Data and Status
Employer Details [ 7]
E-File Pension Return Uiploaded Data

E-File: VAT 100
o

Metwork House, Arunded Road,  E-FlE MTDVAT
Tel Mo 020873 £ me HMAC CT & IXBRL Accounts
Emiployers PAYE Raf,) 067 /W

E-File Co. House NBRL Accounts

E-File Charities Clairms
View £ Edit Employer Contact Details Bap
E-File Rectification of Pensioner Payment Data

View / Edit Manage System Us E-File Retification of Employee Payment Data

E-File Rectification of Subcontractor Payment Data

Enable Suppoert Bequest

Fig 1.11 E-File Data

Before E-filing your data to the HMRC, you should double check to ensure that the data you have
uploaded is correct. To view and check the uploaded data before E-filing, simply click the View /
Print link. If the upload is correct, select the upload you wish to e-file by selecting the appropriate
box, then click on the 'E-file Now' button. Enter your name and sign in password in the Employer's
Declaration page.

© Intersoftware Solutions Limited. Page 13 of 30
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E-File BRI FPS {Full Payment Submission] Uploaded Data 1§ = i-File Selected
Tax ¥ear  Emgleyer Name Tax Perizd PAVE Red_ Lherr oo QuasEry Solect la
il Rl hiasadaded 18 Farsat) E-Fikg Buslic
- I Derra Comgsry L Mcavihiy 06 LT LT AT NS
HxD - F1 #laringh Centilipriey L B Wkl 1R SORENTIN ATI00E 18500
HaD- 1 Sephen Winepsty Monthiy 05 MEIBED! ) RPN 1085
A0 - I S Ward L Monthiy 06 Jusuang L ey Fal s )
He -1 Teriria Doderi Lid Werkly 19 2 TETE0NTS AT 1S
M-I Ceardon Phamberi Monihiy 04 ATHHASTIE ATO00e 0
= E-File Selected
Fig 1.12 E-File RTI Data
E-File RTI FPS (Full Payment Submission) =) Please Wait

L

Efileready Server

RTI FPS E-Filing in Progress, Please wait...

Please wait while the results are being processed...
We recommend you to Log-out of the programme, and Login later to check the E-Filing status

=) Please Wait

Fig 1.13 E-File RTI Data

The below screen will be displayed as your data is being sent to the HMRC. There may be a delay
before you receive a response from the HMRC, especially at peak times.Fig 1.14 E-Filing in

Progress

Please note, the E-filing done on the Test eFileReady server is only for Testing purposes. You

© Intersoftware Solutions Limited.
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cannot e-file your actual Live Returns through Test eFileReady. To e-file your actual returns to
HMRC, please sign up for our Live eFileReady account on www.efileready.com.

1.6. How to Check the E-Filed Status

Once the data is submitted to HMRC an E-Filing Certificate is generated from HMRC which you
can view in the Reports section. Fig 1.15 displays the status of your E-filing of data to HMRC. The
status can be Initiated, Processing, Submitted and Completed. Please keep checking the
status.

Road Map : Reports — View/Print Your E-Filed Returns and Others

View / Print your E-Filed Returns and Others &

HMRC RTI VAT HMRC CT & iXBRL Accounts
@ FPS (Full Payment Submission © VAT 100 Return € HMRC CT & XBRL Account
i} EF T 1 : |
MTD VAT Pension Scheme
B NVE (MING E © MTD VAT E-Flled Detalls © Accounting for Tax
© EYU (Earlier Year Update) © View VAT Beturn Details @ Penslon Return
GI g | 1 'ﬂ View VAT Pavment ﬁ Residency Status [ ALY
a = 7] T
Charities Claims
@ Charities Claim
RTI P45 / P&O cis
s 7]
P11D BENEFITS
9 ® .
; & P11D{b) P10
@ Reinstate CIS 300 Monthly E—
RTI BACS File ® Pas(Ca
F IFT
© Download BACS File

Fig 1.14 E-Filed Status

If you get an authentication failure, please check your Test credentials, correct them and e-file
once again. Please follow the same steps as explained above for successful E-filing. To view the
E-Filed certificate, click the View/Print link under the E-Filed Certificate. Then click on 'Print
Certificate' to print the certificate.

© Intersoftware Solutions Limited. Page 15 of 30
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FPS (Full Payment Submission) E-Filed Status Back & Print Certificate

FPS (Full Payment Submission)

? E-Filed Certificate

for
Demo Company Limited

PAYE Ref, 067/ V30456

Tax Year 2020 - 21

HMRC eTimestamp 2020-05-14T07:18:53.276

{YYYY-MM-DDTHH:MM:55.555 )

FPS (Full Payment Submission) E-Filed FP5 =250

Congratulations: Your FP5 (Full Payment Submission) document has been
successfully E-Filed by Internet to the HM Revenue & Customs.

FPS (Full Payment Submission) E-Filed FPS =250
EfileReady User Sign In ID TESTE081234

Submitter Name Demo Contractor Limited

Submitter PAYE Reference 067/ V30456
Inhouse Tracking Reference AAAD3TAED
User own File Ref. FPS0O03
HMRC Reference (Correlation 1D) ASAADFIFEDEQ4ASASBEESE4BB6244A44DA

Submission Status Report BMITTED CESSFU

HMRC Digital Receipt (IRmark)

HMRC has received the HMRC-PAYE-RTI-FPS document ref: 067/ V30456 at 12.31
on 14/05/2020. The associated IRmMark was:
AGQDYFMQ2RSYAI|SWSC3KASIIPF7YTHNA. We strongly recommend that you keep
this receipt electronically. and we advise that you also keep your submission
electronically for your records. They are evidence of the information that you
submitted to HMRC.Thank you for your submission.

Back & Print Certificate

Fig 1.15 E-Filed Certificate

© Intersoftware Solutions Limited. Page 16 of 30



eFileReady User Manual — How eFileReady Works

2 Conducting RTI Live Submissions

2.1. Where and How to Sign Up for a RTI Live Account

Click the following link http://www.efileready.com/ to sign up for a Live account.

211 Live Credentials Set Up

eFileReady's own E-filing credentials are pre-entered and selected by default ready for you to use
to E-File your RTI forms live.

However, If you wish to use your own details, go to Employer/Contractors on the menu bar and
click E-filing Credentials Setup. Further click the 'HMRC RTI FPS, EPS, NVR, EYU' link, and select
either 'l am an EMPLOYER' or 'l am an AGENT/BUREAU' to enter your own HMRC ID and
Password credentials provided by HMRC.

2.1.2 How to E-file Live RTI Files to HMRC

1. Please download the RTI Spreadsheets — FPS, EPS, NVR from Download Spreadsheet in
the tasking zone.

2. Populate your data into the spreadsheet and save the file in a CSV/XML format locally into
your system.

3. The rest of the process for uploading CSV/XML files, E-filing the uploaded RTI data to
HMRC and checking the success status remains the same as in RTI Test E-filing. Please
refer to section 1.4 How to Upload the RTI Files. and 1.5 How to E-File RT| Data to HMRC

3 How eFileReady helps with filing the RTI Submissions to
HMRC online

The RTI E-filing process has been simplified in the eFileReady application. We have tested against
the available HMRC's RTI TEST Server and the BACS system, and so far all tests have been
successful. We are ready and able to give you all the help and support you need when you come
to fulfilling the HMRC's RTI requirement.

Using eFileReady you can E-File the RTI returns to HMRC using a simple spreadsheet. All you
need to do with RTI is to extract the data from your payroll system and place it in a simple
spreadsheet template provided by us. Different RTI returns require different spreadsheet templates
which are all freely available from our website. Our www.efileready.com system will convert your
spreadsheet (CSV/XML file) into the HMRC's required XML format and then e-file your RTI data
automatically. Our system will also automatically produce BACS files embedded with 4 Character
Random Strings and FPS files embedded with correlated HASH CODES.

Our RTI system is fully tested and ready to go. You can test it against the HMRC's TVPS test
server or your BACS system today. As the system is platform independent it will work seamlessly
with whatever payroll or BACS system you have.

© Intersoftware Solutions Limited. Page 17 of 30
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3.1. RTI Submissions supported by eFileReady

3.1.1  Full Payment Submission (FPS)

You need to make an FPS return whenever you make a payment to an employee, be it monthly,
weekly, 2 weekly or 4 weekly etc. Each pay frequency has its own respective FPS return.

Unique Services:

eFileReady will provide a BACS file with the 4 character random string entered, and where
supported, the corresponding HASH CODE for FPS, all of which are based on HMRC
specifications.

The Full Payment Submission ((FPS) will have the HASH CODE ( including the 4-character
random string )) as required by HMRC.

Hmm
& Customs
FFS file with
HASH Code
CSV,/ GFF
Pbacs
RTI FPS Data , Bacs file with
in CSV or GFF ¢FileReady Random String
file format Server

Fig 3.1 FPS

3.1.2 Employer Payment Submission (EPS)

This is a monthly return submitted when claiming from HMRC for Statutory Payments to
Employees, CIS Deductions Suffered and other claim items.

HM Favenue
& Customs

Update Employer
CSV,/ GFF averall Liability

EPS Data .
in CSV or GFF ¢FileReady

file format Server

Fig 3.2 EPS

© Intersoftware Solutions Limited. Page 18 of 30
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3.1.3 NINO Verification Service (NVR)

This allows employers to validate or obtain a new employee NINO. Simply download the template
from www.eFileReady.com and then upload it back to eFileReady to e-file the details. After Efiling
you need to log on to www.eFileReady.com to view and/or download the responses from HMRC.
The process is conducted through something known as the Data Provisioning Service (DPS). You
can download the response in a CSV or GFF or XML file format to upload directly to your system
to update your employees' NINO.

[l P00
CSV,/ GFF Verific ation
request
VR request in
CEV or GFF
file format
DFS Call
4 HM Resverie
CSV/ GFF “FileReady i
Server Server
MO Verified
Feport
Fig 3.3 NVR

3.1.4 Earlier Year Updates (EYU)

You can submit an Earlier Year Update (EYU) to correct FPS information for up to six years after
you filed your original FPS. If you are correcting an error in a previous tax year when you used
FPS, your EYU should only record the difference between what you had originally submitted and
what the figure should be. For example, if you recorded £100 on an employee's payroll record, the
EYU should show '+£100". You can only amend year to date data on an EYU.

3.2. Correction of Error Data

If you have noticed any errors in the data you have already e-filed, you can update the data with
correct values and re-submit to HMRC via eFileReady. Whether you have made mistakes in FPS
or EPS, there are solutions to rectify those and e-file once again. The correction procedures are
different for current tax year data and previous tax year data.
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3.21 Current Tax Year Data Correction

3.21.1 Correction of FPS Data using Additional FPS

An Additional FPS return is an extra FPS you may file, in addition to the regular FPS file you have
just completed, to rectify any errors you may have just discovered. The purpose is for you to make
up any under payment, or cancel a payment, or rectify any over payment you may have just made.
It is to be used under the following strict conditions :

+ It can be used only when the error of under payment, canceled payment, or over payment,
is discovered when you are still in the same pay period in which the error was made.

- It can only be used if you are in the new pay period but you have not yet e-filed the FPS file
of the new pay period, ie you are allowed to rectify immediate past pay period errors
provided the current pay period FPS file has not yet been filed.

« You can NOT use it to amend errors that occurred more than one pay period ago, eg. if you
are in month 7 you definitely can NOT use an Additional FPS to amend any data errors that
occurred in pay period 5 or earlier.

« Errors which occurred more than one pay period ago can be left alone so long as in the
next FPS return you bring all the payment and YEAR TO DATE data up to date.
Alternatively you may file an Earlier Year Update if the errors belong to a previous tax year.

Please follow the below road maps to e-file the additional FPS to HMRC.

Road Map : Download Additional FPS Spreadsheet

Download Spreadsheet — PAYE RTI FPS, EPS, NVR, FSY, Additional FPS, EYU Template
Download — Download Spreadsheet - Additional FPS Returns — Download PAYE RTI Additional
FPS Returns Spreadsheet

Road Map : Upload Additional FPS Spreadsheet

Upload Data — Upload RTI FPS, EPS, NVR, FSY, Additional FPS, EYU — Additional FPS Return
(CSV/ XML) — Browse — Upload File

Road Map : E-File Additional FPS

E-Filing — E-File PAYE RTI FPS, EPS, NVR, FSY, Additional FPS, EYU — E-File Additional FPS
(Full Payment Submission) Uploaded Data — Select the File — E-File Selected — Enter User
Sign In Password — E-File Now

3.21.2 Correction of EPS Data (Current Tax Year)

EPS data e-filed in the current tax year can be corrected by e-filing another EPS to HMRC. The
latest EPS values will overwrite the wrong figures e-filed before.
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3.2.2 Previous tax year data correction

3.2.21 Correction of FPS Data using EYU

You can submit an Earlier Year Update(EYU) to correct FPS information for up to six years after
you filed your original FPS. If you are correcting an error in a previous tax year when you used
FPS, your EYU should only record the difference between what you had originally submitted and
what the figure should be. For example, if you recorded £100 on an employee's payroll record, the
EYU should show '+£100". You can only amend year to date data on an EYU.

Road Map : Download EYU Spreadsheet

Download Spreadsheet — PAYE RTI FPS, EPS, NVR, FSY, Additional FPS, EYU Template
Download — Download Spreadsheet - RTI EYU (Earlier Year Update) — Download PAYE RTI
EYU (Earlier Year Update) Spreadsheet

Road Map : Upload EYU Spreadsheet

Upload Data — Upload RTI FPS, EPS, NVR, FSY, Additional FPS, EYU — Earlier Year Update
(EYU)(CSV/ XML) — Browse — Upload File

Road Map : E-File EYU Data

E-Filing — E-File PAYE RTI FPS, EPS, NVR, FSY, Additional FPS, EYU — E-File EYU (Earlier
Year Update) Uploaded Data — Select the File — E-File Selected — Enter User Sign In Password
— E-File Now

3.2.2.2 Correction of EPS Data (Previous Tax Year)

EPS data e-filed in the previous tax year can be corrected by e-filing another EPS to HMRC. The
latest EPS values will overwrite the wrong figures e-filed before.

3.3. RTIHASH and BACS

The HASH including random string is a cross reference which will allow HMRC to match the RTI
data received with payments made via BACS.

There are two parts to the cross-reference:
(a) a hash (including random string) in the RTI FPS submission to HMRC;
(b) a random string inserted in field 7 of the BACS payment instruction.

Employers paying their staff using Bacstel-IP must include a HASH (including random string) in
their RTI FPS submission. The associated random string must be included in their BACS payment
instructions.

3.4. How eFileReady generates the HASH Code

eFileReady will automatically produce BACS files embedded with 4 Character Random Strings and
FPS files embedded with correlated HASH(including random string). Later HMRC can then match
the hashes returned with the RTI data against hashes generated during payment file processing
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for compliance cross checking purposes.

eFileReady provides the below options for BACS HASH Code submissions in RTI FPS returns to
HMRC.

« If the Payroll Software generates the BACS HASH (including random string), they can be
entered in to FPS spreadsheet.

Then there is no requirement to enter Bank Details for the Employer and Employee. This
can be advantageous to some Employers with particular requirements.

+ If eFileReady is to be used for generating BACS as well as the FPS files, then all the BACS
related columns should be populated. The below mentioned columns must be filled in the
FPS spreadsheet.

«  Employer BACS Service User Number
- Employer Name in Bank Account

«  Employer Bank Sort Code

«  Employer Bank Account No

- Employee Name in Bank Account

- Employee Bank Sort Code

+  Employee Bank Account No

+  BACS Payment Description

Please note, once the file has been successfully uploaded, you can then download the BACS
output file. Currently the default BACS output is in Standard 18 format.

Other BACS Output Formats Supported are :-
1. ALBANY Standard
Barclays BIB - CSV
NatWest / RBS Standard
NatWest Bulk List
BACS Standard 18
ABM BACS
BottomLine Standard 18
TransGlobal BACS
9. HSBCnet - Hex4W(UK) BACS
10. Bankline BACSTEL-IP - NatWest Ad hoc — SPD
11. Bankline BACSTEL-IP - NatWest Ad hoc — MPD

© N o o &~ e D

12. Santander Connect
13. Clydesdale & Yorkshire BACS
14. NatWest PayAway
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4 Download notices from the HMRC's DPS (How it works)

Other than E-filing services, www.efileready.com can also be used to download your P6, P9, SL1,
SL2 etc. (CSV/IGFF) documents from the HMRC's Data Provisioning Service (DPS). This allows
you to conduct auto tax code updates.

The HMRC DPS Server allows users to download their data in two different approaches:
* Ongoing Incremental Approach
* Date Defined Approach

Our system has been tested and certified to work perfectly with both approaches.

* Ongoing Incremental Approach:

This allows you to download your respective notices on an ongoing basis. i.e. only the new and
latest notices will be downloaded each time you give it an instruction. The eFileReady Gateway
Server has incorporated this design into its software architecture, helping you to store whatever
you downloaded previously in its server in an orderly manner. You can view and print your
historical notices at anytime for up to 3 years over the net.

* Date Defined Approach:

You can retrieve your current and historical data from the HMRC Server by entering your
requirement into the eFileReady Gateway Server. Should your system crash, you need not worry
because you can always retrieve the data again from the DPS. The eFileReady Gateway Server
allows you to retrieve your data from any historical period in the current tax year.

The range of documents that can be downloaded include:
- P6, P9 Tax Code Change Notification
- NINO and RTI Notification
- CIS Notification

- SL1, SL2

- NOT - P11(b) Notification
- AR

- PGL1, PGL2

For better understanding about how to download notices from HMRC's DPS via eFileReady,
please follow the step by step guidance below.
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4.1. Setup HMRC E-Filing Credentials in eFileReady

In order to access any of DPS (Data Provision Service ) services, you must be registered with the
HMRC for PAYE Online Services and must enter your HMRC User ID and Password into our
system and then save it. If you do not have HMRC User ID and Password, you need to create one
and then setup the credentials in eFileReady. Click here to apply for HMRC e-filing credentials.

Please follow the below road map to setup the e-filing credentials in eFileReady.

Road Map:

Employer / Contractor Details — E-filing Credentials Setup — DPS - P6, P9, SL1, SL2 efc. —
Edit — Select user type (EMPLOYER or AGENT / BUREAU) — Enter credentials — Save

E-filing Credentials Setup (2]

Please select one of the following to setup E-filing credentials.

© HMAL 8 ; @ HMRC BT MNVER
) gsH 9 DPS 5L, SL2 et

L7 @ MTD VAT Al Ty
o Scher o Cis

[ 7] o Cis 1 BrL

@ Cha Clain

+ By default, the system is set up with our Agent ID and Password for you to E-File your returms.

Fig 4.1 E-Filing Credentials Setup

Select the appropriate user type(EMPLOYER or AGENT/BUREAU) and then click on 'Edit' button.
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DPS - P6, P9, SL1, SL2 E-Filing Setup @ Back

Employer's E-Filing Details Edit

Employer's / Contractor's PAYE Reference 067 F V304586
HMRC User ID 611|501 2ABVEC

HMRC Fassmm FhhkEhkkhdkihd

(w1 am an EMPLOYER

It is mandatory to have a HMRC User ID and Password to use the DPS (Data
Provision Service ) for P&, P9, 5L1, etc. downloads from HMRC. To set up your DPS
details simply click on the Edit button, then enter your HMRC ID and Password and
click on Save. You can then easily download your P&, P9, 5L1, etc. notices from
HMRC. To apply for a HMRC E-Filing User ID and Password, please click here

()1 am an AGENT / BUREAU

If you are an Agent and would like to download HMRC notices (SL1, SL2, P&, P9 etc)
on behalf of your clients, it is mandatory to have a HMRC Agent ID and Password.
To set up the DPS details simply click on the Edit button, enter your HMRC Agent |D
and Password and click on Save. You can then easily download your clients notices
frorn HMRC. To apply for a HMRC Agent E-Filing User ID and Password. please click
here

Back

Fig 4.2 DPS Setup
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Employer E-Filing Setup @ Back  Save

{(* ) = required fields.

Employer's PAYE Reference * 067 / V30458

HMRC User ID *

HMRC Password *

Back Save

Fig 4.3 E-filing Setup

4.2. Login to HMRC DPS site via eFileReady.

Once you setup the HMRC e-filing credentials, you can directly access and download the notices
from HMRC. Our service enables you to login to HMRC and download the ongoing notices such as P6,
P9, SL1, SL2,PGL1, PGL2 Expenses & Benefits, and End of year returns notices. You are also
provided with the facility to view and download the notices in CSV format onto your local system.

Road Map:

DPS — DPS for P6,P9,SL1,SL2,NINO & RTI — Select the appropriate notice — Enter User Sign
In Password — Login to HMRC
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@ P& - Tax code change notification

@ P9 - Tax code change notification

& NINo and RTI notification

@ CIS notification

@ PGL1 - Start Postgraduate Loan

deductions

View / Download DPS for P6, P9, SL1, SL2, NINo and RTI &

® 501 - Start Student Loan deductions

@ SL2 - Stop Student Loan deductions

@ NOT - P11D{b) Notification

© AR - Annual Reminders

© PGL2 - Stop Postgraduate Loan deductions

If you wish to switch to any other funcrion please click on the above Tasking Zone button, Click for @ DEMO

Fig 4.4 View/Download DPS

Download HMRC Notices 9

Server.

Back

Login to HMRC

Login to HMRC

those which have not been downloaded before, will be downloaded now.

MNOTE: Please ensure that you have already entered your HMRC account User ID
and Password in the E-Filing Setup section correctly, otherwise you will not be able

to log on to the HMRC DPS site to download any notices. Only the latest notices i.e.

DECLARATION : By entering my Sign-In Password | hereby authorise you to log on

to the HMRC DPS service to download my company's latest notices into your

Enter User Sign In Password *

{ eFileReady Signin Password )

Back

Login to HMRC

Fig 4.5 Login to HMIRC
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4.3. View / Download DPS for P6, P9, SL1, SL2, NINo and RTI

Through eFileReady, you can download your P6, P9, SL1 and SL2 as well as other available
forms, from the HMRC DPS. You will be able to download only the latest notices i.e. those which
have not been downloaded before. You can download the respective data in a CSV format, to
conduct auto-tax code updates. You can also download these files in GFF formats.

From 2019 new two notices i.e. PGL1 (Start Post Graduate Loan deductions) and PGL2 (Stop Post
Graduate Loan deductions) are started along with the existing notices from HMRC.

Road Map:

Select Form — Click on Confirm Download — View / Download ongoing notices — Click on
Download ( CSV or EDI GFF)

Download / View Client's Ongoing Notices (7] Logout  Add Mew Client  Confirm Download

First select the type of notice to whew / download and then dick on the radio button te select any one of the cient and click on =
Confirm Downlead = button te proceed,

Please Select Form to Download £ View Client's Ongoing Notices

S - Tax codé change nalificalion
a PO - Tax code change notification "
Cliemt Name Client PAYE Refere o ) y Clients Details View Select Client
SL1 - Sl Sludent Ban deduclions
: ; to Download
2 - Siop sh deduciions
PELYT - Stan F b Lok s Bons
Dermd Client Lid. 961 r1TANSTe | o E
FELE - Stop Posigraduate Loan deductions
ROT - PTIDKE) notific alions
Dem Chent Lid. - 1 B4 /1425 AR - Annual Remnders
HIMG & R T nglificabcn
Dema Chent Lid. - 2 951/ B840 | o5 notificaton
Dermd Client Lid. - 4 23470353359 202G 162 Vi i Edlit
Derm Cliant Lid. - 3 342§ AA3SAS0 2092019 180

Logout fudd Mew Client Confirm Download

Fig 4.6 Confirm DPS Download
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Notices
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Fig 4.7 View / Download Ongoing Status

NOTE : You will receive a reminder called as generic notification from HMRC for your late
reporting, late payments and NVR Returns. Through eFileReady you can also view/download RTI
Generic notifications. These notifications can be downloaded in GFF format. Click here for more

information.

Click on the View/Print link under 'GEN NOT Details' to download the generic notification.

Matices
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ETl
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Other E-Filing Services

( Automated E-filing to HMRC at anytime over the Internet )

E-filing of CIS 300 Monthly Returns

Verification of Sub-Contractors' Tax Status
E-filing of Pension, VAT and other returns

Data Provisioning Services (DPS) Downloading
E-filing of P11D, P11D(B), P46(CAR)

E-Filing of CT and iXBRL Accounts to HMRC
E-Filing of Companies House iXBRL Accounts

E-Filing of Companies House Secretarial forms

© ® N o ok~ odN-=

E-Filing of Companies House Incorporation forms

Click here to log on to www.eFileReady.com

( For more information about our products and services, please contact our Support Team. )

Support Email: sales@efileready.com Tel: 020 8452 9516
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