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Before making any changes, take a backup of your data.

Click on Company > Alter Company Options, the following window will appear:
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Process your Month End as normal and say Yes to ‘Perform Month End Processing’. You will
then be prompted to send an ‘Employer Payment Summary’. Alternatively you can send an
Employer Payment Summary by going to Online services > Send Employer Payment
Summary and the following window will appear:
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This is the first Employer Fayment Summary

Submissior
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Month | Date Sent | SMP Rec SMP Comp ‘ 5PP Rec SPP Comp ‘ 5hPP Rec ShPPEump‘ SAP Rec SAP Comp ‘ CIS Suf ‘App. Le:

Current Month 0.00 0.oo 0.oo 0.oo 0.oo 0.00 0.00 0.00 0.00 1]
Apiil 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0
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Ensure all totals displayed are correct. If they are all reading zero, the following message will
appear:

i ) 1 You are about to submit year to-date values to HMRC that are
k. = 4 all zero. Is this correct?

Yes Mo

If this is correct, click Yes and then click Next to continue to the following screen:
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E] Employer Payment Submission April 2018/2019 Live X

“ear to Date Yalues

SMP Recavered '7000 ShPP Recoverad '7000
SMP Campensation [ 000 ShPPCompensation [ 000
SPP Recovered [ 000 SAPRecovered [ om
SPP Compenzation ,7000 SAP Compensation ,7000
CIS Deductions Suffered 0.00 Emp. Allowance '79821
Apprenticeship Lewy '7000 App. Lewy Allowance IW

Submiszion Options

r r
r r
Confirmation

Please confirm that these are the comect values for the 201842019 April Employer Payment Suramary
submisgion ta the Live site. Click Send to submit the data to HMRC or Back to amend the walues.

Cloze | Back |I Send I

Click Send - you will only need to do this once; this will alert HMRC that you will be claiming

the allowance.
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