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MNo employers found welcome to your Basic PAYE Tools

Before you can use Basic PAYE Tools you must first add an employer by following the link below. If you
have already set up an employer, please follow the relevant link in the 'Employer’ list on the left.

Enh Otherwise to add an employer, please follow the link below.
&add an employer »

» add an employer

Motifications will appear below throughout the tax year to help you deal with your payroll.

Once you have added an employer, you can also back up or restore your data by selecting the relevant

link in the left hand menu.

» Back up your data
» Restore your data

You can find further details and guidance in the ‘Useful information’ section below.

Nawvigation

Useful information
Employers

» Are you using the latest version of the » WwWhat's changed for 2014-15
Basic PAYE Tools? » Claim the new Employment allowance
» Last day for sending your final Full » User Guide

Payment Submission (FPS) and Final
Submission for tax year questions
» POX - Tax codes to use from 6 April
Claim the new Employment Allowance
and get up to £2000 a year off your
annual Employer Class 1 NICs bill

> Help

v

Updated: 19 April 2015 1



Using the Basic PAYE Tools for the Earlier Year Update

Contents
INEFOAUCTION. Lttt 3
GLING STAMEU. ... bbbt e e e e e et e e e e e e s e e e e e e e e e eeeas 3
Part 1: Select the correct employer....... ..o D
Part 2: Select the COrrect emploYEe. ... ..o e
Enter the correct information .......... ..o 7
Review Earlier Year Update (EYU).....coooiiiiiiiiiiiiieeeeeeeeeeee e 9
What if I've made a mistake........ ... 10
Part 3: Sending the EYU. ... 11
Part 4: BasiC PAYE TOOIS EITOr MESSAQES ......uuuuuiiiiiiiiiiiiiiieeeeee e e a e e 12

Updated: 19 April 2015 2



Using the Basic PAYE Tools for the Earlier Year Update

Introduction

Need to know

Getting Started

This is the Basic PAYE Tools guide for making an Earlier Year Update
(EYU). This guide is intended for use if you are currently using the Basic
PAYE Tools to operate payroll.

The screenshots in this guide are the main ones you will need to know
about, but does not include them all as there are some that most
employers will not use because they apply to more unusual
circumstances.

Due to continuing improvements the screens in the Basic PAYE
Tools may look slightly different to those shown within this Guide.

You need to submit an EYU for any employee that requires payroll data
for the previous tax year to be corrected.

This guide assumes you are already using the Basic PAYE Tools for
running payroll, and you have already:

1. Downloaded and installed the software. Check that your
computer is connected to the internet, then open the Basic PAYE
Tools.

2. Set up the employer.

3. Set up your employees.

Can | create multiple EYU submissions?

We recommend that you complete the full process below for each
employee separately.

Updated: 19 April 2015 3



Using the Basic PAYE Tools for the Earlier Year Update

Part 1. Select the correct employer

If you have added more than 1 employer to the Basic PAYE Tools
you will need to select the correct employer.

From the 'Home' screen select the correct employer from the list of
employers at the top left of your screen.

In the example below 'ABC Ltd" will be selected.

@ Basic PAYE Tools - RTI

[sack ] Fomwards | [y [P ]

Basic PAYE Tools - Home page:

Basic PAYE Tools

Home | cCalculators | Cymraeg | Help | Settings

@ HM Revenue
& Customs

Employer Basic PAYE Tools - Home page ™
Please select an employer from the list: welcome to your Basic PAYE Tools
» ABC Ltd 123/m456 Before you can use Basic PAYE Tools you must first add an employer by following the link below. If you

have already set up an employer, please follow the relevant link in the ‘Employer’ list on the left
» X¥Z & Co. 123/8789

Otherwise to add an emplayer, please fallow the link below,

add an emplover b

Menu \

notifications will appear below throughout the tax year to help you deal with your payroll.
» add an emplayer

Once you have added an emplover, you can also back up or restore your data by selecting the relevant

link i the: left hand menu.
» Back up your dats

‘You can find further details and guidance in the 'Useful information’ section below
» Restore your data

— ~, MNotifications ™\ Useful information ™
Nawvigation
Employers | » Last day for sending your final Full b what's changed for 2015-167
Payment Submission (FP8) and Final » The law on workplace pensions
submission for tax year questions
i » Claim the new Employment Allowance

Feedback ™ » P9X - Tax codes to use from 6 April b User Guids
» Provide your feedback ‘ > Hele

© Crown Copyright | Terms & conditions | Privacy poliey | Accessibility

version: 15.0,15048.300 Date and kime: 06/04/2015 12:25

This will take you to the 'Employer details' screen as shown below.
Check that you have the correct tax year selected.

For example if you are creating an EYU for the 2014 to 2015 year
make sure you select the 2014 to 2015 tax year - as shown below.

@ Basic PAYE Tools - RTI

[ Back ] Forwad |1emplnyevﬂlﬂ |[ print |

Emplayer details
HMRe nue Basic PAYE Tools
& Customs

Home | Calculators | Cymraeg | Help | Settings
Emplover: ABC Ltd change employer
Tax year: 2014-15|2015-16 | 2014-15 | 2013-14 | 2012-13
Menu ™ Employer details ™

» Manage employees The emplayer's details are shown below. If you want to change the details or delste this employer,

please follow the relevant link

» Caloulate amount due to HMRC

» Employer Payment Summary and
recoverable amounts

Further actions are available by following the links in the left hand menu.

» Periods with no payments to Employer name:  ABC Ltd
employess
» Final submission for tax year Employer PAYE Reference: 123/A456
» P&0 forms Accounts Office Reference: 123PA12345678
» view outstanding submissions (6) Exempt from employer Class 1 Mational Mo
» view on hold subrissions (0) Insurance contributions:
» view successful subrnissions
Eligible for employment: allowance for 2014-15:  Yes
» view failed submissions
b View expired submissions Eligible for employment sllowance for 2015-16:  Yes

» PAYE scheme ceased
» Record of funding
» Employer forms

Navigation

Emplayers
L ABC Ltd {2014-15)

Change employer details »
Delete emplayer b

~

Yersion: 15.0.15048, 300

Date and time: 06/04/2015 12:27
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Using the Basic PAYE Tools for the Earlier Year Update

Part 2: Select the correct employee for the EYU submission

Select 'Manage employees' from the Menu.

& Basic PAYE Tools - RTI

[ Back ] Foward | jemplover/1f | et ]
Employer details
@ HM Revenue Basic PAYE Tools

Home | Calculators | Cymraeg | Help | Settings

&Customs

Employer: ABC Ltd change employer
Tax year: 2014-15 zo1s-15 | 2014-15 | 2013-14 | 2012-13

Menu Employer details ™

» Manage employees The employer's details are shown below. If you want to change the details or delete this employer,
please follow the relevant link.

Further actions are available by follawing the links in the left hand menu.

» Calculate amount due to HMRC

P Employer Payment Summary and
recoverable amounts

» Periods with no payments to Employer name:  ABC Ltd
employees

» Final submission for tax year Emplayer PAYE Reference: 1238456
¥ P60 forms Accounts Office Reference: 123PA12345678
» view outstanding submissions (6) Exermpt from employer Class 1 Mational Mo
» view am hold submissions (0) Insurance contributions:
» Wiew successful submissions R

X Eligible for employment allowance for 2014-15:  Yes
» view failed submissions
» View expired submissions Eligible for employment allowance for 2015-16:  Yes
¥ PAYE scheme cessed Change empaloyer details »
» Record of funding Delate employer »
» Employer farms
Navigation ™
Emplayers
L aBC Ltd (2014-15) @

Version: 15.0.15048, 300 Date and time: 06/04/2015 12:27

The next screen presents a list of all '‘Current employees' for the
employer.

Select the relevant employee from the list.

& Basic PAYE Tools

[ pack ]| Forward ‘femplnyerflﬂZDl‘ﬂEmp\Dyeesﬂ |[ Prne |
Manags employess
@ HM Revenue Basic PAYE Tools &

Home | calculators | Cymraeg | Help | Settings

& Customs

Employer: ABC Ltd change employer
Tax year: 2014-15 =zo1s5-16 | 2014-15 | 2013-14 | 2012-13

Menu ™\ Manage employees ™
» add sn employee The details of your employees and their last submission, if applicable, are shown below.
» Outstanding submissions (5] You can view and change the details for an employee by following the link in the "Name' coluran.

Y¥ou can also add payment details for an employse and, it applicable, update earlier year infarmation by
-, following the relevant lik in the ‘Actions’ column,

=R If you cannot enter pay details for an employee, follow the 'Outstanding submissions' link in the left
hand menu to view and submit the outstanding Full Payment Submission (FPS) before returning to this

Emplayers section.

L ABC Ltd (2014-15)

Please nate: You must enter pay details for all employees included in the next payroll run before you
L Employees

submit the FPS details to HMRC,

Current employees

Nam National Insurance Last payment Submission ons
number date Status

Mr Michael Smith AB6543214 20/04/2015 Unsubmitted

#B1234568 20/05/2015 Unsubmitted

Version; 15,0,15048,300 Date and time: 05/04/2015 12:27
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Using the Basic PAYE Tools for the Earlier Year Update

From the 'Employee details' screen, select 'Earlier Year Update'
from the Menu.

@ Basic PAYE Tools

[ eak | romwerd | jemployer/1/2014jemployees/1] | i)

Employes detsils

@ HM Revenue Basic PAYE Tools
& Customs

Home | calculators | Cymraeg | Help | Settings

Employer: ABC Ltd change ermployer
Tax year: 2014-15 zois-1s | 2014-15 | 2013-14 | 2012-13
Employee: Mr John Taylor change employes

Menu ™ Employee details ™

» Employee payments
» Statutory Sick Pay record (SSP2)

please follow the relevant link.
» Emplayes year to date summary Further actions are available by follawing the links in the left hand menu
» Tax code change

Please note: You must never alter an employee's tax code unless you are notified to do so by HM
|> Earlier Year Update I Revenue 8 Customs.
P Matonal Insurance Mumber

werification Request (MVR)
» Leaver summary

The emplovee's details are shown below. If you want to change the details or delete this emplovee,

» Personal details

» Employee submission histary b Erresamei el
» Employes farms » PAYE details
» Manage employees » Starter details
» Director details
Navigation I » Partner details for Additional Statutory Paternity Pay/Shared Parental Pay

Emplayers
L ABC Ltd (2014-15)
L Employess
L Mr John Taylor

Tax code change b
Change employee details » ~

Version: 15.0.15048.300 Date and kime: 06/04/2015 12:42

Read the guidance on the next screen and then select 'Add an
Earlier Year Update' to continue.

% Basic PAYE Tools - RTI

[ Back | Forward Jemployerf1/2014 employess/1 fykdf H Print |

Earlier Year Update

@ HM Revenue Basic PAYE Tools
& Customs

Home | calculators | Cymraeg | Help | Settings

Employer: ABC Ltd change employer
Tax year: 2014-15 2015-16 | 2014-15 | 2013-14 | 2012-13
Employee: Mr John Taylor change employee

Menu Earlier Year Update Y

» £dd an Earlier Year Update If you need to change an employes's pay and deductions details for a tax year which has ended (and it is
Y Erminyes pay and doduotons after 19 April following the end of that tax year), you must complete an Earlier Year Update (EYU).

record Please check that the tax vear (displayed at the top of the page, immediately to the right of the title 'Tax
year:') is the tax year you want to create an EYU for. If not, follow the appropriate link to change the tax
year before navigating back ta this page

» Year to date summary

» Select 5 different employee Follow the "Add an Earlier Year Update’ link to continue.

If the 'add an Earlier Year Update' link is not present on the screen, you cannot complete an EVU for the
~ tax year you have selected.

REezEzm Any EYU submissions that have already been created for this employee, for this tax year, will be shown in
Emplayers a table below. To view details of any EYU that has already been submitted to HM Revenue & Customs
{HMRC) or to view, submit, change or delste any EvU that has not yet been submitted, please follow the
L ABC Ltd (2014-15) relevant link in the ‘Actions’ column
L Employees
- Mr John Taylor Please note: Once you have submitted an EYU far an employee, you cannot amend it. If you need to
L manage YTD make further changes for this employee for the same tax year, you must add another EYU,

There are currently no Earlier Year Updates shawn.

Any unsubmitted EYU data should be sent to HMRC without delay.

information

Add an Earlier Year Update »

© Crown Copyright | Terms & conditions | Privacy policy | Accessibility

Version: 15.0,15048,300 Date and Hime: 06/04/2015 12146
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Using the Basic PAYE Tools for the Earlier Year Update

Enter the correct information

You will now see the screen 'Earlier Year Update (EYU) - Correction
details'.

The purpose of this screen is for you to enter the correct amounts
where either of the following applies:

¢ there is an amount shown in the 'Previously submitted
amount' column

e you have new figures to supply for items that have not been
submitted before

You will see the amounts in the 'Previously submitted amount'
column have been imported from the last FPS for the previous year.
Please check that these are as you expected. If not check the
guidance by selecting the '?' button, if you are still not sure contact
the Employer Helpline.

@ Basic PAYE Tools - RTI BEE
Forward jemployer/1/z014femployess/1jeyufadd

Eatlier ¥ear Update (EVL) - Correction details

Employer: ABC Ltd =
Tax year: 2014-15

Employee: Mr John Taylor

Earlier Year Update {EYU) - Correction details

only ent
enter the pr

N the field w cha
submitted amount inka the o

Once you ha red the correct details, click t

Please note: Values should be entered in pounds sterling, including pence.

* indicates required infarmation

Tax details

Tax code: F44L @

Was this tax code operated on a week © Yes @ Mo @
1Amonth 1 hasis?

Description

Pay for Income Tax purposes: 20000.00 £ 21000.00 @

Tax deducted: 2379.00 £ 2579.00 @

>

version: 15.0,15048.300 Date and time: 06i04/2015 12:57

Example . .
P If you submitted a year to date figure of pay of £20,000 on your last
FPS for the tax year 2014 to 2015 but realised this should have
been £21,000, you must enter £21,000 at this stage.
Important

If you did not send the last FPS for the 2014 to 2015 tax year
to HM Revenue and Customs (HMRC) then the values in the
'Previously submitted amount' column will not represent the
latest data sent to HMRC.

You will need help to create correct values on your EYU. Do
not proceed any further, please telephone the HMRC
Employer Helpline on Telephone: 0300 200 3200.

Updated: 19 April 2015 7



Using the Basic PAYE Tools for the Earlier Year Update

Tax code

In the 'Tax details' box, enter the tax code and basis of operation
correct for that year.

National Insurance category letters

Note that a National Insurance letter is already shown together with
the amounts of earnings liable to National Insurance that were
previously reported. Enter the correct amounts for that National
Insurance letter.

If you need to enter details for a different National Insurance letter,
scroll down to the next drop down as shown in the red box below.

@ Basic PAYE Tools - RTI [BEE
Back Forward || Jemployer/1/2014femployeesi1feyujadd] [ ]
Earlier ‘tear Update (£ - Carrection details |
~
Mational Insurance category letter in the & -l e ]
earlier year:
Please note: If you select categary letters D, E, L, M or O, then you must enter an ECOM for the employer befare you can submit this earlier year
update.
Gross earnings for National Insurance contributions (NICs): £ @
Earnings at the Lower Earnings Limit (LEL) in the earlier year: £ @
whale pounds anly
Earnings abave the LEL, up ta and including the Primary Threshald (PT): £ @
Earnings above the PT, up to and including the Upper Accrual Point (UAP): £ @
Earnings above the UAP, up to and including the Upper Earnings Limit (UEL): £ @
Total of employee's Mational Insurance contributions in the earlier year: £ @
Total of employer National Insurance contributions in the earlier year: £ @
Mational Insurance category letter in the Flease select -l e
earlier year:
Please note: If you select categary letters D, E, L, M or O, then you must enter an ECOM for the employer befare you can submit this earlier year
update.
bt
< >
Yersion: 15,0, 15043, 300 Date and time: 08/04/2015 13:07

Statutory payments and student loans

Enter details of any statutory payments and/or student loan
deductions that now need amending.

When you have completed all relevant boxes on this screen, select
'‘Next' to continue.

Important

You must enter the full amounts in the 'Correct amount' column, not
the difference between the previously submitted figure and the
correct figure.

Select 'Next' to move to the next screen.

Updated: 19 April 2015 8



Using the Basic PAYE Tools for the Earlier Year Update

Review Earlier Year Update (EYU)

The next screen will show the differences between the amounts you
previously submitted to HMRC and the correct amounts.

The 'differences' are the figures that will to be sent to HMRC on the
EYU.

& Basic PAYE Tools - RTI

[ Back | Forward ‘femplnyerﬂlﬂzm4femplnyaesflfeyuﬂaddﬂ | [ erine ]
Review Earlier Vear Update (E¥U1
. a
HM Revenue Basic PAYE Tools [
& Customs

Home | calculators | Cymraeg | Help | Settings
Employer: ABC Ltd

Tax year: 2014-15
Employee: Mr John Taylor

Review Earlier Year Update (EYU) ™
The information below shows the differences between the details you originally submitted to HM Revenus & Customs (HMRC) and the correct details
vou have now provided for this employee.

It is these differences that need £o be submitted ta HMRC as an Earlier vear Updats (E7U),

Please check that these details are correct.

Click the ‘Back’ button to change any of these details otherwise click the ‘Next' button to continue,

Tax details

Tax code in the earlier year: 944l
Pay for Income Tax purposes: £ 1000.00
Tax deducted: £ 200.00

National Insurance details

National Insurance category letter in the A
earlier year:

Gross earnings for National Insurance £ 1000.00
contributions (NICs):

~

version: 15,0, 15048.300 Date and time: 06/04/2015 13:32

Ensure you have fully reviewed this screen, checking the differences
between the previous and corrected figures are what you expected.

This data will form the submission that is sent to HMRC.

Select 'Next' to move to the next screen.

Updated: 19 April 2015 9



Using the Basic PAYE Tools for the Earlier Year Update

What if I've made a mistake?

If you have not yet submitted the EYU you can do either of the
following:

e 'Change’ the 'Correct amount' details
e 'Delete’' the EYU and start again

To do this, select the relevant employee from the Menu, then select
‘Earlier Year Update' from the Menu.

& Basic PAYE Tools - RTI

Back Forward | [ jemployer/1/201 4femploveesfLivtdl | e

Earlier Year Update

a
@ HM Revenue Basic PAYE Tools [§
& Customs Home | calculators | Cymraeg | Help | Settings

Employer: ABC Ltd change employer
Tax year: 2014-15 zois-16 | 2014-15 | 2013-14 | 2012-13
Employee: Mr John Taylor change employes

Menu ™ Earlier vear update ™

» 2dd an Earlier year Update If you need to change an employee's pay and deductions details for a tax year which has ended (and

b Emplayes pay and deductions it is after 19 April fallowing the end of that tax year), you must somplete an Earlier Year Undats (EYU).
recor Please check that the tax year (displayed at the ton of the page, immediately to the right of the title

» vear to date summary "Tax year:') is the tax year you want to create an EYU for. If not, follow the appropriste link to change

the tax year before navigating back to this page.

¥ Select a different employee Fallow the 'add an Earlier vear Update' link to continue.

If the ‘add an Earlier Year Update' link is not present on the screen, you cannot complete an EYU for
~ the tax year you have selected.

Mavigation Any EYU submissions that have already been created for this employee, for this tax year, will be shown
Employars in a table below. To view details of any EYU that has already been submitted to HM Reverue &
Customs (HMRC) or to view, submit, change or delete any EYU that has not yet been submitted, please
L #ABC Ltd (2014-15) follow the relevant link in the “Actions’ column.
L Emplovees

L mrJohn Taylor
L Manage ¥YTD
information

Any unsubmitted EVU data should be sent to HMRC without delay,

Please note: Once you have submitted an EvU for an employee, you cannot amend it. If you need to
make further changes for this employes for the same tax year, you must add another EYU.

Date of Eariier Yoar Updato | Submissian status

20/04/2015 Unsubmitted Wiew | Change | Submit | Delete

Add an Earlier Year Update b

~

Yersion: 15,0, 15048300 Date and time: 06i04/2015 13:37

Important

Once you have submitted an EYU for an employee, you cannot
amend it.

If you need to make further changes for this employee for the same
tax year, you must create a further EYU.

Updated: 19 April 2015 10



Using the Basic PAYE Tools for the Earlier Year Update

Part 3: Sending the EYU

You have now created the EYU ready to be sent to HMRC.

You can create an EYU for other employees by repeating Part 2
above, but you may prefer to send the one you have created before
starting with another employee.

When you have finished creating the EYU(s) you must send the
submission(s) to HMRC.

Select the correct employer from employer list on the 'Home' screen.
This will take you to the 'Employer details' screen.

Select the 'View outstanding submissions' link from the Menu.

 Basic PAYE Tools - RTI

[osek ]| rowerd | remployersts [P ]

Employer details

HM Revenue Basic PAYE Tools [&

& Customs Home | calculators | Cymraeg | Help | Settings

Employer: ABC Ltd change employer
Tax year: 2014-15 zois-16 | 2014-15 | 2013-14 | 2012-13

Menu ™\ Employer details ™

b Manage employees The employer's details are shown below. If you want ta changs the details or delete this employer,
please follow the relevant link.

» Calculate amount due to HMRC

» Emplayer Payment Summary and
recoverable amournts

Further actions are available by following the links in the left hand menu.

¥ Periods with no payments to Employer name: ABC Ltd
employees

» Final submission for tax year Employer PAYE Reference: 123/4456

¥ P60 forms Accounts Office Reference:  123PA12345678
I b Wiew outstanding submissions (1) Exempt from emplover Class 1 Mational Mo

» View on hold submissions (0) Insurance contributions:

L ful sub

1w sHEEesETLl SUBmIESIoNS Eligiole for employment allowance for 2014-15:  Yes
» view failed submissions
b view expired submissions Eligible for employment allowanece for 2015-16: Yes

¥ PAYE scheme ceased
» Record of funding
» Emplayer farms

Change employer details »
Delete employer »

Navigation ™

Employers
L aBC Ltd (2014-15)

v

Version: 15,0, 15048,300 Date and time: 06/04/2015 13:41

Updated: 19 April 2015 11



Using the Basic PAYE Tools for the Earlier Year Update

Here you can see there is one outstanding submission which is the
EYU for John Taylor.

Select 'Send all outstanding submissions'

Read the information on the next screen then select 'Next'.

& Basic PAYE Tools - RTI

[ Beck ] Forwerd | jemployer/1/2014jsubmissians/

[ P ]

Gutstanding submission details

@ HM Revenue Basic PAYE Tools
& Customs

Home | calculators | Cymraeg | Help | Settings

Employer: ABC Ltd change employer
Tax year: 2014-15 coic-16 | 2014-15 | 2013-14 | 2012-13

Menu outstanding submission details @0

» Send all outstanding submissions any submissions that have not yet been sent to HM Revenue & Customs (HMRC) are shown below

grouped by the type of submission.

¥ Wiew on hold submissions (0)
b View successful submissions
» view failed submissions

Please note: HMRC stronaly recommends that you submit all your outstanding data together by following
the 'Send all outstanding submissions' link in the left hand menu or at the bottom of the screen

To view of submit the data, select the typs of submission then follow the relevant link in the ‘Actions’
» view expired submissions column

If you have made a mistake and need to change any of the data before you submit it, you should delste
it then re-snter the correct information. Further heln on how to do this is available by cicking the ‘help’
Navigation ™y icon (@) at the top right of the page.

' Ta wiew your sussessful or failed submissions pleass follow the relevant link in the Isft hand menu.
Emplayers

L agc Ltd (2014-15)

L Submissions EYU (1)

Mr John Taylor | 06/04/2015 14:02:17 View | Submit

Send all outstanding submissions b

& Crown Copyright | Terms & conditions | Privacy policy | éccessibility

Wersion: 15,0, 15048, 300 Date and time: 06/04/2015 13:48

Enter your Government Gateway 'User ID' and 'Password' in the
blank boxes below for online submission, and then select ‘Next'.

PAYE Tools

Back Forward | | fsubmissionauthenticatef20f (

 Submission authentication |

©) HM Revenue Basic PAYE Tools
& Customs

Home | calculators | Cymraeg | Help | Settings

° Authentication > @ Submission

Submission authentication

The initial validation checks have been successful.

To enable HM Revenue & Customs to authenticate your online submission, please complete the fields below with your details then click the 'Next'
button to continue.

* indicates required information
User ID: * <)

Password: *

Cancel | | Next

You should then receive the following success message.

[
[ esomanceicesinel \

Submission results

HM Revenue Basic PAYE Tools
& Customs

Home | Calculators | Cymraeg | Help | Settings

(1) Authentication - ° Submission

Submission results

A summary showing the status of each submission is shown below,

Please note: If any submission has a status of 'Unsubmitted’ or 'Failed’ you must click the 'View errors’ link in the 'Actions’ column of the table below
to see why the submission failed. You should then take the appropriate action before attempting to send your data again.

If any submission has a status of "Success’ this meal

The Correlation 1D is a receipt which confirms that v he and passed to HMRC; it does not
mean thet tha submission has baen accepted by HMRE 18, & sucoesshul submission: The [Rmark can be uzed to pri hat the submission received

Dy HIMRE 15 the 5am (or is not the same) as the one you sent. Plaase do not auote these references to HMRC staff; if needed HMRC will ask for
them

it has been accepted by HMRC and you do not need to contact us for confirmation.

Failure to send payroll information to HM Revenue & Customs on time is
Please click the 'Next' button to continue.

Submission type | Submission status | Submi. detalil Actions

Earlier Year Update Success Correlation ID: BG7975823360752

kely to result in financial penalties.

on

IRMark: YMPPVEYZ2AMSW475SKTNPOUVNNXHARKVE

14,0.14049.95 Releassd: 18/02)

2014 14:47 Date and time: 06/04/2014 1

Updated: 19 April 2015 12



Using the Basic PAYE Tools for the Earlier Year Update

Part 4: Basic PAYE Tools error codes

We are aware that some Basic PAYE Tools users have received error messages when
trying to submit an EYU. These messages mean that your submission has not been
successfully received by HMRC. The following table gives the error message you may see
as well as a description of what you have to do to correct the submission.

Error Message

Accounts Office reference or Employer PAYE reference is incorrect

What you need to do

The Employer reference and/or Accounts Office reference is incorrect. Please check both
of them against paperwork from HMRC and amend the incorrect one. For help in doing
this please refer to 'All users: using Basic PAYE Tools for real time reporting' and work
through the 'Finding your way round the Basic PAYE Tools' and 'Employer overview'
sections until you select ‘Change employer details'.

Download 'All users: using Basic PAYE Tools for real time reporting' (PDF 1.6MB)

Error Message

This submission cannot be accepted as the pre-defined date for the previous tax year has
not yet passed

What you need to do

If you were trying to send an EYU for the 2014 to 2015 tax vear

You cannot send an Earlier Year Update (EYU) for the 2014 to 2015 tax year until 20 April
2015.

Please wait until 20 April 2015 then send the EYU.

Error Message

This submission cannot be accepted as it does not fall within the eligible filing period

What you need to do

If you were trying to send an EYU for the 2012 to 2013 tax vear

You can't submit any RTI submissions for 2012 to 2013 unless you were one of the small
number of employers who took part in the RTI pilot during 2012 to 2013 or 2013 to 2014.
You must send amended forms P35 and P14. You cannot do this using Basic PAYE
Tools. You can use the online forms which are part of HMRC's PAYE Online service.
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Using the Basic PAYE Tools for the Earlier Year Update

Error Message

e Error code: 7900
o The [ECON]is mandatory if any [NILETTER] is one of 'D', 'E', 'I', 'K', 'L', 'N', 'O’
e [ECON]is mandatory if any [NILETTER] is one of 'D', 'E', 'I', 'K, 'L", 'N', 'O".
o Diagnostic
Message:
Assertion failure:

What you need to do

This EYU cannot be sent to HMRC as the employee has a contracted-out NIC letter (D, E, I, K, L,
N or O) but you have not provided the Employer Contracted-Out Number (ECON).

Background:

e An ECON is a reference number allocated to an employer who operates, or is part
of a group of companies that operate, a contracted-out pension scheme for their
employees.

e An employee can only be on a contracted-out NIC letter (D, E, L, I, K, N or O) if
you the employer have a contracted out pension scheme that the employee is a
member of.

¢ If you have a contracted-out pension scheme then you will have an ECON.

Action required

You need to

Either
Add the ECON to the Employer details. For help in doing this please refer to 'All users: using
Basic PAYE Tools for real time reporting' and work through the 'Finding your way
round the Basic PAYE Tools' and 'Employer overview' sections until you select
'‘Change employer details'.

Download 'All users: using Basic PAYE Tools for real time reporting' (PDF 1.6MB)

The ECON is shown on the contracting-out certificate issued by HMRC previously

issued by Inland Revenue or Department of Social Security when an employer

elects to be contracted- out. If you are unable to find your ECON please contact the

HMRC Contracted-out pensions helpline. You can find the details at

www.gov.uk/government/organisations/hm-revenue-customs/contact/ _pensions-

helpline-contracted-out

Or
If you do not have an ECON
e You will need to telephone HMRC's Employer Helpline on Telephone: 0300

200 3200 and advise them you are receiving error code 7900 and that you
do not have an ECON.
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