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Thesaurus Payroll Manager
2018 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 2018.

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 2018

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 2018 pay date, on or before 31st December 2018.

Update all pay periods for 2018

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 2018 through the Payslips> Update Payslips> Menu.

File Employees P45  Reports Iﬁavsmsl ROS  Utilities P35/Pe0s  Window Help Gift Cards
Net to Gross Projection

Maonthly Input Ctrl+I a q :
Payroll Preview/Quick Edit e oo fntiosinl

These icons represent so Update Payslips Ctrl+U the cursaor owver the icon
to see whatit does. Click to

Reverse Update

Enter the pay date applicable to the final pay period for this pay frequency within the year.

Monthly Update

Latest P2C details impoarted

Date of file Mone

Date imported HEES

Last payroll update

Last month updated 11
Last pay date I0-11-2018

Details of this update

Month number 12 Close

Pay date  (ddmmyyy

I

Update
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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 30t or 31st December. "Week 53"
occurs when there are fifty-three weekly pay days in the year, therefore employers paying wages on a
Monday will have 53 pay days in 2018.

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 2018 pay date.

What action should an employer take?

Thesaurus Payroll Manager automatically applies an employee’s USC cut off points, 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.

File Employees P45 Reports IPayinps]ROS Utilities  P35/P60s  Window Help Gift Cards
Met to Gross Projection

Monthly Input Ctrl+1 7 a g 3
Payroll Preview/Quick Edit = . el

These icons represent som Update Payslips Ctrl+ U e the cursor ower the icon
to see what it does. Click to

Reverse Update

Experienced users may pre Print/Email Payslips ... Cirl+P 252 Process icons in the
Help menu.

Print/Email PAYE, USC and PRSI Waorkings

Print Renefit (" alrulatinne

Payslips can be printed or emailed, as per your requirements.

W
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3. Prepare and submit the final P30

On completion of the final pay period for 2018, 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.

File Employees P45 Reports Payslips LROS ] Utilities P35/P60s  Window
PzC
PAS and P45 (Part 3)
. ] = 3
Q 2 I GER]
— Tas
Click here to add employeas or to arr o=
address ato.

Help

Gift C

arcs

P30 by week number

P30 by date

fing emplovees e.g. new tax credits. new

Review the P30 totals for the final P30 period, i.e. Month / Quarter ending 31st December 2018.

File Employees P45 Reports Payslips ROS Utilities P35/P60s Window Help Gift Cards Connect

Month | | | | | | | |

Jan ‘Feb ‘Mar |Apr |May ‘.Jun ‘Ju\ |Aug |Sep |OEZ| ‘NDV Dec |I'Dlal
Weekly Paid
PAYE 38065 28224 27680 31440 48698 75EI8 134065 102452 BR452 138065 102454 102452 416673
PRSI 144550 BB120 127620 137240 11BRAD 124239 1809132 146540 133060 226225  TR4B4e  193052| 1792003
Usc 166 67 6331 14930 186AT 14931 14930 186B3 14930 14930 19411 18531 17130 1891 45
LPT (il 000 000 .00 (il 0.00 000 .00 (il 60.00 48.0 48.00 156,00
MMonthhy Paid:
FAYE I6A034 369034 IGANIA  IBANIA  IBADI4 369034 369034 IGO0 IGU034 369034 369034 3I6A034| 4428408
PRSI 150257 150257 150257 150257 150257 150257 150257 150257 150257 150257 150257 150257| 1803084
Usc 60723 60714  G0O7.24  B0O719 RO GO719  GO723  BO714  GO724  GO719 G071 60719 7206 34
LPT 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0 0.00 000
[Total
PAYE 407099 399258 396724 400474 417732 444852 5030.99 471486 4554086 507099 471485 471486| 5345281
PRSI 294807 218377 277777 287497 266937 274495 3309389 2967.97 284117 378482  3351.04 3433.00| 3595057
UsC 77390 67645 75654 79380 75649 75649 79386 75644 76654 BO0G30 7724 776.49 9177.79
LPT 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 £0.00 48.0 48.00 156.00
Total Payable 779206 684280 750155 767351 750318 7949095 920874  8438.27 815257 872211 888G.3f 897444 9873747
Payment Made 800000 685000 750000 767000 760000  8000.00 9200.00  8440.00 8150.00 872000 8880.000 7300.00|  97310.00
Date 14022018 14032018 14042018 14052018 14062018 14072018 14082018 14032018 14102018 14112018 14122018 14012019
Balance Fayable 207.04 .20 155 151 682 5004 g4 0.7 257 M 1 IRDEEEE! e
Quarterly liability (if applicable)
PAYE 12020.81 12630.58 1430071 14500.71
PRSI 790961 8279.29 9193.03 10568.94
usc 2206.89 2306.78 2306.84 2357.28
LPT 0.00 0.00 0.00 156.00
Total Payahle 22137.31 23216.65 25800 58 27582.93
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 2019 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.

It} P30 Payment Details

Month {or Quarter)

to the last day of Defe
{ddmrmynnan

January | &000.00 14022016
February | GE50.00 14032016
March | 7500.00 14042018
April | 7670.00 (14052015
May | 7600.00 14062015
June | &000.00 14072015
July | 420000 14082015
August | £440.00 14092016
September | B150.00 14102018
October | 472000 14112016
Navermber | B880.00 14122015

December 7900.00

Print | Close ‘ Update

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.

Thesaurus Payroll Manager — 2018 End of Year Guide 5



4. Complete 2018 Medical Insurance Tax Relief

requirements

The tax relief on medical insurance premiums is capped to €1,000 per adult and €500 per child. Where

premiums exceed these thresholds, the excess will not qualify for tax relief.

2018 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

2018 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 2018

payroll.

Update Medical Insurance Eligible for Tax Relief

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

File Employees P45 Reports Payslips ROS || Utilities § P35/P60s  Window Help Gift Cards

Import hours
Full periedic C5V import
Armend amounts liable to PRSI or USC

Input medical insurance eligible for tax relief

8 3 -
) 'l

These icons represent some of the typical
to see what it does, Click to go there,

Experienced users may preferto use the m
Help menu.

Specify end dates for additions or deductions
Update From Revenue Tax Credit/P2C File
Enter Annual Details for "Missed” Employees
Amend Employee Cumulatives

Change an employee's pay frequency

or over the icon

ess icons inthe

e All employees will be listed, choose the first employee record, for whom a medical insurance benefit

in kind exists, from this listing.

e 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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Medical Insurance eligible

Emplayee name Brady, &aron

Medical Insurance entered as benefit

Amaount of TRS per Inzurance Provider

tedical inzurance eligible for taw relief

Click for help

e 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

e Gotothe P35/P60s menu

o Select the P35 spreadsheet/file copy

File Employees P45 Reports Payslips ROS  Utilities IP35fP605IWindow Help  Gift Cards
Vear end checklist

1 ” 2 e 3 [ 4 P35 spreadsheet/file copy g 3 A -\"“\.‘
- - ¥ ROS P35 RIET SR

P60s

These icons represent some of the typical processe he cursor ower the ican
to see what it does. Click to go there. P35 reports (Manual forms) 3
Experienced users may preferto use the menu bar i Pension Levy (PRD) » o Ee process icons inthe

Help menu.
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o This report gives a full listing of all employees employed within the tax year for all payment periods
(weekly/fortnightly and monthly).

mﬁle Employees P45 Reports Payslips ROS Utilities P35/Pe0s Window Help Gift Cards Connect

[Payroll Company Ltd Director|PPS |Basis [Gross  [PAYE  [usC JuPT [PREI PRSI ol iniial  Znd  [Wksat [Id MWkset [4th ks ot [Stat Cessation [Elig Med
Number | | | | [EE Total Weeks |Class (Class |2nd  [Class Ird  [Class |4h  [date date Insur

o Adams 747343G - 50000 0.00 1004 0.00 2000 7425 1A 07012018 0o
[Mary Byme 1520721 - 2665000 202956 0.00 000 91000 375430 8 AL A ? Al 23 0.00
[Tara Clarke 2472270G - 1650000 000 14982 000 10800 158778 52 Al Al 6 0.00
\Tanya Cooper | 2329345M - 1860000 420 00 19182 0.00 17004 176964 52 Ax o000
ITom Dunne | 52781330 - 4850000 4199 54 §30.00 0.00 1860.00 6905.25 48 Al o000
|Sarah Hayes | 7890888H - BE49200 1638080 2445 46 0.00 2659 68 987406 52 A 0.0o
[Petra Murray 5331625V - 2019600 73920 24640 000 43980  2691.07 52 AL 000
[Stephen Quinn D 03108l - 9240000 2674400 440266 000 369600  3696.00 52 S1 00
(Gary Smith 7756383 - 3120000 293956 769.09 000 124800 463320 52 A1 15012018 0o
[MariaWoods 0BB5164G - 650000 0.00 3250 15600 26000 96525 13 A 0.00
[Totals | 32553800 5345266 917778 15600 1143152 3595080

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.

e 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)

e Ifany 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, addresses, 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) Isthere a balance payable to Revenue on submission of the P35 in addition to the periodical P30
payments made on account?
b) (P)I;s the employer overpaid on account, therefore in a reclaimable position?
) ;)sr 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 2018 payments made on account.

To prepare a ROS statement of 2018 payments made on account:

e Check your P30 periodical payments made on account to Revenue for the tax year 2018, by
logging into your ROS account and selecting Revenue Record

e  From the OPTIONS menu (on the left hand side) choose to view Payments
e Select the Tax Type PAYE-EMP and the tax year 2018

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

PROFILE WORK I PROGRESS ADMIN SERVICES

B Taegnfrader Bo.  Tan Typeiuty
N 2018 ]
q et Lne ]
a = R
& B
i
- ' Expon

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 234 of the subsequent month, i.e. 23rd January
2019.

When preparing the Revenue record of payments prior to 23rd January 2019, the December payment may not
be included as the debit will not be made from your designated bank account until 23rd January 2019. 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 2018 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 15t February 2019 (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 2019.

Once you have reviewed all end of year reports and you are satisfied that your payroll is complete and concise
for 2018 then proceed to preparing and submitting the 2018 ROS P35.

Prepare the ROS P35

e Select the P35/P60s menu

e  From this menu choose ROS P35

File Employees P45 Reports Payslips ROS  Utilities § P35/P60s § Window Help  Gift Cards
Year end checklist

P35 spreadsheet/file copy 8 3 o
ROS P35 Ry g

P&0s

These icons represent some of the typical processe he cursar over the icon
to seewhat it does. Click to go there. P35 reports (Manual forms) 3
Experienced users may prefer to use the menu bari Pension Levy (PRD) b e process icons inthe

Help menu.

e Ensure all validation issues have been resolved
e Enter company address, telephone number & contact name (optional)
e Select Continue

e 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)

e Select Prepare File

[l Prepare P35 file for ROS transmissio e
HiF1 for Help
|F the addiess boxes below are not akeady Select a lacation
compleled then plese ente the addiess now ST B
[Employer Road [This is whete you would ke the ROS file prepated to
[Evploger Town [typicaly CAROS\PIEL, When you are using ROS you
ol st the. P35 il rom this location The Browse
[Ereloyer Courty Futtcn el help o sk s prolewed locsicn
Contact Name
Phore nusnberami () 016352074 | |_ Prepare Fle ||
en the above detais have been [Click the above button o prepare the P35 fle which vil
lrdered cick the Conlinue button b Incaled ai the selected location
r
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e You have successfully prepared your ROS P35 file. The ROS P35 file will save with the -18.p35
indicated at the end of the file name.

P35 Copy

P

Your P35 ROS File has been copied to the specified location and
= Isnamed 4567A-18.p35

OK

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.
e Select your ROS Certificate
e Enter Password associated with that certificate

e Select Login to ROS

Revenue

ﬂ ROS Secure Login Revenue On ||ne

Service

- - Revenue Online Service (ROS) enables you to
| Loading Certificates.... VIEW YOUr OWN, OF your client's, current position
Manage Certificate Location with Revenue for various taxes and levies, file
tax returns and forms, and make payments for
these taxes online in a variety of ways.

1.Select Certificate

2.Enter Password

Change password Forgotten password

Useful Links
8.Login View Latest Revenue News
ROS Help EU VAT Customers

Desktop Applications

ROS Developer Support
ROS Compatible Third Party Software

Digital Certificate for Emails

If you experience problems, please visit the
new ROS Help or try the ROS System

Compatibility Check .

Thesaurus Payroll Manager — 2018 End of Year Guide
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ROS will automatically bring you to the My Services section of your account.

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

e Select P35L from the dropdown list of forms

e C(Click Upload Return

MY SERVICES REVENUE RECORD PROFILE WORK IN PROGRESS ADMIN SERVICES

Revenue Record: Returns and Payments

B4 Open Revenue Record (©) File a Return

‘You have 2 new documents in your Revenue CompIEte a Form On-line
Record. Select a return you would like to complete now. You will be given the option of filing the return with or without a payment.

Services: | selecta tax type. .. I

BB Manage Tax Registrations @ Upload Form(s) Completed Off-line
Select the type of return from the drop-down list to upload a return completed off-line.

ﬂ Download Pre-populated Retums () l P35L v J

¢ You must now select the P35 file for Upload

e 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)

Revenue

Cain agus Custaim na & MY SERVICES REVENUE RECORD PROFILE
Irish T

ROS Upload

If you wish to use this facility, P35L Returns must be completed using either the ROS Offline Application or cor
here

To upload your
Add File(s) to Revenue

Please be awar
need to navigat

If you are uploa
Dual Signature

Zip file should n

You are using certificate paul

Enter your password: * ‘ ........ |

@ cancel Upload File(s) =

0%
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e Selectthe 2018 P35 file, -18.p35 file - e.g. 4567E-18.p35

e Select Open

@th > Computer » Local Disk (C) » ROS » P35L ~| 44 || search p3st P
Organize = Include in library ~ Share with ~ New folder = - [ @
© Favorites i Name Date modified Type Size
Ml Desktop H [ 2 4567€-18.p35 21/09/2017 0934 P35 File 6 KB|
4 Downloads

% Dropbox (Thesal
<= Recent Places
le. Google Drive

e Enter the associated Password

e Select Upload File(s)

Revenue

f:'ain agus Custaim na hEircann MY SERVICES REVENUE RECORD PROFILE WORK IN PROGH]

ROS Upload

If you wish to use this facility, P35L Returns must be completed using either the ROS Offline Application or compatible
heare

2567E.18.935 - e
To remove all files from

FPlease be awara that th
naed to navigate to this

| | u
If you are uploading a P

Dual Signature function

Zip file should not be pa

You are using certificate: paul
Enter your password: * [r—
@ cCancel Upload File(s) =»
0%

* Denotes a required field
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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.

P35 Declaration Form Melp

* Indicates a required field
Employee Summary Details
Taxable Pay (this Tax (this
)

ploy

Exclusion
Order Case

Iliness
Benefit

PPSN | Employee
Name

) | PRSI |USC |LPI|

Previous P30 Payment Details

* Tax and Parking Levy already paid
to Collector General

]
* PRSI, already paid to Collector r ]
General >
* Universal Social Charge, already |
paid to Collector General

* Local Property Tax, aiready paid to |
Collector General: e

Calculate

The P30 Payment Details totals all payments submitted for 2018, these figures are taken directly from your
account with Revenue and not from the payment record held in Thesaurus Payroll Manager.

Parking Levy Details

No of Employees who paid Parking [0 |
Levy, where applicable:

Total Amount of Parking Levy: IOAOO |
| Calculate |

Return Summary Details
Total Pay:

Total Employee PRSI:

Total Declared (€) Already Paid (€) Balance Due (€)

Total due to Collector General:

Total Overpaid:

Taxable Benefit Details

* Taxable Benefits: |0,00 |
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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)
e The amounts due will be displayed
e Enter the total amount of the payment

o Enter the date of payment, if paying by RDI this can be set to 2314 February 2019.

e Select Next

Taz Typa Employed-PAYE
Rt Tyipd: PISL Rty

i Payment Method

PRYE Amcunt L]
u K
PRSI Amount [
USC Amownl €
LPT Aumount [

Totsl Paymat Amaoumt
! P afy you fay amend PAYE, PRSI, USC and i
LPT Amounts

Piease enter the Payment Date (DOMMYYYY)

Due dates are exiended for ROS Payments

Pieass indicate if you wish to file the r only (o Payment)
File retum only Nicte: Falias 1 pary i by The dud dat
procesdngs and ada
X tem
- .r— 3
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If you choose to make a payment, the next step will be to Confirm Payment

Confirm Payment

Revies the

Payment Amount: € 475
Payment Date

Payment Type RDI (Ros Dettt in

be sbove payment will De dedited from the following account
Bank Account Name Employer Bank Account
Bank Sort Code 11-22-33
Bank Account Number 12345678

X coce [fe=>]

e Confirm file upload by entering your Password

e Select Sign & Submit

e Anacknowledgement confirmation number will display, please retain this number in the event of a

query arising relating to your submission

e Anacknowledgement of your P35 return will also be sent to your ROS Inbox

File Return Only (No Payment)

Payment Amount

PAYE Amount L
PRSI Amount L
USC Amount €
LPT Amount =
Tedal Payment Amount

If necessary you may amend PAYE. PRSI, USC and €
LPT Amounts

Please enter the Payment Date (DIVMMYYYY)
Due dates are extended for ROS Payments

Please indicate if you wish to file the return only (no Payment)
|:> )| Fibe return only Naote: Failure to pay tax by the due date is an offence that may lead to enforcement

proceedings and additional costs (including interest charges)

e 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.
e Select Next
e Confirm that you wish to file a return only

e Confirm file upload by entering your Password
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o Select Sign & Submit

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

e Anacknowledgement 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 315t December. Only one copy is required to be issued to
each employee.

The P60s should be issued to all employees by the 15t 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.

e Select Print/Email from the Print/Email option

Print or Email PA0

Tizk to previsw
r 0h ZCIeen Llose
Select employees to print B
Print
Select Al

YWioods, Maria

Frint ar Ermail [click below ta select]
I Frirt ;I

E mail

! [~}

Tick to exclude emplopees with email r
addrezzesz from printing

[ lrizh language
Tick ta inchide 'zero pay' PED: I

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:

P60

Name of Employee
PPS No.

Mary Byrne
1520721V

Tax Credit € 3300.44
USC Rate Band 1€  0.00

'1" indicates that temporary basis applied
'2" ndicates that emergency basis apphed

Enter 'X' if there were 53 pay days in the vear.

} at 31 Dec.

Certificate of Pay, Tax, Pay-Related Social Insurance, Universal Social
Charge and Local Property Tax Year Ended 31 Dec. 2018

USC Rate Band2€  0.00

[]
L]

Payroll'Works No. 2
(if applicable)
Rate Band € 32000.00

USC Rate Band3€  0.00

Enter 'D' if employee was a director.

Enter "W if week 1/month 1 applied. D
€

Date of commencement of employment. N/A
- Payv Frequency at 31st Dec.
PRSI Exempt |:| USC Exempt (Orweekly, 1:-fortnightly, 2:monthly, 3:4-weekly, 4:other)
(A) PAY € (D) Pay for Universal Social Charge (USC) purposes
1. Total pay (i.e. gross pav less any 1. Total pay for USC purposes in above vear,
superannuation contributions allowable including pay for USC purposes in respect of 26650.00
for income tax purposes) in above year previous employment(s), if any.
including pay in respect of previous 5 Pav for USC  of 0.00
lovment(s). if anv. 2. Pay for purposes in respect of previous .
employment(s), if any 26650.00 employment(s), if any, in the above year.
. . 3. Pay for USC purposes in respect of this
2. Pay in respect of previous employment(s). 0.00 period of emplovment. 26650.00
if any, in above year. Use this figure in PAYE Services in myAccount.
3. Pay in respect of this period of employment (E) USC Deducted €
(i.e. gross pay less any superannuation
E;??u?;:::) 3]11f0 ;’f}le for income 26650.00 1. Total USC deducted in above year. including
: USC deducted by previous employer(s).
Use this figure in PAYE Services in myAccount. if anv sducted by previous employer(s). 0.00
2. USC in respect of previous employment(s). 0.00
if any, in above year.
- 3. Net USC deducted(D)/refunded(R) El
(B) TAX € in this employment. 0.00
1. Total net tax deducted in above year Use this figure in PAYE Services in myAccount.
(including tax deducted by previous 2029.56 | (F) PRSI in this employment €
employer(s), if any). N
2. Tax in respect of previous employment(s), 0.00 1. Gross pay for employee PRSI purposes. 26650.00
if any, in above year. 2. Employee's PRST. 910.00
3. Net tax deducted(D)/refunded(R) El 3. Total (employer + employes) PRSL. 3754.30
i this employment. 2029.56 4. Total ber of weaks of i bl o
Use this figure in PAYE Services in myAccount. - ot number of weeks of insurable employment. 48
(C) Local Property Tax (LPT) € | 5. Initial social insurance contribution class. AL
o . 6. Subsequent social insurance contribution class. Al
LPT deducted in this period of employment. 0.00
1f applicable. 7. Number of weeks at the class entered at 6 above. 23

I'We certify that the particulars given above in respect of Pay, Tax, PRSI, USC and LPT are correct in respect of this employment.

Employer's Name

Payroll Company Ltd

Employer's Phone Number

TO THE EMPLOYEE:

Employer's PAYE Regd. No. 1234567A

Date 31 Dec 2018

THIS IS A VALUABLE DOCUMENT

You should retain this document carefullv as evidence of tax. PRSI. Universal Social Charee and LPT deducted.
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9. Dates to remember

2018 Employee Statements

Issue P60s 15th February 2019

2018 Revenue Returns
P35 Submission Deadline 15th February 2019
Paper
P35 Payment Deadline 15th February 2019
ROS P35 Submission Deadline 15th February 2019
P35 Payment Deadline 15th February 2019
ROS P35 Submission Deadline 23rd February 2019
(Pay & File)
P35 Payment Deadline 23rd February 2019
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