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1 WHAT SHOULD I DO NOW?   
Update your Accentra Payroll installation with this April 2011 update (version 15.3.0) as soon as possible, but definitely 
before you run the year end procedure. There is no need to wait to close the last period of the current tax year.   

Remember: The Payroll program should not be open when you install the update. 

2 WHAT HAPPENS AFTER I UPDATE TO 15.3.0? 
The program will work as usual for the remaining part of the tax year 2010-11.  
The program will bring into effect the legislative changes for the new tax year, only after you complete the “Year End” 
procedure.  
If you are running multiple company payrolls, you can perform the Year-End for each company (or payroll file) separately at 
your convenience. New Year changes will become effective for each company (or payroll file) separately.   
If you create a new payroll file after the update, you will have the option to choose either the Tax Year 2010-11 or the new 
Tax Year 2011-12. 

3 WHEN SHOULD I DO MY ONLINE SUBMISSION? 
Online submission can be done either before or after running the year end routine. As soon as you have finished with the last 
period of the year, you can end the year and proceed with the payroll processing for the new year without having to print or 
submit the P14s and P35 or print the P60s. 

4 HOW DO I PROCESS THE YEAR END? 
1. Close all screens within the Payroll application 
2. Go through the check list as listed under section 4.1 below and ensure that you have complied with the 

requirements. 
3. On the Main Menu, click [Activities] and then select the option [End Year]  
4. Then click the button [End Now] 
5. The program will perform the year end and a message will appear within a few seconds to confirm that the yearend 

procedure is completed successfully. 

4.1 BEFORE YEAR END 

1. Ensure that the version number of your payroll is 15.3.0 or later. 
2. Ensure that you have processed and closed all the periods of the current year. 
3. Make at least two sets of backup of your data on reliable media, one on the hard disk. 
4. If you are running multiple payrolls within a single file, for example ‘Weekly’ and ‘Monthly’, you will be required to close 

all periods for both ‘Weekly’ and ‘Monthly’ before you can attempt to close the year.  

4.2 AFTER YEAR END 

After the year end is complete, it is very important that you check and ensure that the following screens have been updated 
correctly on your file. 

1. Payroll Options Screen – The tax year shown in the Main tab should read 2011-12. 
2. NI Bands Screen should display the bandwidths described in section 5.2 
3. SSP Parameters Screen should show the new values as described in section 5.4 
4. SMP Parameters Screen should show the new values as described in section 5.5 

IMPORTANT:  

If for some reason, any of the above changes have not come in to effect, we recommend that you contact us on the above 
number. 
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5 APRIL 2011 STATUTORY CHANGES 

5.1 INCOME TAX 

1. The income tax personal allowance will rise to £7475 
2. The emergency tax code will rise to 747L. As a general rule, unless  an amended code notification is received on form 

P9(T), all tax codes with a suffix ‘L’ will be increased by 100 (example: 647L will be changed to 747L). Go to the Activities 
Menu and select [Change Tax Code]. Select ‘L’ in the first field – Tax Code Suffix and enter 100 in the second field – 
Change by. You can enter 06-04-2011 as the date of change. 
NB – If you receive a Tax Code Change notification (Form P9), you must process this form after changing all the Tax Codes 
as the figures on the P9 have taken these changes into account. 

3. A new code D1 will be introduced for individuals with a subsidiary source of income liable to tax at 50%  
  

 

5.2 NEW NATIONAL INSURANCE BANDS 

From April 2011, an extra threshold has been added to the National Insurance Bands.  After the year end, the annual NI Bands 
should read as below: 
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5.3 NATIONAL INSURANCE RATES 

The National Insurance Rates have remained same as year 2009-10. After the year end, the NI Rates should read as below: 

 

N.B. National Insurance Number Suffixes F, P and M are no longer valid. 

5.4 SSP PARAMETERS  
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5.5 SMP, OSPP, ASPP & SAP RATES & RECOVERY 
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5.6 STUDENT LOAN 

 

6 ON-LINE SUBMISSION OF EOY RETURNS 
Please ensure that you have completed the following steps:  

Employers: 

1. Enroll your company for on-line submission with the Inland Revenue via. their website 
2. Obtain your Employer User ID  
3. Then activate your account by entering your PIN number that will be sent by post to you 
4. In Accentra Payroll, open the Payroll Options screens and click Electronic EOY 
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Enter your details on the Employer Details section only and save the page 

Bureau Customers: 

1. Enroll your company as an Agent for Online Services 
2. Obtain your User ID as an agent 
3. Then activate your account by entering a PIN number that will be sent by post to you. 
4. Ensure that each of your clients has authorized you to make their End of Year submissions on-line. Your clients can 

authorize you using the form FB12. 
5. You will then need to open the Payroll Options   and then select the Electronic EOY tab  
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Enter the details in the Employer Details and your details in the Agent Details section.  

When you are ready to submit your End of Year returns, you must go to the Reports Menu –Year End Reports – P14/P35 
Online Submission. 

 

Enter your password (your User ID will be picked up from the Payroll Options) 

Record the P35 entries 

Go through the check list and answer the relevant questions 
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You can now ask the program to run a check on your data before any submission by clicking on the [Verify Data] button. This 
will run a final check data files routine that will ensure, as far as is possible, that all the fields contain valid entries. This 
procedure will also be invoked if you click the Test Submission button without firstly running the verification process. 

From this screen it is possible to print the P35 Form, the P32 Record and the Company Summary by clicking the relevant 
button. Click the button [Test Submission] to test your authentication details, connectivity and data format with the HMRC 
website. The program will make a submission to the test site and you will receive a response message.  

If your submission is correct you will see a message that your submission has been successful. When you click [OK] you will 
see another screen like the one below: 

 

From this screen you can print the actual acknowledgement file that has been sent from the Revenue website and you may 
also Email that file to any address that you enter into the Email ID field. If your submission fails, you will see a screen 
something like this:  
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Any errors that have been found will be listed and interpreted on screen. From here you can Print the errors XML file or Email 
the Error file to Accentra Support after entering the details of the company that you are submitting. You can also export the 
data to an Excel file that will represent a copy of the screen as you see it. 

When you are satisfied with the test submission, click [Submit Now] to complete the live submission. When you click either of 

the above buttons, the P35 entries will be stored in the database for later use.  

To look at the errors again without doing a test submission you can click [Review Errors] and the errors screen will appear 
again. Once the submission has been successful, click [Print HMRC Ack.] so that you can file a copy of the HMRC 
Acknowledgement with your paperwork. This will enable you to refer to it at a later date without having to search your 
computer hard drive in order to access it.  

Remember: Even if you file your end of year returns on line, you must print out a P60 form for each of your employees  
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7 PRODUCT ENHANCEMENTS 

7.1 ELECTRONIC SUBMISSION OF P45, P46 

From April 2011 it will be compulsory for all companies to file in-year starter and leaver information (P45s and P46s) online.  

7.1.1 EMPLOYEE LEAVING P45- PART 1 

7.1.1.1 COMPLETING P45-PART FROM ACTVITIES MENU 

It will still be possible to enter a Leaver using the Activities Menu as before but from this version, entering a Leaver will cause 
a new screen to appear. The detail will have been picked up directly from the program and will be displayed here. From this 
screen you will be able to Print a copy for the Employee to take to their new position.  

N.B: From April 2009, HMRC discontinued the use of the A5 format of the P45 and, instead, allowed the A4 sheets produced 
by the program to replace the preprinted documents. You will also be able to make a Test Submission and a Live submission. 
Upon the receipt of a successful submission, you will be able to print an acknowledgment from HMRC. Also, should a Test 
Submission fail, you will be able to see the reason for failure by clicking the Review Errors button at any time. 

Once a submission is successful you will not be allowed to resubmit the P45. However, if a mistake has been made, you will be 
allowed to re-instate the employee and then make them a leaver once again. 
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7.1.1.2 COMPLETING P45-PART FROM EMPLOYEE RECORD SCREEN 

There will be two new icons available from within the Employee Record. 

 

The P45 – P1 icon will show a sub-menu as below: 

That will allow you to enter a leaver, submit a P45 that has been prepared earlier and Print parts 1 & 2 of a P45 

 

7.1.2 P45 –PART 3 NEW STARTER 

The P45/P46 icon will show another sub-menu . This menu will allow you to enter a P45 – Part 3 (New Starter) and to submit 
and print a P45 Part 3. You can also use this menu to submit a new Employee’s P46 
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The New Starter screen will appear as shown above. The data from your company will appear on the right and the data 
provided by the new starter will appear on the left. Once this screen is completed, you can print and submit the P45-P3 

7.1.3  P46 SUBMISSION 

Clicking “Enter/Edit P46” will show the above screen that will allow you to enter the details that will be submitted to HMRC 
should your new employee not provide you with a P45 from their previous employment. Once you are happy with the detail 
entered you can click the “Amend Movt. Button”. You will then be asked if you wish to submit the P46. 
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If you reply Yes or if you select Edit P46 from the Employee screen you will be presented with the above screen that will allow 
you to change any of the details or submit the details that you have entered. Also you can print hard copies. 

N.B. As in previous versions, the program will not print directly to the HMRC supplied preprinted stationery. 

7.1.4 ENTERPRISE EDITION ONLY MULTIPLE IN YEAR MOVEMENT SUBMISSIONS 

In larger companies there will usually be more Employee movement. In the Enterprise version of the program the movements 
will be stored and the User can submit multiple movements at the same time. Select In Year Movements from the Activity 
menu and you will see the following screen. 

Here you will be able to view all of the Movements within the company file and, from those, highlight specific types of entry 
e.g. P45 Part 1, P46s etc. You can then highlight individual entries and, by clicking the Submit Now button, send the selected 
items to HMRC in a bulk submission 
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7.2 SMS MESSAGING FEATURE 

From ver. 12.7 the program has had the facility to send SMS messages to Employees from the Payroll software. There are 
certain conditions that will apply to this procedure so, if your think you may be interested in using this, you should ring the 
Support Helpline on 0845 456 7181.  

7.3 OPEN PREVIOUS YEAR 

From ver. 12.7 the program has had the ability to open any previous year that is stored within the data folder of a company. 
Clicking on the Open Previous Year button on the Company Explorer screen will make the program interrogate the data held 
and present the various years of data that it can find. See the following screenshot  
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The program will only display the years that it can find in the Data folder. When a previous year is selected, the program will 
warn that the data needs to be updated. This is normal and you should say Yes to this request.  

N.B.  As before, when you have finished with the previous year data, do not do a Year End from the Activity menu. You just 
need to close the program 

  


