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Thesaurus	Payroll	Manager		
2017	End	of	Year	Guide	

	
	
This	is	a	9	step	guide	to	the	general	process	required	in	order	to	meet	your	employer	end	of	year	obligations	
in	line	with	Revenue	requirements	for	the	tax	year	ending	31st	December	2017.			
	
This	document	is	for	general	guidance	and	reference	purposes	only	and	is	not	intended	as	a	complete	and	
comprehensive	guide	as	there	may	be	additional	or	varying	processes	required	dependant	on	your	specific	
business	needs	and/or	reporting	requirements.	
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1. Complete	the	payroll	for	2017	

All	payroll	frequencies,	for	which	you	operate	payroll,	i.e.	weekly,	fortnightly	and/or	monthly,	should	be	
completed	prior	to	running	any	end	of	year	Revenue	returns	(P35)	or	issuing	end	of	year	documents	to	
employees	(P60).	
	
All	weekly,	fortnightly	and	monthly	payroll	which	are	set	up	and,	for	which	you	finalise	payslips,	within	
Thesaurus	Payroll	Manager	should	be	completed	for	all	pay	periods,	i.e.	week	52/53,	fortnight	26,	month	12,	
which	have	a	2017	pay	date,	on	or	before	31st	December	2017.	
	
	
Update	all	pay	periods	for	2017	
	
To	complete	these	pay	periods	you	should	finalise	the	payslips	for	the	last	pay	period	which	have	a	pay	date	
on	or	before	31st	December	2017	through	the	Payslips>	Update	Payslips>	Menu.	
	

 
	
	
Enter	the	pay	date	applicable	to	the	final	pay	period	for	this	pay	frequency	within	the	year.			
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Week	53	
	
When	should	an	employer	use	“Week	53”	in	the	payroll?			
	
This	happens	when	a	pay	day	falls	on	31st	December	or,	in	a	leap	year,	on	30th	or	31st	December.				"Week	53"	
occurs	when	there	are	fifty-three	weekly	pay	days	in	the	year,	employers	paying	wages	on	a	Sunday	will	have	
53	pay	days	in	2017.			
	
Thesaurus	Payroll	Manager	will	always	offer	a	Week	53	option	subsequent	to	the	completion	of	Week	52.		
However,	it	should	only	be	used	(i.e.	payroll	input	and	payslips	finalised	for	week	53)	if,	on	completion	of	
week	52,	there	is	a	subsequent	pay	period	within	the	same	tax	year,	in	this	case	with	a	2017	pay	date.	
	
What	action	should	an	employer	take?	
	
Thesaurus	Payroll	Manager	automatically	applies	any	USC	cut	off	points,	employee’s	tax	credit	and	cut	off	
points	on	a	Week	1	basis	in	the	week	53	payroll,	as	per	Revenue	regulations.			
	
Please	note:	if	an	employee's	normal	pay	day	has	changed	during	this	tax	year	or	the	preceding	tax	year,	the	
additional	USC	cut	off	points	do	not	apply.		You	will	need	to	instruct	the	software	if	the	additional	USC	cut	off	
points	are	not	applicable	to	an	employee.				
	
To	prevent	the	additional	USC	cut	off	points	being	allocated	go	to	Employees	>	Add/Amend	Employees	>	
Select	the	employee	>	Click	the	Revenue	Details	tab	>	Tick	to	indicate	exemptions/exclusions	apply	>	tick	
to	exclude	the	employee	from	the	week	53	USC	concession	>	update	to	save	the	change.	
	
	
	

2.		Issue	final	payslips	to	employees	

On	completion	of	the	final	payroll	for	each	frequency	that	you	run	payroll	(i.e.	monthly	and/or	
weekly/fortnightly)	issue	the	final	pay	period	payslip	to	each	employee.	

	

	

Payslips	can	be	printed	or	emailed,	as	per	your	requirements.	
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3.		Prepare	and	submit	the	final	P30	

On	completion	of	the	final	pay	period	for	2017,	prepare	the	P30	report	and	submit	the	final	P30	for	the	tax	
year.	
	
Prepare	the	P30	report	
	
Select	the	same	P30	report	as	you	have	used	to	date,	either	the	P30	by	week	number	or	the	P30	by	date.	
	

	
	
	
Review	the	P30	totals	for	the	final	P30	period,	i.e.	Month	/	Quarter	ending	31st	December	2017.	
	

	
	
	
Submit	the	P30	return	for	the	period,	arranging	payment	to	Revenue	in	accordance	with	the	P30	deadline.			
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Update	the	Payment	Record	
	
Within	Thesaurus	Payroll	Manager,	update	the	P30	payment	record,	with	the	amount	and	date	of	the	final	
P30	payment.		The	software	will	accept	a	2018	date	within	this	utility.		This	will	help	you	reconcile	any	end	of	
year	differences	with	Revenue	records	or	to	identify	any	balance	payable	or	reclaimable	from	Revenue.	
	
	

	
	
	
	
Important	Note:	The	date	that	Revenue	debit	the	final	P30	payment	from	your	bank	account	may	be	after	the	
P35	submission	date	-	therefore	this	amount	may	show	as	outstanding	when	submitting	your	P35.		It	is	
important	to	be	aware	of	the	date	variance	between	the	P35	submission	and	final	P30	debit	date	so	that	it	is	
not	paid	again	at	the	time	of	submitting	the	P35.	
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4.		Complete	2017	Medical	Insurance	Tax	Relief	
requirements	

The	tax	relief	on	medical	insurance	premiums	is	capped	at	€1,000	per	adult	and	€500	per	child.	Where	
premiums	exceed	these	thresholds,	the	excess	will	not	qualify	for	tax	relief.	
	

2017	P35	requirement		

Where	an	employer	pays	medical	insurance	premiums	on	behalf	of	an	employee,	employers	are	required	to	
include	the	portion	of	the	medical	insurance	premium	that	is	eligible	for	tax	relief	for	each	employee,	on	the	
2017	P35.	

Medical	insurance	providers	will	advise	employers	of	the	amounts	for	each	employee.		This	information	must	
be	entered	for	all	applicable	employees	into	Thesaurus	Payroll	Manager	prior	to	submitting	the	P35.	

Important	Note:	Thesaurus	Payroll	Manager	will	not	prepare	a	ROS	P35	until	this	requirement	is	met.		This	only	
affects	employers	with	employees	on	the	payroll	for	whom	a	medical	insurance	benefit	is	present	in	the	2017	
payroll.	

Update	Medical	Insurance	Eligible	for	Tax	Relief	

• From	the	Utilities	menu,	choose	Input	Medical	Insurance	Eligible	for	Tax	Relief	
	

	

	

• All	employees	will	be	listed,	choose	the	first	employee	record,	for	whom	a	medical	insurance	benefit	
in	kind	exists,	from	this	listing.	
	

• Enter	the	Tax	Relief	at	Source	(TRS)/medical	insurance	eligible	for	tax	relief	value,	as	advised	
directly	by	the	company’s	medical	insurance	provider.			
Thesaurus	Payroll	Manager	will	automatically	increment	any	TRS	figure	entered	to	give	the	Medical	
Insurance	Premium	which	is	eligible	for	tax	relief	which	is	the	Revenue	P35	requirement.	This	
amount	cannot	exceed	the	taxable	premium	paid	by	the	employer,	i.e.	the	value	of	the	benefit	that	the	
employee	has	been	taxed	on	through	the	payroll	year	to	date	(as	will	be	shown	from	the	benefit	in	
kind	screen).	
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• Select	Update	to	save	the	entry	and	proceed	through	the	employee	listing	until	all	relevant	employee	
records	have	been	updated.	
	
	
	

5.		Review	end	of	year	reports	

	
Review	the	year	end	reports	in	Thesaurus	Payroll	Manager	to	ensure	that	you	are	satisfied	with	the	final	
payroll	information	and	figures	prior	to	proceeding	to	the	P35	submission.		

Access	Year	End	P35	report	

• Go	to	the	P35/P60s	menu	
	

• Select	the	P35	spreadsheet/file	copy	
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• This	report	gives	a	full	listing	of	all	employees	employed	within	the	tax	year	for	all	payment	periods	
(weekly/fortnightly	and	monthly).	

	

	

	

Review	the	P35	report	

The	employee’s	wages,	as	processed	each	pay	period,	are	accumulated	and	displayed.		It	is	this	information	
that	will	be	transferred	to	the	P35	file	for	ROS	submission	to	file	your	annual	wage	return.	
	

• Perform	a	series	of	payroll	checks,	such	as:	
	

a) All	employees/directors	employed	during	the	year	are	listed	
	

b) Confirm	the	figures	entered	on	the	payroll	are	correct		
	

c) Each	employee	has	a	PPS	number	present,	in	the	absence	of	a	PPS	number	the	date	of	birth	
and	full	address	is	required		(where	there	has	been	a	deduction	of	LPT,	a	PPS	number	is	
mandatory)	
	

• If	any	employee	has	had	multiple	employments	during	the	tax	year,	Thesaurus	Payroll	Manager	will	
automatically	merge	such	records	when	preparing	the	P35	for	ROS	as	per	Revenue	requirements.	

	

Correct	Payroll	Errors	

If	there	are	any	errors	or	omissions	on	this	report,	these	should	be	rectified	before	proceeding	to	prepare	and	
submit	the	P35.			

The	Reverse	Update	feature	may	be	used	to	revise	historical	payroll	if	appropriate	to	do	so.	

For	information	which	is	omitted,	such	as	PPS	number,	address,	date	of	birth	etc.,	simply	update	the	employee	
record	in	Add/Amend	Employees.	
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6.		Review	employer’s	P35	liability	

Prior	to	submitting	the	P35,	the	payment	status	of	the	employer	should	be	established:	

a) Is	there	a	balance	payable	to	Revenue	on	submission	of	the	P35	in	addition	to	the	periodical	P30	
payments	made	on	account?		
or	

b) Has	the	employer	overpaid	on	account,	therefore	in	a	reclaimable	position?		
or	

c) Is	there	nil	due	to	Revenue?	
	

Please	note	you	should	reconcile	payments	made	to	Revenue	as	per	your	ROS	account.		This	can	be	done	by	
preparing	a	ROS	statement	of	2017	payments	made	on	account.	

To	prepare	a	ROS	statement	of	2017	payments	made	on	account:	
	

• Check	your	P30	periodical	payments	made	on	account	to	Revenue	for	the	tax	year	2017,	by	
logging	into	your	ROS	account	and	selecting	Revenue	Record	
	

• From	the	OPTIONS	menu	(on	the	left	hand	side)	choose	to	view	Payments	
	

• Select	the	Tax	Type	PAYE-EMP	and	the	tax	year	2017	
	

• All	payments	made	for	the	tax	year	will	be	displayed	on	screen	
	

	

Include	pending	payments	arranged	via	RDI	or	paid	by	cheque	
	
On	submitting	the	December	P30,	a	ROS	Debit	Instruction	(RDI)	is	arranged	to	settle	payment	for	the	P30.	
This	is	not	usually	debited	from	the	bank	account	until	the	23rd	of	the	subsequent	month,	i.e.	23rd	January	
2018.	

When	preparing	the	Revenue	record	of	payments	prior	to	23rd	January	2018,	the	December	payment	may	not	
be	included	as	the	debit	will	not	be	made	from	your	designated	bank	account	until	23rd	January	2018.		If	this	
is	the	case,	adjust	your	total	payments	made	to	Revenue	to	take	account	of	this	in	reconciling	to	the	
Thesaurus	Payroll	Manager	P30	totals.		Likewise,	if	you	have	paid	by	cheque,	the	cheque	may	not	yet	have	
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been	presented	at	the	bank.	If	this	is	the	case,	adjust	your	total	payments	made	to	Revenue	to	take	account	of	
this	in	reconciling	to	the	Thesaurus	Payroll	Manager	P30	totals.	

Prepare	the	P30	report	within	Thesaurus	Payroll	Manager	

Prepare	the	P30	report	in	Thesaurus	Payroll	Manager	(as	per	Step	3	above).	

Compare	the	payments	made	on	account	to	Revenue	to	the	P30	totals	for	2017	as	shown	on	the	Thesaurus	
Payroll	Manager	P30	report.	

Any	differences	should	be	identified	and	investigated	prior	to	submitting	the	P35.	

Why	would	there	be	a	tax	balance	due	on	the	P35?	
	

• If	you	have	not	submitted	the	P30s	in	accordance	with	the	P30	report	as	computed	by	
Thesaurus	Payroll	Manager	and	have	paid	a	lower	amount	
	

• If	there	was	a	basic	error	in	the	amounts	entered	when	completing	a	ROS	payment	
instruction,	for	example,	PAYE	€2,389.00	entered	instead	of	€3,289.00	
	

• If,	during	the	tax	year,	payroll	periods	were	re-opened	and	the	payroll	was	amended	for	a	
period	for	which	the	P30	was	already	submitted.	The	amended	payroll	created	a	greater	P30	
liability	for	the	period	which	wasn’t	accounted	for.	
	

• If	you	transferred	your	payroll	from	a	manual	or	another	payroll	software	provider	in	the	
middle	of	a	P30	period,	the	P30	submission	may	not	have	been	reconciled	correctly	during	
the	transfer	process.	

	
Why	would	there	be	tax	reclaimable	on	the	P35?	
	

• If	you	have	not	submitted	the	P30s	in	accordance	with	the	P30	report	as	computed	by	
Thesaurus	Payroll	Manager	and	have	paid	a	higher	amount	
	

• If	there	was	a	basic	error	in	the	amounts	entered	when	completing	a	ROS	payment	
instruction,	for	example,	PAYE	€2,159.00	entered	instead	of	€1,259	
	

• If,	during	the	tax	year,	payroll	periods	were	re-opened	and	the	payroll	was	amended	for	a	
period	for	which	the	P30	was	already	submitted.	The	amended	payroll	created	a	lesser	P30	
liability	for	the	period	which	wasn’t	accounted	for.	
	

• If	you	transferred	your	payroll	from	a	manual	or	another	payroll	software	provider	in	the	
middle	of	a	P30	period,	the	P30	submission	may	not	have	been	reconciled	correctly	during	
the	transfer	process.	
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7.		Prepare	and	submit	the	ROS	P35	

The	P35	deadline	is	the	15th	February	2018	(or	46	days	after	cessation	of	the	business).		Failure	to	submit	a	
P35	annual	return	by	this	date	may	result	in	the	impositions	of	penalties	and	interest	by	Revenue.		The	
extended	deadline,	if	you	both	file	and	pay	through	ROS,	is	23rd	February	2018.	
Once	you	have	reviewed	all	end	of	year	reports	and	you	are	satisfied	that	your	payroll	is	complete	and	concise	
for	2017	then	proceed	to	preparing	and	submitting	the	2017	ROS	P35.		

	

	
Prepare	the	ROS	P35		
	

• Select	the	P35/P60s	menu	
	

• From	this	menu	choose	ROS	P35	
	

	
• Ensure	all	validation	issues	have	been	resolved	

	
• Enter	company	address,	telephone	number	&	contact	name	(optional)	

	
• Select	Continue	

	
• The	payroll	software	will	automatically	save	the	ROS	P35	file	to	C:\ROS\P35L	(If	you	wish	to	save	the	

ROS	P35	to	a	different	location,	click	Browse	>	Select	the	new	location	to	save	the	P35	to	>	select	OK)	
	

• Select	Prepare	File	
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• You	have	successfully	prepared	your	ROS	P35	file.		The	ROS	P35	file	will	save	with	the	-17.p35	

indicated	at	the	end	of	the	file	name.	
	

	
	

Submit	the	ROS	P35	

	
Login	to	your	ROS	account	at	www.revenue.ie	to	submit	the	P35		
	
	Select	Login	to	ROS.		You	will	be	redirected	to	the	ROS	login	page	automatically.	

• Select	your	ROS	Certificate	
	

• Enter	Password	associated	with	that	certificate		
	

• Select	Login	to	ROS	
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ROS	will	automatically	bring	you	to	the	My	Services	section	of	your	account.	
	

• As	the	P35	has	been	created	by	Thesaurus	Payroll	Manager	(i.e.	offline)	you	are	choosing	to	Upload		
Form(s)	Completed	Off-line	
	

• Select	P35L	from	the	dropdown	list	of	forms	
	

• Click	Upload	Return	
	

	

• You	must	now	select	the	P35	file	for	Upload	
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• Select	Add	File(s)	(ROS	will	automatically	open	the	default	directory	of	C:\ROS\P35L,	if	you	have	
saved	the	file	to	another	location	then	browse	to	that	location)	
	

	

	

• Select	the	2017	P35	file,		-17.p35	file	-	e.g.	6005J-17.p35	
	

• Select	Open	

	

	

• Enter	the	associated	Password	
	

• Select	Upload	File(s)		
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The	P35L,	P35LT,	P35LF	and	P35	Declaration	will	all	display	on	screen	as	read	directly	from	the	P35	file	
uploaded	on	the	previous	screen.		

	
		
	The	P30	Payment	Details	totals	all	payments	submitted	for	2017,	these	figures	are	taken	directly	from	your	
account	with	Revenue	and	not	from	the	payment	record	held	in	Thesaurus	Payroll	Manager.	
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The	P35	summary	will	show	if	you	have	a	balance	outstanding,	a	nil	balance	or	if	you	are	in	a	refund	
situation.	This	calculation	is	taken	from	the	payments	made	on	account	(via	P30)	and	the	total	liability	for	the	
year	from	the	P35	form	which	has	been	uploaded.	
		
To	proceed	with	the	P35	submission,	you	must	choose	if	you	will	make	a	payment	of	the	ROS	prompted	
amount*	outstanding	and	enter	payment	details	at	this	point	with	the	P35	submission	or	File	return	only	(if	
you	are	in	a	refund	position	or	you	wish	to	make	payment	at	a	later	date	or	Revenue	have	not	reflected	the	
last	P30	payment).		
	
	*If	the	amount	due	is	equal	to	the	December	P30,	for	which	payment	has	already	been	arranged,	then	do	not	
repeat	payment	at	this	stage.			
	
Make	payment	with	submission	
	
If	you	choose	to	make	a	payment:	

• Select	Payment	Method	i.e.	Debit	card,	RDI	(ROS	Debit	Instruction)	
	

• The	amounts	due	will	be	displayed	
	

• Enter	the	total	amount	of	the	payment	
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• Enter	the	date	of	payment,	if	paying	by	RDI	this	can	be	set	to	23rd	February	2018.	
	

• Select	Next	
	

	
		
		
If	you	choose	to	make	a	payment,	the	next	step	will	be	to	Confirm	Payment		

	
		

• Confirm	file	upload	by	entering	your	Password		
	

• Select	Sign	&	Submit	
	

• An	acknowledgement	confirmation	number	will	display,	please	retain	this	number	in	the	event	of	a	
query	arising	relating	to	your	submission	
	

• An	acknowledgement	of	your	P35	return	will	also	be	sent	to	your	ROS	Inbox	

File	Return	Only	(No	Payment)	
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• Select	File	return	only	to	make	a	P35	return	with	NO	payment	-	Use	this	option	if	you	wish	to	return	a	
P35	without	payment	or	if	you	have	NO	further	payment	to	make.	

• Select	Next	
	

• Confirm	that	you	wish	to	file	a	return	only	
	

• Confirm	file	upload	by	entering	your	Password		
	

• Select	Sign	&	Submit	
	

• An	acknowledgement	confirmation	number	will	display,	please	retain	this	number	in	the	event	of	a	
query	arising	
	

• An	acknowledgement	of	your	P35	return	will	also	be	sent	to	your	ROS	Inbox	
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	8.		Issue	P60s	to	employees	

A	P60	is	an	employee's	certificate	of	income	and	deductions	for	the	tax	year.		P60s	are	only	issued	to	
employees	who	are	still	in	your	employment	as	at	31st	December.		Only	one	copy	is	required	to	be	issued	to	
each	employee.	

The	P60s	should	be	issued	to	all	employees	by	the	15th	of	February.	

		

To	Print/Email	P60s	

Select	the	P35/P60s	menu.	

• Select	individual	employees	by	simply	clicking	on	each	employee	name	for	whom	you	wish	to	print	a	
P60	for.		Alternatively	choose	Select	All	to	print/email	P60s	for	all	employees.	
	

• Select	Print/Email	from	the	Print/Email	option	
	
	

	
	

Please	note	Revenue	advise	that	the	P60	need	only	be	“made	available”	to	employees,	therefore	issuing	P60s	
by	email	is	an	acceptable	Revenue	compliant	format.	
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Revenue	has	discontinued	the	provision	of	P60	stationery.		All	payroll	software	providers	are	permitted	to	
print	the	P60	template	to	blank	A4	paper.		Thesaurus	Payroll	Manager	will	print	P60s	in	accordance	with	
Revenue	guidelines,	see	example:	
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9.		Dates	to	remember		 	

	

	

2018	Employee	Statements	
		 		 		

Issue	P60s	 		 15th	February	2018	
		 		 		

	

	
	
	

	2018	Revenue	Returns	
		 		 		

Paper		 P35	Submission	Deadline	 15th	February	2018	

P35	Payment	Deadline	 15th	February	2018	
		 		 		
		 		 		

ROS	 P35	Submission	Deadline	 15th	February	2018	

P35	Payment	Deadline	 15th	February	2018	
		 		 		

	
	

ROS	 P35	Submission	Deadline	 23rd	February	2018	
(Pay	&	File)	

	 P35	Payment	Deadline	 23rd	February	2018	

	 	 	
		

	 		


