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PeopleSoft Enterprise Global Payroll for
the UK Preface

This preface discusses:
» PeopleSoft products.
» PeopleSoft Enterprise Application Fundamentals.

» Global Payroll documentation.

PeopleSoft Products

This PeopleBook refers to the following PeopleSoft product: PeopleSoft Enterprise Global Payroll for the UK

PeopleSoft Application Fundamentals

Additional, essential information describing the setup and design of your system appears in a companion
volume of documentation called PeopleSoft Enterprise HRMS 9.1 Application Fundamental s PeopleBook.

See Also

PeopleSoft Enterprise HRMS 9.1 Application Fundamental s PeopleBook

Global Payroll Documentation

This section discusses:
« Global Payroll application design.
» Global Payroll documentation structure.

» Documentation roadmap.

Global Payroll Application Design

Because the structure of the Global Payroll documentation is similar to the design of the application, the best
way to understand the documentation isto review the design of the application itself.

Global Payroll is composed of two complementary parts:
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» A core payroll application that includes:

« A payroll rules engine.

» A payroll processing framework.

»  Processes and setup steps that apply to al countries.
« Country extensions that include:

« Statutory and customary objects (payroll rules, payroll processes, reports, additional country-specific
pages, and self-service applications).

«  Country-specific rules and elements.

Global Payroll Documentation Structure
Like the application, the documentation for Global Payroll consists of two parts: a core book and separate
country extension books.
Core Documentation

Like the core portion of the application, which applies to all countries and enables you to develop rules and
process a payroll regardless of location, the core book is country neutral. Thus, while it describes the core set
of tools that you can use to develop a payroll, it doesn't discuss the local country rules that have been set up
for you. For information about how PeopleSoft has extended core capabilities to meet local requirements,
refer to the country extension documentation.

Country Extension Documentation

Just as country extensions in the application address |ocal heeds, the country extensions in the documentation
cover local functionality. Thisincludes:

» Any core feature with local extensions.
»  Country-specific rule setup.

» PeopleSoft-delivered rules and tables.
«  Country-specific pages.

»  Country-specific reports.

» PeopleSoft Enterprise Human Resources Management Systems (PeopleSoft HRMS) setup, such as bank
definitions, that varies by country.

» Implementation information that varies by country.

Documentation Roadmap

The core and the country extension documentation complement each other, therefore, it isimportant to read
both sets of documentation.
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What to Read When

Y ou can approach the documentation in the following way:

« |If aprocess setup is shared between the core application and the country extension, read the core
documentation first and then the country extension documentation.

For example, banking is afeature that you first define in the core application and then often continue in
the country extension, because most country extensions have some type of banking functionality. Y ou
would first read the banking chapter in the core documentation and then the banking chapter in the
country extension documentation.

« If aprocessisset up only in the core application, read the core documentation.

« |If aprocessisset up only in the country extension, read the country extension documentation.

Documentation Audiences

We've identified the following audiences for the documentation:
« Technical

Technical readers who are interested in the technical design of the product should begin by reading the
"Introducing the Core Application Architecture” section of the core documentation, as well as the batch
processing information that is mentioned in many of the other sections.

See PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Introducing the Core Application
Architecture.”

* Functiond

Functional readers who are interested in defining rules should begin by reading the country-specific
functionality described in the country extension documentation. Functional readers can continue to learn
about how to use the tools in the core application by reading the sections on defining payroll elements,
such as earnings and deductions, in the core documentation.

+ Manageria

Managerial readers should begin by reading the introduction sections of both the core documentation and
the country extension documentation to get a high-level overview of the Global Payroll product.

Note. To fully understand Global Payroll, technical or functiona persons who are involved in the product
implementation should read the core documentation and the applicable country extension documentation in
their entirety.

PeopleBooks and the PeopleSoft Online Library

A companion PeopleBook called PeopleBooks and the PeopleSoft Online Library contains general
information, including:

« Understanding the PeopleSoft online library and related documentation.
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Xviii

How to send Peopl eSoft documentation comments and suggestions to Oracle.

How to access hosted PeopleBooks, downloadable HTML PeopleBooks, and downloadable PDF
PeopleBooks as well as documentation updates.

Understanding PeopleBook structure.

Typographical conventions and visual cues used in PeopleBooks.

I SO country codes and currency codes.

PeopleBooks that are common across multiple applications.

Common elements used in PeopleBooks.

Navigating the PeopleBooks interface and searching the PeopleSoft online library.

Displaying and printing screen shots and graphics in PeopleBooks.

How to manage the locally installed PeopleSoft online library, including web site folders.

Understanding documentation integration and how to integrate customized documentation into the library.

Application abbreviations found in application fields.

Y ou can find PeopleBooks and the PeopleSoft Online Library in the online PeopleBooks Library for your
PeopleTools release.
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Getting Started with Global Payroll for the
UK

This chapter discusses:

« Global Payroll for the UK overview.

»  Globa Payrall for the UK business processes.
« Globa Payrall for the UK integrations.

« Globa Payrall for the UK implementation.

Global Payroll for the UK Overview

Global Payroll for the UK delivers elements, rules pages, processes, and reports that work with the Global
Payroll core application to form a complete payroll package for the UK.

PeopleSoft delivers elements to manage statutory aspects of payroll such as tax, National Insurance (NI),
court orders, student loans, and statutory absence. It also provides non-statutory features, including employee
loans and share schemes, that you can use as delivered or modify to meet your organization's unique
reguirements.

See Also

Chapter 2, "Understanding Global Payroll for the UK," page 5

Global Payroll for the UK Business Processes

Thefollowing lists Global Payroll for the UK business processes.

« Tax and National Insurance.
» Court orders and student loans.
« Tax credits.

* Absence.
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« Pension contributions.

» Share save and share buy schemes.

« Employeeloans.

* Net-to-gross payments.

« Banking.

»  Paydlips.

» HM Revenue and Customs (HMRC) submissions.

We cover these business processes in the business process chapters in this PeopleBook.

Global Payroll for the UK Integrations

Global Payroll for the UK integrates with these applications through the core Global Payroll application:
»  PeopleSoft Enterprise Human Resources.

» PeopleSoft Enterprise Time and Labor.

» PeopleSoft Enterprise General Ledger.

We discuss integration considerations in the core Globa Payroll PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Working with Payee Data"

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Integrating with PeopleSoft Enterprise Time and
Labor"

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Integrating with PeopleSoft Enterprise General
Ledger"

Global Payroll for the UK Implementation

PeopleSoft Setup Manager enables you to generate alist of setup tasks for your organization based on the
features that you are implementing. The setup tasks include the components that you must set up, listed in the
order in which you must enter data into the component tables, and links to the corresponding PeopleBook
documentation.

Other Sources of Information

In the planning phase of your implementation, take advantage of all PeopleSoft sources of information,
including the installation guides, data models, and business process maps.
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See Also

Enterprise PeopleTools PeopleBook: PeopleSoft Setup Manager
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Chapter 2

Understanding Global Payroll for the UK

This chapter discusses:

Global Payroll for the UK

Glabal Payroll for the UK business processes.

Delivered elements for the UK

Archiving datafor Global Payroll for the United Kingdom.

Viewing delivered elements.

Global Payroll for the UK

Global Payroll for the UK delivers numerous elements and rules needed to run a UK payroll. Some of these
rules are specifically designed to meet legal requirements, while others support common or customary payroll
practices.

Global Payroll for the UK Business Processes

Global Payrall for the UK supports the following business processes:
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Court orders and student loans.
Tax credits.

Statutory absence.

Pension contributions.

Employee loans.

Share save and share buy schemes.
Net-to-gross payments.

Payslips.

Banking.
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Understanding Delivered Elements

Glabal Payroll for the UK defines each business process for the UK in terms of delivered elements and rules.
Some of these rules are specifically designed to meet legal requirements, while others support common or
customary payroll practices.

Creating Delivered Elements

All of the elements delivered as part of your country extension were created using the core application—the
same application you'll use both to create additional elements and (in many cases) to configure existing
elements that are delivered as part of your PeopleSoft Enterprise Global Payroll system. Because the tools
needed to redefine or create new payroll elements are fully documented in the core application PeopleBook,
we don't reproduce thisinformation here. Instead, we briefly review the relationship between the core
application (which contains the tools you need to define your own elements) and the country extensions
(which contain country-specific rules and elements defined by PeopleSoft).

The core application has the following characteristics:

« |t consists of apayroll rules engine—a flexible tool that enables users to define the rules of their payroll
system and execute payroll and absence calculations.

Glaobal Payroll does not embed payroll-specific logic or computations in application code. Instead, it
specifies al business application logic, such as earnings, deductions, absences, and accumulators, in terms
of payroll rules. Global Payroll enables users to enter and maintain payroll rules through a set of pages
and offers a comprehensive set of features that enables users to work in their preferred language or
currency.

« It provides apayroll processing framework—aflexible way to define and execute payroll and absence
processing flows, such as calendars, run types, pay periods, and process lists.

Country extensions have the following characteristics:

« They are built using the core application.

» They consist of statutory and customary abjects (country-specific payroll rules, elements, payroll
processes, reports, pages, and self-service applications).

Element Ownership and Maintenance
This section describes PeopleSoft's approach to element ownership and what this means for the maintenance

of UK payrall rules. Thisinformation helpsto clarify which parts of the system you may be required to
maintain, what you can modify, and what parts of the system you cannot change.

Understanding Ownership in Global Payroll

There are five possible categories of element ownership in Global Payroll:
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PS
Delivered/Maintained

PS Delivered/Not
M aintained

Customer Maintained

PS Deliver ed/Customer

Modified

PS Ddlivered /
Maintained / Secure

Understanding Global Payroll for the UK

Elements delivered and maintained on an ongoing basis by PeopleSoft.

Elements delivered by PeopleSoft that must be maintained by the customer. This
category consists primarily of either customary (non-statutory) rules or statutory
elements that customers may want to define according to a different
interpretation of the rules. Although PeopleSoft may occasionally update
elements defined as PS Delivered/Not Maintained, you are not required to apply
these updates.

Elements created and maintained by your organization. PeopleSoft does not
deliver rules defined as Customer Maintained.

Elements that were originally PS Delivered/Maintained elements over which the
customer has decided to take control (this changeisirreversible).

Delivered elements that the customer can never modify or control.

Understanding Element Ownership in Global Payroll for the UK

This table contains an element-by-element description of element ownership and maintenance in Global

Payroll for the UK:

Element Type

Ownership

Exceptions

Earnings PeopleSoft (PS) Delivered/Maintained
or PS Délivered/Not Maintained
Deductions PS Delivered/Not Maintained Earning Arrestment Deduction
Variables PS Delivered/Not Maintained Values that cannot be changed without
impacting the calculation.
Bracket PS Delivered/Not Maintained If the customer should not change

values, they are defined as PS
Délivered/Maintained.

Accumulators

PS Delivered/Not Maintained for
segment accumulators; otherwise, PS
Delivered/Maintained.

In general, the non-segment base
accumulators are maintained because
customers can modify the funding base
segment accumulators. However, the
following non-segment accumulators
are not PS Déelivered/Maintained:

e Accumulators for loans and
garnishments.

*  Generic accumulators.

e Accumulators for benefitsin kind.

Element Group

PS Delivered/Not Maintained

None

Process List

PS Delivered/Not Maintained

None
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Element Type

Ownership

Exceptions

Section

PS Delivered/Not Maintained

None

Formula

PS Delivered/Maintained

Exceptionsif theruleis not strictly
legal follow:

e Formulas used to create
conditional sectionsin aprocess
list and generation control
formulas are not maintained.

Note. To enable you to choose
when and how elements are
triggered, generation control
formulas and formulas used to
create conditional sections are
defined as PS Delivered/Not
Maintained.

e "Situation" formulas are used to
manage specific contracts and are
not maintained.

Note. Situation formulas are used
to control how Human Resources
fields are used in payroll
processing. To enable you to
determine how to use these fields,
situation formulas are defined as
PS Delivered/Not Maintained.

* Most generic formulas are not
maintained (except legal rules and
specific process formulas).

Note. Generic formulas are
developed as part of the country
setup feature and carry the prefix
GEN.

Array

PS Delivered/Maintained

None

Generation Control

PS Delivered/Not maintained

None. To enable you to choose when
and how elements are triggered,
generation control formulas have been
defined as PeopleSoft Delivered/Not
Maintained.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining General Element Information," Defining

Element Names
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Archiving Data for Global Payroll for the United Kingdom

Glabal Payroll for the UK generates alarge amount of result data. To keep the amount of saved data
manageable, you should periodically archive it. PeopleSoft PeopleTools delivers an archiving tool called the
Data Archive Manager. To aid you in archiving your result data using the Data Archive Manager, Global
Payroll for the UK delivers a predefined archive object (GPGB_RSLT_ARCHIVE) and an archive template
(GPGBRSLT). The delivered archive template uses queries that select data by calendar group ID
(CAL_RUN_ID field).

Note. Please use extreme caution when making changes to delivered archive objects, queries, or templates.
Any modifications can result in the loss of important data.

Additional Archiving Considerations

The following Global Payroll for the UK result datais not included in the GPGB_RSLT_ARCHIVE archive

object:
Result Data Type Data Location
Loan Results GPGB_LOAN_WA writable array

The archiving framework delivered with Global Payroll is based on calendar group ID. However, the loan
repayment period is variable and can extend across more than one tax year. Loans results data are used by the
Loan Review page to view loan history, which means that the data should be available while loans are still
active. It istherefore not practical to automatically archive loan results based on the calendar group ID.

If you want to archive this data, you can set up new archive objects, queries, and templates using the Data
Archive Manager, or you can use your own archiving solution.

The following result data are included in the GPGB_RSLT_ARCHIVE archive object, but you should
consider whether you want to archive this data:

Result Data Type Data Location
P11D results GPGB_P11DRSLT_LGPGB_P11DRSLT_MGPGB_P11
DRSLT_Stables

The P11D results data is generated by the P11D data extract tool and is normally loaded into a third-party
P11D solution. If you don't want to archive this data, you can remove the tables from the
GPGB_RSLT_ARCHIVE archive object.

See Also
PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Archiving Data"

Enter prise PeopleTools PeopleBook: Data Management, Using PeopleSoft Data Archive Manager
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Viewing Delivered Elements

The PeopleSoft system delivers a PeopleTools query that you can run to view the names of all delivered
elements that are designed for the UK. Instructions for running the query are provided in the PeopleSoft
Enterprise Global Payroll 9.1 PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How
to View Delivered Elements
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Setting Up Country Data

This chapter discusses how to:

Define ECON and SCON values.
Define pay entity details.

Set up calendars and calendar groups.
Set up process action and reason codes.
Set up P45 parameters.

Set up accumulators.

Review triggers for the UK

Set up segmentation for the UK

Set up supplementary runs.

Set up payroll administrator results.

Defining ECONs and SCONSs

To define ECONs and SCONSs, use the ECON Table GBR component (GPGB_ECON_SETUP) and the
SCON Table GBR component (GPGB_SCON_SETUP). This section provides an overview of ECONs and
SCONSs and lists the pages used to define ECON and SCON values.

Understanding ECONs and SCONs

Before you enter National Insurance details for your payees, you need to define employer contracted out
numbers (ECONSs) and scheme contracted out numbers (SCONS) for your organization.

In the United Kingdom, employees who are members of a pension scheme that meets certain criteriaare
contracted out of the state second pension and therefore entitled to arebate on their Class 1 National
Insurance Contributions (NICs). HM Revenue and Customs (HMRC) tracks these pension schemes using

ECON and SCONs. Employersthat set up such pension schemes are issued with ECONs. COMP (Contracted
Out Money Purchase) schemes are al so issued with an SCON.

In Global Payroll for the UK, you define all the ECON and SCONSs for your organization on the ECON Table
GBR and SCON Table GBR pages. Y ou select a default ECON for each pay entity on the Pay Entity Details
GBR page.
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Payees are associated with ECON and SCONs when you enter their National Insurance details on the
Maintain NI Data GBR page . The NI Category code determines whether an ECON or SCON is required (you
can also use both). The system displays the pay entity ECON, but you can override this default.

See Also

Chapter 3, "Setting Up Country Data," Defining Pay Entity Details, page 12

Chapter 9, "Defining Payee Statutory Tax and National |nsurance Details," Entering Employee National

Insurance Details, page 112

Pages Used to Define ECONs and SCONSs

Page Name

Definition Name

Navigation

Usage

ECON Table GBR

GPGB_ECON_SETUP

Set Up HRMS, Product
Related, Global Payroll &
Absence Mgmt, Pensions,
ECON Table GBR, ECON
Table GBR

Define the ECON values for
your organization. You
must ensure that the ECON
values conform to HMRC
specifications. Select the
Active check box for the
ECON valuesthat arein
use. Users can select active
ECON values only from the
Pay Entity Details GBR
page or the NI page.

SCON Table GBR

GPGB_SCON_SETUP

Set Up HRMS, Product
Related, Global Payroll &
Absence Mgmt, Pensions,
SCON Table GBR, SCON
Table GBR

Define the SCON values for
your organization. You
must ensure that the ECON
values conform to HMRC
specifications. Select the
Active check box for the
SCON valuesthat arein
use. Users can select active
SCON values only from the
Pay Entity Details GBR
page or the NI page.

Defining Pay Entity Details

12

To define pay entity details, use the Pay Entity Details GBR component (GPGB_PYENT). This section
discusses how to set up pay entity details.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining the Organizational Structure,”" Defining Pay

Entities
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Page Used to Set Up Pay Entity Details

Page Name Definition Name Navigation Usage

Pay Entity Details GBR GPGB_PYENT Set Up HRMSS, Product Define pay entity
Related, Global Payroll & | information required by
Absence Mgmt, HMRC.

Framework, Organizational,
Pay Entity Details GBR,
Pay Entity Details GBR

Setting Up Pay Entity Details

Access the Pay Entity Details GBR page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt,
Framework, Organizational, Pay Entity Details GBR, Pay Entity Details GBR).

Pay Entity Details

GBR

Pay Entity: KGPED1 GBR Pay Entity 01
Employers Name: PEQPLESOFT INC LTD
Telephone: 0118 9552000

Tax District Number: 887
Tax District Name: READING DISTRICT OFFICE
PAYE Reference: PAYE123

Mag Media Permit Number: [012345678910

EDN Sender 1D:

Default ECON: E3425638E @,

Pay Entity Details GBR page (1 of 3)
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P35 Checklist and Declaration Find | View Al First " 10f1 " Last
[+ [=]

Tax Year Beqgins In: 20086

Deductions made from subcontractors:

SMP/SPPISAP Recovery %:
NIC Comp on SMPISPPRISAP %:

Funds Recieved From HMRC to Pay |
SSPISMPISAP/SPP:

Adv Recieved from HMRC to Refund Tax: |

Deductions made from subcontractors: |

HICs/TAX paid already: |

Incentive Payment received: |

Pay Entity Details GBR page (2 of 3)

[T Is this an in-year return due to the company ceasing trading
¥ End of Year Summary - Q1

™ Did you make any "Free of tax™ payments to an employee?

" Did anyone else pay expenses or provide vouchers or benefits to any of your employees.

I Did anyone employed by a person or company outside of the LK.
r If yau have ticked’ the previous guestion, have you submitted a P14 for these employees?

™ Have you paid any of the employees pay to someone other than the employee?

- If you have ticked’ the previous guestion, have you included the payments on the employee's P147
™ Deductions made from subcontractors
I Ifyou have answered the previous question, have sufficient amounts of employment income been paid t

¥ Have you submitted an End of Year Summary (P14) for each employee or director?

I Tick if you have (or are due to have) completed form P38A, Employer's Supplementary Return.

™ Deductions made from subcontractors

Pay Entity Details GBR page (3 of 3)

Employers Name Enter the name of your organization.

Tax District Number Enter the number of the tax district that deals with the pay entity's tax records.

14 Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 3 Setting Up Country Data

Tax District Name Enter the name of the tax district.

PAYE Reference Enter the HMRC's reference number for your PAY E scheme.

Mag M edia Permit Enter your permit number for the tax year you're processing. HMRC issues
Number employers with a new permit number for each tax year.

EDI Sender ID Enter the pay entity's EDI sender ID.

Default ECON (default  Select an ECON for the pay entity. The system displays active ECONs only.

ﬁg‘rﬂ't;’gr‘)* contracted Ut goq chanter 3. " Setting Up Country Data.” Defining ECONs and SCONs, page
11,

P35 Checklist and Declaration

Update these fields for each reportable tax year. The information is used by the End of Y ear P35 reporting
process and P14 if NIC holidays have been claimed.

Tax Year Beginsin Enter the year in which the tax year starts.

Deductionsmadefrom  Enter the amount of deductions made from subcontractors during the tax year.
subcontractors

SM P/SPP/SAP Recovery Enter the rate at which statutory maternity pay (SMP), statutory paternity pay

% (SPP), and statutory adoption pay (SAP) can be recovered. This can be a partial
or full recovery according to the employers annual liability for NI. Typically this
is 92% for large employers and 100% for small employers.

NIC Comp on Enter the rate of NIC Compensation that appliesto SMP, SPP and SAP
SMP/SPP/SAP % payments. Typically thisis 0% for large employers and 4.5% for small
(National Insurance employers.

compensation on

SMP/SPP/SAP

percentage)

Total NIC Holiday, Enter the amounts, including pounds and pence, that are applicable for the tax

Funding received from  year. Thesefields relate to Part 2 (Summary) of the P35.
Inland Revenue to pay
SSP/SM P/SPP/SAP,
Advance received from
Inland Revenueto
refund tax, Deductions
made from
subcontractors, Funding
received from Inland
Revenueto pay tax
credits, and NICSTAX
already paid

Select the check boxes that apply for the tax year. These fields relate to Part 3 (Checklist) and Part 5
(Employer's Certificate and Declaration) of the P35.
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See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining the Organizational Structure," Defining Pay
Entities

Chapter 21, "Managing Other Submissionsto HM Revenue and Customs,” Understanding End of Y ear
Returns, page 260

Setting Up Calendars and Calendar Groups

This section discusses how to:
»  Set up calendars.
«  Set up calendar groups.

This section provides UK-specific information for setting up calendars and calendar groups. For general
information about setting up calendars, refer to the PeopleSoft Enterprise Global Payroll 9.1 PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Using Calendars"

Setting Up Calendars

16

For UK payroll, calendars must have these overrides:
«  TAX VR PERIOD defines the tax period.
« TAX VRBGN YR definesthe year at the start of the tax year.

« GBRVRRUN TYPE isREG for payroll or ABSfor absence processing.

Note. Y ou can set the GBR VR RUN TY PE to other values for supplementary or expenses processing.

See Chapter 3, "Setting Up Country Data," Defining Processing Elements for Supplementary Runs, page 37.

Here is an example of calendar overrides for the UK (select Set Up HRMS, Product Related, Global Payrall
and Absence Mgmt, Framework, Calendars, Calendars):
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Definition Generation Control | Excluded Elements
Pay Group: GG STD MO1  IMIS Monthly Employees Calendar ID: 3G M2004 ABS 01
Pay Entity: GG IMIE 01 IMIS Country: GBR
H )
N Values
Element Type Element Name Description
Variable v TAX VR PERIOD @ Tax Period Number +] | [=]
Variable v TAX VR BGN YR @, Used to Derive Effdt +]|[=]
Variable v GBRVR RUNTYPE @ Run Type +] | [=]

Example of Supporting Element Overrides for UK Calendars

TheformulaTAX FM EFFDT usesthe TAX VR PERIOD and TAX VR BGN YR variables (and the
frequency system element PRD FREQ NAME) to determine the tax effective date (TAX DT EFFDT). Thisis
akey date that is used in the statutory tax and NI cal culations.

The Tax Effective Dateis required to ensure that payroll and statutory reporting are accurate. The year-to-
date accumulators for tax and National Insurance are based on the date derived from TAX FM EFFDT. The
TAX DT EFFDT dateis derived from these variables that are populated by the TAX FM EFFDT formula:

« TAXVREFF DAY
« TAXVREFFMTH
« TAXVRADD YR

Note. An additional supporting element override may be required in the last period of the tax year to ensure
that directors NI is calculated on a cumulative basisin the final period. To indicate that a calendar is the last
period of the tax year, add the variable TAX VR LAST PERIOD to the Supporting Element Override page
and assign it the value Y. Directors NI is explained in the Defining Payee Statutory Tax and National
Insurance Details chapter.

See Also

Chapter 9, "Defining Payee Statutory Tax and National Insurance Details," Entering Employee National
Insurance Details, page 112

Setting Up Calendar Groups

If you are setting up a calendar group to process both absence and payroll, set up two calendars, one for
payroll and one for absence. When you define the absence calendar use the Target Calendar field on the
Definition page to identify the payroll calendar in which the processed absenceis paid.

This means that you must define the payroll calendar before you can define the absence calendar. Hereis an
example of a calendar group for the U.K (select Set Up HRMS, Product Related, Global Payroll and Absence
Mgmt, Framework, Calendars, Calendar Groups):
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Calendar Group
Calendar Group ID: GG M2006 STD 01
*Description: GBR 2006 01 - April 2006 Short Description: 2006 01
*Country: GBR OJ United Kingdom
[]Use as template [ Process by stream Processing initiated:
[ ] off Cycle [¥] Process retro triggers Processing finalized:
Bl
*Sequence *Pay Group *Calendar ID
10/ [cGSTDMO1 @, GG M2006 ABS 01 @, [#]|[=]
20 [cGGSTDMO1 @, GG M2006 STD 01 @, [#]|[=]

Example of Calendar Group for Processing Absence and Payroll

The PeopleSoft Enterprise Global Payroll 9.1 PeopleBook explains how to set up calendar groups.
See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Using Calendars®

Setting Up Process Action and Reason Codes

To define process action and reason codes, use the Process Action/Reasons GBR component
(GPGB_PRC_ACTRSN). This section provides an overview of process action and reason codes, lists
prerequisites, and discusses how to set up process action and reason codes.

Understanding Process Action and Reason Codes

18

This section discusses:
» Job data action and reason codes.
» Process action and reason page.

« Selecting actions and reasons for P45 processing.

Job Data Action and Reason Codes

When you update employee job data in the PeopleSoft Enterprise Human Resources business process, you
use action and reason codes to identify the personnel action. The action code identifies the type of change,
such as atermination or transfer, and the reason code provides more detail about the action.
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For example, you could have one action code for terminations and a set of reason codes associated to the
termination code. This table gives some examples of action and reason codes you might set up:

Action Reason Description

TER EFT Termination — end of fixed term
contract

TER CON Termination — misconduct

XFR ICT Transfer — intercompany

XFR TAF Transfer — to affiliate

Y ou can use action codes without reason codes (the reason field is not arequired field) — thisis adecision
you make during implementation. This table shows how you could create set of different action codes for

terminations:

Action Description

TER Termination

TWB Termination with benefits
TWP Termination with pay

PeopleSoft delivers a set of action and reason codes. Y ou can modify these delivered codes and set up your
own codes according to your organizational needs. These are the pages for setting up action and reason codes:

Page Navigation

Action Reason Set Up HRMSS, Product Related, Workforce
Administration, Action Reasons, Action Reason

Action Set Up HRMSS, Product Related, Workforce
Administration, Actions, Action

Reason Summary Set Up HRMSS, Product Related, Workforce
Administration, Actions, Reason Summary

See PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, " Setting Up the
Administer Workforce Business Pracess," Defining Personnel Actions and Reasons.

Process Action and Reason Page

In Global Payroll for the U.K, you may need certain processes to select employees who have rowsin job data
with particular action and reason codes. The Process Action/Reasons GBR page (Set Up HRMSS, Product
Related, Global Payroll & Absence Mgmt, Framework, Processing, Process Action/Reasons GBR) enables
you to define which of the Action and Reason codes available in job data apply to a specific payroll process.
PeopleSoft delivers data for the P45 process and to identify starters (PO1 starter identification) .
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20

Selecting Actions and Reasons for P45 Processing

The P45 Application Engine process (GPGB_P45) uses the Pracess Action and Reasons table to identify
those empl oyees who require a P45 (combined with the selection criteria you enter when you run the
process). It searches employee job data for employees with the action codes that you select on the Process
Action/Reasons GBR page. Most commonly P45s are issued to employee who have left employment.
Therefore you need to specify the action codes that you use for terminating employees. However, you may
also issue P45s in other situations and you need to ensure that these action codes are included on the Process
Action/Reasons GBR page.

It isimportant to set up the Process Action/Reasons GBR page to match the way that your HR personnel use
the action and reason codes when updating employee job data.

Important! If the Process Action/Reasons GBR page is set up incorrectly, the P45 process may not identify
employees who should be issued with a P45.

For each action code you can select which associated reason codes are processed and whether employees with
ablank reason code are selected. This table summarizes the four ways in which you can you set up the
Process Action/Reasons GBR page:

Include Blank Specified Reasons Description

Not selected Not selected Process selects any reason. It excludes employees
with ablank reason code field.

Selected Not selected Process selects any reason, including a blank
reason code field.

Not selected Selected Process selects reasons defined. It excludes
employees with a blank reason code field.

Selected Selected Process sel ects reasons defined, including a blank
reason code field.

For example, suppose you set up the action and reason codes listed in thistable:

Action Reason Description

TER EFT Termination — end of fixed term
contract

TER CON Termination — misconduct

TER UNS Termination — unsatisfactory
performance

Y ou have employees with these rows in job data:

Empl ID Action Reason

GB001 TER EFT
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Empl ID Action Reason
GB002 TER
GB003 TER CON
If the Process Action/Reasons GBR page is set up as follows:
Action Include Blank Reason Specified Reasons Reasons
TER Not selected Not selected None selected

The P45 process selects employees GB001 and GB003 only because they have reason codes. GB002 is not

selected because the employee does not have a reason code and the Include Blank check box is not selected.

If the Process Action/Reasons GBR pageis set up asfollows:

Action

Include Blank Reason

Specified Reasons

Reasons

TER

Selected

Not selected

None selected

The P45 process selects employees GB001, GB002 and GB003. Employee GB002 is now selected because
the Include Blank check box is selected

If the Process Action/Reasons GBR page is set up as follows:

Action

Include Blank Reason

Specified Reasons

Reasons

TER

Not selected

Selected

CON, UNS

The P45 process selects employees GB003 only. Employee GB002 is not selected because the employee
doesn't have areason code. GBOOL is not selected because the employee doesn't have one of the reason codes

CON or UNS.

If the Process Action/Reasons GBR page is set up as follows:

Action

Include Blank Reason

Specified Reasons

Reasons

TER

Selected

Selected

CON, UNS

The P45 process selects employees GB003 and GB002 only. Employee GB002 is now selected because
include blank is selected. Employee GB0O01 is not selected because the employee doesn't have one of the

reason codes CON or UNS.
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Selecting Action Reasons for Starter Processing

During payroll processing, Global Payroll for the UK uses the Process Action and Reasons table to identify
those employees who have a new period of employment within Global Payroll for the UK and require new
accumulators for statutory calculations and reporting. This occurs when an employee is hired, rehired, and for
certain types of transfers. Typically when an employeeis transferred into Global Payroll for the UK from an
external entity (for example, from overseas or from another country payroll), thisistreated as a new period of
employment. The PO1 Starter |dentification record lists the action and reasons that identify starters. This
information is used by Global Payroll for the UK to identify new periods of employment from a payroll
perspective.

Prerequisites

Before you can set up the action and reason codes for payroll processes you must review the job data action
and reason codes delivered by PeopleSoft. Depending on your organizational requirements you can modify
the delivered reasons or create new reason codes.

See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, " Setting Up the Administer
Workforce Business Process," Defining Personnel Actions and Reasons

Pages Used to Set Up Process Action and Reason Codes

Page Name Definition Name Navigation Usage

Process Action / Reasons
GBR

GPGB_PRC_ACTRSN

Set Up HRM S, Product
Related, Global Payroll &
Absence Mgmt,
Framework, Processing,
Process Action/Reasons
GBR, Process Action /
Reasons GBR

Define the action codes that
you want a process to
search for in employees' job
data.

Reasons

GPGB_PRC_RSN_SEC

Click the Reasonslink on
the Process Action/Reasons
GBR page.

(Optional). Select the
reasons associated with the
action code that you
selected on the Process
Action/Reasons GBR page.

Defining Process Action and Reason Codes

Access the Process Action/Reasons GBR page (Set Up HRMS, Product Related, Global Payroll & Absence
Mgmt, Framework, Processing, Process Action/Reasons GBR, Process Action/Reasons GBR).
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Process Action/Reasons GBR

Process Code: P01

*Process Description:  |Starters Identification

Bl
*Action Action Description Include Blank Reason ;zszgi:;
HIR @, Hire ¥ r [+] |[=]
REH®, Rehire ¥ r [+]|[=]
WFR @, | Transfer (I v Reasons [+]|[=]

Process Action/Reasons GBR page

Warning! PeopleSoft delivers system data for this page. Y ou can add reasons and new actions, but you must
not remove any of the delivered action codes. The P45 processes and the starter identification will not work
correctly if the required datais removed.

Process Code Displays the code for the process:
P45: To set up the action codes for the P45 process.
PO1: To set up the action codes for identifying new starters.

See Chapter 8, "Managing Starters, Leavers, and Transfers," Generating P45
Reports, page 88.

See Chapter 8, "Managing Starters, Leavers, and Transfers,”" Identifying Starters,
Leavers, and Transfers, page 85.

Action Select the action code that you want the process to search for in job data. Action
codes are defined in Human Resources tables.

See PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer
Workforce, "Setting Up the Administer Workforce Business Process," Defining
Personnel Actions and Reasons.

Include Blank Reason  Select this check box if you want the process to select employees with the action
code specified and no reason code selected. If you deselect this check box, the
process excludes employees who have no reason code (a blank field).

Specified Reasons Select this check box if you want the process to select employees with specific
reasonsin their job data. Use the Reasons page to define a set of reasons. The
process only selects employees whose job data have matching reason codes.

If you deselect this check box, the process returns employees whose job data
includes the specified action code and any reason code.

See Chapter 3, "Setting Up Country Data," Understanding Process Action and
Reason Codes, page 18.
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Reasons Click thislink to access the Reasons page where you select the reasons that the
process searches for in employees' job data. Y ou must compl ete the Reasons
page if you select the Specified Reasons check box.

Setting Up P45 Parameters

This section provides an overview of the P45 parameters and discusses how to:

» Define the default output destination for the P45L report (GPGBP45L).

»  Set up P45 parameters.

Understanding the P45 Parameters

24

This section discusses:

« The UK payroll configuration bracket.

« Defining the output destinations.

The UK Payroll Configuration Bracket

PeopleSoft delivers abracket, GBR BR CONFIG CHAR, that enables you to configure these parameters for
the P45 report:

»  Output format.
PeopleSoft delivers an application engine process and two SQR report for generating and printing P45s:
» The P45 application engine process (GPGB_P45),

Thisisthe P45 identification and production process that identifies and extracts data for the payees
who require a P45.

» The P45 SOQR report (GPGBP45) creates a PDF version of the data processed and extracted by the
GPGB_P45 process.

» TheP45L SQR report (GPGBP45L) creates a laser version of the data processed and extracted by the
GPGB_P45 process. Thisis used to print P45s on HMRC stationery.

PeopleSoft aso delivers three PSJobs for generating one or both versions of the SOR report. Using the
bracket, you define which job is run.

»  Whether the payroll administrator can specify the output destination of the GPGB_P45 process.

Thisisexplained in the next section.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 3

Setting Up Country Data

»  Whether the payroll administrator can override employees P45 leaver information to enable reprinting of

aP4s.

The P45 Leaver Information group box appears on the Maintain Tax Data GBR page. Thefieldsin this
group box are populated by the P45 process when afinal P45 is printed for the employee. Once these
fields are populated, the employee is not identified by the P45 Identification process again. Generally,
payroll administrators do not need to change the P45 Leaver Information. However, if they need to reprint
an employee's P45 for some reason, they need to delete the entriesin the Calendar Group ID and P45
Leave Date fields in the P45 Leaver Information group box.

See Chapter 9, "Defining Payee Statutory Tax and National Insurance Details," Entering Employee Tax

Details, page 105.

See Chapter 8, "Managing Starters, L eavers, and Transfers," Generating P45 Reports, page 88.

Defining Output Destinations

The default output destination for the P45 process (GPGB_P45) is the %PS_SERVDIR%\files directory. You
can override this default in two ways:

« By modifying GPGBP45.SQC.

During implementation, update GPGBP45.SQC to set the GPGBIMPORTPREFI X variable to the

absolute path where you want the GPGB_P45 process to create its output file.

« By alowing the user to specify the output path when they run the process.

The setup of the GBR BR CONFIG CHAR bracket determines whether payroll administrators can

override the default when they run the P45 process.

In addition to the output destination for the P45 process, you must set up the destination for the PA5L report
by updating the process definition.

See Chapter 3, "Setting Up Country Data," Defining the Default Output Destination for the PA5L Report

(GPGBPA45L ), page 26.

Pages Used to Set Up P45 Parameters

Page Name Definition Name Navigation Usage
Destination PRCSDEFNCNTDIST PeopleTools, Process Define the output
Scheduler, Processes, destination for the P45L
Destination SQR report (GPGBP45L).
Usually thisis aone-time
setup that you define during
implementation.
Bracket Data GP_BRACKET_DATA Set Up HRMS, Product Define the values returned
Related, Global Payroll & | by the search keys (P45
Absence Mgmt, Elements, | parameters).
Supporting Elements,
Bracket Data
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Defining the Default Output Destination for the P45L Report (GPGBP45L)

Access the Destination page (PeopleTools, Process Scheduler, Processes, Destination).

Process Definition Process Definition Qptions Cverride Options FPage Transfer E:'

Process Type: SOR Report
Name: GPITFEP1

Output Destination Options
*Type: | File ~|
Format; |HF' Format (*.lis)

*Destination Source: | Process Definition =]
Folder Name: | General | GENERAL

Output Destination: |

ID Type *Distribution ID

[User | [HCaAcPFoO04 @, | [+]|[=]

Destination page

Output Destination Enter the path and filename. Enter an absolute path, such as c:\temp\p45.txt, or a
relative path of the form: \\machinename\temp\p45.txt.

See Also

Enterprise PeopleTools PeopleBook: PeopleSoft Process Scheduler, Defining PeopleSoft Process Scheduler
Support Information

Setting Up P45 Parameters

Access the Bracket Data page (Set Up HRMSS, Product Related, Global Payroll & Absence Mgmt, Elements,
Supporting Elements, Bracket Data).

26 Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.




Chapter 3 Setting Up Country Data

Bracket Data

Element Name:

[+ =]
*Effective Date: 014011980 Eﬂ Status: Active
E

Search Key Return Column

UK Configuration Variable UK Payroll Configuration

P45 JOB GPGBP45J [+] =l

P45 PATH OVERRI N [+] (=]

P45 TAX OVERRID Y [+] =l

Bracket Data page

The variable GBR VR CONFIG has three search keys:

+ P45J0B
This defines the PSjob that runs when payroll administrators print P45s.
+ P45PATH OVERRIDE

This search key controls whether payroll administrators can select the output destination for the
GPGB_ P45 process.

+ P45 TAX OVERRIDE

This search key controls whether payroll administrators can update the fields in the P45 Leaver
Information group box on the Maintain Tax Data GBR page.

To set up the return values for the search keys:

1. For the P45 JOB search key, enter one of these valuesin the Return Column UK Payroll Configuration
field:

GPGBP45J To run the P45 process (GPGB_P45), and both SQR reports for laser output and the PDF
output.

GPGBP450 To run the P45 process (GPGB_P45) and the SQR report for PDF output.
GPGBP45B To run the P45 process (GPGB_P45) and the SQR report for laser output.

2. For the P45 PATH OVERRIDE search , enter Y or N in the Return Column UK Payroll Configuration
field.

If you enter Y, the Output File Path link is displayed on the P45 page and the P45 Identification Results
page, which enables the payroll administrator to specify the directory in which the output of the
GPGB_P45 processiis created. If you enter N, the link is not displayed and the report is printed to the
default location that is specified in GPGBP45.SQC.
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3. For the P45 TAX OVERRIDE search key, enter Y or N in the Return Column UK Payroll Configuration
field.

If you enter Y, payroll administrators can update the fields in the P45 Leaver Information group box on
the Maintain Tax Data GBR page, which enables them to reprint P45s by deleting the valuesin the fields.

If you enter N, payroll administrators can't update these fields.

Setting Up Accumulators

This section provides an overview of user keys and discusses how to:
» Track separate periods of employment.

» Track NI category changes.

»  Set up accumulator periods.

This section provides UK-specific information for setting up accumulators. For general information about
setting up accumulators, refer to the PeopleSoft Enterprise Global Payroll 9.1 PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, " Setting Up Accumulators®

Understanding User Keys

User keys enable you to track balances at various levels. Thisisimportant in the UK for tracking:

»  Separate periods of employment.

» Changes of NI category.

Tracking Separate Periods of Employment

Here is an example of an accumulator defined with user keys (select Set Up HRMS, Product Related, Global
Payroll and Absence Mgmt, Elements, Supporting Elements, Accumulators, Level):
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" Accumulator Name | Definition Members
Element Name: TAXAC THKPDYTD Tax Paid YTD Owner:  PS Mon-Mnt
O Payee (EMPLID)
® Job (EMPLIDIEMPL_RCD)
User Key Type1: | Variable v|  *KeyElement 1:[GBR VR ACCDT @,
User Key Type 2: | V| Key Element 2:| |
User Key Type 3: Key Element 3:| |
User Key Type 4: Key Element 4: | |
User Key Type 5: Key Element 5: | |
User Key Type &: Key Element E:| |

Example UK Accumulator with User Key Defined page

Tracking NI Category Changes

If an employee has a change of NI category code during the year, the Contributions Office expects to receive
the amount of NI contributions for an employee for each category code.

To enable reporting on different category codes, the NI accumulators have User Key 2 defined as the value of
the NI category code. Thisis captured in variable NI VR CATEGORY . Hereis an example (select Set Up

HRMS, Product Related, Global Payroll and Absence Mgmt, Elements, Supporting Elements, Accumulators,
Level):

" Accumulator Name | Definition Members

Element Hame: MNIAC E(E)TYTD KNI Col 1b Report LEL + Earns Owner:  PS Mon-Mnt

Accumulator Level
(&) Payee (EMPLID)
O Job (EMPLIDIEMPL_RCD)

UserKey Type1: | Variable v|  *KeyElement 1:[GBR VR ACCDT @,
UserKeyType2: | Variable v|  *KeyElement 2:[NI VR CATEGORY @,
UserKey Type3: | Variable v|  *KeyElement 3:|NI VR USER KEY 2 @,
User Key Type 4: | w | Key Element 4: | |
User Key Type 5: Key Element 5: | |
User Key Type &: Key Element 6:| |

Example UK accumulator with NI Category as a User Key
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Setting Up Accumulator Periods

For the UK, statutory year to date accumul ators:
» Begin Option is Pay Entity Fiscal.
» Pay Entity Fiscal year must be defined with a start date of April 6.

Here is an example (select Set Up HRMS, Product Related, Global Payroll and Absence Mgmt, Elements,
Supporting Elements, Accumulators, Definition):

" Accumnulator Mame Level | Members |
Element Name: TAXACTXPDYTD Tax Paid ¥TD Owner:  PS Mon-Mnt
Accumulator Period
*Period: | Yearto Date L |
*Begin Option: | Use Pay Entity Fiscal  |w |
Wainain Afer End Date
Initialize Rule Hement:| @, Humber of Months:
Accumulate Based On Accumulator Timing
*Based Om: ‘ Specified Date bt | O As Contributing Member
*Date Type: Date v O As Accumulator Is Encountered
“Date Element: TAX DT EFFOT Q, ® At End of Calculation
Retroactive Behavior Storage Option
[]Use Corrective & Al Calculations
) Absence Calculation
O Payroll Calculation
Version: P_8.80.00.00.29675

Example of an Accumulator Period Setup

Court Orders are not reported within statutory reports and therefore the fiscal YTD is not relevant. However
to ensure that the Court Order balance can be cal culated, accumulators are required to identify how much has
been deducted to date. These accumulators use a Custom Period rather than Fiscal Y ear to Date.

Reviewing Triggers for the UK

30

In Global Payroll, the mechanism used to detect online changes to data that should result in some type of
system action is called atrigger. Examples of common data changes that might use triggers are the hiring of a

new payee, a change in pay rate, and achange in job location. There are three types of triggers: iterative,
retro, and segmentation.
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Before you can use atrigger to process a payee, perform segmentation, or perform retroactive processing, you
must set up atrigger definition to tell the system that when a particular change to the database occurs, it
should generate the desired trigger. Define Trigger Event IDs on the Trigger Definitions page in the core
application.

Review the triggers delivered by PeopleSoft and decide if you need to define additional triggers for your
organization. Global Payroll for the UK delivers aretro trigger for processing starters' payments as explained

in thistable:
Type Retro Process Definition Trigger Definition Purpose
Retro Forwarding RETRO HIRE JOoB Thistrigger isused for

) ! payees whose first

Field name: ACTION payment is made several
Values. HIR, REH pay periods after the
initial Hire Date. For this
type of payment, the NI
contributions have to be
made according to the NI
code that appliesfor the
reference period.

For the retro trigger for terminations and retirement actions, the Off Set Days field on the Trigger Definitions
— Field Vaue pageis set to —1 to adjust the effective date of the trigger compared to the effective date of the

change in the JOB record. In earlier versions of Global Payroll, the trigger effective date was aways equal to
the effective date of the JOB record change.

This page shows the Offset Days setting for the UK retro trigger for JOB (select Set Up HRMS, Product

Related, Global Payroll and Absence Mgmt, Triggers, Trigger Definitions, Trigger Definitions. Click the List
Field Valueslink on the Trigger Definitions page):
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Trigger Definitions

Field Values

Record (Table) Name: JOB
Field Name: ACTION

*Sequence *Character Value

[ 1 HIR @,
[ 2 I
|3 RET @,
| 4 oa &,

(*) Do Mot Trigger
O Trigger

Trigger Event 1D: I:I

Country:; GBR United Kingdom

ks
Customize | Find | View A1 | B | 2

*Trigger Event ID

bos &
DB @&
JOB @,
boe &,

No Match on Field Value Option

First * 1-4 of 15 L | ast

RARN.
[ B B [
[ O O] [

Trigger Definitions — Field Values page for UK Retro Trigger

PeopleSoft delivers these segmentation triggers for the UK:

Type

Trigger Definition

Purpose

Period segmentation

JOB

Field names; ACTION (HIR, REH
and TER), GP_PAYGROUP, and
PAYSYSTEM_FLG

Thistrigger identifies changesin the
job data action code, changesin pay
group, and a change of the payroll
system field.

Element segmentation

JOB Field names; COMPRATE

Thistrigger identifies changesin
employee compensation.

Segmentation is discussed in more detail in the next section.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Setting Up Triggers'

Setting Up Segmentation for the UK

This section provides an overview of segmentation and discusses how to:

32
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»  Set up element segmentation.

»  Set up period segmentation.

Understanding Segmentation

Segmentation is the process of dividing a pay period into partial periods, known as segments or slices, and
calculating all or a subset of elements for each segment or dlice. Segmentation is required when thereisa
change, such as a pay increase, during the pay period that affects the calculation of elements. Global Payroll
provides two types of segmentation:

» Element segmentation

Element segmentation divides the pay period into slices and only affects the elements that you specify. In
element segmentation, the system creates only one gross-to-net result.

» Period segmentation

Used when the event that triggers the segmentation requires al elementsin the process list to be
calculated for each partial period. Period segmentation divides the pay period into segments. The system
creates separate gross-to-net results for each segment.

This section provides guidelines on setting up segmentation for the UK Refer to the PeopleSoft Enterprise
Glabal Payroll 9.1 PeopleBook for detailed information about segmentation.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Segmentation”

Setting Up Element Segmentation

During implementation, consider which of your elements require element segmentation. It'simportant that
you review the design of your primary and supporting elements and add the correct e ements to the
Segmentation Event Definition page. If element segmentation is not defined correctly, you may have some
elements that are not resolved correctly because associated supporting elements are not sliced. Here are some
guidelines to explain how element segmentation works:

+ Primary elements (earnings and deductions) that you add to the Segmentation Event Definition page are
resolved once per dlice.

»  Supporting elements that you add to the Segmentation Event Definition page are resolved once per dice.

« When you add a primary element to the Segmentation Event Definition page, the supporting elements that
are used in the definition of that primary element are a so resolved for each dlice.

«  When you add a primary element to the Segmentation Event Definition page, the accumulators to which
the element contributes are also resolved for each dlice.

However, if your accumulators have user keys you need to ensure that these are resolved per dlice. You
may need to add supporting elements to the Segmentation Event Definition page to ensure that al of the
necessary elements are resolved.
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To illustrate the importance of adding the correct supporting elements, consider the example trigger event ID
that PeopleSoft deliversfor UK element segmentation (select Set Up HRM S, Product Related, Global Payroll
and Absence Mgmt, Triggers, Segmentation Event Definitions, Segmentation Event Definition):

Segmentation Event Definition

Country: GBR United Kingdaom

Trigger Event ID: ELEMEMNT

*Description: Element Segmentation Short Description: |Element Sg

*Segment Type: Element v

*Effective Date: 01/01/2000 |5 *Status: Active v [+][=]

B

*Entry Type *Element Name Description
Eamings |+ GBR ER REGFY @, Period Eamings (] |[=]
Array v GER AR EE NI @, Employee NI Details [+] | [=]
Formula |+ GBR FM ACCDT2 @, Accumulator Date Suffix 2 (] |[=]

Segmentation Event Definition page

The earning element GBR ER REGPY isthe primary element that requires element segmentation. The array
GBR AR EE NI and the formula GBR FM ACCDT2 appear on thislist because they are used to resolve the
user keys of the accumulator GBR AC NIBL PTD to which GBR ER REGPY contributes.

If the array and the formula were not on thislist, the NI category and the hire date would not be resolved for
each slice. Thiswould lead to incorrect NI calcul ations and accumul ators without a hire date.

When you have set up the Segmentation Event Definition page for element segmentation, define the trigger
definition that links element segmentation to the relevant record. PeopleSoft delivers atrigger for the
COMPENSATION record so that if an employee's compensation is modified, element segmentation is
triggered.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Segmentation,” Setting Up Segmentation

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Setting Up Triggers,” Setting Up Trigger Definitions

Setting Up Period Segmentation
In the UK period segmentation is required only for these events:
« Hire.

* Rehire.
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« Transfers.

This varies depending on your organization structure and types of transfer.
« Termination.
« Change of pay group or payroll system.

Set up period segmentation using the Segmentation Event Definition page and the Trigger Definitions page.
Review the trigger definition delivered for the JOB record and adjust to suit your organizational requirements.

See Also
PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Segmentation,” Setting Up Segmentation

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Setting Up Triggers,” Setting Up Trigger Definitions

Setting Up Supplementary Runs

This section provides overviews of supplementary runs and processing requirements, and discusses how to
define processing elements for supplementary runs.

Understanding Supplementary Runs

In the UK, supplementary runs are used for processing items outside of the regular payroll run. Typically,
companies use supplementary runs for expenses, bonus payments, or for processing late payments. With
Glabal Payrall for the UK, there are two choices for processing outside of the normal payroll schedule. Y ou
can:

«  Set up aseparate processing framework.

To set up a supplementary run, create processing elements in the same way as for normal payroll.
Depending on the your requirements, this could include defining calendars, calendar groups, run types,
and process lists that are specifically for supplementary runs.

»  Set up off-cycle processing.

The Global Payroll core application provides the ability to define four types of off-cycle transactions:
corrections, additional payments, advances, and manual payments.

This section explains how to set up a processing framework for supplementary runs.

Refer to the PeopleSoft Enterprise Global Payroll 9.1 PeopleBook for general information about setting up
off-cycle processing. However, you should also refer to the guidelines that are provided in this PeopleBook
for using off-cycle in the UK.

See Chapter 23, "Managing Off-Cycle Payments," page 285.

See PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Managing Off Cycle Processing.”
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Understanding Processing Requirements
Before you can implement supplementary runs, you need to consider:

«  Who will be processed within a supplementary run.

Itisunlikely that all payeeswho are processed in anormal payroll will require payment in a
supplementary run. Y ou need to consider how you will limit the payees processed.

»  Which elements need to be processed within a supplementary run.
The elements that need to be processed vary according to the purpose of the supplementary run. Y ou may
not need to process al of the elements that are processed in the normal payroll.

Defining Payees Processed in Supplementary Runs

Y ou can control who is processed in supplementary runs using any of these:

« Using payeelist at calendar level.

When you set up your calendars using the Calendars component (GP_CALENDAR), you can define a
payee list on the Definition page that limits the payees processed. Thisis the recommended method.

« Using generation control at calendar level.

Use the Generation Control page in the Calendars component to set up generation controls on your
calendars.

» Using aconditional formulawithin the processing structure.
» Using positive input.

Y ou need to consider the implications of including employees who are not due payment in the supplementary
run. Payroll results are produced for all employeesidentified in the supplementary run. For those employees
who are not due payment the payroll results are zero net pay. This has a negative on payroll performance and
has potential implications for your payslips and banking.

See PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Using Calendars.”

See PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Working with Positive Input.”

See PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Calculation Elements," Defining
Generation Control Elements.

Defining Elements Processed in Supplementary Runs

Review the elements required for your supplementary runs and consider:

« If you need to create a separate process list for supplementary processing.
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If the elements need to be processed every time.

For example, regular earnings are resolved in the regular payroll but you may need these earnings to be
processed in the supplementary run if you are processing retro hire and terminations. Depending on how
you control the employees in the supplementary run, you may need conditional processing on the section
containing regular pay elements.

If generation control is needed at the element level.

Y ou may use generation control to process individual elements depending on the run type.

See PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Calculation Elements," Defining
Generation Control Elements.

See PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Processing Elements.”

Defining Processing Elements for Supplementary Runs

When you have reviewed your processing requirements for supplementary runs, set up your processing
elements:

1

4.

Identify the processlist.

Y ou may need to create a new process list for supplementary runs using the Process Lists component
(GP_PROCESS).

Create arun type for supplementary processing.
On the Run Type page, select the supplementary run process list in the Process Name field.

Define the calendars for supplementary runs and identify the payees who are processed within the
calendar.

Use the Calendars component to define your supplementary calendars. Add these variables to the
Supporting Element Overrides page:

Element Name Value

TAX VR PERIOD Enter the tax period number.

TAX VRBGN YR Enter the year in which the tax year starts.

GBRVR RUN TYPE Enter SUP, unlessit isan expenses run and you have a
run type of EXP for expenses.

Define the calendar group for the supplementary run.

Add your supplementary calendars to the calendar group.

Important! Do not select the Off-Cycle check box on the Calendar Group page for supplementary runs.
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See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Processing Elements’
PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Using Calendars"

Setting Up Payroll Administrator Results

38

The Administrator Results pages (Global Payroll & Absence Mgmt, Absence and Payroll Processing, Review
Absence/Payroll Info, Administrator Results) are configurable inquiry pages that enable administrators to
view payroll information after a payroll has been calculated.

The information displayed on these pages is controlled by alist set that you set up on the Define
Administrator Results page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt, System
Settings, Define Administrator Results). The list set defines the records that appear on the Administrator
Results pages and islinked to arole.

PeopleSoft delivers alist set for the UK that is associated with the role GP Administrator GBR. Define list
sets that are configured for your organization's roles.

The Administrator Results and the Define Administrator Results pages are discussed in the PeopleSoft
Enterprise Global Payroll 9.1 PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing and Finalizing Payroll Results," Defining
Administrator Payroll Results

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing and Finalizing Payroll Results," Viewing
Administrator Payroll Results

PeopleSoft Enterprise Global Payraoll 9.1 PeopleBook, "Managing Applications and List Sets," Setting Up
List Sets
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Defining Absence Rules

This chapter provides an overview of absence schemes and discusses how to:
«  Set up statutory sick pay.
»  Set up absence reasons.

»  Set up occupational schemes.

Understanding Absence Schemes

Global Payroll for the UK provides you with all the elements required to process these statutory absences:
» Statutory sick pay (SSP).

«  Statutory maternity pay (SMP).

« Statutory adoption pay (SAP).

« Statutory paternity pay (SPP).

Y ou can use the absence management featuresin the Global Payroll core application to create your own
absence schemes, such as for holidays. UK statutory holiday entitlement has no monetary impact on payroll;
it istherefore a human resources issue and is not delivered as a standard template by Global Payroll for the
UK Y ou can also create occupational schemes that supplement the statutory absence leave and pay.

See Also
PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Absence Elements”

Chapter 4, "Defining Absence Rules,” Setting Up Occupational Schemes, page 48

Delivered Absence Takes and Entitlements

Thistable lists the delivered absence takes and entitlements:

Absence Take Absence Entitlement Description
SMPAT1 SMP AE1 Statutory maternity pay before 6 April
2003
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Absence Take Absence Entitlement Description
SMPAT2 SMP AE2 Statutory maternity pay from 6 April
2003
SAPAT SAPAE Statutory adoption pay
SPPB AT SPPB AE Statutory paternity pay (birth)
SPPA AT SPPA AE Statutory paternity pay (adoption)
SSPAT1 SSPAE1 Statutory sick pay
OMPAT1 OMPAE1L Occupational maternity pay
OMP AE2
OSPAT1 OSP AE1 Occupational sick pay
OSP AE2

Delivered Absence Earnings

Thistable lists the delivered absence earnings for the U.K:

Name/Description Unit Rate Base % Amount

SAPER PAY Payee Level Payee Level N/A N/A N/A

SAP pay

SAP ER OFF Payee Level Payee Level N/A N/A N/A

SAP pay offset

SSP ER PAY Payee Level 100 N/A Payee N/A
Level

SSP pay

SSP ER P OFF Payee Level GBR FM MINUS | N/A N/A N/A

SSP pay offset ONE

SMPER PAY1 Payee Level Payee Level N/A 100 N/A

SMP pay higher rate

SMPER PAY2 Payee Level Payee Level N/A 100 N/A

SMP pay lower rate

SMP ER P OFF Payee Level Payee Level N/A N/A N/A

SMP pay offset
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Name/Description Unit Rate Base % Amount
SPPA ER PAY Payee Level Payee Level N/A N/A N/A
SPP (adoption) pay

SPPA ER OFF Payee Level Payee Level N/A N/A N/A
SPP (adoption) pay offset

SPPB ER PAY Payee Level Payee Level N/A N/A N/A
SPP (birth) pay

SPPB ER OFF Payee Level Payee Level N/A N/A N/A
SPP (birth) pay offset

OMPER P1 OF Payee Level GBR FM MINUS | N/A N/A N/A
OMP pay offset ONE

OMPERPAY1 Payee Level 100 N/A Payee N/A
OMP pay full-pay Level

OMPER PAY2 Payee Level 100 N/A Payee N/A
OMP pay half-pay Level

OSP ER OFFST N/A N/A N/A N/A OSP FM
OSP offset OFFST
OSP ER P OFF Payee Level GBR FM MINUS | N/A N/A N/A
OSP pay offset ONE

OSPERPAY1 Payee Level 100 N/A Payee N/A
OSP pay full-pay Level

OSPER PAY2 Payee Level 100 N/A Payee N/A
OSP pay half-pay Level

This section discusses:

e Formulasfor SSP.

Delivered Supporting Elements

e Formulasfor SMP and SAP.

* Formulasfor SPP.
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Formulas for SSP

This table describes the day formula and formulas for checking PIW and waiting days:

Formula Description

SSPFM MIN ABSENCE Determines whether an absence entry qualifiesasaPIW (4 or more
consecutive calendar days). Thisformulais resolved once per absence
entry.

SSPFM WAIT DAYS Calculates the number of remaining days of absence before the waiting

days requirement is met.

SSPFM DAY The day formulais resolved for each day of an absence entry. SSP FM
DAY determines whether the employeeis disqualified for SSP. It calls the
formula SSP FM DISQUALIFY that checks certain conditions:

» Employee not on maternity leave.

«  Absence not caused by pregnancy-related illness within 4 weeks of the
EWC.

e PIW does not span more than 3 years.
»  Employee not terminated.

« Disgudlification date in absence entry.

This table describes the main formulas used to process the SSP entitlement:

Formula Description

SSP FM COND ENT The conditional resolution formulais resolved once per absence entry. It
checks employee's eligibility. Thisformula calls the formula SSP FM
ENTITLED.

If the employee isnot eligible for paid leave, the system creates an absence
entry of unpaid. No earning is generated.

SSPFM ENTITLED Thisformula calls the following formulas to determine if the employee
meets criteriafor SSP

e SSPFM HR ENTITLED checks whether the employeeis aged 16 or
over, and under 65.

* SSPFM EARNINGS determines whether the employee's average
earnings are at or abovethe LEL.

e SSPFM USER COND isfor company-specific SSP criteria. For
example, if you have criteriafor notification of absence that
employee's must meet to qualify for SSP, use SSP FM USER COND
to check for this condition.

Formulas for SMP and SAP
This table describes the day formulas for SMP and SAP:
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Formula Description

SMP FM DAY 2 The day formulais resolved for each day of an absence entry. However,
SMP is paid weekly, not daily, and employees must be absent for 7
consecutive days to be eligible for SMP. The day formula, SMP FM
DAY 2, therefore resolves to true after a7 day period. If an employee
returns to work for a part of aweek, SMPis not paid and the system
doesn't generate SMP earnings for that week.

SAPFM DAY The day formulais resolved for each day of an absence entry. However,
SAP ispaid weekly, not daily, and employees must be absent for 7
consecutive days to be eligible for SAP. The day formula, SAP FM
DAY, therefore resolvesto true after a 7-day period. If an employee
returns to work for a part of aweek, SAP isnot paid and the system
doesn't generate SAP earnings for that week.

This table describes the main formul as used to process the SMP and SAP entitlement elements:

Formula Description

SMP FM COND ENT The conditional resolution formulais resolved once per absence entry to
determine the employee's eligibility. The formula checks:

¢ Average earnings compared to the LEL.
¢ Human Resources maternity information.

If the employeeis not eligible for paid |eave, the system creates an
absence entry of unpaid. No earning is generated.

SMP FM ENT WEEKS The entitlement formulais resolved once per absence. It calculates the
initial entitlement or adjusts entitlement if there has been a break in
maternity leave and the employee returns to work for a period.

If the employee has entitlement remaining when you run the payroll
process, it generates earning SMP ER PAY 1 or SMP ER PAY 2.

SAPFM COND ENT Checks employee's digibility for SAP. This formula checks average
earnings.

If the employeeis not eligible for paid |eave, the system creates an
absence entry of unpaid. No earning is generated.

SAPFM ENT CALC Calculates theinitial entitlement or adjusts entitlement if there has been
abreak in adoption leave and the employee returns to work for a period.

If the employee has entitlement remaining, when you run the payroll
process, it generates earning SAP ER PAY.

Formulas for SPP

This table describes the day formula for SPP (birth) and SPP (adoption):
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Formula

Description

SPP FM DAY

The day formula, SPP FM DAY, resolvesto true after a 7-day period
because SPP is aweekly payment. Employees must be absent for 7
consecutive days to be eligible for SPP.

If an employee returns to work for a part of aweek, SPP is not paid and
the system doesn't generate an earning for the absence.

This table describes the main formul as used to process the SPPB and SPPA entitlement elements:

Formula

Description

SPPB FM COND ENT
SPPA FM COND ENT

Checks employee's eligibility for SPP. This formula compares the
employee's average earnings with the LEL.

If the employeeis not eligible for paid |eave, the system creates an
absence entry of unpaid. No earning is generated.

SPPB FM ENT CALC
SPPA FM ENT CALC

Calculates theinitia entitlement. If the employee has entitlement
remaining, when you run the payroll process, it generates the earning
SPPB ER PAY for SPP (birth) or SPPB ER PAY for SPP (adoption).

Process Lists and Sections

Global Payroll for the UK deliversthe process list, GBR PR ABSENCE, for processing absences. Thistable
lists the sections in this process list that are required for processing statutory absence:

Section Description

GBR SE ABS SETUP This section is similar to the setup section for payroll,
GBR SE SETUP. It includes elements that store
information such as employee statutory details, the run
type, and other calendar information. This section must be
first in the absence process list.

SMP SE BRACKET Includes one element, the bracket SMP BR STAT RATE,
which stores the rates for SMP. This section isrequired
for processing SMP and must appear in the process list
before the sections SMP SE1 or SMP SE2.

SMP SE1 Processes the absence take SMP AT1 that was used for
SMP prior to 6 April 2003.

SMP SE2 Processes the absence take SMP AT2. Use this section for
SMP after 6 April 2003.

SSP SE1 Processes the absence take SSP AT1.
SPP SE Processes the absence takes SPPA AT and SPPB AT.
SAP SE Processes the absence take SAP AT.
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Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 4

Defining Absence Rules

Section

Description

GBR SE POSTABSENCE

This section contains the writable array GBR WA EE
RSLT that writes the results of the absence processing to
the UK resultstable. This section must be the last section
in the absence process list.

Viewing Delivered Elements

The PeopleSoft system delivers aquery that you can run to view the names of all delivered elements designed
for the United Kingdom. Instructions for running the query are provided in PeopleSoft Enterprise Global

Payroll 9.1 PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How
to View Delivered Elements

Common Elements Used in This Chapter

SSP (statutory sick pay)

SMP (statutory maternity
pay)

SAP (statutory adoption
pay)

SPP (statutory paternity
pay)

EWC (expected week of
childbirth)

The minimum level of sick pay that you must pay to most employees who are
absent from work due to sickness for four or more calendar daysin arow.

The minimum level of maternity pay to most employees who are absent from
work to have a baby.

SMP isaweekly payment, and the payment is made in multiples of weeks,
regardless of the frequency with which the employeeisusually paid. SMPis
sometimes paid in alump sum at the start of the maternity leave period. SMP
applies to whole weeks starting on a Sunday through to Saturday. If the employee
isineligible for even one day during aweek, then no payment is made for that
week.

The minimum level of adoption pay that you must pay to employees who are
absent from work after adopting a child.

The minimum level of paternity pay that you must pay to employees. There are
two types of paternity pay:

SPP (birth) is paid to employees who are absent from work to care for a baby or
support the mother in the first few weeks after the birth.

SPP (adoption) is paid to employees who are jointly adopting a child with their
partner, or whose partners are adopting a child.

The week when an employee's baby is due. This date is always the Sunday of the
week in which the baby is due.
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MW (matching week)

QW (qualifying week)

PIW (period of
incapacity for work)

APP (adoption pay
period)

M PP (maternity pay
period)

PPP (paternity pay
period)

OSP (occupational sick
pay)

OMP (occupational
maternity pay)

Chapter 4

The week when an employee is notified by the adoption agency that he or sheis
matched with a child.

The fifteenth week before the EWC.

To qualify for SSP, an employee must be absent due to sickness for four
consecutive calendar days or more.

The period during which SAP can be paid. The APP can start on the date that the
child is placed or up to two weeks prior to the expected placement date.

The period during which SMP can be paid. The MPP can start between the
eleventh week before the EWC and the Sunday following the birth. The start of
the MPP is affected if the employeeis absent with a pregnancy-related illness
during the four-week period before the EWC or if the child is born early.

The period during which SPP can be paid. PPP can start only after the birth of the
child or after the child is placed with the adopter.

Employers can opt out of paying SSP and provide employees with sick pay,
which is at least equal to the statutory sick pay entitlement.

Employers can opt out of paying SMP and provide employees with occupational
maternity pay, which is at least equal to the statutory maternity pay entitlement.

Setting Up Statutory Sick Pay

Statutory sick pay (SSP) is only paid to employees for qualifying days. Typically, qualifying days are the
days that the employee works. However, some companies may agree with their employees qualifying days
that differ from actual working days. For this reason, you need to define work schedules specifically for SSP
processing. These SSP schedules are assigned to the alternate work schedule.

Alternate work schedules are specified on the Pay Group Name page, but can be overridden at the payee

level.

To set up work schedules for SSP:

1. Create schedule definitions using the delivered SSP workdays.

We deliver definitions for the shifts and workdays for one to seven qualifying days per week. Use the
Schedule Definition component to define the schedules. Navigate to this component as follows: Set Up
HRMS, Product Related, Global Payroll & Absence Mgmt, Schedules, Definitions.
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2. Assign these SSP work schedulesto pay groups and payees.
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Assign the SSP schedule to a pay group on the Pay Group Name page. Navigate to the pay group
definition as follows. Set Up HRMS, Product Related, Global Payroll & Absence Mgmt, Framework,
Organizational, Pay Groups, Pay Group Name. Select the SSP schedule ID in the Alternate Schedule ID

field.

Y ou can override the aternate work schedule at payee level using the Assign Schedule page (Global
Payroll & Absence Mgmt, Payee Data, Create Overrides, Assign Work Schedule). Use the Alternate

Details tab to override the pay group default.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Using Schedules'

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining the Organizational Structure,”" Defining Pay

Group Parameters

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Using Schedules," Assigning Work Schedules

Setting Up Absence Reasons

To define absence reasons, use the Absence Reasons GBR component (GPGB_ABS TYPE). This section
discusses how to define absence reasons.

Page Used to Define Absence Reasons

Page Name

Definition Name

Navigation

Usage

Absence Reasons GBR

GPGB_ABS TYPE

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Elements,
Absence Elements, Absence
Reasons GBR, Absence
Reasons GBR

Define an absence type and
enter absence codes that
further define the absence.
For example, if you have an
employee who is absent
from work due to sickness,
record the type of sickness:
flu, stomach bug, and so on.

Defining Absence Reasons

Access the Absence Reasons GBR page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt,
Elements, Absence Elements, Absence Reasons GBR, Absence Reasons GBR).
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Absence Reasons
GBR

Absence Type: SCK

Description: sicknes
B
Absence Code |Description

1|FLU Flu +]|[=]
Absence Reasons GBR page
Absence Type Displays the name of the Absence Type that you enter.
Absence Codes
Absence Code Enter any Absence Code that further defines the Absence Type that you creste.

Note. Absence reasons are not required for processing statutory absence.

Setting Up Occupational Schemes

PeopleSoft delivers all the elements required to record and process statutory absences. However, many
organizations in the UK have their own company schemes that pay employees absence pay and leave that
exceeds the statutory minimum. This section discusses:

«  Absence mapping.

« Designing occupational schemes.

Understanding Absence Mapping

To create an occupational scheme, you can use the mapping functionality provided in the core application to
tie company absence takes to the delivered statutory absence takes. Mapping enables you to:

» Create one absence entry, but process the statutory absence take and company-specific absence take
together.

» Track statutory absence pay and leave separate from the occupational absence pay and leave.

Define mapping on the Day Formula page in the Absence Take component. When the system processes
absences that are mapped, it:
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» Creates separate rows in absence data for each absence take.
» Checks and updates the entitlement balance for each absence take.
» Generates separate earnings (according to the element definitions).

This makes it easy to distinguish the statutory pay and entitlement balance from the occupational pay and
entitlement balance. Using mapping, companies that provide their own occupational schemes can track the
statutory absence pay if they reclaim the statutory amount (or a percentage of the statutory amount) from HM
Revenue and Customs (HMRC).

Thistable lists the delivered absence mapping:

Statutory Absence Take Mapped to Absence Take

SSPAT1 OSPAT1

Note. The OSP and OMP elementsthat are delivered are simple examples only. In addition, the OMP AT1
element is not designed to work with the SMP AT2, which is the absence take that should be used for SMP
after April 6, 2003.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Absence Elements," Selecting the Day
Formula, Linked Earnings and Deductions, and Other Take Elements

Designing Occupational Schemes

Copyright

To create an occupationa scheme, you need to design and define:

* Absencetake
For absence takes, you need to consider how to define the following:
« Day Formula
The day formula evaluates each day of an absence event to determine the units for the absence day.
«  Wait days, minimum absence, or linking (if required).

For statutory absences, wait days, minimum absence and linking only apply for SSP. Depending on
your company terms and conditions, you may need to define formulas that check these criteria.
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Absence entitlement

Y ou need to consider the following:

» Entitlement type (per-absence or frequency based). The UK statutory absence entitlements are defined
as per-absence entitlements. However, you may have a requirement for a frequency-based entitlement
if employees accrue their entitlement or entitlement isfor afixed period per year.

« Conditional resolution formula
Thisformulais required for per-absence entitlements to determine igibility for paid absence.
+ Entitlement formula
This formula determines the employee's entitlement balance.
Absence earning
Mapping
Y ou can implement mapping in one of two ways:
« By mapping the occupational absence take to the statutory absence take.
» By mapping the statutory absence take to the occupational absence take.
Organizational and processing framework.

PeopleSoft delivers a processing framework as atemplate only. Y ou can create your own process lists and
sections or modify the delivered framework.

Warning! If you use mapping, you must ensure that your process lists are set up with the main absence
take is processed before the mapped absence.
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This chapter discusses how to:
» Define elementsto display on paydlips.
« Assign payslips to pay groups.

Note. An employee self-service payslip is aso available to Global Payroll for the UK customers. This type of
paydlip enables employees to log on and view their paydlips once they have been finalized. Although the
employee self-service paydip is part of PeopleSoft Enterprise ePay, you set up this paydip just as you would
the payroll users payslip—within Global Payroll for the UK—according to the instructions provided in this
chapter.

See Also

PeopleSoft Enterprise ePay 9.1 PeopleBook, "Managing Pay Information for Global Payroll," (GBR)
Viewing Paydlips Online

Defining Elements to Display on Payslips

To define the elements displayed on paydips, use the Templates GBR component (GPGB_PSLIP D PNLG).
This section lists common elements and lists the pages used to define payslip elements.

Common Elements Used in This Section

Paydlip ID The paydlip ID that you entered to access the page.
Payslip Element Order  Enter the order in which the elements on your payslip are to appear.
Paysdlip Description Enter a description for the element. This description will appear on your payslip.

Detail Element Type A Detail Element Typeis an element that adds detail to the information displayed
on the paydlip (an example would be the NI Category). After selecting the type of
detail element, you must select a specific element belonging to the defined type
(aspecific variable, for example) in the Detail Element field.
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Detail Element

Entry Type

Current Balance

YTD Balance (year-to-
date balance)

Chapter 5

Enter the name of a specific element belonging to the element type specified in

the Detail Element field.

Select the type of element that you are using:
Abs Entitl (absence entitlement)

Abs Take (absence take)
Accumulatr (accumulator)
Array,

Auto Assgn(auto assign)
Bracket

Deduction

Duration

Earnings

Formula

Rate Code

Seg Accm (segment accumul ator)
SystemElem (system element)

Variable.

Note. On the Paydlip Positive Input Definition, Paydip Arrears Definition, and
Paydlip Retro Delta Def pages, select only earnings or deductions elements.

Enter the element name that you want to use to calculate the current balance for

that month.

Enter the element name that you want to use to calculate the year-to-date balance.

Pages Used to Define Payslip Elements

Page Name

Definition Name

Navigation

Usage

Paydlip Earnings Definition

GPGB_PSLIP_D_ERNS

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Payslips,
Templates GBR, Paydlip
Earnings Definition

Define the earnings that you
want to display on your
payslip, aswell asthe order
in which those elements
should appear.

Paydlip Pre Tax Deductions

GPGB_PSLIP_D_PTXD

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Paysdlips,
Templates GBR, Paydlip
Pre Tax Deductions

Define the pre-tax
deductions that you want to
display on your paydlip, as
well asthe order in which
those deductions should

appear.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.




Chapter 5

Setting Up Payslips

Page Name

Definition Name

Navigation

Usage

Paydlip After Tax
Deductions

GPGB_PSLIP_D_ATXD

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Paydlips,
Templates GBR, Paydlip
After Tax Deductions

Define the after-tax
deductions that you want to
display on your paydlip, as
well asthe order in which
those deductions should

appear.

Paydlip Tax Definition

GPGB_PSLIP_ D_TAX

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Paydlips,
Templates GBR, Paydlip
Tax Definition

Define the tax elements that
you want to display on your
payslip, aswell asthe order
in which those elements
should appear.

Paydlip National Insurance

GPGB_PSLIP_D_NI

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Paydlips,
Templates GBR, Paydlip
National Insurance

Define the National
Insurance elements that you
want to display on your
payslip, aswell as the order
in which those elements
should appear.

Paydlip Balances Definition

GPGB_PSLIP_D_BALS

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Paydlips,
Templates GBR, Paydlip
Balances Definition

Define the balance elements
that you want to display on
your paydlip, aswell asthe
order in which those
elements should appear.

Payslip Positive Input Def.
(paydlip positive input
definition)

GPGB_PSLIP_D_POS|

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Paydlips,
Templates GBR, Paydlip
Positive Input Def.

Define the positive input
elements that you want to
display on your paydlip, as
well asthe order in which
those elements should

appear.

Paydlip Arrears Definition

GPGB_PSLIP D_ARR

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Paydlips,
Templates GBR, Paydlip
Arrears Definition

Define the arrears that you
want to display on your
payslip, aswell asthe order
in which those arrears
should appear.

Paydlip Retro Delta Def.
(paydlip retro delta
definition)

GPGB_PSLIP_D_RTO

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Payslips,
Templates GBR, Paydlip
Retro Delta Def.

Define the retro payments
that you want to display on
your payslip, aswell asthe
order in which those
payments should appear.

Assigning Payslips to Pay Groups
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Once you have designed your payslip, you must assign the paydip to a pay group using the Payslip Definition
by Pay Group component (GPGB_PSLIP_GP_PNLG). This section discusses how to assign created payslips

to pay groups.
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Page Name Definition Name Navigation Usage
Apply Template to GPGB_PSLIP_GRP Set Up HRMSS, Product Assign created payslipsto a
Paygroup GBR Related, Global Payroll & | pay group. Each pay group
Absence Mgmt, Paydlips, can haveits own paydlip.
Apply Template to
Paygroup GBR, Apply
Template to Paygroup GBR

Assigning Created Payslips to Pay Groups

Accessthe Apply Template to Paygroup GBR page (Set Up HRMS, Product Related, Global Payroll &
Absence Mgmt, Paysdlips, Apply Template to Paygroup GBR, Apply Template to Paygroup GBR).

Apply Template to

Paygroup GBR
Pay Group: KGPGMOMTHT GBR Monthly Pay Group
+|[=
Effective Date: 01/01/2000 E‘:' J J
Self Service PaysliplD:  [KGIVT @, UK IVT PaySlip
Payroll Users Payslip ID:  [KGIVT @, UK IVT PaySlip
Printed Payslip ID: KeVT (& T Paysiip

Apply Template to Paygroup GBR page

Self Service Paydip ID  Select the self-service payslip that you want to assign to the pay group.
Payroll UsersPaydip ID Select the payroll users payslip that you want to assign to the pay group.

Printed Paydlip ID Select an ID for the printed paydlip (a printed payslip may not have the same
setup as the payroll users or self-service paydlip, so it needs its own definition

and I1D).
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Setting Up Share Schemes and Loans

This chapter provides overviews of share schemes and employee loans and discusses how to:

Modify and update share scheme deductions.
Set up share schemes.

Modify and update the loan deduction.

Set up loan types.

Schedule the Update Loan End Date process.

Understanding Share Schemes

This section discusses:

Delivered share scheme deductions.
Process lists and sections.

Viewing delivered elements.

Delivered Share Scheme Deductions

This table lists the deduction elements delivered for share schemes:

Name/Descriptio | Unit Rate Base % Amount

n

SSDD SVEAA | N/A N/A N/A N/A Payee Level
Share Save

Actua Amount

SSDD SVENA | N/A N/A N/A N/A Payee Level
Share Save

Norma Amount
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Name/Descriptio | Unit Rate Base % Amount
n

SSDD BUY AA | N/A N/A N/A N/A Payee Level

Share Buy Actua
Amount

SSDD BUY NA | N/A N/A N/A N/A Payee Level

Share Buy
Norma Amount

SSDD BUY AP | N/A N/A Payee Level Payee Level N/A

Share Buy Actual
Percentage

Y ou can modify the delivered deductions or create your own. Link deductions to share schemes on the Define
Share Schemes GBR page.

Note. It is not mandatory to store both the actual amount and normal amount. Only the actual deduction field
isrequired on the Define Share Schemes GBR page.

See Also

Chapter 6, "Setting Up Share Schemes and Loans," Setting Up Share Scheme Definitions, page 61

Delivered Share Scheme Earnings

Thistable lists the earnings delivered for share scheme refunds and share sales:

Name/Descriptio | Unit Rate Base % Amount
n

SSER SVECR N/A N/A N/A N/A Payee Level

Share Save
Contribution
Return

SSER SVERB N/A N/A N/A N/A Payee Level

Share Save
Residua Balance

SSERBUY CR | N/A N/A N/A N/A Payee Level

Share Buy
Contribution
Return
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Name/Descriptio
n

Unit

Rate

Base

% Amount

SSER BUY RC

Share Buy
Residual Cash

N/A

N/A

N/A

N/A Payee Level

SSERBUY TX

Share Buy
Taxable Sale

N/A

N/A

N/A

N/A Payee Level

SSERBUY NT

Share Buy Non-
Taxable Sale

N/A

N/A

N/A

N/A Payee Level

Note. If you want to use any of these earnings to refund contributions, use positive input to process the

earning. The amounts are not calculated by Global Payroll for the UK

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Working with Positive Input"

Delivered Supporting Elements

Thistable lists two key supporting elements used in the definition of the delivered share scheme deductions
and share schemes:

Element Type

Element Name

Description

Accumulator

SSACBUY

The accumulator that is used to
calculate contributions based on a
percentage of earnings. The
accumulator is associated with the
share buy scheme on the Define Share
Schemes GBR page. Y ou can use the
delivered accumulator or define your
own for use with your organization's
share schemes.

See Chapter 6, "Setting Up Share
Schemes and Loans," Setting Up
Share Scheme Definitions, page 61.

Formula

SSFM POST

A post process formula attached to all
the share scheme deductions. It
contains rules for suspending
contributions during maternity leave,
insufficient earnings, leaver and limits
processing.
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See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Earning and Deduction Elements," Defining
Calculation Rules for a Deduction Element

Process Lists and Sections

These sections are delivered for share scheme processing:

+ GBR SE SHAREBUY
This section is processed before tax because share buy contributions are pre-tax deductions.
« GBR SE SHARESAVE

This section processes share save contributions, which are post-tax deductions. If you set up your own
sections and process lists, you must ensure that the share save scheme section is processed after the
statutory deduction sections for tax, NI, court orders, and student loans. Generally, share save
contributions are al so processed after company loans.

These sections are included in the GBR PR PAYROLL process list.

Viewing Delivered Elements

The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed
for the United Kingdom. Instructions for running the query are provided in PeopleSoft Enterprise Global
Payroll 9.1 PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing Delivered Elements,” Understanding How
to View Delivered Elements

Modifying and Updating the Share Scheme Deductions

58

The deductions delivered for share scheme contributions have ownership set to PS Delivered/Not Maintained.
Share scheme deductions are not statutory deductions and therefore the rules associated with the deductions
vary according to company policies.

Y ou can use the delivered elements, or create your own deduction elements using the delivered elements as a
template. During implementation, you need to consider how many deduction elements you want to use for
share schemes. It is possible to create different deductions for each share scheme definition, or use the same
deduction for multiple share schemes. If you use the same deduction for multiple schemes, the system uses
the multiple resolutions feature to process the deduction. The decision to use multiple deductions or multiple
resolutions has implications for setting up deduction recipients. Thisis explained in the banking chapter of
this PeopleBook.
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Note. If you create new deduction elements for share schemes, you must attach the post process formula, SS
FM POST, to the deduction.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Earning and Deduction Elements," Defining
Calculation Rules for a Deduction Element

Chapter 17, "Running the Banking Processes," Setting Up Deduction Recipients, page 202

Setting Up Share Schemes

To set up share schemes, use these components: Define Share Scheme Types GBR (GPGB_SS TYPES),
Define Share Scheme Limits GBR (GPGB_SS LIMITS), and Define Share Schemes GBR
(GPGB_SS DEFN). This section discusses how to:

»  Set up share scheme types.
»  Set up share scheme limits.

»  Set up share scheme definitions.

Pages Used to Define Share Schemes

Page Name Definition Name Navigation Usage
Define Share Scheme Types| GPGB_SS TYPE Set Up HRMS, Product Set up share scheme type
GBR Related, Global Payroll & IDs.

Absence Mgmt,

Allowances/Other Benefits,
Define Share Scheme Types
GBR, Define Share Scheme

Types GBR
Define Share Scheme GPGB_SS_LIMITS Set Up HRMS, Product Define the minimum and
Limits GBR Related, Global Payroll & | maximum contributions for
Absence Mgmt, each type of share scheme.

Allowances/Other Benefits,
Define Share Scheme
Limits GBR, Define Share
Scheme Limits GBR

Define Share Schemes GBR | GPGB_SS DEFN Set Up HRMS, Product Set up the rules of share
Related, Global Payroll & | schemes, including the
Absence Mgmt, scheme duration,
Allowances/Other Benefits, | contribution limits,
Define Share Schemes deductions elements, and
GBR, Define Share rules for processing leavers
Schemes GBR and contribution holidays.
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Setting Up Share Scheme Types

Access the Define Share Scheme Types GBR page (Set Up HRMSS, Product Related, Global Payroll &
Absence Mgmt, Allowances/Other Benefits, Define Share Scheme Types GBR, Define Share Scheme Types
GBR).

Define Share Scheme Types GBR

A IH] . 3
Customize | Find | Wiew All | L7 | ¥ First 1-20f 2 Last

*Scheme Type ID  |Status Description Share Scheme Type
1|GG SAYE [Active =| [share Save | Share Save (savE) =] | [F] [=]
2|GG sBUY [Active =] [Share Buy | share Buy E |[#|=

Define Share Scheme Types GBR page

Scheme Type D Enter the identifier for the share scheme type.

Share Scheme Type Select the share scheme type: Share Save (SAYE) or Share Buy.

Setting Up Share Scheme Limits

Access the Define Share Scheme Limits GBR page (Set Up HRMS, Product Related, Global Payroll &
Absence Mgmt, Allowances/Other Benefits, Define Share Scheme Limits GBR, Define Share Scheme Limits

GBR).

Define Share Scheme Limits GBR

Scheme Type ID: GG SAYE Share Save

Find | View All First * 1 of2 LA Last
*Effective Date: 04/01/2004 |[5 [+] [=]
Monthly Minimum: | 2.00 Monthly Maximum: | 250.00
VWeekly Minimum: | 1.25 Weekly Maximum: | 62.50

Annual Maximum: |

Define Share Scheme Limits GBR page

Use this page to set up and maintain the HM Revenue and Customs (HMRC) statutory share scheme limits
that identify the minimum and maximum contributions that can be made to share save and share buy schemes.
Share scheme limits define the total contributions to share schemes of the same type. The limits do not apply
per share scheme. Therefore if a payee contributes to more than one share scheme of the same type, the
system compares the total contributions with the limits on this page.
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The HMRC statutory share scheme limits are delivered as sample data, but you must maintain this data.

Monthly Minimum and Enter the minimum and maximum contribution allowed per month. If you enter

Monthly Maximum

Weekly Minimum and
Weekly Maximum

Annual Maximum

Maximum Per centage

monthly limits, you cannot specify an annual limit.

Enter the minimum and maximum contribution allowed per week. If you enter
weekly limits, you cannot specify an annual limit.

Enter the maximum contribution allowed per year. If you enter an annual
maximum, you cannot specify weekly or monthly limits.

Enter the maximum percentage of earnings that payees can contribute to share
buy schemes. Thisfield is not displayed if the share scheme type ID is defined as
ashare save scheme (SAYE).

Y ou specify which earnings are included in the cal culation when you set up the
share buy scheme rules on the Define Share Schemes GBR page. The
Accumulator field specifies the accumulator that stores the relevant earnings.

Setting Up Share Scheme Definitions

Access the Define Share Schemes GBR page (Set Up HRMS, Product Related, Global Payroll & Absence
Mgmt, Allowances/Other Benefits, Define Share Schemes GBR, Define Share Schemes GBR).

Define Share Schemes GBR

Scheme ID; 5503 *Description:
*Begin Date: 04/01/2003 [31 -Reference: 5503

End Date: 03/31/2008 [5

Scheme Type: G03 SAYE Share Save

Option Price: 10.00 Currency: Iﬁe\ Actual Price: 12.00 Currency: Iﬁe\

¥ Inland Revenue Approved

Scheme Duration (Months)

|Share Save Scheme 03

™ Enrolment Locked

Duration: |

60 Extension Period: |

r Employee Override Max Duration; |
Contribution Limits
Monthly Min: | 6.00 Monthly Max: | 120.00
Weekly Min: | 200  Weekly Max: | 30.00

Define Share Schemes GBR page (1 of 2)
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Payroll Processing
Dedn Actual: [SS DD SVE AA @, Share Save Actual Amount
Dedn Due: |SS DD SVE NA @, Share Save Mormal Amount

™ maternity Contribution Suspend
Insufficient Earnings

% Deduct Zero
" Deduct Amount Available

Leaver Processing

" Process in Final Pay Period
¥ Process if Employed Final Pd
" Do Not Process in Final Pay Pd

Contribution Holiday

¥ Holiday Allowed
" Extend Scheme Period
¥ Employee Settle Direct

Define Share Schemes GBR page (2 of 2)

Reference Enter an identifier for the share scheme.

Scheme Type Select the scheme type from the share scheme types you defined on the Share
Scheme Type page. The scheme type you select affects the fields that are
displayed on this page.

Option Price Enter the price at which payees have the option to purchase shares and select the

currency code for the shares. Thisfield isonly displayed if the share scheme type
is defined as a share save scheme (SAYE). The price isfor information only. Itis
not used in processing.

Actual Price Enter the actual share price that applies at the scheme Start Date and select the
currency code. Thisfield isonly displayed if the share scheme type is defined as
a share save scheme (SAYE). The priceisfor information only. It isnot used in

processing.
Inland Revenue Select this check box if the share scheme is approved by HMRC.
Approved
Enrolment Locked Select this check box when the enrolment period is closed and payees can no

longer join this scheme.

Scheme Duration (Months)

This group box isonly displayed if the share scheme typeis defined as a share save scheme (SAYE).
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Duration Enter the duration, in months, of the share scheme.

Extension Period Enter the duration, in months, of the extension period if applicable to the scheme.

Thisisthe period from the scheme end date in which payees who are enrolled in
the scheme can either continue contributing or leave funds and bonus in the

scheme.

Employee Override Select this check box if the rules of the scheme allow the duration to be defined

at the employee level. Y ou must enter a maximum duration if you allow
employee overrides.

Max Duration Enter the maximum duration, in months, if the share scheme allows duration to

(maximum duration) be defined at employee level.

Contribution Limits

This group box isonly displayed if the share scheme typeis defined as a share save scheme (SAYE).

Monthly Min (monthly  Enter the minimum and maximum monthly contribution.
minimum) and Monthly
Max (monthly maximum)

Weekly Min (weekly Enter the minimum and maximum weekly contribution.
minimum) and Weekly
Max (weekly maximum)

Contribution Basis

This group box is only displayed if the share scheme type is defined as a share buy scheme.

Basis Select the basis for the contribution:
Fixed Amount: Contributions are a fixed amount per pay period.
Percentage: Contributions are a percentage of earnings.

Monthly Min (monthly  Enter the minimum and maximum monthly contribution. These fields are
minimum) and Monthly availableif you select Fixed Amount as the basis for the contribution.

Max (monthly maximum)

Weekly Min (weekly Enter the minimum and maximum weekly contribution. These fields are
minimum) and Weekly  availableif you select Fixed Amount as the basis for the contribution.
Max (weekly maximum)

Min % (minimum Enter the minimum and maximum percentage of earnings that payees can
percentage) and Max %  contribute to share buy schemes. These fields are available if you select
(maximum percentage)  Percentage as the basis for the contribution.
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Payroll Processing

Dedn Actual (deduction
actual)

Dedn Due (deduction
due)

Accumulator

Mater nity Contribution
Suspend

I nsufficient Earnings
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Select the deduction element that stores the actual amount deducted from payees
salary. Thisisarequired field. Y ou can use the same deduction for al share
schemes of the same type, or you can use a different deduction for each scheme.
If the same deduction element is used for multiple schemes of the same type,
multiple resolutions of that element are processed. This has implications for
setting up deduction recipients.

See PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Managing Multiple
Resolutions of an Earning or Deduction."

See Chapter 17, "Running the Banking Processes," Setting Up Deduction
Recipients, page 202.

Select the deduction element that stores the full contribution amount. Thisfield is
optional.

Select the accumulator that the system uses to calculate contributions based on a
percentage of earnings. Thisfield isdisplayed if the schemeis a share buy
scheme and you select Percentage as the basis of contributions.

The accumulator SS AC BUY isdelivered for this purpose.

Select this check box if contributions are suspended while payees are on
maternity leave. The system checks the payees' absence history records
(ABSENCE_HIST). If the payeeis on maternity leave during the pay period, the
system suspends contributions.

Note. Contributions are only suspended if you use the absence management
functionality in Global Payroll for the UK and PeopleSoft Enterprise Human
Resources.

Select an option to define what happensiif there are insufficient earnings to
deduct the full contribution amount:

Deduct zero: No deduction is made for the pay period.

Deduct amount available: To deduct the maximum available to reduce earnings
to zero.

Deduct maximum percentage: To deduct the maximum percentage available.
This optionis only available if you are defining a share buy scheme and you
select Percentage as the basis of contributions. The system calculates an
employee's contribution by applying the percentage defined for the employee. If
there are insufficient earnings to deduct this amount, then the maximum
percentage from the Share Scheme limits GBR page is applied to the available
pay (defined by GBR AC NETT SEG).
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L eaver Processing Select an option that defines how share scheme contributions are processed for
employees terminated within the pay period:

Processin Final Pay Period: Processes contributions as normal.

Processif Employed Final Pd: Processes contributions only if the employee
worked for the whole pay period. The system checks that the last day worked is
the pay period end date.

Do Not Processin Final Pay Pd: Contributions are not processed for payees who
leave during the pay period.

Contribution Holiday

This group box isonly displayed if the share scheme typeis defined as a share save scheme (SAYE).

Holiday Allowed Select this check box if the rules of the share save scheme alow employeesto
stop contributing to the scheme temporarily. When you select this check box, two
options are displayed to define how the system manages contribution holidays.
Select the option that applies:

Extend Scheme Period: Extends the scheme duration. Enter the total duration of
the contribution holidays permitted under the rules of the schemein the Total
Duration (in months) field.

Employee Settle Direct: The scheme duration is unchanged and the employee
pays the shortfall directly to the scheme administrators.

Total Duration (Months) Enter the maximum duration, in months, of contribution holidays.

Understanding Employee Loans

This section discusses:

« Ddlivered loan deduction.
» Processlists and sections.

» Viewing delivered elements.

Delivered Loan Deduction

Thistable lists the deduction elements delivered for loan repayments:

Name/Descriptio | Unit Rate Base % Amount

n

LOA DD LOAN | N/A N/A N/A N/A System Element
Employee Loan — Numeric
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Name/Descriptio | Unit Rate Base % Amount

n

LOA DD EXCEP | N/A N/A N/A N/A System Element
— Numeric

Loans —

Exceptional

repayment

Note. We also deliver a deduction element, LOA DD TEMP, which is atemporary deduction used during
processing.

For employees with more than one active loan, the system resolves the loan deduction element for each loan.
For example, if an employee has 3 loans, the payroll results list three occurrences of LOA DD LOAN, with a
separate result for each loan. Multiple resolution of the loan deduction istriggered by a driver accumulator,
LOA AC LOAN DRV. Thisdriver accumulator has two user keysLN VR LOAN ID (for loan ID) and LN
VR LOAN TY PE (for loan type). The driver accumulator is discussed in the next section.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Managing Multiple Resolutions of an Earning or
Deduction”

Delivered Supporting Elements
This section discusses:
« Accumulators
« Formulas

« Writable arrays

Accumulators

This table describes the key accumulators used in loan processing:

Element Name Description

LOA ACLOAN DRV The driver accumulator that triggers multiple resolution of
the loan deduction LOA DD LOAN. There are two user
keysfor this accumulator, LOA VR LOAN ID and LOA
VR LOAN TYPE.

Multiple resolution is discussed in the PeopleSoft
Enterprise Global Payroll 9.1 PeopleBook

See PeopleSoft Enterprise Global Payroll 9.1 PeopleBook
, "Managing Multiple Resolutions of an Earning or
Deduction."

LOA ACLOAN SEG L oan segment amount (per Loan ID).
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Element Name Description

LOA AC EXCEP SEG Segment accumul ator that stores exceptional amounts.
LOA ACLOAN TOT Stores total amount repaid per Loan ID.

Formulas

This table describes the key formulas used in loan processing:

Element Name Description

LOA FM CALC The formula attached to the loan array LOA AR MAIN. It
calculates the regular loan deduction.

LOA FM CHECK Post process formula attached to the loan deductions LOA
DD LOAN and LOA DD EXCERP. It checksfor positive
input entries.

LOA FM DED RECIPNT Deduction recipient formula attached to the loan

deduction LOA DD LOAN. If you want to use general
deduction recipients for loans, you must modify the
formula with your loan types and deduction recipient | Ds.

See Chapter 17, "Running the Banking Processes," Setting
Up Deduction Recipients, page 202.

LOA FM WA Post process formula attached to the temporary deduction
LOA DD TEMP. It writes the loans calculation for the
period into the writable array LOA WA LOAN.

Writable Arrays

This table describes the writable array populated by loan processing:

Element Name Description

LOA WA LOAN Used to store the employee loan results. Use the Review
Loan page to view the loan resullts.

See Chapter 12, "Administering Loans," Viewing Payees
Processed L oans, page 155.

Process Lists and Sections

The loan deductions are members of the GBR SE LOANS section that isincluded in the GBR PR PAYROLL
process list.

If you set up your own sections and process lists, you must ensure that the loans section is processed after the
statutory deduction sections for tax, NI, court orders and student loans.
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Viewing Delivered Elements
The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed
for the United Kingdom. Instructions for running the query are provided in PeopleSoft Enterprise Global
Payroll 9.1 PeopleBook.
See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How
to View Delivered Elements

Modifying and Updating the Loan Deduction

The deductions delivered for employee loans have ownership set to PS Delivered/Not Maintained. Loan
deductions are not statutory deductions and therefore the rules associated with the deduction vary according
to company policies. Y ou must configure the deductions according to your organizational reguirements. For
example, you should consider how to set up arrears processing for loan deductions:

« Do you want the system to perform net pay validation to prevent negative net pay?
« Are partial amounts allowed?
* How are arrears paid back?

If you select Perform Net Pay Validation and loans arrears exist, you may want to include the loans section in
the process lists for supplementary runs and off cycle processing.

Deduction recipients for loans are determined by aformula, LOA FM DED RECIPNT, that is attached to the
loan deduction on the Recipient page. Defining deduction recipients for loans is discussed in the banking
chapter.

See Chapter 17, "Running the Banking Processes," Setting Up Deduction Recipients, page 202.

Warning! Do not modify the driver accumulator associated with the loan deduction. Thisisrequired for
multiple resolutions to work.

Setting up deduction elementsis part of the Global Payroll core application.
See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Earning and Deduction Elements," Defining
Deduction Elements
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Setting Up Employee Loan Types

To set up loan types, use the Loan Type Definition GBR component (GPGB_L OAN_TY PE). This section
discusses how to set up loan types.

Page Used to Define Loan Types

Page Name

Definition Name

Navigation

Usage

Loan Type Definition GBR

GPGB_LOAN_TYPE

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Loans,
Loan Type Definition GBR,
Loan Type Definition GBR

Set up loan types. This
includes specifying how the
loan isrepaid, whether
breaks are allowed during
the repayment period, and
rulesfor processing leavers.

Setting Up Loan Types

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

Access the Loan Type Definition GBR page (Set Up HRMS, Product Related, Global Payroll & Absence
Mgmt, Loans, Loan Type Definition GBR, Loan Type Definition GBR).
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Loan Type
Definition
GBR

Loan Type ID:
Loan Type Definition

*Effective Date:
*Description:

Short Description:

Recovery Options

*Repayment Method: | Repay Over Mumber of Periods j

Repayment Holiday Option

MORT

044012004 |[E]

|an—|nterest Martgage

" Last

[+] [=]

1of1

Find | View All First

*Status: I Active vI

IMORT ¥ P11D Reportable

Leaver Processing Option
' Deduct Normal Amount

" Deduct Available Balance
* Deduct Zero

i~ Not Allowed
" Extend Repayment Period
¥ Increase Repayment Amount

Interest Rates

Market Rate Index:

Term:
From Currency Code:|GBP < To Currency Code: |GEIF' @,
Rate Type: @, Rate:

Rate Category:

[ &

Loan Type Definition GBR page

P11D Reportable

Repayment M ethod

70

Select this check box if the loan should be included in payees P11D reports.

Note. Y ou can override this setting at payee level when you define loans on the
Employee Loans page.

Select a repayment method. The options are:

Repay Fixed Amount per Period: Payees repay the same amount every pay
period.

Repay Over Number of Periods. Payees repay the loan over afixed number of
pay periods.
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L eaver Processing
Option

Interest Rates
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Select the repayment holiday option:

Not Allowed: Repayment holidays are not allowed for the loan type. If you select
this option, payees must repay the loan every pay period without a break.

Extend Repayment Period: Payees are alowed to extend the repayment period. If
you select this option, payees can suspend repayments for one or more pay
periods and extend the overall repayment period.

Increase Repayment Amount: Payees are allowed to suspend repayments for one
or more pay periods, but the repayment period remains unchanged. Therefore, the
repayment amount increases after the repayment holiday to compensate for the
break in repayments.

The option you select here affects the adjustments you can make on the
Employee L oans page.

See Chapter 12, "Administering Loans," Entering Payee L oan |nformation, page
142,

Select the option for processing leavers:

Deduct Normal Amount: Deducts the normal repayment amount that is defined
on the Employee Loans page.

Deduct Available Balance: Deducts the outstanding loan balance if thereis
sufficient net pay to cover the loan. Otherwise, the loan deduction reduces net
pay to zero.

Deduct zero: Loan is processed but not deducted.

Use this group box to record the interest rates that apply to thisloan.

Note. Interest rates are informational only. Loan processing does not calculate interest amounts based on
interest rates selected on this page. Record the amount of interest included within the loan on the Employee
Loans pageif interest is charged and the loan is included on the P11D report.

Market Rate Index and
Rate Category

Term

From Currency Code
and To Currency Code

Rate Type

Select the market rate index for the loan. The system displays the market rate
indexes with a Rate Category of Interest. Interest rates are defined on the Market
Rate Index page (RT_INDEX_TBL).

Enter the term that applies to the interest rate. Y ou define the term on the Market
Rate Definition page (RT_RATE_DEF_TBL).

Displays the default currency defined for the user's role using the Org Defaults
by Permission Lst component (OPR_DEF_TBL_HR) that you access as follows:
Set Up HRM S, Foundation Tables, Organization, Org Defaults by Permission Lst

For UK users, GBP is normally the default currency.

Select the rate type. Y ou associate rate types with the market rate index on the
Market Rates page (RT_RATE _PNL) .

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 71



Setting Up Share Schemes and Loans Chapter 6

Rate Displays the rate defined for the market rate index and rate type. Y ou define the
rate on the Market Rates page.
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This chapter provides an overview of the tasks for the start of the tax year and discusses how to:

« Load tax code changes from HMRC.

» Update employees tax codes.

Understanding Tasks for the Start of the Tax Year

At the start of the tax year you need to:

« Apply changes as instructed by HM Revenue and Customs (HMRC).

HMRC notifies employers of the procedures to be applied at the start of the new tax year and following
the spring budget. At the start of the tax year, thisincludes week 1/month 1 clear down instructions and
any tax code uplifts to implement with effect from the start of the tax year on April 6.

» Run the Code Number Changes process.
» Update the Pay Entity Details page for the new tax year.

Add anew row to the P35 Checklist and Declaration group box to identify the SMP/SAP/SPP recovery
rates that will be used for payroll reporting during the new tax year.

See Chapter 3, "Setting Up Country Data," Defining Pay Entity Details, page 12.

HMRC Notifications
HMRC publishes two documents that provide instructions on tax code changes:
« POX

The POX document isincluded in the Employer's Annual Pack. At the start of the tax year, instructions
received in the P9X should be applied using the delivered Tax Code Uplift process.

. P7X

The P7X document is included in the Employer's Budget Pack, which is usually published in May after

the spring budget. It notifies employers of procedures to be applied during the tax year, including any tax

code increases.
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Start of Tax Year Processes
Global Payroll for the UK delivers two processes that you run at the start of the tax year:
» Tax Code Uplift application engine process (GPGB_TXUP).

You run the Tax Code Uplift process for two reasons:

» Tochange al the Week1/Monthl indicators to a cumulative basis for the first processing period in a
new tax year.

» To apply the tax code uplifts for the tax year that are detailed in either the POX (if effective from tax
year start) or the P7X (if effective during the tax year as aresult of changes announced in the Spring
budget).

Note. When the P9X includes both Week1/Month 1 indicator and tax code uplift instructions, process the
Week1/Monthl updates first with an effective date of April 6. Then process the tax code uplift with the
same effective date. Specify POX in the Notification Source field on the run control page for the Tax Code
Uplift process.

«  Code Number Changes application engine process (GPGB_CNC).

After submitting the information generated by the Pay/Pension |dentity Numbers process, HMRC
processes the information and sends the new tax codes back on magnetic tape. Use the Code Number
Changes process to update employees' tax data based on the file received from HMRC.

Loading Tax Code Changes from HMRC

This section provides an overview of the code number changes process, lists prerequisites, and discusses how
to:

*  Runthe Code Number Changes process.

» Review theresults and rerun the process.

Understanding the Code Number Changes Process

After processing the employee information that you submitted using the Pay/Pension Numbers process,
HMRC issues employees new tax codes on magnetic tape.

Use the Code Number Changes process to load the updated tax codes into your PeopleSoft database. The
process inserts a new row into the tax table for each employee listed in thefile.

If any records could not be processed, the system adds an error message to a message log file and adds the
datato an error file asillustrated in this diagram:
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HMRC-delivered file

k4

Code Number
Changes process

Message log file Error file
ployee

tutory
etails

Code Number Changes process

Use the message | og file and the error file to review the results and resolve issues with the data. To simplify
this process, you make corrections in the error file and not in the original HMRC-delivered file.

The error file format meets HMRC format reguirements which enables you to use the corrected error file as
input if you need to rerun the process.

See Also

Chapter 21, "Managing Other Submissions to HM Revenue and Customs,” Tax Code Updates, page 258

HMRC Submission Instructions and Technical Specifications " Code Number Changes on Magnetic Media" —
Reference MT1

Prerequisites
Before you run the Code Number Changes process, do the following:
1. Extract the datafrom the HMRC tape and copy the file to the %PS_SERV DIR%\files directory.
The specification of the tape and the format of the records are detailed in the HMRC documentation.

After you've extracted the file, check that the format is correct. The Code Number Changes processis
designed to work with files that match the HMRC specification only.

Note. The filename can be up to a maximum of 20 characters long.
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2. Check your tax table for rows with an effective date that conflicts with the tax code effective date.

When you run the Code Number Changes process, you specify the effective date for the new rows
inserted into the tax table (thisis known as the uplift date). If the process encounters arow with an
effective date that is later than the uplift date, it can't insert the new tax code and adds an error message to
alogfile.

This problem occursif, for example, HMRC issue a notice of tax code change for an individual employee
that you have manually entered into the system. In this case, you need to check which tax code is correct.

To avoid this problem, it is recommended that you check for rows in the tax table with an effective date
later than the uplift date. The following SQL query returns any such rows (replace uplift_date with the
actual date):

SELECT EMPLI D, TAXCODE_UK, EFFDT
FROM PS_GPGB_EE_TAX
WHERE EFFDT > uplift_date

It is not mandatory that you resolve problems with effective date conflicts before you run the process.
However, if you don't, the process will not be able to insert new rows for the employees with the
conflicting dates.

If there are asmall number of employees with date conflicts you can run the process and resolve the
conflicts after Code Number Changes has run.

See Also

Chapter 21, "Managing Other Submissions to HM Revenue and Customs,” Understanding the End of Y ear
Processes, page 257

Page Used to Run the Code Number Changes Process

Page Name Definition Name Navigation Usage
MT1 - Code Number GPGB_RUNCTL_CNC Global Payroll & Absence | Runthe Code Number
Changes GBR Mgmt, Taxes, MT1 - Code | Changes process.
Number Changes GBR,
MT1 - Code Number
Changes GBR

Running the Code Number Changes Process

Accessthe MT1 - Code Number Changes GBR page (Global Payroll & Absence Mgmt, Taxes, MT1 - Code
Number Changes GBR, MT1 - Code Number Changes GBR).

76 Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 7 Preparing for the Start of the Tax Year

MT1 - Code Number Changes GBR

Run Controd ID: 01 Report Manager Process Monitor Run

Language: IE"'E'”S"' j’

*Uplift Date: 11/01/2009 [#]

*Inland Revenue Flat File:

*Inland Revenue Error File:

*Message Log File;

MT1 - Code Number Changes GBR page

Uplift Date The effective date of the new rowsthat are inserted into the tax table (that you
can view using the Maintain Tax Data GBR page). Global Payroll for the UK
uses employees new tax codesin tax calculations from this date.

Inland Revenue Flat File Enter the name of the file you copied from the HMRC tape.

Note. Thisfile must be in the %PS_SERV DIR%\files directory before you can
run the Code Number Change process.

Inland Revenue Error  Enter the name for the error log file.
File

Message Log File Enter the name for the process log file.

Reviewing the Results and Rerunning the Process
After running the Code Number Change process, check the results of the process as follows:

1. Usethe Process Monitor to check that the process has run successfully. View the process monitor log and
tracefile.

Note. It'simportant to check the process monitor log file even if you see a Success run status. If the
process does not find the HMRC flat file, it completes with a success status, but the log file shows the
error "filename not found".

2. Check the message log file in the %PS _SERVDIR%\files directory. If there are errors, review the error
messages and check the error file created.

3. Fix errors and rerun the Code Number Change process, if required.
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Steps 2 and 3 are described in more detail in the sections that follow.

Reviewing the Message Log File

Thisis an example of a message log file created by the Code Number Changes process:

input file in the
%PS_SERVDIR%\files
directory

Fag Eatity - CBE PIFT
Frocess Instaace Honber =

7
falind Bevrnme read File - cME 0T e

= ELiSF mesber 10 Mo Data Found

i i i Line senber &> Enploges CPERELODA Failed because of EFfective Date

IInES in thE‘ InpUt Linr sehber 80 Enploges MEMGEMDET does not exist within pagentity GER PSFT
i Line sgnber 10 Emploges GPERELDE] Falled because of Effective Dake

f”'E' nUt prDCESSEd Lind sehber 110 Esploges nusber I Dlank

Horter of records Enterted - 5
penber of records nat inserted = 2
Horter of saplogees not in pay entity - 2

process summary e o e
infarmation e oy o Tl e =

fnlind BErweawe (Iype 7% count of 5 does pot equal total <Type 2% counkt read of 9

= Precess End Time = 16.11.34. 000000

Example Code Number Changes process log file

Note. This section refersto the "input file". Thisisthe file you specified in the Inland Revenue Flat File field.
If thisisthe first time you've run the process, the input file isthe HMRC-delivered file. If you're rerunning
the process, the input file is the corrected error file that contains unprocessed employees only. See the section
Rerunning the Code Number Changes Process for more information.

The message log file lists:
« Thelinesintheinput file that weren't processed.
» Process summary information.

This table lists the summary information provided and what you should expect to seeif the process has run
successfully:

Summary Data Description Expected Value
Number of records inserted Number of records inserted into the If there are no errorsin the data,
tax table this number should equal the Total
Number of Type 2 Records.
Number of records not inserted Number of records that can't be Zero
updated because of effective date
conflicts.
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Summary Data

Description

Expected Value

Number of employees not in pay
entity

Thelinesin theinput file with an
emplID that isn't in the pay entity.

Zero. If thisvalueis not zero, the
input file includes employee IDs
that are either not valid or are

included in a different pay entity.

Number of empty rows

Number of blank linesin the input
file.

Not applicable. Blank lines are not
processed.

Total number of Type 2 records

Total number of employee records
in the input file. This excludes
blank lines.

This number should match the
Number of records inserted.

Total number of lines

Totd linesin the input file,
including employee data, blank
lines, and the header and footer
information.

Not applicable.

For every linein theinput file that is not processed, the message log file lists the:

e Line number

« Error message

Thistable lists the error messages and the reason for the errors:

Error Message

Reason

No Data found

A blank linein theinput file. This doesn't stop the
process completing successfully.

Employee emplI D failed because of Effective Date

date.

The employee specified has an existing row in the tax
table with an effective date that conflicts with the uplift

See Chapter 7, "Preparing for the Start of the Tax Year,"

Running the Code Number Changes Process, page 76.

Employee emplID does not exist within pay entity

entity_name

The emplID specified is not in the pay entity being
processed. Check whether it isavalid emplID.

Employee number is blank

The emplID is missing from the line. Check whether
thisisavalid employee for the pay entity being

processed. If it isavalid employee, you need to add the
emplID to the dataiin the error file.
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Investigating Errors

The Code Number Changes process copies the lines of datathat it couldn't process to the error file that you
specified, as shown in this diagram:

message log file

rocess SEark Tine = U8, 00,00, BEOEEE

Pay Entity = GAR PEFT
Frocess Instance Himber = 7
Inland Revenue read #lle = CHC.OUT

ELine number 33 Ha Data Found
l ELine number 6 Emploges GPGEEL®®% Falled because of EFfective Date
ELine nunber B} Employes MEMGEWSEY does not exist within pagentity GER PSFT
ELine number 98- Employes GPGEEL®EI Falled because of EFfective Date
kLine nunber 913 Employes nusber is blank

Munhier of records inserted = &

i Hupbier of records not inserted = 2
Inpu" ﬁIE Hunher of emplogees not in pay entity = 2
(specified in Inland Revenue Flat File field) e e o R ecords = 9
Tatal number of lines - 12
1ZRSFAYEFYR
FLE2ZLL2FD ShIH Yelard S pg el dah linland Revenue <Type 2> count of 5 does not equal total <Type 2> count Pead of @
YRORIURIASHS I B . GPERELOEY [rocess End Tise = 101534 Sk
FCARFFI11D5F T YJdones B LPCREL BE3
FLCEPZLL22D SHIH Yeard 5 GCPEBEL N8y —
FRPFFIRAROSER Browm o GPEREHD®Y
[FEPTTInaND BR Browm . HGHGEHDA1
FRAWMAIZIDENT  Ydones B GPEREHNEI :
PLEZFESZED 5RAH YJones B GPEREL N0 arror file
EYRIPIIFPASHS M Brown o
EEMEFAYEFYS L NIASPAYESSD
FCE2255220 SM3H YWard 5 EPGREL B0y
PLCEZZEEEE0 ShAH Yiones B GFGREL QRS
Fﬂ-HEPﬂ?F 99y 2

Example of the files created by the Code Number Change process

To investigate an error you can look at the input file or the error file. If thisis the first time you've run the
process, the input file is the HMRC-delivered file which contains all your employees. It is easier to search the
error file which contains unprocessed data only. However, remember that the line number in the log file refers
to theinput file.

Do not update the HMRC-delivered file. Only update the datain the error file because thisis the file you use
to rerun the process.

To check an employee's details, navigate to the Maintain Tax Data GBR page as follows. Global Payroll &
Absence Mgmt, Payee Data, Taxes, Maintain Tax Data GBR, Maintain Tax Data GBR

Rerunning the Code Number Changes Process

When you have resolved the errors and updated the error file as necessary, you can rerun the Code Number
Changes process.

When you rerun the process, don't resubmit the original HMRC flat file because it includes all the employees
aready processed. Instead, use the corrected error file which has the same format as the HMRC-delivered
file.

This table explains how to complete the fields on the run control page when you rerun the process:

Field Value
Uplift Date Use the same date as before, or enter a different
effective date as necessary.
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Field Value

Inland Revenue Flat File The error file (that you have updated).

Note. Do not remove the header and footer information
from the error file. The process failsif thisinformation
ismissing.

Inland Revenue Error File Enter the name of a new error file. The system doesn't
allow you to use the same filename for both the flat file
and the error file.

Message Log File Use the same log file name as before, or enter a new log
file name.

Note. When you rerun the Code Number Changes process, the message log file refers to lines of datain the
corrected error file, and not the original HMRC-delivered file.

See Enterprise PeopleTools PeopleBook: PeopleSoft Process Scheduler

Updating Employees' Tax Codes

This section provides an overview of the Tax Uplift process and discusses how to change employees' tax
codes.

Understanding the Tax Uplift Process
For the majority of employees, their tax code comprises aletter and a number:

» Theletter denotes the type of tax payer.
»  The number indicates the employee's tax free amount for the year.

Each time the UK government introduces changes to personal allowances, this has an impact on the number
in employees tax codes. Global Payroll for the UK provides the Tax Uplift process to automate the updating
of employees tax codes. This process updates tax codes for all employees with the same letter in their tax
codes.

HMRC notifies employers of the tax code increases in a P7X document which isincluded in the Employer's
Budget Pack.

See Also

HMRC P7X
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Page Used to Run the Tax Uplift Process

Chapter 7

Page Name

Definition Name

Navigation

Usage

Uplift Tax Codes GBR

GPGB_TAXCDE_UPLIFT

Global Payroll & Absence
Mgmt, Taxes, Uplift Tax
Codes GBR, Uplift Tax
Codes GBR

Run the Tax Uplift SQR
process (GPGBTXUP) that
changes the tax codes for
employees with the same
tax code |etter.

Running the Tax Uplift Process

82

Access the Uplift Tax Codes GBR page (Global Payroll & Absence Mgmt, Taxes, Uplift Tax Codes GBR,

Uplift Tax Codes GBR).

Run Control ID: - 01

Language:

* Tax Uplift
" Week 1/Month 1

Uplift Tax Codes GBR

IEninsh vI

*Pay Group:

*Uplift Date:

Report Manager

Process Maonitor

Fun

El

*Notification Source: I vI

Code Letter;

Tax Amount:

Uplift Tax Codes GBR page

Report Request
Parameters

Select one of these parameters:

Tax Uplift to perform atax uplift.

Week 1 Month 1 to change all the Week1/Monthl indicators to a cumulative
basis for the first processing period in anew tax year. If you select Week 1 Month
1, the Code Letter and Tax Amount fields become unavailable for data entry.

Note. If the POX document includes both Week1/Month 1 indicator and tax code
uplift instructions, process the Week1/Monthl updates first with an effective date
of April 6. Then process the tax code uplift with the same effective date. Specify
P9X in the Notification Source field. Y ou cannot process Week1/Monthl
indicators and tax code uplifts on the same date if the notification sourceis P7X.
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Pay Group

Uplift Date

Notification Source

Code L etter

Tax Amount

Preparing for the Start of the Tax Year

Select the pay group that is subject to the tax uplift, or for which Week 1/Month
1 indicators are being changed.

Enter the date from which the Tax Code Uplift or Week 1/Month 1 changes are
effective. The processes will apply this value to the Start Date of the new
employee tax records.

Select the notification source code of the tax uplift that you are applying. Thisis
either P7X or POX.

Enter the letter or suffix of the tax code that needs to be increased (uplifted).

Enter the amount to increase the tax code with the code letter specified in the
Code Letter field. Theincreaseis defined by HMRC in their Employer Budget
Pack for each code letter.

Note. You can aso decrease the amount by entering a negative number.

The Tax Code Uplift process creates alog file that you can check for error messages. Access the log by
clicking the Process Monitor link, then click the Details link and click the Message Log link.
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Chapter 8

Managing Starters, Leavers, and
Transfers

This chapter discusses how to:

« ldentify starters, leavers, and transfers.

« Manage termination and rehire within a pay period.
»  Process payments to leavers.

»  Generate P45 reports.

» View P45 information online.

» Generate P46 reports.

« View P46 information online.

Identifying Starters, Leavers, and Transfers

Global Payroll for the UK identifies starters and leavers during the payroll process based on action codesin
employees job datarecords. For al starters, the system creates a new set of accumulators used for calculating
statutory tax and national insurance. In effect, thisidentifies a new period of employment and ensures that the
employee'stax and national insurance calculations are correct and end of year reporting meet statutory
requirements.

Typicaly, starters are employees who have been hired or rehired during the pay period. Conversely, leavers
are typically employees who have |eft the organization. However, some types of transfers may be treated as
starters or terminations by payroll. Employees who have previoudly transferred overseas should be processed
as starters when they return to the UK and employees who transfer overseas from the UK are processed as
terminations.

Action and reason codes are configurable, which means that the codes used for starters and terminations vary
by organization. Global Payroll for the UK provides the Process Action and Reason page for you to identify
which action and reason codes your organization uses for starters and leavers. The Process Action and Reason
pageis set up for two process codes, P01 is the starter identification process, and P45 is the P45 identification
process that identifies leavers who require P45s.

When the payroll process runs, Global Payroll for the UK searches for job data entries within the pay period
that match the action codes and reasons you have specified.

As delivered, the Process Action and Reason page is set up for starter and termination processing as shown in
thistable:
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Process Code Action Codes
PO1 (Starter identification) HIR (hire) and REH (rehire)
P45 (P45 Generation) TER (termination)

By default, transfers (XFR) are not processed as starters or terminations. If you want certain types of transfers
processed as starters or terminations, you must update the Process Action and Reasons page for the P01 or
P45 process code.

During termination processing, Global Payroll for the UK populates the variable GBR VR TERM DT with
the leave date. Payees are not processed by Global Payroll for the U.K after this date.

Note. The Human Resources termination date is a separate element (stored in a system element
TERMINATION DT). The termination date in Human Resources is only populated when you use the TER
action code to terminate the employee's employment.

Depending on the action and reason, payees may be considered terminated by Global Payroll for the UK but
till active in Human Resources and available for processing by another Global Payroll country extension or
other payroll system.

For example, suppose you set up areason code for overseas transfers and then add this reason to the Process
Action and Reasons page for the P45 process code. When Global Payroll for the UK encounters this transfer
reason, the payee is processed as a termination and the GBR VR TERM DT variable is populated. Global
Payroll for the UK does not process the payee after this date. However, the payee's termination date in Human
Resourcesis not populated. This means that the employee ID is till active. If you have changed the payee's
pay group or payroll system on the Job Data— Payroll page, the employee can be processed in the new
Global Payroll country extension or other payroll system.

See Also

Chapter 3, "Setting Up Country Data," Setting Up Process Action and Reason Codes, page 18

Managing Termination and Rehire within a Pay Period

86

This section discusses how you process an employee who is terminated and then rehired within the same pay
period.

Toillustrate this, consider the example of an employee who leaves on June 5, and is then rehired on June 20.
If the employeeis paid monthly the termination and rehire are processed within the same pay period. To
process the June payroll correctly you need to ensure that the new period of employment starting on June 20
has the correct P45 information on the Maintain Tax Data GBR page. However, you have not run the payroll
for June and therefore you have not generated a P45 for the employee's termination.

To process an employee terminated and rehired within a pay period:

1. Runthe payroll for the pay period, but do not finalizeit.
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2. Run adraft P45 report for the employee.
This provides you with the total tax and pay for the tax year.
3. Add anew row to the employee's tax data with an effective date that matches the rehire date.

Navigate to the Maintain Tax Data GBR page as follows: Global Payroll & Absence Mgmt, Payee Data,
Taxes, Maintain Tax Data GBR. Select P45 in the Notification Source field, and enter the pay to date and
tax to date values from the draft P45. This ensures that the calculations for the new period of employment
are correct.

4. Rerun and finalize the payroll for the pay period.
See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Processing Payroll"

Chapter 9, "Defining Payee Statutory Tax and National Insurance Details," Entering Statutory Tax and
National 1nsurance Details, page 104

Processing Payments to Leavers

When an employee receives payment after leaving, there are implications for the tax and NI calculations.

National Insurance Calculation

When an employee receives payment after leaving, there are implications for the NI calculation:
«  Payment type affects the NI frequency applied. If the payment is:

» Regular then NI is based on the employee's normal earnings period, contributions rates and limits
current at the time of payment, and the usual contribution table letter.

» lrregular then NI is based on aweekly frequency.

Examples of irregular payments are unexpected bonuses, and arrears of pay following a backdated pay
award.

» Payments after six weeks of last payment date are paid at the non-contracted out rate.

Glabal Payroll for the UK automatically calculates NI at a contracted out rate for payments made to
leavers made more than six weeks after their last payment date, if the P45 has been printed for the leaver.
TheformulaNI FM CAT LEAVER overrides the NI category for payments more than six weeks after last
payment date.

When a payment is made to an employee after the termination has been processed, Global Payroll for the UK
uses the value of the accumulator GBR AC IRREG SEG to determine whether the payment isirregular. This
accumulator tracks all earning elements that constitute irregular payments.
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If the value of GBR AC IRREG SEG is equal to the value of the accumulator GBR AC NIBL SEG the
weekly NI basisis automatically applied for NI calculation purposes. If GBR AC IRREG SEG and GBR AC
NIBL SEG are not the same, then the payment comprises regular payments only, or a combination of regular
and irregular payments. In this case, the system calculates NI using the employees pay frequency basis.

Alternatively, you can override the NI frequency on the Maintain NI Data GBR page to force a change of the
NI basis. Specia consideration needs to be given to irregular earnings for backdated pay awards. If the
payment is made using the same earning element as normal salary, it isnot identified asirregular and you
must manually override the NI frequency.

Refer to HM Revenue and Customs (HMRC) documentation for further information on regular and irregular
earnings.
Tax Calculation

When an employee receives a payment after leaving, there areimplications for the tax calculation if
termination processing is completed (that is, afinal P45 has been printed). If aleaver has been processed,
Glabal Payroll for the UK calculates tax using the following:

e Tax CodeisBR.
e« Tax basisisWeek 1/Month 1.

TheformulaTAX FM TXCD LEAVER changes the tax code and tax basisif the employeeis terminated and
the final P45 has been issued.

Generating P45 Reports

This section provides an overview of the P45 process, lists prerequisites, and discusses how to:
* Run the P45 Identification process.

» View the P45 identification results.

* Run the P45 report.

« Define the output file path.

Understanding the P45 Process
This section discusses:
» P45 processing.
»  The P45 Identification process.
e The P45 report.
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P45 Processing

The P45 report is a statutory report that is issued to employees who leave your employment (although a P45
can beissued in other situations according to your setup). The P45 summarizes the tax and pay as of the date
of last payment and the employer's tax and reference details required by the employee.

With Global Payroll for the UK, you can generate P45s for |eavers as follows.

1

Run the P45 Identification Application Engine process (GPGB_P45).

This creates alist of payees who qualify for a P45 and have not already received one. Y ou can view the
results of the identification process and adjust the list of identified employees before printing the reports.

Produce the P45s.

The system generates the P45s based on the results of the identification process.

The P45 Identification Process

The P45 Identification process (GPGB_P45) uses these criteria to determine who requires a P45:

Criteria entered on the run control page.

When you run the P45 Identification process you define the employees and the period to process. The
group of employees are defined by these fields: pay entity, pay group, and calendar group ID.

Actions and reasons identified for the P45 process on the Process Action and Reason page.

Updates to payee job data, for changes such as promotions, transfers, and terminations, use action and
reason codes to identify the type of personnel change. In Global Payroll for the UK you select those
action and reason codes that trigger the production of a P45 on the Process Action and Reason page. Most
commonly, P45s are required for terminations so you should ensure that any action codes your
organization uses for terminations are included on this page. However, you may also create P45s for other
types of changes, such as transfers, and the action codes for these changes must also be added. Thisis
discussed in detail in the chapter " Setting Up Country Data’".

See Chapter 3, "Setting Up Country Data," Setting Up Process Action and Reason Codes, page 18.

Using these selection criteria, the P45 Identification process:

Searches payees' job data for entries with an effective date within the begin and end date range that you
specified, and action/reason codes that match those selected on the Process Action and Reason page.

The process a so checks whether payroll has been processed for these job data entries. If an employeeis
terminated in Human Resources, but this event was not processed in payroll or the event has been
processed but the calendar is not finalized, the process sets the P45 Generation Flag to
Unprocessed/Unfinalized Termination Calendar ID.

Checksthat afinal P45 has not been printed for the payee.

The P45 leaver information on the Maintain Tax Data GBR page is populated with the Calendar Group ID
and leave date when afinal P45 is printed for a payee. Only those payees who don't have these fields
populated are identified by the P45 Identification process.
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Details of payeeswho meet the criteria are added to aresults table (GPGB_EE P45 |D), which you can view
using the P45 Identification Results page. The P45 Generation Flag field indicates whether a P45 should be
printed for the payee. Initially, the P45 |dentification process assigns a value, but you can update thisfield
from the P45 Identification Results page.

Y ou can:

»  Suspend production of a P45.

Use this option if thereis an error in a payee's data such as termination date entered against the wrong
employee record. Y ou may also suspend production because there is an adjustment to the employee's pay
that needs to be included in the P45. This prevents a P45 from being printed for the payee. Once data has
been corrected, for example the removal of termination row within the HR record or adjustment to pay,
you must update the P45 Generation Flag to remove payees from this suspend status — neither the P45
Identification process nor the P45 report update this field for payees with a suspend status.

» Deélete the payee from the results table.

Use this option to remove payees with a suspend status from the results table when you have corrected the
error that was originally causing the payee to be identified, such as termination entered against the wrong
employee.

« Override the calendar group ID.

The P45 Identification process retrieves the calendar 1D in which the payee's termination was processed.
You can use a different calendar ID if there is an adjustment to payee payroll. For example you could use
this option if you have set up and processed the employee's final payment within a supplementary payroll.

See Chapter 8, "Managing Starters, Leavers, and Transfers," Viewing the P45 Identification Results, page 93

The P45 Report

If you produce P45s from the P45 Identification Results page, the system generates P45s for payees with a
P45 Generation Flag set to Produce P45 or Calendar Override.

If you run P45s from the P45 GBR page, the system runs the P45 process and automatically creates P45s for
those payees identified who have the P45 Generation Flag set to Produce P45. Y ou don't have the option to
make changes to the list of payees identified when you run the report in this way.

The P45 report prints two version of the P45, a draft and afinal report. If you select the Final Print? check
box on the P45 Identification Results page or the P45 run control page, the report isfinal and the payee's P45
leaver information is updated. The Calendar Group 1D and P45 Leave Date fields on the Maintain Tax Data
GBR page are automatically updated when the finalized P45 report is generated.

Note. The EDI P45 leaver transaction only transmits payee dataif you have printed afinal P45 for that payee.
When you process the P45 leaver transaction, the system checks the P45 leaver information for a calendar

group.

See Chapter 20, "Managing EDI Submissions," page 237.
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During implementation, you need to specify the changes to employees job data that trigger a P45. To do this,
define the combinations of Action and Reason codes, which when inserted into an employee's job data,
qualify the employee for a P45. Define the Action and Reason codes for P45s on the Process Action and
Reasons page. Actions and action/reasons are delivered as system data. Y ou can add other actions and
action/reasons that also trigger P45s.

Before running P45s you should also:

» Define the default destination for the P45L report.

The process definition for the PA5L report (GPGBP45L) includes a default Output Destination field that
you need to set up for your system.

» Configure the UK Payroll Configuration bracket, GBR BR CONFIG CHAR.

Use this bracket to define the job for the P45 output, and specify what P45 information the payroll
administrator can update.

The Process Action and Reasons page, setting up the default destination and the UK Payroll Configuration
bracket are discussed in the Setting Up Country Data chapter.

See Also

Chapter 3, "Setting Up Country Data," Setting Up Process Action and Reason Codes, page 18

Chapter 3, "Setting Up Country Data," Setting Up P45 Parameters, page 24

Pages Used to Create P45 Reports

Page Name

Definition Name

Navigation

Usage

P45 |dentification GBR

GPGB_RCTL_P45ID

Global Payroll & Absence
Mgmt, Termination
Processing, P45
Identification GBR, P45
Identification GBR

Run the P45 I dentification

process (GPGB_P45). This

process identifies payees
who are due to receive a
P45.
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Page Name

Definition Name

Navigation

Usage

P45 |dentification Results

GPGB_EE_P45_ID

Global Payroll & Absence
Mgmt, Termination
Processing, P45
Identification Results GBR,
P45 Identification Results

View the results of running
the P45 Identification
process. You can also adjust
the payee list and generate
P45 reports from this page.

Note. We recommend that
when you run the P45

| dentification process for a
group of employeesyou
should generate the P45s
from the results page. Do
not use the P45 GBR page
to generate P45s when you
have aready run the
identification process for
the group of employees.

P45 |D Results Notes

GPGB_P45_IDNTS SEC

Select Suspend P45
Production in the P45
Generation Flag field on the
P45 I dentification Results
page and click the Notes
link.

Add comments to explain
the reason for suspending
P45 production.

Output File Path

GPGB_FILE_PATH_SEC

Click the Output File Path
link on the P45
Identification Results GBR
page or P45 GBR page.

Enter directory in which the
output of the P45 process
(GPGB_P45) is created.

Note. The Output File Path
link is displayed only if the
bracket GBR BR CONFIG
CHAR is configured to
enable payroll
administrators to change the
output directory. Thisis
explained in the chapter
Setting Up Country Data.

See Chapter 3, "Setting Up
Country Data," Setting Up
P45 Parameters, page 24.

P45 GBR

GPGB_RUNCTL_P45

Global Payroll & Absence
Mgmt, Absence and Payroll
Processing, Reports, P45
GBR, P45

Produce P45s. Typically, a
P45 isissued to employees
who |leave employment but
it can also beissued to
employees for other reasons
that you define for your
organi zation.
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Running the P45 Identification Process

Access the P45 I dentification GBR page (Global Payroll & Absence Mgmt, Termination Processing, P45
Identification GBR, P45 Identification GBR).

P45 Identification GBR

Run Control ID: 100 Report Manager Process Monitor Run
Language: IE"'D”E"' :‘I

“Pay Entity: KGPEO1 @,

Pay Group: KGPGMONTH @,

Calendar Group ID: OJ

*From Date: 11/01/2009 [34 *To Date: |11/30/2009 [5]

P45 Identification GBR page

Pay Entity, Pay Group, Select the group of employees for which you want to run the P45 Identification
and Calendar Group ID process.

Y ou can run the process for a particular calendar group or pay group. If you
complete the Pay Entity field only, al the pay groups within the pay entity are
processed.

From Date and To Date Enter the begin and end dates for the period. The process searches for payees
with job data events within the period who do not have afinal P45 printed. The
process uses the P45 |eaver information (displayed on the Maintain Tax Data
GBR page) to determine whether a payee has received afinalized P45. If the
calendar group ID and P45 |eave date have not been populated, the payee has not
received a P45.

See Chapter 9, "Defining Payee Statutory Tax and National Insurance Details,"
Entering Employee Tax Details, page 105.

Viewing the P45 Identification Results

Access the P45 I dentification Results page (Global Payroll & Absence Mgmt, Termination Processing, P45
Identification Results GBR, P45 Identification Results).
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P45 Identification Results GBR

Pay Entity: GG P45 AD1 GBR P45 Test Pay Entity A Country: GBR
Pay Group: GGP45MA @, GBR P45 Monthly Pay Group A
Calendar Group ID: @, Select Identified Payees

Produce P45

i Al L
EmplID IE{r;::’:;[rd Name Leave Date Pay Group LastCal D Processed *P45 Generation Flag Final Print?
GG P45 - Bl
M13A 0 Chris Power 05i31/2004 |GG P45 MA (|GG M2004 P45 ADZ, || Unprocess/Unfinal Term Cal I[| » i
GG P45 ; e
MA4A 0 Alex Collier 05i31/2004 |GG P45 MA |GG M2004 P45 ADZ<, || Unprocess/Unfinal Term Cal Il »# O

P45 Identification Results page

Pay Group, Calendar Select the group of employees for which you want to view the results of the

Group 1D, and Select identification process and click the Select Identified Payees button. Y ou can

I dentified Payees restrict the list to a pay group or calendar group. If you leave both Pay Group and
Calendar Group ID blank, the system displays the results for all pay groups
within the selected Pay Entity.

If no employees are displayed when you click the Select |dentified Payees
button, this means that no employees were identified by the processin the pay
group or calendar group.

Output File Path Click thislink to access the Output File Path page where you can specify the
directory in which the output of the P45 processis created.

Note. Thislink isonly displayed if the UK Payroll Configuration bracket (GBR
BR CONFIG CHAR) is set up to allow you to specify the output directory. If the
link is not displayed, the report is printed to the default destination defined in the
GPGBP45.SQC.

See Chapter 3, "Setting Up Country Data," Setting Up P45 Parameters, page 26.

Produce P45 Click this button to generate P45s for employees with the P45 Generation Flag
set to Produce P45 or Calendar Override. The P45 generated is adraft version,
unless you select the Final Print? check box.

Last Cal ID Processed  Displaysthe calendar 1D in which the payee was last processed. Update thisfield

(last calendar ID if you select Calendar Override in the P45 Generation Flag field.
processed)
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Final Print?

Notes

Managing Starters, Leavers, and Transfers

Select avalue to determine whether the P45 is printed when you run the P45
report. Values are;

Produce P45: To print the P45. Thisisthe default value if the calendar is
finalized.

Suspend P45 Production: Suspends P45 production. Use thisvalue if a payee's
job data has been updated in error. When you select this value, the system
displays the Notes link that enables you to add a reason for the suspension. A
payee's P45 remains suspended until you change the P45 Generation Flag,

Calendar Override: To use adifferent calendar 1D for the selected employee.
Select the calendar to usein the Last Cal ID Processed field.

Delete P45 Production: Prevents production of the P45. Use this option to
remove payees with a suspend status from the results table.

Warning! Removing a payee from the results table doesn't stop the payee from
being identified the next time you run the P45 Identification process. If the
payee's job data has not changed, the employee is identified as requiring a P45
again. For example, if a payee has an incorrect termination date and you delete
the payee from the results table, you must also update job data to correct this
error.

Unprocess/Unfinal Term Cal ID: Indicates that the employee has been
terminated in job data but one of these conditions apply:

» The payroll process has not processed the termination event.

» The payroll process has processed the termination but the calendar (in which
the termination was processed) is not finalized.

Select this check box to generate afinal print of the P45. The system
automatically selects this check box if the calendar isfinalized. If thisis not
selected, the P45 report is a draft version ("Draft Report" appearsin the report).

Click to access the P45 ID Results Notes page where you can add comments.
Thislink only appearsif you select Suspend P45 Production in the P45
Generation Flag field. Use the P45 ID Results page to record the reason for the
suspension.

Running the P45 Report

Access the P45 GBR page (Globa Payroll & Absence Mgmt, Absence and Payroll Processing, Reports, P45

GBR, P45 GBR).
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P45 GBR

Run Control ID: 100

Language:

*Pay Entity:

Pay Group:;

Calendar Group 1D:
EmpliD:;

*From Date:;

KGPED 3

14101/2009 [

Fun

Report Manager Process Monitor

IEninsh vI

a

KGPGMONTH @,

OJ

*To Date: 14113012009 [

I Final Print?

P45 GBR page

Pay Entity,Pay Group,
Calendar Group ID, and
EmplID

From Date and To Date

Final Print?

Output File Path

Select the employees for which you want to run the P45 report.

Y ou can run the process for a particular employee, calendar group or pay group.
If you complete the Pay Entity field only, all the pay groups within the pay entity
are processed.

Enter the begin and end dates for the period.

See Chapter 9, "Defining Payee Statutory Tax and National |nsurance Details,"
Entering Employee Tax Details, page 105.

Select this check box to generate afinal print of the P45. When you select Final
Print? the Calendar Group ID field on the Maintain Tax Data GBR page is
automatically updated, indicating that the P45 has been generated for the
calendar group that appearsin thisfield. When you ask for afinal print, you can
only reprint the P45 (if needed) from the same calendar group 1D, even if other
calculations take place.

Click thislink to access the Output File Path page where you can specify the
directory in which the output of the P45 processis created.

Note. Thislink isonly displayed if the UK Payroll Configuration bracket (GBR
BR CONFIG CHAR) is set up to allow you to specify the output directory. If the
link is not displayed, the report is printed to the default destination defined in the
GPGBP45.SQC.

See Chapter 3, "Setting Up Country Data," Setting Up P45 Parameters, page 26.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.




Chapter 8

Printing P45s On HMRC Stationery

Managing Starters, Leavers, and Transfers

To print your P45 reports on HMRC approved stationery, you need to run the report using the P45 laser
version of the report. Select either of these options from the Process Scheduler Request page:

» Process and Print P45 (process name GPGBP45J).

This PSjob runs the P45 I dentification process and both the SQR reports.

» Process and Print P45 — Batch (process name GPGBP45B).

This PSjob runs the P45 I dentification process and the P45L report.

Defining the Output File Path

Access the Output File Path page (click the Output File Path link on the P45 Identification Results GBR page

or P45 GBR page).

Enter the path for the output file created by the P45 process (GPGB_P45). Enter an absolute path, such as
c:\temp\, or arelative path of the form: \\machinename\temp\.

If you have previously entered a path, the system displays that path as a default.

Viewing P45 Information Online

This section discusses how to view an employee's P45 information.

Page Used to View a P45

Page Name

Definition Name

Navigation

Usage

Review P45 GBR

GPGB_EE_P45

Global Payroll & Absence
Mgmt, Payee Data,
Terminations, Review P45
GBR, Review P45 GBR

View employees P45
information. Y ou can use
this page to view P45
information for al
employees, whether or not
they have been issued with
a P45. If the employee has
received a P45, the system
displays the information
that was printed on that
P45. For employees still
working for your
organization, the system
displays the most current
tax and pay information for
the tax year.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

97



Managing Starters, Leavers, and Transfers Chapter 8

Viewing P45 Information

98

Access the Review P45 GBR page (Global Payroll & Absence Mgmt, Payee Data, Terminations, Review P45
GBR, Review P45 GBR).

Review P45

GBR EMP ID: Empl Record:
Wendy Usher " KGG1TE Pl ' 0

Employee Information

Last Start Date  01/01/2001 HIR Employee Status: Active
Last Leave Date Pay Group: KGPGMOMTH
Date of Birth: 0312001977 HI Humber: Uvd4343434

F Current Job Information
Processing Information

Calendar Group: KGM2000/M1-10 Pay Group: KGPGMONTHA
Calendar ID: KGM2000M1-P10 Period End Date:  041/31/2001

Provisional P45 Information

PAYE Reference: 987 PAYE123
National Insurance Humber: V4343434

Leave Date: Continue Student Loan Deduct?:
Tax Code at Leaving Date: 286L Tax Basis: Cumulative
Tax Period: 10
Total Pay To Date: 524770
Total Tax To Date: 476.31
Total Pay This Employment: 546.00
Total Tax This Employment: 12012

Employee Address Employer Address

4 The Rise Blagrave Street

Apex Plaza
Reading Reading
Post Code: RG11TR Post Code: RG114AX

Review P45 GBR page

Provisional P45 Information

This group box is displayed if the employee has not been terminated. It lists the most current pay and tax
information for the current tax year.
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Finalized P45 Information

This group box is displayed if the employee has been issued with a P45. It lists the pay and tax information
that was printed on the final P45.
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Defining Payee Statutory Tax and National
Insurance Detalils

This chapter provides an overview of statutory tax and national insurance and discusses how to:

« Enter statutory tax and national insurance details.

» Override NI using positive input.

Understanding Statutory Tax and National Insurance

This section discusses:

« Tax and National Insurance.

« P46 (Expat) starter notification.

« Delivered tax and national insurance deductions.

» Viewing delivered elements.

Tax and National Insurance

All employees who are over the age of 16 but below state retirement age, and whose income is above the
Lower Earnings Limit (LEL), are required by law to pay National Insurance contributions (NICs). All
employees pay Pay As Y ou Earn (PAYE) income tax. HM Revenue and Customs (HMRC) provides detailed
information about the regulations for NICs and PAY E tax.

After hiring an employee in PeopleSoft Enterprise Human Resources, you must enter the employee's statutory
details using pagesin Global Payroll for the UK. If you run payroll without setting up tax and NI details for a
payee, the payroll calculation uses these default tax and NI values and it generates payee messages for the

payee:
+ Tax Code: BR

« NI category: A

If you want to apply different default values, change the value of these variables:
« TAXVRCD ALPHA

« TAXVRTXBASIS
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+ GBRVRTAXCODE
+ NI VR CATEGORY

See PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, "Adding a Person in
PeopleSoft Human Resources.”

See PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, "Increasing the
Workforce."

Managing Starters from an NI Perspective

Global Payroll for the UK automatically calculates National Insurance for new employees who are paid later
than the period in which they begin working—for example, an employee starts on May 25 but is not paid all
he or sheis due until the June payroll. In asituation like this, Global Payroll for the UK calculates the
National Insurance contribution for May and June separately and posts the results in the correct period. To
activate this feature, the automatic retro feature for National Insurance cal culations should be activated at
implementation.

Managing Leavers from an NI Perspective

When payments are made to employees after the pay period in which termination occurs, there are specific
statutory requirementsin the UK for establishing the basis on which National Insurance should be cal cul ated.
For regular payments, the normal NI basisis used. If the payment isirregular, aweekly basis should be used.
HMRC defines regular and irregular payments.

When a payment is made to an employee after the termination has been processed, the system uses the value
of the accumulator GBR AC IRREG SEG to determine whether the payment isirregular. This accumulator
tracks all earning elements that constitute irregular payments.

If the value of GBR AC IRREG SEG is equa to the value of the accumulator GBR AC NIBL SEG the
weekly NI basisis automatically applied for NI calculation purposes. If GBR AC IRREG SEG and GBR AC
NIBL SEG are not the same, then the payment comprises regular payments only, or a combination of regular
and irregular payments. In this case, the system calculates NI using the employees' pay frequency basis.

Alternatively, you can also override the NI frequency on the Maintain NI Data GBR page to force a change of
the NI basis.

Note. When you define earning elements for irregular payments, make the earnings members of the
accumulator GBR AC IRREG SEG.

P46 (Expat) Starter Notification

102

The P46 (Expat) Starter Notification is anew form. It is one of a number of In Y ear Movement messages sent
from your payroll system to HMRC. It is used to send starter notification to HMRC of employeeswho are
transferred to work in the UK.

The employees who fall under this category include:

« Individuals working wholly or partly in the UK for a UK resident employer on assignment whilst
remaining employed by an overseas employer.
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» Individuals assigned to work wholly or partly in the UK at a recognized branch of their overseas
employer's business.

« All individuasincluded by an employer within a dedicated expatriate scheme.

« Allindividuasincluded by an employer within an expatriate modified PAY E scheme (the employer
would typicaly be a multinational company).

Starting on April 6, 2009, it is mandatory for employers with 50 or more employees to send information to
HMRC online on employees starting their employment who have been transferred to work in the United
Kingdom. To help you meet this requirement, PeopleSoft Enterprise Global Payroll for the United Kingdom
has delivered an EDI message type, P46 (EXPAT).

The P46 EXP EDI message is generated for an employee seconded to work in the UK only. According to the
specifications, when a person is seconded to work in the UK, they must be provided a P46 (Expats) form,
which is used to capture relevant employee details.

Once the employee fillsin the details, the employer section of thisform has to befilled in and the form or
EDI details must be sent to HMRC. The section completed by the employee determines the applicable tax
code.

The standard P46 form only relies on statements A, B or C to determine the tax code. The new P46 (Expat)
form also relies on an optional entry in the European Economic Area (EEA)/Commonwealth Citizen check
box to determine the tax code.

If an employee enters X in the EEA/Commonwealth citizen box, employers must use the emergency tax code
on acumulative basis (which appliesto Statement A) even if the employee has completed Statements B or C.
PeopleSoft Enterprise Global Payroll for the United Kingdom provides a page within the application to enrall
an expatriate in the system and then generate the EDI message thereafter.

This message is also apart of In-year movements which have to be filed electronically starting April 6, 2009.
The EDI message type complies with the new legidlation.

Note. We are delivering only the EDI format, not the P46 (Expat) form.

Y ou should follow the general process used for existing In-year returns. Although it's anew form, it has been
given version number 6.0 to be consistent with other In-year movements messages, which were activated in
April 2009.

Delivered Tax and National Insurance Deductions

Copyright

These deductions are delivered for statutory tax and National Insurance deductions:
« TAX DD PAYE (employee's PAY E tax deduction).

« NI DD EES (National Insurance employee deduction).

« NI DD ERS (National Insurance employer deduction).

+ NI DD EESRBT (National Insurance employee rebate).

« NI DD ERSRBT (National Insurance employer rebate).

These deductions are delivered for processing NI overrides:
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NIO DD EES (employee NI override).

NIO DD ERS (employer NI override).

« NIO DD EESRB (employee NI rebate override).
« NIO DD ERSRB (employer NI rebate override).
See Also

Chapter 9, "Defining Payee Statutory Tax and National Insurance Details," Overriding NI Using Positive
Input, page 120

Viewing Delivered Elements
The PeopleSoft system delivers aquery that you can run to view the names of all delivered elements designed
for the United Kingdom. Instructions for running the query are provided in PeopleSoft Enterprise Global
Payroll 9.1 PeopleBook.
See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing Delivered Elements,” Understanding How
to View Delivered Elements

Entering Statutory Tax and National Insurance Details

Y ou must provide the system with essential information so that it can generate earnings and cal cul ate tax and
National Insurance contributions accurately. This section discusses how to:

« Enter employee tax details.
« View asummary of tax datafor previous employment.
« Enter employee national insurance details.

« Enter detailsfor P46 expatriates.

Pages Used to Enter Statutory Tax and National Insurance Details

Page Name Definition Name Navigation Usage

Maintain Tax Data GBR GPGB_EE_TAX Global Payroll & Absence | Enter an employee's tax
Mgmt, Payee Data, Taxes, | details.
Maintain Tax Data GBR,
Maintain Tax Data GBR
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Page Name

Definition Name

Navigation

Usage

Previous Employment
Totas

GPGB_EE_TAX_SEC

Click the Previous
Employment Totals link on
the Maintain Tax Data GBR

page.

Displays a summary of the
payee's P6 and P45 details
entered for a given tax year.
Use this pageto review the
total pay and total tax from
previous employment when
you have more than one tax
code notification for a
payee for the same tax year

Tax Notes

GPGB_EE_TAX_NTS

Click the Add Notes link on
the Maintain Tax Data GBR

page.

Enter additional notes about
the payee's tax information.
For example, if you are
waiting for a P45 or P46
from an employee and
create atemporary BR tax
record, you could use this
page to record the reason
for the BR tax record.

Note. The P45 (3) EDI
transaction adds the EDI
submission number and
submission date to this

page.

Maintain NI Data GBR

GPGB_EE_NI

Global Payroll | & Absence
Mgmt, Payee Data, Social
Security/Insurance,
Maintain NI Data GBR,
Maintain NI Data GBR

Enter an employee's
National Insurance details.

NI Notes

GPGB_EE_NI_NTS

Click the Add Noteslink on
the Maintain NI Data GBR

page.

Enter additional NI
information.

P46 Expat Details GBR

GPGB_EXPAT_EE_DTL

Global Payroll & Absence
Mgmt, Payee Data, P46
Expat Details GBR, P46
Expat Details GBR

Enter P46 expatriate details,

Entering Employee Tax Details

Access the Maintain Tax Data GBR page (Global Payroll & Absence Mgmt, Payee Data, Taxes, Maintain
Tax Data GBR, Maintain Tax Data GBR).

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

105



Defining Payee Statutory Tax and National Insurance Details Chapter 9

106

Maintain Tax Data GBR

Kevin Baker EMP I KGG173 Empl Record: 0
Last Start Date  01/01/2001 HIR Employee Status: Active
Last Leave Date Pay Group: KGPGMOMNTHA
Date of Birth: 03101976 NI Number: ABTB5567D
Business Unit:  Administration - UK Job Code: Specialist
Department: Headquarters - Reading, LK Location: Reading - England

Maintain Tax Data GBR page (1 of 2)

Find | View All Firzt " 1 of 1

*Effective Date: 01/01/2001 [5 P45 Previous Employment =
Effective Sequence: 0 Tax District: li

Notification Source: P45 M PAYE ID: TEST
I™ Scottish Variable Leave Date: (1212212000 [
Tax Code: 100sL I student Loan Deductions

Tax Basis: I cumulative :lv I Previous Scottish Variable

EDI Submission: Tax Code: 10051
™ Mot Paid biw Date Em ployment Began & Next 5th April Tax Basis: Im,
Pay Period: 9
Calendar Group ID:
Week or Month: I Manth "I

Leave Date:

B Pay to Date: 10832 54
Tax to Date: 3IBGTT
Tax Year End: 2001

Student Loans

P45 Leaver Information

Previous Employrment Totals

Add Motes

Maintain Tax Data GBR page (2 of 2)

Effective Sequence Enter a sequence number if you have multiple modifications to a payee's tax

details with the same effective date. Use the effective sequence number to
indicate the order in which the changes are applied.
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Notification Sour ce

Scottish Variable

Tax Code

Tax Basis

Add Notes and Edit
Notes

Previous Employment
Totals

P45 Leaver Information

Defining Payee Statutory Tax and National Insurance Details

Select the notification source of the employee's tax code: OTH (other), P38S,
P45, P46, P6, P6B, P6T,P7X, P9, PIT, and P9X.

Depending on the notification source that you select, the system displays certain
fields and hides others.

Select this check box if the employee is a Scottish tax payer. The tax code that
you enter must be prefixed by an S,

The Scottish parliament has statutory powers to vary the prevailing base rate of
tax by plus or minus 3 pence. For example, if the prevailing base rate in England
or Walesis 22 pence, the Scottish base rate could fluctuate between 19 pence and
25 pence. In al other respects, the Tax Code operates precisely as the primary
base rate. Currently there are no indications that the Scottish parliament will
invoke its statutory powers to adjust the primary base rate, but it could be
invoked at any time with only limited notification.

Enter the employee's tax code for the current tax year. The system checks that the
format of the tax code conformsto HMRC specifications. Tax codes for Scottish
employees must be prefixed by an S.

Select the basis on which the employee's tax is calculated, Cumulative or Week
1/Month 1.

Click thislink to access the Tax Notes page where you enter additional tax notes.
Thelink Add Notes indicates that there are no existing notes for this tax row. If
notes exist, the link Edit Notes is displayed.

Thislink appearsif you select P45,P6, P6B, or P6T in the Notification Source
field. Click thislink to access the Previous Employment Totals page. This page
provides a summary of the payee's total pay and tax from previous employment,
for the tax year associated with the effective date.

The system popul ates the fields in this group box only if a P45 has been generated for the employee and a
final print has been specified. The EDI Submission Reference field is populated by the EDI process when a

P45 is transmitted.

The UK Payroll Configuration bracket, GBR BR CONFIG CHAR, controls whether the fields in this group
box can be updated. Generally, you do not need to modify these fields once the system has generated a P45
for the employee. However, if you need to reprint the P45, you must delete the values in the Calendar Group
ID and P45 Leave Date fields. To delete the values in these fields, the bracket GBR BR CONFIG CHAR
must be configured to give you access to the fields in this group box.

See Chapter 3, "Setting Up Country Data," Setting Up P45 Parameters, page 24.
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Calendar Group ID If the employee's P45 report has been printed, this field displays the calendar
group ID containing the payroll results on which the P45 was based. If you need
to reprint the P45, thisfield enables you to identify which results (identified by
Calendar Group 1D) were used to create the original P45, so that you can reprint
using the same set of results. Remember, if the P45 needs to be reprinted, it
should be reprinted using the same results used to generate the original report.

The EDI P45(1) transaction and the Review P45 GBR page use thisfield to
identify that the P45 process has been finalized and the reportable P45 val ues.

Note. Thisfield contains avalue only when the P45 report has been run and
final print has been specified. If you need to reprint the P45, delete the value in
thisfield.

See Chapter 8, "Managing Starters, L eavers, and Transfers," Generating P45
Reports, page 88.

P45 L eave Date Displays the date that the employee left your organization. This date is popul ated
by the P45 report. Typically the leave date is the termination date, but it could
aso be atransfer date, depending on the reason for the P45. If you need to reprint
the P45, delete the value in thisfield.

EDI Submission Displays the EDI submission number if a P45 (1) transaction has been
Reference transmitted to HMRC for the employee.

See Chapter 20, "Managing EDI Submissions," page 237.

P6 Details

This group box appearsif you select P6,P6B, or P6T in the Natification Source field. The P6 form isissued
by HMRC to notify employers of an employee's tax code and tax basis. It aso includes the employee's total
earnings and tax for the current tax year. Use the P6 to complete the fields in this group box.

Note. Because Global Payroll for the UK uses the P6 and P45 details that you enter on this page in the tax
calculation process, ensure that they are accurate.

Previous Pay Enter the previous pay recorded on the P6 form.
Previous Tax Enter the previous tax recorded on the P6 form.
Tax Year End Enter the tax year recorded on the P6 form.

P45 Previous Employment

This group box appearsif you select P45 in the Notification Source field. When employees leave an
organization, they receive a P45 form from the employer. This form provides the information that you enter
here.
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Note. If an employeeisterminated and rehired in the same pay period, you must create a draft P45 for the
employee before you update this group box for the rehire. Thisis explained in the chapter Managing Starters,

Leavers, and Transfers.

See Chapter 8, "Managing Starters, Leavers, and Transfers," Managing Termination and Rehire within a Pay

Period, page 86.
Tax District
PAYE ID
Leave Date

Student Loan
Deductions

Scottish Variable

Tax Code

Tax Basis

Pay Period

Week or Month

Pay to Date
Tax to Date
Tax Year End

Student L oans

P46 Declaration

Enter the tax district code that is recorded on the P45 form.

Enter the PAY E reference that is recorded on the P45 form.

Enter the leaving date that is recorded on the P45 form.

Select this check box if the P45 form indicates that the employee has a student
loan. The system automatically creates student loan details for the employee

when you select this check box. The automatically generated loan has a reference
of P45 Notification and the loan start date is the effective date you enter on this

page.

Select this check box if the P45 form indicates that the employee was a Scottish
tax payer in his or her previous employment. If you select this check box the tax
code must begin with S,

Enter the tax code that is recorded on the P45 form.

Enter the basis on which the employe€e's previous employer calculated tax:
Cumulative or Week 1/Month 1.

Enter the tax period in which the employee was | ast paid by the previous
employer.

Select Week or Month to identify whether the tax period in which the employee
was last processed is weekly or monthly

Enter the total pay to date that is recorded on the P45 form.
Enter the total tax to date that is recorded on the P45 form.
Enter the tax year to which the P45 applies.

Click thislink to view and update the Maintain Student Loan page.

This group box appearsif you select P46 in the Natification Source field.

Section 1 of the P46 form contains three statements: A, B, and C. The employee must select each box that
applies to them. Select the check boxes, Statement A, Statement B, and Statement C, that the employee has

selected on the P46 form.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 109



Defining Payee Statutory Tax and National Insurance Details Chapter 9

Statement A Select this check box if the employee has selected statement A on the P46 form.
If you select this check box and Statement C is not selected, the system updates
the Tax Code with the emergency tax code, as defined by HMRC, and sets the
Tax Basisto Cumulative.

Statement B Select this check box if the employee has Selected statement B on the P46 form.
If you select this check box only, the system updates the Tax Code field with the
emergency tax code, and sets the Tax Basis to Week 1/Month 1.

Statement C Select this check box if the employee has selected statement C on the P46 form.
If you select this check box the system updates the Tax Code to BR and the Tax
Basisto Cumulative.

Student L oan Select this check box if the P46 form indicates that the employee has a student
Deductions loan.

Managing Leavers for Tax Purposes

When an employee leaves before receiving their final payment, you can adjust the tax code using the normal
manual procedure — or if the P45 has already been run and processed, the tax code will be adjusted to BR Wk
1/Mth 1 automatically.

Viewing a Summary of Tax Data for Previous Employment

Access the Previous Employment Totals page (Global Payroll & Absence Mgmt, Payee Data, Taxes,
Maintain Tax Data GBR, Maintain Tax Data. Click the Previous Employment Totals link on the Maintain

Tax Data page).
Maintain Tax Data
Previous Employment Totals
Kevin Baker Employee I KGG173 Empl Record: 0
=
Effective Effective Notification Tax Code Tax Basis Previous Previous Tax Year End
Date Sequence |Source Pay Tax
101/01/2001 0 P45 1005L Cumulative 10832.54 3B6.77 2001
P45 Pay to Date: 10832 54
P45 Tax to Date: 3B6TY
Tax Year End: 2001

Previous Employment Totals page

This page displays a summary of a payee's total pay and tax from previous employment, as recorded on a P45
or P6. It displays the previous employment information you have entered for the payee with a notification
source of P45, P6, P6B, or P6T within the same tax year.
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Previous Employment Totals

This group box displays the total pay and tax calculated by the system based on the information you have
entered. If you have entered P45, P6, P6B, or P6T notifications for the tax year and you receive another P45

or P6 for the same tax year, when you enter the latest notification the system determines the totals as
described in thistable:

New Notification Source Calculation

P45 Adds pay and tax values from the P45 to the pay and tax
that you previously entered.

P6, P6B, or P6T Pay and tax values on the P6, P6B, or PET replace any

existing pay to date and tax to date values you have
entered from a P45 or earlier P6. The P6 is cumulative and
therefore includes any pay and tax recorded on earlier

P45s or P6.
Example 1. Multiple P45 and P6 Notifications
Y ou have a payee with these tax details:
Field Value
Notification Source P6
Tax Code BR
Previous Pay 250.00
Previous Tax 55.00

Y ou then add this natification for the payee for the same tax year:

Field Value
Notification Source P45

Tax Code 474L
Previous Pay 1500.00
Previous Tax 223.27

This table lists the values shown on the Previous Employment Totals page for this payee and how they are

calculated:
Field Value Calculation
P45 Pay to Date 1750.00 250 + 1500.00
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Field

Value

Calculation

P45 Tax to Date

278.27

55.00 + 223.27

Example 2: Multiple P45 and P6 Notifications

In the second example, you have a payee with these tax details:

Field Value
Notification Source P6
Tax Code 320T
Previous Pay 50
Previous Tax 0

Y ou then add this notification for the payee for the same tax year:

Field Value
Notification Source P6

Tax Code 320T
Previous Pay 416.00
Previous Tax 14.80

This table lists the values shown on the Previous Employment Totals page for this payee and how they are

calculated:

Field Value Calculation

P45 Pay to Date 416.00 Vaue from latest P6
P45 Tax to Date 14.80 Vaue from latest P6

Entering Employee National Insurance Details

Access the Maintain NI Data GBR page (Global Payroll | & Absence Mgmt, Payee Data, Socia

Security/Insurance, Maintain NI Data GBR, Maintain NI Data GBR).
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Maintain NI Data GBR

Kevin Baker EMP

Last Start Date  01/01/2001 HIR

Last Leave Date

Date of Birth: 03101976

1D

KGG173 Empl Record: 0

Employee Information

Employee Status: Active
Pay Group: KGPGMOMTHA

HI Number: ABTEREETD

Business Unit:  Administration - UK

Department: Headquarters - Reading, UK

w Current Job Information

Job Code: Specialist

Location:

Reading - England

Maintain NI Data GBR page (1 of 2)

NI Details

*Effective Date:  |01/01/2001 |

NI Category Code: |° @, Standard C/Out Salary
Related

Contracted Out Numbers

SCOM: @,
ECON: ECON 3@,

[+ [=]

™ Multiple Employment

Certificates Seen

I™ Reduced Liability
™ Deferment [CAZ700)
™ Age Exception

Directors

™ Indicator

I

Calculation: |

Start Date:

s
E

End Date:

HI Period Override

HI Frequency:

I jv

Add Motes

Maintain NI Data GBR page (2 of 2)
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Employee Information

NI Number (National
I nsurance number)

NI Details

Multiple Employment

Displays the employee's National Insurance number. Y ou enter National
Insurance numbers on the Biographical Details page in the Human Resources
Administer Workforce business process.

Note. Y ou must define an employee's National Insurance number as the primary
ID on the Biographical Details page.

See PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer
Workforce, "Adding a Person in PeopleSoft Human Resources,” Entering Name
and Biographical Data.

Select if the employee has multiple jobs, and you want to aggregate National
Insurance for each job for NI calculation purposes.

Note. You must select the Multiple Employment check box for each job to
aggregate them.
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NI Category Code
(National Insurance
category code)

Defining Payee Statutory Tax and National Insurance Details

Select the National Insurance contribution table letter under which National
Insurance contributions are payable. Thisisarequired field because al
employees over the age of 16, under state retirement age, and whose income is
above the LEL should pay National Insurance contributions.

The NI Category Codeisrequired for all legidlative reporting, such as paydlips
and end-of-year documentation. An employee's payslip cannot be calculated
without this information.

Valid values are;
A: Not contracted-out Nationa Insurance contributions.
AA: Not contracted out in appropriate personal pension.

B: Reduced rate not contracted out. This category appliesto only female
employees.

BA: Reduced rate not in appropriate persona pension. This category appliesto
only female employees.

C: Over state retirement age or not contracted-out salary-related pension scheme.
This category code can also be used for deferment certificates.

D: Contracted-out money purchase pension scheme (COSR).

E: Reduced rate COSR. This category applies to only female employees.
F: Contracted-out money purchase pension scheme (COMP).

G: Reduced rate COMP. This category applies to only female employees.
J: Deferment Not Contracted.

L. Deferment contracted out salary related.

S Contracted-out deferment certificate in contracted-out money purchase
scheme.

X: No National Insurance contributions (for example, for overseas employees).

Contracted Out Numbers

SCON (Scheme
Contracted Out Number)

ECON (Employer
Contracted Out Number)

Select the SCON. Thisfield isrequired if you select one of these NI category
codes. F, G, or Sfor contracted-out money purchase schemes or contracted-out
money purchase stakeholder pension schemes.

Set up your SCONs on the SCON Table page.

Select the ECON. The system displays the default ECON value defined for the
payee's pay entity. You can accept the default ECON or override this value.

Thisfield isrequired if you select one of these NI category codes. D, E, F, G, L,
orS

Set up your ECONs on the ECON Table page.

See Chapter 3, "Setting Up Country Data," Defining ECONs and SCONS, page 11.
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Certificates Seen

Reduced Liability This check box is available for entry if you select the NI Category Code B,E, or
G. Select if the employee has avalid certificate and therefore complies with the
eligibility regulations for this category. This check box reminds you that the
employee should have avalid certificate.

Deferment (CA2700) This check box is available for entry if you select the NI Category Code J, L, or
S Sdlect if the employee has avalid certificate and therefore complies with the
eligibility regulations for this category. This check box reminds you that the
employee should have avalid certificate.

Age Exception This check box is available if you select the NI Category Code C. Select if the
employee has avalid certificate and therefore complies with the eligibility
regulations for this category. This check box reminds you that the employee
should have avalid certificate.

Directors

There are specia rulesfor calculating National Insurance contributions for company directors. An employee
who isadirector at the beginning of the tax year (April 6) has an annual earnings period for that tax year,
even if he or she ceases to be adirector before the end of the tax year (April 5). Employees who are first
appointed as company directors during the current tax year have a pro-rata earnings period for the rest of the
current tax year, based on the date when they are appointed as directors (rather than the day when they are
first paid as directors).

It istherefore important that you specify whether employees are directors and when they became directors
because the system cal culates directors' National Insurance contributions on an annual or pro-rata annual
basis accordingly.

Directors National Insurance contributions are calculated on a cumulative basis, unlike other employees
whose National Insurance contributions are cal culated each week or each month. However directors may
have easement applied so that their National Insuranceis calculated on a periodic rather than a cumulative
basis throughout the tax year. According to legislation, when easement is applied, the system must reassess
directors earnings on the basis of an annual or pro-rataannual earnings period, within the last payment of
earnings in atax year to that employee, whether directors are paid on aweekly or monthly basis.

If directors have been calculated on a non-cumulative basis (that is, like an standard employee) during the tax
year, in the last period of the tax year, the calculation must revert to that of adirector. Thisis known as the
Directorship, and NI is calculated on a cumulative basis within this final period. To indicate that a calendar is
the last period of the tax year, enter a supporting element override on the calendar, using the variable TAX
VR LAST PERIOD. Set the variable to Y to ensure that director's pay is recalculated in the last period of the
tax year. It hasto be placed on the last calendar of the tax year for which directors will be calculated. For
further information about the supporting element overrides required for the UK refer to the chapter " Setting
Up Country Data’.

See Chapter 3, "Setting Up Country Data," Setting Up Calendars and Calendar Groups, page 16.

Indicator Select if the employeeis acompany director. Y ou must enter the date when the
employee became a director because this affects how the system calculates
National Insurance contributions.
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Calculation

Start Date

End Date

NI Period Override

NI Frequency (National
Insurance frequency)

Add Notes and Edit
Notes

Defining Payee Statutory Tax and National Insurance Details

Displays how a company director's National Insurance contributions are
calculated. Valid values are:

Annual Cumulative: Select if you want to calculate a director's National
Insurance contributions on a cumulative basis. This means that the earnings
period for the assessment of directors' National Insurance contributionsis
annualized.

Period Non Cumulative: Select if you want to calculate a director's National
Insurance contributions as you would for aregular employee, with directorship
calculated within the last period for which the director is paid within the tax year.

Enter the date the employee became a director.

Enter the date the employee ceased to be a director. This date must be entered
against the actual row on which you entered the start date of the directorship--in
case thereis afurther period of directorship for the company (a second term of
directorship requires anew row of information).

Select the frequency for NI calculationsif you need to override the pay group
frequency. The frequency you select appliesto NI calculations only and it
determines the limits used for the NI calculation.

For example, payments made after an employee leaves a company must be made
on aweekly basis. If the payeeis normally paid monthly, you may use thisfield
to override the NI calculation for that payee (the system automatically applies the
appropriate basis if irregular earning elements are accumulated to GBR AC
IRREG SEG).

Valid values are:

Weekly: To calculate National Insurance contributions on aweekly basis.
Bi-Weekly: To calculate National Insurance contributions on afortnightly basis.
Lunar: To calculate National Insurance contributions on a four-weekly basis.
Monthly: To calculate National Insurance contributions on a monthly calendar
basis.

Quarterly: To calculate National Insurance contributions on a quarterly basis.
Annual: To calculate National Insurance contributions on a yearly basis.

Click thislink to access the NI Notes page where you enter additional notes

about this employee. The link Add Notes indicates that there are no existing
notes. If notes exist, the link Edit Notes is displayed.

Entering Details for P46 Expatriates

Access the P46 Expat Details GBR page (Globa Payroll & Absence Mgmt, Payee Data, P46 Expat Details
GBR, P46 Expat Details GBR).
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P46 Expat Details GBR
John Baar EMP 10 KCI002 Empl Record: ]

Employee Information
P46 (Expat) Declaration

® Statement A ] EEAICommonwealth Citizen
O statement B [ student Loan
O Statement C

Tax Code: [603L *Address Type: |HOME @,

Tax Basis:
Employment Information

*Date employment
started in UK: 01/20/2009 [ []EPME6 (Modified) Scheme
Work Title: |Accn untant

*Pay Entity: GGPEDY @,

P46 Expat Details GBR page

P46 (Expat) Declaration

Statement A Select if the employee intends to live in the UK for more than six months.
Statement B Select if the employee intendsto livein the UK for less than six months.
Statement C Select if the employee will be working for the employer both inside and outside

of the UK, but will be living abroad.

EEA/Commonwealth The new P46 (Expat) form relies on an optional entry in this check box to

Citizen (European determine the tax code. If you select this check box, the employer must use the
Economic emergency tax code on a cumulative basis, which applies to statement A, even if
Area/Commonwealth the employee has completed Statements B or C.

Citizen)
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Student Loan

Tax Code

Address Type

Tax Basis

Defining Payee Statutory Tax and National Insurance Details

Select this check box if the P45 form indicates that the employee has a student
loan. When you select this check box for an employee, the system automatically
makes an entry in the Student Loan table.

Employers must deduct student loan repayments from the earnings of employees
who took out one or more student loans after August 1998. They must then remit
these student loan repayments, together with PAY E tax and NICs, to HM
Revenue and Customs (HMRC). This law has been in effect since November 1,
1999. Student loan repayments are made on a per-pay-period basis; that is, they
are non-cumulative.

The system automatically enters the appropriate tax code when you select either
Statement A, Statement B, or Statement C. The system enter atax code that
conforms to HMRC specifications.

Select the address type to be used in the P46 (Expat) message.

Based on the statement that you select, the system automatically enters an
appropriate value in this field, either Cumulative or Week 1/Month 1. The entry in
this field determines the basis on which the employee's tax is calcul ated.

« Statement A = Cumulative
» Statement B = Week 1/Month 1

Statement C = Cumulative

Note. Only one statement must be obtained from the employee and reported. Statements A, B and C are
mutually exclusive. Every P46 (Expat) submission must contain a completed statement. There is no default
option specified by HMRC when a user does not select a statement.

Employment Information

Date Employment
started in UK

EPM6 (M odified)
Scheme

Work Title

Pay Entity

See Also

Enter the date the employee started work in the UK.

Select this check box if the employer selected the EPM6 (Modified) scheme on
the Employee seconded to work in the UK form

Enter the employee's work title.

Select the pay entity for which the employee is associated.

Chapter 20, "Managing EDI Submissions,” Running the EDI Processes, page 242
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Overriding NI Using Positive Input

This section provides an overview of overridesfor NI and discusses how to:

» Enter positive input to override NI.

» Create a payee supporting element override.

Understanding Overrides for NI

Normally, National Insurance (NI) is calculated automatically during payroll processing based on the NI
information you entered on the Maintain NI Data GBR page. However, in exceptional situations you may
need to override NI deductions manually using positive input.

To override NI deductions:

1. Create apositive input entry using the appropriate NI override deductions delivered for this purpose.

When you process payroll, the system popul ates the normal NI deductions with the values you assign the
NI override deductions in the positive input entry. Y ou must include all the NI override deductionsin

your positive input entry because the system does not calculate any of the normal NI deductions when an
NI override is processed.

2. Create a payee level supporting element override using the variable NI VR OVR IND.

This supporting element override is required to trigger resolution of an alternative NI formula specifically
designed for NI overrides that updates the NI accumulators correctly.

Note. Y ou must create the supporting element override at the payee level. Overrides created at any other
level will not generate the correct results.

When you process payroll, the system generates a payee message for payees whose NI is adjusted using

positive input. This helpsyou track NI overrides.

Note. Y ou should only override NI for the current pay period and the NI category that is active for the current
period. Do not use this method to correct NI calculations for pay periods that have been finalized.

Pages Used to Override NI

Page Name

Definition Name

Navigation

Usage

Positive Input

GP_PI_MNL_ERNDED

Globa Payroll & Absence
Mgmt, Payee Data, Assign
Earnings and Deductions,

One Time (Positive | nput)

Create a positive input entry
for the NI override amount.
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Page Name Definition Name Navigation Usage

Supporting Elements GP_PAYEE_SOVR Globa Payroll & Absence | Create a supporting element
Mgmt, Payee Data, Create | override for the variable NI
Overrides, Supporting VR OVRIND.
Elements, Supporting
Elements

Entering Positive Input to Override NI

Access the Positive Input page (Global Payroll & Absence Mgmt, Payee Data, Assign Earnings and
Deductions, One Time (Positive Input)).

To create a positive input entry, add arow for each NI override deduction:

1. Complete the fields on the Action tab as follows:

Entry Type Select Deduction.

Element Name Add these deductions to the positive input entry:
NIO DD EES. To override the employee NI contributions.
NIO DD EESRB: To override the employee NI rebate.
NIO DD ERS: To override the employer NI amount.
NIO DD ERSRB: To override the employer NI rebate.

Important! You must add all the NI override deductions to the positive input
entry and assign the appropriate value to each deduction. If you omit a
deduction, the system assigns the value zero to the deduction.

Action Type Select Override.

2. Complete the fields on the Main Components tab as follows:

Amount Enter the NI override amount. The system uses the value to popul ate the
normal NI deductions so it's important that this value is correct.

Currency Code Select GBP.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Working with Positive Input”
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Creating a Payee Supporting Element Override

122

Access the Supporting Elements page (Global Payroll & Absence Mgmt, Payee Data, Create Overrides,
Supporting Elements, Supporting Elements).

To create the payee level supporting element override:

1. Complete the Elements/Dates tab as follows:

Element Type Select Variable.
Element Name Select NI VROVR IND

Begin DateEnd Date Enter the current pay period begin and end dates.

2. Completethe Values tab as follows:

Numeric Values Enter 1.

Note. Y ou must create the supporting element override at the payee level. Overrides created at any other level
will not generate the correct results.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, " Setting Up Overrides," Defining Payee Overrides
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Managing Court Orders and Student

Loans

This chapter provides an overview of delivered elements and discusses how to:

« Manage court orders.

» Manage student loans.

Understanding Delivered Elements

This section discusses;

« Delivered court order and student |oan deductions.

» Viewing delivered elements.

Delivered Court Order and Student Loan Deductions

Thistable lists the deductions that are delivered for court orders and student |oans:

Element Name Description
CODD AEF1 AEOQ Fines deduction 1

CODD AEF2 AEO Fines deduction 2

CODD AEF 3 AEO Fines deduction 3

CODD AEF1F Administration fee for AEF1
CODD AER2F Administration fee for AEF2
CODD AER3F Administration fee for AEF3

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

123



Managing Court Orders and Student Loans

124

Chapter 10

Element Name Description
CO DD AEN1 AEN1 deduction

CO DD AEN2 AEN2 deduction

CO DD AENS3 AEN3 deduction

CO DD AENF1 Administration fee for AEN1
CO DD AENF2 Administration fee for AEN2
CO DD AENF3 Administration fee for AEN3
CODD AEP1R AEP1 deduction

CODD AEP2R AEP2 deduction

CODD AEP3R AEP3 deduction

CO DD AEPF1 Administration fee for AEP1
CO DD AEPF2 Administration fee for AEP2
CO DD AEPF3 Administration fee for AEP3
CODD CAOCM CMA aspart of aCAO

CODD CAOEA EAO as part of CAO calculation
CODD CAOF CAO Administration fee
CODD CCAAl CCAA deduction 1

CO DD CCAA2 CCAA deduction 2

CO DD CCAA3 CCAA deduction 3
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Element Name

Description

CO DD CCAAF1 Administration fee for CCAA1
CO DD CCAAFR2 Administration fee for CCAA2
CO DD CCAAF3 Administration fee for CCAA3
CO DD CCAP1 CCAP deduction 1

CO DD CCAP2 CCAP deduction 2

CO DD CCAP3 CCAP deduction 3

CO DD CCAPF1 Administration fee for CCAP1
CO DD CCAPF2 Administration fee for CCAP2
CO DD CCAPF3 Administration fee for CCAP3
CO DD CMA CMA-only deduction

CODD CMA FE CMA fee deduction

CODD CTA1R CTA deduction 1

CODD CTA2R CTA deduction 2

CODD CTA3R CTA deduction 3

CODD CTAF1 Administration fee for CTA1
CODD CTAF2 Administration fee for CTA2
CO DD CTAR3 Administration fee for CTA3
CODD DEO1R Deduction for DEO1
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Element Name Description
CO DD DEO2R Deduction for DEO2

CODD DEO3R Deduction for DEO3

CO DD DEOF1 Administration fee for DEO1

CO DD DEOF2 Administration fee for DEO2

CO DD DEOF3 Administration fee for DEO3

CO DD DPP Debt payment program (DPP) deduction
CO DD DPPFE Administration fee for DPP
CODDEAO Earnings Arrestment deduction
CODD EAOFE Administration fee for EA

SL DD AMOUNT Student loan repayment

Viewing Delivered Elements

The PeopleSoft system delivers aquery that you can run to view the names of all delivered elements designed
for the United Kingdom. Instructions for running the query are provided in PeopleSoft Enter prise Global

Payroll 9.1 PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How

to View Dedlivered Elements

Managing Court Orders

This section provides an overview of court orders and discusses how to enter employee court order data.
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Understanding Court Orders

UK legislation requires that if an employeeisissued with an order from a court or other government agency
or if an employee took out a student loan after August 1998, an employer must deduct money from that
employee's earnings and return it to the relevant authority.

Global Payroll for the UK assists you in computing and recording the amount of student loan and court order
repayments that must be returned to the authorities who issue them.

Depending on the type of order, the amount of money to be paid can be determined by referring to tables
published by the Court Service or by applying a percentage to a portion of earnings. Alternatively, the court
or other authority making the order may advise repayment of aregular sum.

The following countriesin the UK have separate |egislation regarding orders from courts and other
government agencies:

« England and Wales
« Scotland
« Northern Ireland

This legidation refersto the priority of loans and orders; that is, the legidation refers to the sequence in which
deductions should be made if an employee has a student |oan and/or one or more ordersto pay.

Note. You can either let the system automatically sequence court orders or use the order in which they are
defined on the page.

Thereis no legiglation regarding the sequence of court orders from more than one country (for example, if an
employee receives one order from England and Wales and another from Scotland). Contact the courts directly
if this situation applies to an employee in your organization.

Page Used to Enter Employee Court Order Data

Page Name Definition Name Navigation Usage

GPGB_EE_CO

Assign Court Orders GBR

Global Payroll & Absence
Mgmt, Payee Data,
Garnishments/Court Orders,
Assign Court Orders GBR,
Assign Court Orders GBR

Enter statutory information
about an employee who has
been issued with an order
from acourt or other
government agency.

Entering Employee Court Order Data

Access the Assign Court Orders GBR page (Global Payroll & Absence Mgmt, Payee Data,
Garnishments/Court Orders, Assign Court Orders GBR, Assign Court Orders GBR).
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Assign Court Orders GBR

Kevin Baker Person ID: KGG173
Court Orders " 40f1" Last
[+[=]

*Region: EnglandAndWalesj *Saquencing: ISystem "'I

Court Orders Customize | Find | View A1 | BV | 3 First " 1of1 " Last
*Order Amount Court Order h o

— Payable Fee Reference Start Date Stop Date Active Flag |Seqlum

[cTa [@, | 120 ¥ [1234B 11012009 [ 111712008 [} [Active [x] (=]

Assign Court Orders GBR page

Region Select the country in which the court order was issued.

Sequencing Select the type of sequencing that you want to use. Valid values are:

System: If you select this option, when you save your information, the system
automatically processes the court orders in the correct sequence.

Page Order: Select thisvalueif you want to define the order in which the court

orders are processed. If you select this value the system makes the SegNum field
available for entry.
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Order Type

Conjoined order type
indicator

Normal Deduction
Amount

Protected Earnings

Amount Payable

Fee

Managing Court Orders and Student Lo

Select the type of court order that must be paid, as notified by the court issuing
the order. The order type that is available depends on the region in which the
order was issued.

ans

Note. Thetype of order that you select affects whether the Normal Deduction
Amount, Protected Earnings, and Amount Payable fields appear.

Order Typesin England and Wales are:
AEF (Attachment — Fines)
AEN (Attachment Non-Priority)

AEP (Attachment — Priority)

CCA (Community Charge AEO)

CTA (Council Tax AEO)

DEO (Deduction from Earnings Order).
Order Typesin Northern Ireland are:
AEF (Attachment — Fines)

AEN (Attachment Non-Priority)

AEP (Attachment - Priority)

DEO (Deduction from Earnings Order).
Order Typesin Scotland are:
CAO (Conjoined Order)

CMA (Current Maintenance Arrestment)

DEO (Deduction from Earnings Order)
DPP (Debt Payment Program)

EAO (Earnings Arrestment Order).

Thisfield isdisplayed if the Order Typeis CAO (Conjoined Order) only. Select
F (Fines), M (Maintenance), or B (Both).

Enter the normal deduction amount as stated by the issuing authority.

Enter the protected earnings as stated by the issuing authority.

Enter theinitial amount of debt or fines that the employee owes.

Note. Although the amount of initial debt remains constant on this page, the
system reduces it by the amount of payments made each period.

Select if your organization charges employees afee for processing court orders.
The fee allowed is determined by Court Service.
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Court Order Reference Enter the reference for the court order. Use this number in all correspondence
with the court that issued the order.

Start Date Enter the date when deductions are to start.

Stop Date Enter a stop date if you receive notification from the court or relevant authority
informing you to stop making deductions. Normally, you do not need to enter a
stop date because the system automatically stops processing court orders when
the employee has repaid the amount specified in the Amount Payable field.

Active Flag Select Active if you want to process the court order. If you do not, the system
does not process the court order.

SegNum (sequence Displays the sequence number that determines the order in which the court orders
number) are processed. If you select Page Order in the Sequencing field, you can override
the default sequence.

Managing Student Loans

This section provides an overview of student loans and discusses how to enter student |oan information.

Understanding Student Loans

130

Employers must deduct student loan repayments from the earnings of employees who took out one or more
student loans after August 1998. They must then remit these student loan repayments, together with PAY E
tax and NICs, to HM Revenue and Customs (HMRC). (Thislaw has been in effect since November 1, 1999.)

Note. Student loan repayments are made on a per-pay-period basis; that is, they are non-cumulative.

HMRC sends you a start notice, informing you when to start deducting the repayments from an employee's
earnings. Contributions are afixed percentage of an employee's salary, provided that the employee earns
more than the amount specified by HMRC. Once the loan has been repaid, HMRC sends you a stop notice
informing you to stop making the deductions.

Global Payroll for the UK meets the HMRC's requirements for processing student loans, enabling you to
record the amount of loan repayment deducted on these documents:

»  Employee's paydip
- P11
» P45forms

For new employees who are already making student loan repayments, their P45 forms display aY in the
Student Loan check box. When you enter their details on the Maintain Tax Data GBR page and select the
Student L oan Deductions check box, the system automatically creates a student loan for that employee.
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See Also

Chapter 9, "Defining Payee Statutory Tax and National Insurance Details," Entering Employee Tax Details,
page 105

Chapter 19, "Running Payroll Reports," page 223

Page Used to Enter Student Loan Information

Page Name Definition Name Navigation Usage
Maintain Student Loans GPGB_EE_STLOAN Global Payroll & Absence | Enter student loan datafor a
GBR Mgmt, Payee Data, Taxes, | payee.

Maintain Student Loans
GBR, Maintain Student
Loans GBR

Entering Student Loan Information

Access the Maintain Student Loans GBR page (Global Payroll & Absence Mgmt, Payee Data, Taxes,
Maintain Student Loans GBR, Maintain Student Loans GBR).

Maintain Student Loans GBR

Anna Roberts EMP 1D KGO014 Empl Record: 0
Last Start Date  01/01/1998 HIR Employee Status: Active
Last Leave Date Pay Group: GG STD MO
Date of Birth: 06191962 NI Number: TH190662F

¥ Current Job Information

Customize | Find | View 20| B | 88 Fist © 4of1  Last

*Start Date End Date Student Loan Reference
107272009 Eﬂ 0712942011 Eﬂ ROBERTS_B57885 I£| I:—I

Maintain Student Loans GBR page
Start Date Select the date when employers must start deducting student 1oan repayments
from the employee's earnings.

End Date Select the date when employers should stop deducting student loan repayments
from the employee's earnings.
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Student Loan Reference Enter the student loan reference for an employee. Use thisreferencein al
correspondence with HMRC.
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Entering Employee Pension Scheme
Information

This chapter provides an overview of pension schemes and discusses how to enter standard and stakeholders
pension scheme data.

Understanding Pension Schemes

This section discusses:

« Pension scheme templates.

« Dédlivered pension scheme deductions.

» Dédlivered accumulator for pensionable earnings.

« Viewing delivered elements.

Pension Scheme Templates

Global Payrall for the U.K provides you with a sample template that you can use as a starting point for
processing two kinds of pension schemes: standard occupational pensions and stakeholders pensions. Because
pension schemes are not a statutory requirement, you should tailor the provided template to your own
requirements or create your own.

Pension schemes are created at the job level. That is, if an employee has multiple employment contracts, the
employee can have different pension schemes for different contracts.

Within the two main pension types, the delivered template enables you to define these types of employee and
employer contributions:

» A fixed scheme, in which an employee and an employer pay afixed amount per pay period.

« A percentage scheme, in which both employee and employer pay a specified percentage of employee
earnings per pay period.

« Anadditional voluntary contribution scheme, in which the employee can contribute a fixed amount or
percentage.
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Delivered Pension Scheme Deductions
This section lists the deductions that Global Payroll for the UK delivers for the standard and stakeholder
pension schemes.
Standard Pension Scheme

This table lists the deductions for standard pension schemes:

Deduction Description

PEN DD EE Deduction to process standard employee pension
deduction.

PEN DD ER Deduction to process the standard employer pension
deduction.

Stakeholder Pension Scheme

Thistable lists the deductions for stakeholder pensions:

Deduction Description

STK DD EEAMT Deduction to process the stakeholder pension employee
amount.

STK DD ERAMT Deduction to process the stakeholder pension employer
amount.

STK DD EEPCT Deduction to process the stakeholder pension employee
percent.

STK DD ERPCT Deduction to process the stakeholder pension employer
percent.

Delivered Accumulator for Pensionable Earnings
The accumulator GBR AC PENBL SEG isdelivered for storing total pensionable earnings. Pension

contributions that are based on a percentage of earnings are cal culated using this accumulator. Y ou heed to
ensure that the relevant earning elements contribute to this accumulator.
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Viewing Delivered Elements

The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed
for the United Kingdom. Instructions for running the query are provided in PeopleSoft Enterprise Global
Payroll 9.1 PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How
to View Delivered Elements

Entering Standard and Stakeholders Pension Scheme Data

This section discusses how to:

« Enter standard pension scheme data.
» Enter stakeholder pension scheme data.

« Enter P46 pensioner information.

P46 (Pen) EDI Message Type

Beginning April 6, 2009, it is mandatory for employers with 50 or more employees to send pension starter
information to HMRC online. HMRC has asked software devel opers to use the term P46 (Pen), asits
intention isto rebrand PENNOT as P46 (PEN).

To help you comply with this requirement, Global Payroll for the UK has delivered the P46 (Pen) EDI
message type. Y ou must generate this message for new pensioners when they start receiving pension
payments. This EDI message is used by pension providersfor all pensioners they pay, evenif they did not
previously work for the company (for example, widows or widowers of those that have died).

Y ou also need to enroll eligible dependents and include them in the pension notification. Use the P46
Pensioner GBR page to manually enroll pensioners and dependants. Based on this information, the system
generates the EDI file.

On the Process EDI GBR run control page, Global Payroll for the UK has added the P46 Pension Sarter
value to the EDI transaction field. The system creates messages in the standard message log as part of the
Application Engine program and is available through the standard on-line process page.

See Also

Chapter 20, "Managing EDI Submissions," Running the EDI Processes, page 242
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Pages Used to Enter Employee Pension Scheme Data

Entering Standard Pension Scheme Data
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Mgmt, Payee Data, Pension
Information, P46 Pensioner
GBR, P46 Pensioner GBR

Page Name Definition Name Navigation Usage

Assign Scheme GBR GPGB_EE_PENSION Global Payroll & Absence | Enter standard pension
Mgmt, Payee Data, Pension | scheme datafor an
Information, Assign employee.
Scheme GBR, Assign
Scheme GBR

Stakeholders Pension GBR | GPGB_EE_STKHLD Global Payroll & Absence | Enter stakeholders pension
Mgmt, Payee Data, Pension | scheme datafor an
Information, Stakeholders | employee.
Pension GBR, Stakeholders
Pension GBR

P46 Pensioner GBR GPGB_P46_PENSN_DTL Global Payroll & Absence | Enter P46 pensioner

information for pensioners
and eligible dependents.

Access the Assign Scheme GBR page (Global Payroll & Absence Mgmt, Payee Data, Pension Information,
Assign Scheme GBR, Assign Scheme GBR).

Assign Scheme
GBR

Anna Roberts

Business Unit:
Department:
Job Code:

Location:

*5cheme

1|FIKa (@,

Employee Percentage

EMP

Administration - UK
Customer Services
Specialist

Cardiff - Wales

Employer Percentage

1D KG0014

First Start Date: 01/01/19938

Payroll Status: Active

Empl Record:

0

B
Employer .
Employee Amount Amount Start Date End Date
250 300 [11/01/201E B | [=]

Assign Scheme GBR page
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Pension Schemes

Scheme

Employee Per centage

Employer Percentage

Employee Amount

Employer Amount

Start Date

End Date

Entering Employee Pension Scheme Information

Select the type of pension scheme that you require:

FIXA (fixed scheme A)

PCTB (percentage scheme B).

AVC1 (additional voluntary contributions)

Thisfield isavailable for entry only if you select either the PCTB or AVCL in the

Scheme field. Enter the percentage of employee earnings that the employee pays
into the pension scheme.

Thisfield isavailable for entry only if you select the PCTB in the Scheme field.
Enter the percentage of employee earnings that the employer paysinto the
pension scheme.

Thisfield isavailable for entry only if you select either the FIXA or AVCl in the
Scheme field. Enter the fixed amount of money that an employee paysinto the
pension scheme each pay period.

Enter the amount of money that an employer pays into the pension scheme each
pay period. Thisfield is not availableif you select AVC1 in the Schemefield.

Select the start date when the pension scheme is processed.

Select the end date when the pension scheme is processed.

Note. Y ou can create multiple rows for the same employee as long as the scheme type is not the same. For
example, you can create a pension scheme based on percentage contributions and then create a new row for
an additional, voluntary contribution of afixed amount.

Entering Stakeholders Pension Scheme Data

Access the Stakehol ders Pension GBR page (Global Payroll & Absence Mgmt, Payee Data, Pension
Information, Stakeholders Pension GBR, Stakeholders Pension GBR).
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Stakeholders
Pension GBR
Anna Roberts EMP ID:  KGOD14 Empl Record: 0
Business Unit: Adrministration - UK First Start Date: 01/01/1998
Department: Customer Sernvices Payroll Status: Active
Job Code: Specialist
Location: Cardiff - Wales
B
*Scheme IE‘Z-Irpc:I::tEaZe E?i?:fﬁ;e *Begin Date End Date
1[pcTl@, 5 25 11/01/2009 [ El [+] | [=]

Stakeholders Pension GBR page

Pension Schemes

Scheme

Employee Per centage

Employer Percentage

Employee Amount

Employer Amount

Begin Date

End Date

Select the type of pension scheme that you require. Valid values are:

AMT (fixed amount scheme)

PCT (percentage scheme).

Thisfield isavailable for entry only if you enter PCT in the Scheme field. Enter

the percentage of employee earnings that the employee pays into the pension
scheme.

Thisfield isavailable for entry only if you enter PCT in the Scheme field. Enter
the percentage of employee earnings that the employer pays into the pension
scheme.

Thisfield isavailable for entry only if you enter AMT in the Scheme field. Enter
the fixed amount that an employee pays into the pension scheme each pay period.

Thisfield isavailable for entry only if you enter AMT in the Scheme field. Enter
the amount that the employer pays into the pension scheme each pay period.

Select the start date when the pension scheme is processed.

Select the end date when the pension scheme is processed. The End Dateis a
mandatory field.

Note. Create multiple rows for the same employee as long as the scheme type is not the same. For example,
you can create a pension scheme based on percentage contributions and then create a new row for an
additional, voluntary contribution of afixed amount.
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Enter P46 Pensioner Information

Access the P46 Pensioner GBR page (Global Payroll & Absence Mgmt, Payee Data, Pension Information,
P46 Pensioner GBR, P46 Pensioner GBR).

P46 Pensioner GBR

Anna Roberts EMP 0: KGOO014 Empl Record: 0

P46 Pensioner Details Find | View Al First B 4 of 4 L3 ast
Previous Employment Details [+][=]

Effective Date: 08/20/2000 [ Tax District:

Effective Sequence: 0 PAYE ID:

Pension Start Date: 10/01/2009 |5 Leave Date: el

Annual Pension: 35000.00 Tax Code:

Bereaved Spouse/Civil Partner: Tax Basis:
Pay to Date:

Copy Tax Details: Yes v Tax to Date: li

Tax Code: 0 Pay Period:

i

Tax Basis: Wi 1/Mnth1 4 Week or Month:

Employers Name: |

P46 Pensioner GBR page

P46 Pensioner Details

Bereaved Spouse/Civil Noand Yes
Partner

Dependent 1D If you select Yesin the Bereaved Spouse/Civil Partner field, the system displays
thisfield. Select the dependent that should receive pension benefits.

Copy Tax Detailsand If you select No in the Bereaved Spouse/Civil Partner field, the system displays
Tax Code thisfield.

Select Yesto copy tax details. The system automatically fillsin the Tax Code and
Tax Basisfields.

Select No if you do not want to copy tax details. In this case the system fillsin
the Tax Code field.

Tax Basis If you select No in the Copy Tax Detailsfield, select either Cumulative or Wk
1/Mnthl.
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Previous Employment Details

Chapter 11

If the person you are enrolling worked for another employer, fill in these fields:

Tax District
PAYEID
Leave Date
Tax Code

Tax Basis

Pay to Date
Tax to Date
Pay Period
Week or Month

Employers Name
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Administering Loans

This chapter provides an overview of |oan deductions and discusses how to:

« Enter payee loan information.
» Override loan repayment amounts.
» Processloans.

« View payees processed loans.

Understanding Loan Deductions

This section lists prerequisites and discusses.

« Ddlivered loan deduction.

» Viewing delivered elements.

Prerequisites
Before you can enter and process payee |oans, you must:
» Define loan types for your organization.
«  Set up the processing structure to include loans.

Global Payroll for the UK delivers aloans section that isincluded in the delivered payroll process list.
Y ou can use the delivered structure or create your own sections and process lists.

See Also

Chapter 6, "Setting Up Share Schemes and Loans," Setting Up Employee Loan Types, page 69

Delivered Loan Deduction

These two deductions are used to process |oan repayments:
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+ LOA DD LOAN (employee loan).

Use this deduction for the normal 1oan repayment. This deduction is only processed if you enter loan
information for a payee on the Employee L oans page. Y ou can override the deduction amount using
positive input (with supporting element overrides).

For payees with more than one loan, the payroll process resolves the deduction multiple times. Multiple
resolution is described in the PeopleSoft Enterprise Global Payroll 9.1 PeopleBook.

+ LOA DD EXCEP (loans — exceptional repayment).

Use this deduction for processing exceptional loan payments. An exceptional payment reduces the loan
balance but is not deducted from net pay.

See Also

Chapter 12, "Administering Loans," Overriding Loan Repayment Amounts, page 148

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Earning and Deduction Elements," Multiple
Resolutions

Viewing Delivered Elements
The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed
for the United Kingdom. Instructions for running the query are provided in PeopleSoft Enterprise Global
Payroll 9.1 PeopleBook.
See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How
to View Delivered Elements

Entering Payee Loan Information

This section discusses how to:

» Enter employee loan data.
» Record loan beneficiaries.

» Enter loan interest for P11D reporting.
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Pages Used to Enter Payee Loan Repayments

Administering Loans

Page Name

Definition Name

Navigation

Usage

Employee Loans

GPGB_EE_LOAN_DT

Global Payroll & Absence
Mgmt, Payee Data, Loans,
Maintain Loans GBR,
Employee Loans

Set up and adjust loan data
for payees. Use this page to
specify the loan type, loan
amount, the interest rate and
amount.

Employee Loans -
Comments

GPGB_COM_SEC

Click the Commentslink on
the Employee L oans page.

Enter commentsrelated to
theloan, if required.

Loan Beneficiaries

GPGB_EE_LOAN_BN

Global Payroll & Absence
Mgmt, Payee Data, Loans,
Maintain Loans GBR, Loan
Beneficiaries

Enter the names of the
beneficiaries of aloan.

P11D Loan Interest

GPGB_EE_LOAN_IN

Global Payroll & Absence
Mgmt, Payee Data, Loans,
Maintain Loans GBR, P11D
Loan Interest

Record the interest paid by
the payee for each tax year
during the repayment
period. The information
entered on this page is used
for P11D reporting.

See Also

Chapter 22, "Extracting P11D Information," page 267

Entering Employee Loan Data

Access the Employee Loans page (Global Payroll & Absence Mgmt, Payee Data, Loans, Maintain Loans

GBR, Employee Loans).

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.

143



Administering Loans Chapter 12

Employee Loans Loan Beneficiaries P11D Loan Interest

Micola Edwards EMP 1D: GGEM 193 Empl Record: 0
Last Start Date  (01/19/M998 HIR Employee Status: Leave W/Py
Last Leave Date Pay Group: GG STD MO
Date of Birth: 08/08M1958 HI Humber: ER383838A

} Current Job Information

Find | View Al First "/ 4 0f 1 L™ Last

*Loan ID: EDWARDO1 ‘Update Loan End Date 1+ =
*Loan Type ID: WQ@ Low-Interest Mortgage Repayment Method: Repay Over Mumber of Periods
*Processing Priority: I_ Number of Joint Borrowers: I_
Begin Date: End Date:

Loan Adjustment and Repayment Holiday
Comments

¥
T

i First " Last

Customize | Find | B

1of1
Employee Loans

Interest Interest Loan

- *Initial Loan ; Repayment
*Effective Date *Reason Included in Rate Repayment P11D
FIETE Loan Override Periods FOLE
1/[03/3012009 [ [Loan Start =] | 150000 g (#|[=]
Employee Loans page
Loan ID Enter aunique identifier for each employee loan. This can be any identifier you

require. Theloan ID isused as user keyl for the loan accumulators.

Loan TypelD Select the loan type. Y ou define loan types on the Loan Type Definition GBR
page. The Loan Type ID isused as user key?2 for the loan accumulatorsand is
used as an identifier to set up deduction recipients.

See Chapter 17, "Running the Banking Processes," Setting Up Deduction
Recipients, page 202.

Repayment M ethod Displays the repayment method:
Repay Fixed Amount Per Period: Payee pays afixed amount each pay period.

Repay Over Number of Periods. Payee pays the loan over afixed number of pay
periods.

The repayment method is defined when you set up loan types on the Loan Type
Definition GBR page.

See Chapter 6, "Setting Up Share Schemes and Loans," Setting Up Employee
Loan Types, page 69.

Processing Priority If an employee has multiple employee loans, assign each loan a priority. Priority
determines the order in which the loans are processed. The lower the number, the
higher the priority.
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Number of Joint
Borrowers

Begin Date

End Date

Update L oan End Date

Administering Loans

Enter the number of borrowers for joint loans. This information isrequired for
P11D reporting.

Displays the start date for the loan. Thisis the date you entered for the Loan Start
row in the Loan Adjustment and Repayment Holiday group box.
Thisdateisused in P11D reporting.

Displays the date on which the loan was repaid or loan processing was
terminated. The system populates this field when:

e Theloanisrepaidin full.
« Anemployeeisterminated.
« You enter aReason of Stop Loan on this page.

The Update Loan End Date button updates the End Date field if loan processing
results exist.
Thisdateisused in P11D reporting.

See Chapter 12, "Administering Loans," Understanding L oan Processing, page
152.

Click this button to update the End Date field. The system checks loan processing
results and popul ates the End Date field if the payroll has been finalized and the
loan has been repaid, or the employee was terminated. A warning message
appearsif the system does not find a value to popul ate the end date (because the
loan balance is greater than zero or the payroll results are not finalized).

Loan Adjustment and Repayment Holiday - Employee Loans

Use this group box to:

» Definethe loan start date and loan repayment information when you add aloan initially.

» Make adjustments to existing loans.

Access the Employee Loans tab.

Effective Date

Enter the loan start date, loan end date, or date of the changes to the loan data,
according to the reason you select.

For the loan start date, enter the date when the first repayment is made. Thefirst
loan repayment is taken out of the employee's earningsin the pay period within
which the start date falls.
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Reason

Initial Loan Amount

Interest Included in
Loan

Interest Rate Override

L oan Repayment
Periods

Repayment Amount

146

Chapter 12

Select areason for the change to the loan information. Options are:

Loan Sart: Usethisto define the loan dataiinitially. Y ou cannot save this page
without arow for the loan start information.

Stop Loan: Indicates when the loan was repaid or |oan processing was
terminated. The system inserts a Stop Loan row when the loan is repaid or when
apayeeisterminated. You can also add arow manually to force the system to
stop processing aloan.

See Chapter 12, "Administering Loans," Understanding L oan Processing, page
152.

Holiday Suspend Recovery: Stop loan processing temporarily. Y ou can only
suspend loan deductions if the loan type alows repayment holidays.

See Chapter 6, "Setting Up Share Schemes and Loans," Setting Up Employee
Loan Types, page 69.

Holiday Resume Recovery: Restart |oan processing after a repayment holiday.
This reason must follow a Holiday Suspend Recovery row.

Interest/Amount Change: Select to make an adjustment to the loan amount or the
interest included in the loan.

P11D Reporting: Select if thereisachange in P11D reporting.

Revised Repayment Plan: Select to change the repayment amount or the number
of repayment periods. Depending on the repayment method for the loan, the
system makes the Loan Repayment Periods or the Repayment Amount field
available when you select this reason.

Enter the initial amount of the loan that was taken out by the employee. The
value you enter must include interest. Thisfield is available when you select
Loan Start or Interest/Amount Change only in the Reason field.

Enter the total interest paid on the loan.

Enter the interest rate for the payee'sloan, if the default interest rate for the loan
type does not apply. The default interest rate is defined on the Loan Type
Definition GBR page.

Enter the number of periods over which the loan is to be repaid. Periods are
determined by the frequency of the pay period that you defined. Thisfield is not
availableif the repayment method is Repay Fixed Amount Per Period.

Y ou can adjust the repayment period for existing loans if you select Revised
Repayment Plan or Interest/Amount Change in the Reason field.

Enter the amount that is deducted from the payee's net pay each pay period. You
can change the repayment amount if you select Holiday Resume Recovery,
Revised Repayment Plan, or Interest/Amount Change in the Reason field.

If the repayment method is Repay Over Number of Periods thisfield is not
editable. Instead, the system calculates and displays the repayment amount
(initial loan amount divided by the number of loan repayment periods).
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P11D Select this check box if the loan should be included in the payee's P11D report.
The system displays the default for the loan type but you can override the default
if required. Thisfield isavailableif you select Loan Start or P11D Reporting in
the Reason field.

Loan Adjustment and Repayment Holiday - Comments

Access the Comments tab.

Comments Click thislink to access the Comments page where you can enter comments if
required.

Recording Loan Beneficiaries

Access the Loan Beneficiaries page (Global Payroll & Absence Mgmt, Payee Data, Loans, Maintain Loans
GBR, Loan Beneficiaries).

" Employee Loans P11D Loan Interest |

Micola Edwards EMP 1D: G3EM 193 Empl Record: 0

Employee Information

Last Start Date  (01/19/1998 HIR Employee Status: Leave WIFy
Last Leave Date Pay Group: GG STD MO
Date of Birth: 08/08M958 HI Number: ER383838A
&Employee Loans Find | View Al First " 10f1 " Last
LoanID EDWARDO1 Loan yoRT  Begin Date End Date
Type D¢
oan Beneficiarie omize L3 0
Beneficiary Id Beneficiary
1|_‘1 |Edward5, Micola (=]

Loan Beneficiaries page

The beneficiary information is not used in loan processing or P11D reporting. The datais for information

only.

Beneficiary Id Enter a number for each beneficiary. The system automatically increments this
value, but you can override this value.

Beneficiary Enter the name of the person or persons to whom the loan was paid.
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Entering Loan Interest for P11D Reporting

Access the P11D Loan Interest page (Global Payroll & Absence Mgmt, Payee Data, Loans, Maintain Loans
GBR, P11D Loan Interest).

" Employee Loans || Loan Beneficiaries | ERIsNEGE R GG

Micola Edwards EMP 1D GG EM 193  Empl Record: 0
Employee Information
Last Start Date  (01/19/1998 HIR Employee Status: Leave WPy
Last Leave Date Pay GTOUD: GG STD MO
Date of Birth: 08/03/1958 NI Humber: ER333838A
F Current Job Information
&Employee Loans Find | View Al First ™ 1of1 " Last
Loan D EDWARDOA Loan yorT Begin Date End Date
Type 1D: -
P11D Loan Interest customize | Find | B | 3 Frst © qof1 o Last
Tax Year | m Thru P11D *Interest Paid in Tax Year
(End)
12009 ~ [ =

P11D Loan Interest page

Tax Year (End),From, Enter the year in which the loan is reported to HM Revenue and Customs

and Thru (HMRC). The system displays the start and end dates for the tax year in the From
and Thru fields.
P11D Indicates if the report isincluded on the payee's P11D report for the reportable

tax year. Thisis determined by the setting of the P11D check box on the
Employee Loans page as at the end of the tax year you specified.

Interest Paid in Tax Enter the interest paid during the tax year. Thisinformation isincluded in the
Y ear P11D report.

Overriding Loan Repayment Amounts

This section provides an overview of overrides for loan repayments and discusses how to:

» Enter positive input to override loan repayments

« Enter positive input using delivered template.
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Understanding Overrides for Loan Repayments

The amount deducted each pay period to repay aloan is defined on the Employee L oans page. When you
enter an employee [oan, you either define the repayment amount or the system cal culates the repayment
amount based on the repayment period.

However, there are times when you need to adjust the repayment amount for one pay period. There are 3
ways in which you can vary the repayment amount. Using positive input, you can enter an:

« Override amount

An override specifies the amount to deduct from the payee's net pay. This overrides the normal repayment
amount, that is defined on the Employee Loans page, for the selected pay period.

« Additional amount

If you specify an additional amount, the system resolves the loan deduction twice. Once for the normal
repayment amount and a second time for the additional amount. For example, if the repayment amount is
150GBP but the payee wants to pay 50GBP extrafor one pay period, you enter a positive input entry for
50GBP.

»  Exceptional amount

An exceptional payment is not deducted from a payee's net pay, but is deducted from the loan balance.
For example, if a payee repays alump sum payment of 1000GBP by cheque (in addition to their normal
repayment amount), you enter positive input for 1000GBP using the deduction LOA DD EXCEP. This
ensures that the amount is not deducted from net pay.

Note. When you enter positive input for loans, you must enter a supporting element override to specify the
loan ID and the loan type. Set the variable LN VR LOAN 1D to the loan ID and variable LN VR LOAN
TY PE to the loan type of theloan id. Thisis explained in detail in the next two sections.

Y ou can enter positive input in two ways, using the Positive Input page or using the template that is delivered
for loans.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Working with Positive Input”

Pages Used to Override Loan Repayment Amounts

Page Name

Definition Name

Navigation

Usage

Positive Input

GP_PI_MNL_ERNDED

Global Payroll & Absence
Mgmt, Payee Data, Assign
Earnings and Deductions,

One Time (Positive | nput)

Create the positive input
entry for aemployee for a
selected pay period. Select
the loan deduction element
and specify the override,
additional, or exceptional
amount.
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Page Name

Definition Name

Navigation

Usage

Positive Input - Details

GP_PI_MNL_SEC

Click the Details button on
the Positive Input page.

Create supporting element
overrides to specify the loan
ID and loan type.

Positive Input by Template

GP_PI_BULK_SSN

Global Payroll & Absence

Mgmt, Absence and Payroll
Processing, Prepare Payroll,
Positive Input by Template,
Positive Input by Template

Use the template delivered
for the UK to enter positive
input for loans.

Access the Positive Input page.

Entering Positive Input to Override Loan Repayments

To create a positive input entry for the selected employee:

1. Complete thefields on the Action tab as follows:

Entry Type

Element Name

Action Type

Select Deduction.

Select one of these elements:
LOA DD LOAN: If the amount must be deducted from net pay.

LOA DD EXCEP: If the positive input is for an exceptional payment, which is
not deducted from net pay. When this deduction is processed, it reduces the
loan balance but is not deducted from net pay.

Select one of these options:

Override: To override the repayment amount for the pay period.

Additional: To enter an additional repayment amount or an exceptional

amount.

2. Complete the fields on the Main Components tab as follows:

Amount

Currency

Enter the override, additional, or exceptional amount.

Select GBP.

3. Click the Details link to access the Positive Input - Details page and enter supporting element overridesto
define the loan 1D and loan type:

Element Entry Type

Element Name

Character Value

Variable

LN VR LOAN ID.

Enter theloan ID

Variable

LN VR LOAN TYPE

Enter the loan type
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Entering Positive Input Using Delivered Template

Access the Positive Input by Template page (Global Payroll & Absence Mgmt, Absence and Payrall
Processing, Prepare Payroll, Positive Input by Template, Positive Input by Template).

Positive Input by Template

Country: United Kingdam

GBR d i Always Store
Template: LOAMNS Employee Loans ¥ \When Components are Non-Zero
Currency: GBP  When Supporting Elements Exist

St Common Afiibuos
Ii @, Action Type

*Pay Group:
% override
*Calendar 1D: | Q@
.  Add
Period Dates: " Resolve To Zero

Batch Code:
If a Payee has Positive Input for these Elements When Adding Row in Payee List

@' Do not insert new entries ™ Copy Values From Selected Row
™ Insert after confirmation
" Insert without confirmation

Customize | Fing | Vview 20 B ] 3 Frat B qore I Last

' Currency Code | Supporting Elements || Wiew Positive Input T8

Loans - Exceptional

Stored *Emipl ID Name Rei':rlz:: Employe:"rl‘_;:::t; repayment;
Amount
= Q o | =
Positive Input by Template page
Action Type Select one of these options:

Override: To override the repayment amount for the pay period.
Add: To enter an additional repayment amount or an exceptional amount.

Employee L oan: Enter the override or additional amount. Leave thisfield blank if the positive
Amount input isfor an exceptional amount.

L oan — Exceptional Enter the exceptional amount. Leave thisfield blank if the positive input isfor an
repayment: Amount override or additional amount.

Supporting Elements

Access the Supporting Elements tab.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 151



Chapter 12

Administering Loans

Positive Input by Template

Store Option

Country: United Kingdom
GER g  Always Store

Template: LOAMS Employee Loans & When Components are Non-Zero

Currency: GBP " When Supporting Elements Exist

Set Common Attributes

“Pay Group: GGMNTHPGOI@, onthly PGOG e | ————————
o )

*Calendar ID: [cGosPMO7 @, Ovemde
 Add

Period Dates: 10/01/2006 10/31/2008 " Resolve To Zero

Batch Code:
If a Payee has Positive Input for these Elements When Adding Row in Payee List

' Do not insert new entries " Copy Values From Selected Row
" Insert after confirmation
" Insert without confirmation

Payee Currency Code Supporting Elements View Positive Input

Employee Loan 1Dy Employee Loan Type;

I T
Customize | Find | View 20 | B | B Fist 1 g o5 0 T Lot

Stored *Empl 1D Hame (Character) (Character)
] GGAMO10 (@, PeterPiper |c200601 [cAR [+ | [=]

Positive Input by Template page: Supporting Elements tab

EmployeeLoan ID Enter the loan ID defined for this loan on the Employee L oans page.
(Character)

EmployeeLoan Type  Enter theloan type.

(Character)

Processing Loans

This section provides overviews of loan processing, multiple resolution of loan deductions, and the Update
Loan End Date Process, and discusses how to run the Update Loan End Date process.

Understanding Loan Processing

152

Loan deductions are calculated and processed in the normal payroll process. Loans are a post-tax deduction
and processed after statutory deductions for tax, National Insurance (NI), court orders, and student loans.

L oan processing checks:

« For loan repayment holidays.

If there is arepayment holiday defined within the pay period, the loan isn't processed. When you view
payee messages you will see the message "L oan Repayment Holiday detected (17135,422)"
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»  Whether the loan has been repaid or stopped.

If the loan has been repaid, the employee terminated, or the loan stopped, you will see the payee message
"Last repayment made this period (17135,423)"

« For positive input entries.

The system checks whether positive entries for loans are for loan IDs that are being processed in pay
period. If apositive input entry isfor aloan ID that will not be processed in the period, you will seethe
payee message "Positive Input for Loan Id %1 incorrect (17135,424)"

The system writes the amounts processed for the pay period to awritable array. Y ou can view the datain this
writable array using the Review Loans GBR page.

See Chapter 12, "Administering Loans," Viewing Payees Processed L oans, page 155.

After you have run and finalized payroll for the pay period, you need to run the Update Loan End Date

application engine process. The purpose of this process is to update the employee loans table with aloan end
date when loans have been repaid.

Note. The Update End Date button on the Employee L oans page performs the same function as the Update
Loan End Date process for an individual payee.

Understanding Multiple Resolution of Loan Deductions

Employee loans use one loan deduction, LOA DD LOAN, to process |oan repayments. A driver accumulator
generates multiple resolutions of this deduction.

Multiple resolutions of the loan deduction, LOA DD LOAN, are driven by the accumulator LOA AC LOAN
DRV. This accumulator has two user fields:

User Field Element Description
User Field 1 LN VR LOAN ID Identifiesloan ID
User Field 2 LN VR LOAN TYPE Identifies loan type

Example: Multiple Resolutions of Loan Deduction

In this example, the payee has three loans:

Loan ID Loan Type Repayment Amount (GBP)
CAR2005 CAR 300
SSNT2005 SSNT 150
SSNT2006 SSNT 200

When thisis processed in payroll, it creates three instances of the driver accumulator:
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User Fieldl User Field 2 Repayment Amount (GBP)
CAR2005 CAR 300
SSNT2005 SSNT 150
SSNT2006 SSNT 200

This creates three instances of the deduction LOA DD LOAN in the payroll results:

Instance Amount
1 300
2 150
3 200

Understanding the Update Loan End Date Process

Loan deductions are calculated and processed in the normal payroll process. However, the payroll process
does not update the loan end date that determines whether the loan is processed in the next pay period.

After you have run and finalized payroll for the pay period, you need to run the Update Loan End Date
application engine process (GPGB_L OAN). The purpose of this processis to update the employee loans table
with aloan end date when loans have been repaid or loan processing or the employee is terminated. The
process checks the most recent finalized payroll results for employees with active loans. If aloan has been
repaid or the employee was terminated in the pay period, the process inserts arow in the employee loan table
with a Stop Loan reason and populates the Loan End Date field with the pay period payment date. The next
time you run the payroll process, the employee loans that have an end date are not processed.

Y ou can run the process manually or schedule the process to run at regular intervals automatically.

Payroll administrators can use the Update End Date button on the Employee Loans page to perform the same
function as the Update Loan End Date process for an individual payee.

See Also

Chapter 12, "Administering Loans," Entering Employee Loan Data, page 143
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Page Name

Definition Name

Navigation

Usage

Update Loans End Date
GBR

GPGB_RC_LOAN_UPD

Global Payroll & Absence
Mgmt, Absence and Payroll
Processing, Update Loans

Run the Update L oan End
Date application engine
process (GPGB_L OAN).

End Date GBR, Update
Loans End Date GBR

Running the Update Loan End Date Process

Access the Update Loans End Date GBR page (Global Payroll & Absence Mgmt, Absence and Payroll
Processing, Update Loans End Date GBR, Update Loans End Date GBR).

Stream Number If you use streamsin your payroll processing, select the stream you want to
process and the system displays the range of employee IDs included in that

Stream.

When the Update L oan End Date process has completed, view the message log to see which employee loans
have been updated. The log lists the employee ID, loan ID, loan type and the end date.

Viewing Payees' Processed Loans

This section discusses how to view processed loans.

Page Used to View Processed Loan

Page Name

Definition Name

Navigation

Usage

Review Loans GBR

GPGB_EE_LOAN_RV

Global Payroll & Absence
Mgmt, Payee Data, Loans,
Review Loans GBR,
Review Loans GBR

Review details of payee
loans that have been
processed. The page shows
the amounts deducted, total
amounts repaid, and the
outstanding balance.

Viewing Processed Loans

Access the Review Loans GBR page (Global Payroll & Absence Mgmt, Payee Data, Loans, Review Loans

GBR, Review Loans GBR).
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Review Loans

GBR
Oscar Edwards EMP ID:  gzEeEwmz0s  EmplRecord: 0
Last Start Date  03/16/1999 HIR Employee Status: Active
Last Leave Date Pay Group: GG STD MO
Date of Birth:  05/04/1966 NI Humber: OER252524

¥ Current Job Information

Find | View All First "/ 1 of 1"/ Last
Loan ID Loan Begin Date End Date
Type ID:

Loan Amount
Customize | Find | B |

i

Repayment Details Processing Details

o [, At amews el entiorTi fomamont et e
1 0.000000
Review Loans GBR page
This page displays |oan information from the latest payroll results.
Tax Period Displays the tax period.
Amount Period Displays the repayment amount for the tax period.
Arrears Displays the arrears for the pay period. Loan repayments can go into arrears if

you select the Perform Net Pay Validation check box on the Arrears page for the
loan deduction LOA ADD LOAN. If the employee's net pay is too low to deduct
the normal repayment amount, this field displays the arrears amount.

See Chapter 6, "Setting Up Share Schemes and L oans," Modifying and Updating
the L oan Deduction, page 68.

Exceptional Amount Displays the exceptional amount paid by the payee during the pay period.
Exceptional amounts are not deducted from the payee's net pay but reduce the
outstanding balance.

See Chapter 12, "Administering Loans," Understanding Overrides for Loan
Repayments, page 149.

Amount for Tax Year Displays the total amount repaid this tax year, including exceptional amounts.
Total Amount Repaid  Displaysthe total amount repaid to date.

Balance Amount Displays the amount outstanding.
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End Date Displays the date on which the loan was repaid in full or the date when loan
processing was terminated. Loan processing may stop before aloan isrepaid if a
payee isterminated or you manually stop loan processing.

The end date is populated by the Update Loan End Date process or by using the
Update Loan End Date button on the Employee L oans page.

See Chapter 12, "Administering Loans," Entering Employee L oan Data, page
143.

Processing Details
Access the Processing Details tab.

This tab displays calendar group, segment details, and the payment date.
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Administering Share Save and Share Buy
Schemes

This chapter provides an overview of share scheme administration and discusses how to:

« Enter employee share scheme information.

«  Process share scheme contributions.

Understanding Share Scheme Administration

This section lists prerequisites and discusses:
» Dédlivered share scheme deductions.
» Délivered share scheme earnings.

« Viewing delivered elements.

Prerequisites
Before you can enter and process share scheme contributions, you must:
»  Set up share scheme types, share scheme limits, and share scheme definitions.
»  Set up your processing structure to include share scheme processing.

Two sections are delivered for share schemes that are included in the payroll processlist. Y ou can use the
delivered structure or create your own sections and process lists.

See Also

Chapter 6, "Setting Up Share Schemes and Loans," page 55

Delivered Share Scheme Deductions

These deduction elements are delivered for share scheme contributions that you can use as a basis when
creating your own elements:
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SSDD SVE AA (share save actual amount).

Use this deduction for the actual amount deducted for the pay period. Depending on payees level of net
pay, the actual amount deducted may differ from the contribution defined on the Save page in the Assign
Share Scheme GBR component.

SS DD SVE NA (share save normal amount).

Use this deduction for the full contribution for the pay period if you need to record and report the full
contribution due as well as the actual amount deducted. Thisis optional. The amount is defined at payee
level on the Save page.

SSDD BUY AA (share buy actual amount).

Use this deduction for the actual amount deducted for share buy contributions, where the contribution is
based on afixed amount. Depending on payees' net pay, the actual amount may differ from the
contribution defined on the Buy page in the Assign Share Scheme GBR component.

SSDD BUY NA (share buy normal amount).

Use this deduction for the full contribution for the pay period if you need to record and report the full
contribution due as well as the actual amount deducted. Thisis optional. This amount is defined at payee
level on the Buy page.

SSDD BUY AP (share buy actual percentage).

Use this deduction for the actual percentage of earnings that is deducted for share buy contributions,
where the contribution is based on a percentage. Depending on payees net pay, the percentage actually
deducted may differ from the contribution defined on the Buy page in the Assign Share Scheme GBR
component.

The deductions that are used for share scheme deductions are specified on the Define Share Schemes GBR
page. Y our organization may use different deductions for each share scheme ID or use the same deduction for
multiple share schemes.

Delivered Share Scheme Earnings

160

These earnings elements are delivered for share scheme refunds:

SSER SVE CR (share save contribution return).

Use this earning for refunding payees contributions and bonus amounts. This earning is not taxable
because the contributions are post-tax deductions.

SSER SVE RB (share save residua balance).

Use this earning for refunding any balance that remains after purchasing shares. This earning is not
taxable because the contributions are post-tax deductions.

SSER BUY CR (share buy contribution return).

Use this earning for refunding payees contributions. This may occur when the employee leaves the
scheme and deductions are continued after the stop date due to late notification. This earning is taxable
because the contributions are pre-tax deductions.
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+ SSERBUY RC (share buy residua cash).

Use this earning for refunding any balance that remains after purchasing shares. This earning is taxable
because the contributions are pre-tax deductions.

+ SSERBUY TX (share buy taxable sale).

Use this earning to record share buy sales that are subject to tax.
» SSER SVE NT (share buy non-taxable sale).

Use this earning to record share buy sales that are non-taxable.

There is no automatic processing associated with these earnings. If you want to process refunds use positive
input to specify the payee and amount.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, “Working with Positive Input"

Viewing Delivered Elements
The PeopleSoft system delivers aquery that you can run to view the names of all delivered elements designed
for the United Kingdom. Instructions for running the query are provided in PeopleSoft Enter prise Global
Payroll 9.1 PeopleBook.
See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How
to View Delivered Elements

Entering Employee Share Scheme Information

This section discusses how to

» Enter employee share save information.
» Enter employee share buy information.

» Enter contribution holidays.
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Page Name

Definition Name

Navigation

Usage

Save

GPGB_EE_SS SVE

Global Payroll & Absence
Mgmt, Payee Data, Assign
Share Schemes GBR, Save

Enrol payeesin a share save
scheme.

Note. If your organization
has eligibility rules
associated with share
schemes you must check
that payees meet those
criteria before enrolling
them. Global Payroll for the
UK doesn't perform any
eigibility checking.

Contribution Holiday

GPGB_EE_SS HOL_SEC

Click the Holiday link on
the Save page.

Enter the begin and end
dates and duration of
contribution holidays. These
are periods when payees
suspend contributions to
share schemes. The share
save scheme definition
defines whether
contribution holidays are
alowed, the maximum
duration of holidays and
how contributions that were
due during the contribution
holiday period are collected.

Contribution Holiday Notes

GPGB_EE_SS CMT_SEC

Click the Add Noteslink on
the Contribution Holiday

page.

Enter comments about the
contribution holiday.

Buy

GPGB_EE_SS BUY

Global Payroll & Absence
Mgmt, Payee Data, Assign
Share Schemes GBR, Buy

Enrol payeesinto ashare
buy scheme.

Note. If your organization
has eligibility rules
associated with share
schemes you must check
that payees meet those
criteriabefore enrolling
them. Globa Payroll for the
UK doesn't perform any
eligibility checking.
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Page Name

Definition Name

Navigation

Usage

Share Save Holidays GBR

GPGB_EE_SS HOL

Global Payroll & Absence
Mgmt, Payee Data, Share
Save Holidays GBR, Share

Enter the begin and end
dates and duration of
contribution holidays. These

Save Holidays GBR are periods when payees
suspend contributions into
share save schemes. The
share save scheme
definition defines whether
contribution holidays are
allowed, the maximum
duration of holidaysand
how contributions that were
due during the contribution
holiday period are collected.

Entering Employee Share Save Information
Access the Save page (Global Payroll & Absence Mgmt, Payee Data, Assign Share Schemes GBR, Save).

Douglas McGregar EMP 1D

Last Start Date  01/02/2001 HIR Employee Status: Active

KGE0015 Empl Record: 0

Last Leave Date Pay Group:

Date of Birth: 0617966 NI Humber: RT890789

¥ Current Job Information
@ Contributions

L Eaz P .
Customize | Find | Wiew Al L7 | ®#  First 10f1 Last

Scheme ID Description Begin Date End Date Duration
1 (8501 @,  Share Save Scheme 01 06/01/2000 5]  |04/30/2013|H 60 (4] |[=]
Save page
Scheme D Select the share save scheme that the payee wants to join. The system displays

only those share schemes defined with a share scheme type of share save that are
open for enrolment. If the Enrolment Locked check box is selected on the Define
Share Schemes GBR page, the share scheme is not available in thisfield.

Begin Date and End Enter the date that the payee joined the share scheme and the date that the
Date scheme will cease. The default end date is the scheme end date. If employee
override is alowed and this applies to the payee, enter the revised end date
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Duration

Displays the duration (in months) of the share save scheme you selected. If the
share scheme definition allows employee override, you can modify the default
duration.

See Chapter 6, "Setting Up Share Schemes and Loans," Setting Up Share Scheme
Definitions, page 61.

Share Save Schemes — Contributions

Access the Contributions tab.

Account Number

Amount

Holidays

Holiday

Enter the payee's account number issued by the share system administrators.

Enter the payee's contribution to the scheme each pay period. The amount must
be within the minimum and maximum contributions defined for the share
scheme. If payees are enrolled in more than one share save scheme, their total
contributions across all share save schemes must be within the statutory limits
defined on the Share Scheme Limits GBR page.

See Chapter 6, "Setting Up Share Schemes and L oans," Pages Used to Define
Share Schemes, page 59.

See Chapter 6, "Setting Up Share Schemes and Loans," Setting Up Share Scheme
Limits, page 60.

Displays Yes or No to indicate whether contribution holidays already exist for the
payee.

If the field displays No and the Holiday link doesn't appear, the scheme doesn't
allow contribution holidays.

Click thislink to access the Contribution Holiday page where you can view and
add contribution holiday dates. Thislink isonly displayed for schemes that allow
contribution holidays.

Entering Employee Share Buy Information

Access the Buy page (Global Payroll & Absence Mgmt, Payee Data, Assign Share Schemes GBR, Save, Buy

tab).

164
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Save ':n

Douglas McGregor EMP 1D: KG0015 Empl Record: 0
Last Start Date  01/02/2001 HIR Employee Status: Active
Last Leave Date Pay Group:
Date of Birth: Q6M7N966 NI Number: RTE907389

¥ Current Job Information

BE Frst ' qof1  Last

Customize | Find | view 21 | B | #F

Duration Contributions

Scheme ID Description Begin Date End Date
1|eesBo1 @ Share Buy Scheme 01 08/03/2009 5] [#1) [+] [=]
Buy page
Scheme D Select the share buy scheme that the payee wants to join. The system displays
only those share schemes defined with a share scheme type of share buy.
Begin Date and End Enter the date that the payee joined the share scheme. Y ou only enter an end date
Date at such time as the payee withdraws from the scheme.

Share Buy Schemes — Contributions

Access the Contributions tab.
Account Number Enter the payee's account number issued by the share system administrators.

Contribution Basis Displays the contribution basis defined for the share scheme:
Amount: If contributions are based on a fixed amount.
Percent: If contributions are based on a percentage of earnings.

Contribution Amount  Enter the payee's contribution to the scheme each pay period. The amount must
be within the minimum and maximum amount specified in the share scheme
definition. If payees are enrolled in more than one share buy scheme, their total
contributions across all share buy schemes must be within the statutory limits
defined on the Share Scheme Limits GBR page.

Thisfield isavailable if the Contribution Basis is Amount.
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Percentage Value Enter the percentage of earnings that are contributed to the share scheme each
pay period. The percentage must be within the minimum and maximum
percentage specified in the share scheme definition. If payeesare enrolled in
more than one share buy scheme, their total contributions across all share buy
schemes must be within the statutory limits defined on the Share Scheme Limits
GBR page.

Thisfield isavailable if the Contribution Basis is Percent.

The earnings on which this percentage is based is defined in the share scheme
definition.
Rules for share schemes are defined on the Define Share Schemes GBR page.

See Chapter 6, "Setting Up Share Schemes and Loans," Pages Used to Define
Share Schemes, page 59.

Note. Y ou cannot enrol employees in more than one share buy scheme with the same contribution basis
(fixed amount or percentage). However, employees can be enrolled in two share buy schemesif one is based
on afixed contribution amount, and the other scheme is based on a percentage of earnings.

Entering Contribution Holidays

Access the Share Save Holidays GBR page (Global Payroll & Absence Mgmt, Payee Data, Share Save
Holidays GBR, Share Save Holidays GBR).

Share Save Holidays GBR

Janice Mearly-Bing EMP 1D GG 0C 0007 Empl Record: 0
Last Start Date  04/01/2004 HIR Employee Status: Active
Last Leave Date Pay Group: GG 0C MO
Date of Birth: 07i28M969 HI Number: ME4512734

¥ Current Job Information

Find | View Al First " | 1of1 "/ Last

Scheme ID: GG OC SAYE
Begin Date: 04/01/2004 End Date: 03/31/2009
Customize | Find | View 20 | B | B Fat -
Begin Date End Date Duration (Months)
1 5 B Add Notes [+ [=]

Share Save Holidays GBR page
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Holiday Details

Enter the details of the payee's contribution holidays. Where contribution holidays are permitted, and the
share scheme has a maximum total duration for contribution holidays, the system checks that the payee has
not exceeded this limit.

See Chapter 6, "Setting Up Share Schemes and Loans,” Pages Used to Define Share Schemes, page 59.

Begin Date and End Enter the start and end date for the period when the payee's share scheme
Date contributions stopped.
Duration (months) Displays the number of months that the payee is not contributing to the share

scheme when you click Save. The duration is rounded to two decimal places,
based on an average month of 30.4166 days.

Processing Share Scheme Contributions

Share scheme deductions are calculated and processed in the normal payroll process. If a payee contributes to
more than one share scheme, the system processes the deductions in order of the payee's start date. The
scheme that the payee joined first is processed first.

Share save and buy contributions are processed separately:

« Share buy scheme contributions are pre-tax deductions and processed before statutory deductions.

» Share save scheme contributions are post-tax deductions and processed after statutory deductions for tax,
National Insurance (NI), court orders, and student loans.

Share scheme processing checks:
»  Whether contributions are suspended.

The rules of the share scheme define whether contributions are suspended during maternity leave. For
share save schemes, contributions can also be suspended for contribution holidays if these are permitted
by the rules of the scheme.

«  Whether the payee was terminated during the pay period.

The rules of the share scheme determine how terminated payees' contributions are processed. There are
three options: process the contribution as normal, process the contribution only if the payee left on the last
date of the pay period, or do not process contributions.

»  Whether payees pay is sufficient to process the full contribution.

The system checksthe GBR AC NETT SEG accumulator to determine whether there is sufficient pay to
deduct the full contribution amount. The rules of the share scheme defined on the Define Share Schemes
GBR page determine what happens when net pay is not sufficient to take the full amount. There are two
options. deduct zero, or deduct the maximum amount available.
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Total contributions are within the statutory limits.

When you set up payees' contributions, the system checks that the amount is within the limits defined for
the scheme. However, when you process payroll, the system al so checks that the total contributions are
within the HM Revenue and Customs (HMRC) limits for share save and buy schemes defined on the
Share Scheme Limits GBR page. If the total contributions exceed statutory limits, the system does not
process the contribution that would exceed the limit.

Multiple Resolutions of Share Scheme Deductions

Multiple resolutions of share scheme deductions are generated by multiple assignments of share scheme
deductions as follows:

The Define Share Schemes GBR page identifies the deductions associated with a share scheme.

The system automatically assigns the share scheme deductions to a payee when you enrol the payeein a
share scheme.

If you enrol a payee in multiple share schemes that use the same deduction, the system assigns the
deduction multiple times.

Payroll processing resolves the deduction once for each assignment.

Multiple resolutions of elementsis explained in PeopleSoft Enterprise Global Payroll 9.1 PeopleBook.

See Also

Chapter 6, "Setting Up Share Schemes and Loans," Setting Up Share Schemes, page 59

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Managing Multiple Resolutions of an Earning or
Deduction”
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Processing Statutory Absences

This chapter provides overviews on statutory absence processing and changes to statutory payments and
discusses how to:

» Record employees absences.
« Enter additional information about SSP and SMP.

» View employee absence data.

Understanding Statutory Absence Processing

This section describes how to record an employee's absence due to maternity leave, paternity leave, or
adoption leave.

Eligibility Validation

Employees are entitled to receive payment for statutory absences if they meet certain criteria and conditions
associated with these payments.

Glaobal Payroll for the UK automatically checks some of the eligibility criteria and conditions based on the
stored employee information. Other eligibility criteria must be validated before you enter the absence in the
system.

Glabal Payroll for the UK calculates employees average weekly earnings to determine whether their earnings
are at or above the LEL. Employees below the LEL are not ligible for any statutory absences. Y ou can
override the calculated value using the Override Average Earnings page.

See Chapter 14, "Processing Statutory Absences," Overriding Employee Average Earnings, page 185.

For SAP and SPP, you must check the following eligibility criteria before recording the absence in the
system:

« Documentary proof of entitlement.

Employees are required to supply evidence of their entitlement to SAP and SPP. Global Payroll for the
UK does not store thisinformation or validate that the employee has provided documentary proof.

» Notification period.
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«  Employment conditions.

Statutory absences are only available to employees who have worked for an employer for a certain period.
These conditions are not validated by Global Payroll for the UK for SAP and SPP.

Note. For SMP, you must use PeopleSoft Enterprise Human Resources to record some digibility information.
See the next section for details.

Recording Maternity Leave in Human Resources

For most statutory absences, you enter al the required employee information into Global Payroll for the UK
pages. However, for SMP you must record some information using the Monitor Absence business processin
Human Resources.

Navigate to the Maternity L eave page as follows: Workforce Administration, Absence and Vacation,
Maternity/Parental Leave UK, Maintain Maternity Leave, Maternity Leave.

Use this page to enter MPP start and end dates, the employee's eligibility for SMP based on length of service,
and the date that you received MAT1B notification. Global Payroll for the UK will not pay SMP if you have
not completed the Maternity Leave page in Human Resources.

See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Monitor Absence, "(GBR) Tracking Maternity and
Parental Leave," Tracking Maternity Absence Data

Processing Statutory Absence Payments for Terminated Employees

In certain situations, employees are entitled to statutory absence payments after leaving their jobs. To process
such employees using Global Payrall for the UK, you must terminate the employee in Human Resources with
the Action/Reason code Termination with Pay.

Note. Ensure that you set up the terminated employees correctly so that they are not paid other regular
payments, such as salary, when you run the payroll process. When you have paid the statutory absence
payments that the employee is entitled to, update the Action/Reason code to stop further payments being
processed.

See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, "Updating Person and Job
Information," Updating Job Data

Delivered Absence Take and Entitlements

The following table lists the absence take and absence entitlement elements delivered for the UK:

170 Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 14 Processing Statutory Absences
Absence Absence Take Absence Entitlement
Statutory maternity pay before 6 April | SMP AT1 SMP AE1
2003
Statutory maternity pay from 6 April | SMPAT2 SMP AE2
2003
Statutory adoption pay SAPAT SAPAE
Statutory paternity pay (birth) SPPB AT SPPB AE
Statutory paternity pay (adoption) SPPA AT SPPA AE
Statutory Sick Pay SSPAT1 SSP AE1
Occupational sick pay OSPAT1 OSP AE1

OSP AE2
Occupational maternity pay OMPAT1 OMPAE1L
OMP AE2

Note. The OMP and OSP absence takes are provided as simple templates for occupational schemes. They are
not intended to be used as delivered. Defining occupational schemesis discussed in a previous chapter.

See Also

Chapter 4, "Defining Absence Rules," Setting Up Occupational Schemes, page 48

Delivered Absence Earnings

The following table lists the earnings delivered with Global Payroll for the UK:

Earnings Description

SMPER PAY1 SMP pay higher rate
SMP ER PAY 2 SMP pay lower rate
SMP ER P OFF SMP pay offset

SPPA ER PAY SPP (adoption) pay
SPPA ER OFF SPP (adoption) pay offset
SPPB ER PAY SPP (birth) pay
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Earnings Description
SPPB ER OFF SPP (birth) pay offset
SAPER OFF SAP pay offset
SAPER PAY SAP pay
SSPER PAY SSP pay

SSP ER P OFF SSP pay offset
OMPERPAY1 OMP pay
OMP ER P1 OF OMP offset
OMP ER PAY2 OMP half pay
OSPER PAY1 OSP sick pay
OSPER PAY?2 OSP half pay
OSP ER OFFST OSP offset
OSP ER P OFF OSP offset
See Also

Chapter 4, "Defining Absence Rules," Understanding Absence Schemes, page 39

Understanding Changes to Statutory Payments

PeopleSoft Delivered System Changes

172

This section discusses:

» PeopleSoft delivered system changes.
« Keepingin Touch (KIT) days.

« Any day start for all maternities.

« Dally payments.

Effective April 2007 the British government passed a bill requiring a number of changes to statutory

payments. The main purposes of the bill and new regulations are to:
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» Extend the maximum period for which statutory payments are payable from 26 weeksto 52 weeks. The
initial change to the regulation specified a period of 39 weeks starting in 2007. However, the intention of
the bill isto increase payments to 52 weeks over the next couple of years.

« Allow anumber of Keeping in Touch days without the loss of any SMP.
» Introduce an any day start for all maternities.
« Allow employersto provide daily payments, although it would be |eft to the choice of the employer.

In response to these changes, Peopl eSoft has:

» Délivered the SPP Adoption Statutory Entitlement (SPPA VR STAT ENT) and SAP Statutory
Entitlement (SAP VR STAT ENT) variables with the Via Elements check box selected on the Variable
Name page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt, Elements, Supporting
Elements, Variables, Variable Name).

» Délivered anew bracket for ABS Entitlement Rates (ABS BR STAT ENT). See the Bracket Name
component (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt, Elements, Supporting
Elements, Variables, Brackets).

« Dédlivered anew variable for Expected Placement Date (GBR_VR_EPD). See the Variable Name page
(Set Up HRMSS, Product Related, Global Payroll & Absence Mgmt, Elements, Supporting Elements,
Variables, Variable Name).

« Dédlivered anew variable for ABS Daily Payment for Individuals (ABS VS DAILY_IND). Seethe
Variable Name page (Set Up HRMSS, Product Related, Global Payroll & Absence Mgmt, Elements,
Supporting Elements, Variables, Variable Name).

» Modified the UK Absence Event Junior View (GBR AR ABSEVT JR). Seethe Field Map and Keys page
(Set Up HRMSS, Product Related, Global Payroll & Absence Mgmt, Elements, Supporting Elements,
Arrays, Field Map and Keys).

« Created anew accumulator for the Absence Daily Indicator (ABS_AC_DAILY_IND). Seethe
Accumulator Name page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt, Elements,
Supporting Elements, Accumulators, Accumulator Name).

» Created anew field on the Absence Entry - Adoption Dates page called Expected Placement date.

Note. The maximum period for which SMP is payable has increased from 26 to 39 weeks. The first 6 weeks
are paid at 90 percent of average earnings. The remaining weeks are paid at a standard rate (or 90% of
average earningsif this amount is lower). The calculation has not changed; only the number of week has
changed. Thisis effective for al births with adue date on or after Sunday, April 1, 2007, regardless of the
actual date of birth.

Note. The maximum period for which SAP is payable has increased from 26 to 39 weeks, with all weeks
being paid at a standard rate (or 90% of average earnings if this amount is lower). The calculation has not
changed; only the number of week has changed. Thisis effective for all adoptions with an expected
placement date on or after Sunday, April 1, 2007, regardless of when the placement actually happened.

For SMP, SAP, SPPB and SPPA, PeopleSoft changed the way the entitlements are stored. We now deliver
the entitlement values in the ABS Entitlement Rates bracket (ABS BR STAT ENT). See the Data page in the
Bracket Name component (Set Up HRM S, Product Related, Global Payroll & Absence Mgmt, Elements,
Supporting Elements, Brackets, Bracket Name).
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The variables that used to hold the entitlement values are now populated through this bracket. The entitlement
valueisretrieved as of the expected date of child birth (due date) for SMP and SPPB, and as of the expected
placement date for SAP and SPPA.

The expected placement date was added for input within the Absence Event GBR component (Global Payroll
& Absence Mgmt, Payee Data, Maintain Absences, Absence Event GBR, Absence Data), and can be found
by clicking the Adoption Dates link from the Additional Information page.

Keeping in Touch (KIT) Days

By mutual agreement between the employee and the employer, employees may work up to 10 days during the
statutory leave, without losing the benefit of their statutory payment. If further days are worked, they lose it
for the week.

KIT days may not be taken in the first 2 weeks after childbirth, as the law prohibits a woman from working
during this period. Such days do not extend the period of maternity pay or leave.

When an employee returns to work after having used all of their 10 KIT days, you must manually stop the
absence and then restart it once this period is over so that statutory payment is interrupted.

Any Day Start for All Maternities

Current law states that any MPP where the due date is on or after Sunday April 1, 2007 may begin on any day
of the week, rather than starting on Sunday, with the exception of an early birth or pregnancy related illness.
When there is an early birth or PRI, the MPP must still follow the current rules.

For example, the maternity pay period would start on the day after the date of birth, or on the day after the
first full day of sickness. As such, PeopleSoft has extended the logic that applied to early birth or pregnancy
related illnessto al maternities.

Daily Payments

174

The system cal culates statutory maternity, adoption and paternity pay as aweekly benefit. Thisremains
unchanged. PeopleSoft, however, has been made changesto allow the calculation of adaily rate, whichis
considered one seventh of the weekly rate.

Although the calculation must always take into account full weeks only, the payment may be split to
accommodate the normal payment frequency. For example, for amonthly pay frequency, 3 days may be paid
in the first month, with the remaining 4 days are paid in the second month.

PeopleSoft has reviewed the statutory payment calculation to allow daily payment of the weekly rate, which
is one seventh of the weekly rate being paid daily. If you wish to take advantage of this new amendment,
PeopleSoft has added a new check box called Daily Payment on the Additional Information page within the
Absence Event GBR component. When you select this check box, the system makes payments on a daily
basis.

Note. The Daily Payment check box is displayed for absences with an expected date of birth or expected
placement date that is on of after April 1, 2007. Daily payments are not mandatory. If you leave the Daily
Payment check box deselected, the system continues to process payments on a weekly basis.
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Recording Employee Absences

This section discusses how to:

Record employee absence data.

Record dates and reasons for disqualification.
Record notification of absences.

Record absence certificate details.

View process details.

Enter additional absence information.
Record user defined data.

Change entitlements for absence schemes.
Override employee average earnings.
Record EWC data.

Enter adoption dates.

Override entitlement for schemes mapped in core application.

Pages Used to Enter Absence Events
Page Name Definition Name Navigation Usage
Absence Data GPGB_ABS_EVENT_1 Global Payroll & Absence | Record general information

Mgmt, Payee Data,

about an employee's

Maintain Absences, absence from work. Use this
Absence Event GBR, page to record the absence
Absence Data take and the absence begin
and end date.
SSP Disgualification GPGB_ABS DIS _SEC Click the SSP Record the date when and
Details Disqualification link on the | the reason why an employee
Absence Data page. isno longer paid SSP.

Notification of Absence

GPGB_NOTIFY_SEC Click the Notification of
Absence link on the

Absence Data page.

Record how you were
notified of an employee's
absence. Use this
information for reporting
purposes.
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Page Name

Definition Name

Navigation

Usage

Absence Certificate Details

GPGB_ABS CERT_SEC

Click the Absence
Certificate Details link on
the Absence Data page.

Record the type of
certificate supplied by an
employee to support the
absence. Use this
information for reporting
purposes only. The
information entered hereis
not used in processing
statutory absence.

Process Details

GPGB_ABS PROC_SEC

Click the Process Detail
link on the Absence Data

page.

View information about the
last time the absence was
processed. It aso displays
the calendar group in which
the absence was processed
and the date when the
absence was last updated.
This pageisdisplay only
and isintended for tracking
purposes.

Additional Information

GPGB_ABS EVENT 2

Global Payroll & Absence
Mgmt, Payee Data,
Maintain Absences,
Absence Event GBR,
Additional Information

Record additional
information about an
employee's absence.

User Defined Fields

GPGB_ABS CNFG_SEC

Click the User Defined
Fieldslink on the
Additional Information

page.

Define the four fields that
you can use to enter
additional information
about an absence.

Override/Adjust Entitlement

GPGB_OVRD_ENT_SEC

Click the Override/Adjust
Entitlement link on the
Additional Information

page.

Change the entitlement for
an absence scheme. This
applies only to absences
that have a per absence
entitlement.

Override Average Earnings

GPGB_ABS ERNS SEC

Click the Override Average
Earningslink on the
Additional Information

page.

Override an employee's
average earnings. For
statutory absences, the
system calculates an
employee's average weekly
earnings. Employees below
the lower earnings limit are
not entitled to paid absence.
Y ou may need to override
an employee's average
earnings if the system does
not have sufficient earnings
history for that employee.
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Page Name Definition Name Navigation Usage
Birth Dates GPGB_MAT_SEC Click the Birth Dates link Record data about the EWC

and the actual week of child
birth. Y ou must complete
this page for SMP and SPP
(birth).

Adoption Dates

GPGB_ADP_SEC

Click the Adoption Dates
link on the Additiona
Information page.

Record the date that the
employee was matched with
achild. You must complete
this page for SAP and SPP
(adoption).

Override/Adjust Entitlement

GPGB_OVRD_MAP_SEC

Click the Override/Adjust

Override entitlement for the

for Mapped to Scheme Entitlement for Mapped to | scheme to which you
Schemelink on the mapped on the Day
Additional Information Formula page in the core
page. application. This applies
only to absences that have a
per absence entitlement.
Note. Thefields on this
page are identical to those
on the Override/Adjust
Entitlement page.
Comments GPGB_ABS_EVENT_4 Global Payroll & Absence | Enter any additional

Mgmt, Payee Data,
Maintain Absences,
Absence Event GBR,
Comments

comments about an
employee's absence.

Recording Employee Absence Data

Access the Absence Data page (Global Payroll & Absence Mgmt, Payee Data, Maintain Absences, Absence

Event GBR, Absence Data).
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178

Additional Information Comments

Employee ID: KGG105 Name: Martin Pipe Empl Record: 0

Find | View &l First "/ 4 of1 " Last

. (#[=]

Absence Take:  |SSP ATT 9 statutory Sick Pay

*Process Action: INnrmaI j' I™ voided M Manager Approved

Or Apply 0 AllDays

Begin Date: 11/02/2009 [ Begin Day Hours: I Begin Half Day I Al Days

End Date: 11/06/2000 [ End Day Hours: I End Half Day

Override Payment

Absence Type: SCK D sicknes ¥ paid

Absence Code: |FLU @ fpy " Unpaid

Reasomn: | SS8P Disqualification

Motification of Absence Absence Cerificate Details Process Detail

Absence Data page

Note. Some of the fields on this page are identical to those on the Absence Event Entry Detail page. You'll
find documentation for these fields in the PeopleSoft Enterprise Global Payroll 9.1 PeopleBook.

Absence Take Select the type of absence that you require. These are the delivered take elements
for UK statutory absences:

SSP AT1 for SSP.
SMP AT1 for SMP where the EWC is before April 6, 2003.
SVIP AT2 for SMP where the EWC is on or after April 6, 2003.
SPPB AT for SPP (birth).
SPPA AT for SPP (adoption).
SAP AT for SAP.
Begin Date, End Date  Enter the dates of the employee absence. For SPP, employees are entitled to 2

weeks paid leave. If you enter a period spanning more than 2 weeks, only the
first 2 weeks are processed as paid absence.

Partial Hours For the statutory absence takes if you enter any partial hours during an
employee's absence, then the absence won't be paid for that day. This applies
regardless of the number of hours entered in the Partial Hours field.

Or Half Day For the statutory absence takes if you select this check box, then the absence
won't be paid for that day.

Or Apply to All Days For the statutory absence takes if you select this check box, then the absence
won't be paid for that day.
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Absence Type Select an absence type that you defined on the Absence Reasons GBR page.
Absence types are informational only and don't affect statutory absence
processing.

Absence Code Select an absence code that you defined on the Absence Reasons GBR page.
Absence codes are informational only and don't affect statutory absence
processing.

Reason Enter an additional reason why an employee was absent from work. Absence
reasons are informational only and don't affect statutory absence processing.

Paid, Unpaid The system sets the payment to Paid. Thisfield doesn't affect the calculation of
the statutory absences delivered as part of Global Payroll for the UK. Y ou might

want to use this field when setting up your own absence schemes, to determine
whether an absenceis paid or unpaid.

SSP Disqgualification Click to access the SSP Disqualification Details page.

Notification of Absence Click to access the Notification of Absence page.

Absence Certificate Click to access the Absence Certificate Details page.
Details
Process Detail Click to access the Process Details page.

Recording Dates and Reasons for Disqualification

Access the SSP Disgualification Details page (Global Payroll & Absence Mgmt, Payee Data, Maintain
Absences, Absence Event GBR, Absence Data, click the SSP Disgualification link on the Absence Data

page).

SSP Disqualification Details

Date of Disqualification; !

Reason for Disqualification:

SSP Disqualification Details page

Disqualification is due to reasons beyond the scope of Global Payroll for the UK SSPis not payable for
employees who are on strike, for example. Because the system cannot know whether an employeeison
strike, this facility prevents SSP from being paid from the date that you specify.

Global Payroll for the UK takes into account the rules governing SSP disgualification. If an employeeis
disqualified from SSP for whatever reason, then all absences within 56 days of the end of that absence are
also disqualified.

Date of Disqualification Select the date when the employee was disqualified for SSP.
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Reason for Enter the reason why an employee is disqualified for SSP.
Disqualification

Recording Notification of Absences

Access the Notification of Absence page (click the SSP Disqualification link on the Absence Data page, click
the Notification of Absence link on the Absence Data page).

Notification of Absence

Hotified of Absence By Whom:

Date First Hotified: Eﬂ Time:

Notification of Absence page

Notified of Absence By  Enter the name or relationship of the person who notified you of the employee's

Whom absence.
Date First Notified Select the date when you were first notified of the employee's absence.
Time Enter the time when you were notified of the employee's absence.

Note. In the UK, statutory rules state that an employee must meet the notification and certificate criteriaas
defined by a company in order to be eligible for SSP. For SSP, Global Payroll for the UK includes the
formula SSP FM USER COND. Y ou may edit this formulato include your company's additional criteria,
such as notification of absence, that an employee must meet before SSP can be paid.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Calculation Elements," Defining Formula
Elements

Recording Absence Certificate Details

Access the Absence Certificate Detail s page (click the Notification of Absence link on the Absence Data
page, click the Absence Certificate Details link on the Absence Data page).
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Absence Certificate Details
Certificate Type: | Medical Certificate =] [+][=]
Valid From: 10/05/2009 [
Valid To: 10/09/2009 [
Absence Certificate Details page
Certificate Type Select the type of certificate that the employee holds:
Medical Certificate
Sf Certificate.

Valid From, Valid To Enter the dates the absence certificate

Note. In the UK, statutory rules state that an employee must meet the notification and certificate criteria as
defined by a company in order to be eligible for SSP. For SSP, Global Payroll for the UK includes the
formula SSP FM USER COND. Y ou may edit this formulato include your company's additional criteria,
such as absence certificate details that an employee must meet, before SSP can be paid.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Calculation Elements,” Defining Formula
Elements

Viewing Process Details

Access the Process Details page (click the Notification of Absence link on the Absence Data page, click the
Process Detail link on the Absence Data page).

Process Details

Calendar Group 1D

Date of last update:;

Process Date:

Process Details page

Calendar Group ID Displays the calendar group 1D in which the absence was last processed.
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Date of last update Displays the date when the absence was last updated.

Process Date Displays the date when the absence was | ast processed.

Entering Additional Absence Information

Access the Additional Information page (Global Payroll & Absence Mgmt, Payee Data, Maintain Absences,
Absence Event GBR, Additional Information).

Absence Data Additional Information Comments

Employee ID: KGG105 Name: Rartin Pipe Empl Record: 0

Find | View All First "/ 4 of 1 " Last

Absence Take S3P AT Statutory Sick Pay
Element:

Begin Date: 11/02/2009

End Date: 11/06/2009
I Doctor Consuited Consultation Date: &l
I™ Work Injury Related Incident Number: | |
I Refer to Occ Health Auth
" Counseling
I Disciplinary
" Pregnancy Related liness
I Early Childbirth

User Defined Fields Override Average Earnings  Owerride/Adijust Entitlernent

Birth Dates Adoption Dates Override/Adjust Entitlement for Mapped to Scheme

Additional Information page

Additional Information

Doctor Consulted Select this check box if the employee has consulted his or her doctor.
Consultation Date Select the date when the employee consulted his or her doctor.
Work Injury Related Select this check box if it applies to the employee's absence.

Incident Number Enter the incident number if an employee has awork related injury.
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Refer to Occ. Health
Auth. (refer to
occupational health
authority), Counselling,
Disciplinary

Pregnancy Related
IlIness

Early Childbirth

User Defined Fields

Override/Adjust
Entitlement

Override Average
Earnings

Birth Dates

Adoption Dates

Override/Adjust

Entitlement for Mapped

to Scheme

See Also

Processing Statutory Absences

Select the check boxes that apply to the employee's absence.

Select this check box if the employee has an illness related to her pregnancy.

If you select this check box for an SSP absence, when you run the payroll process
the system checks whether the absence is within the four week period before the
EWC. If it iswithin this four week period, the system generates awarning and
you should instead enter an SMP absence (SMP AT2). According to UK
legislation, the MPP starts on the day after the first day of absence with a
pregnancy-related illness within four weeks of the EWC.

If the MPP istriggered by a pregancy-related illness, SMP can start on any day of
the week (normally SMP is paid weekly starting with a Sunday start date).

Select this check box if the absence is due to early birth of the child.

If the MPP istriggered by an early birth, SMP can start on any day of the week
(normally SMPis paid weekly with a Sunday start date).

Note. This check box isfor SMP AT2 absences only. It does not apply to SMP
ATL. Prior to April 6, 2003, SMP aways started on a Sunday.

Click to access the User Defined Fields page.

Click to access the Override/Adjust Entitlement page.

Click to access the Override Average Earnings page.

Click to access the Birth Dates page. Use this page to enter the EWC and the
actual week of child birth. Thisisrequired for SMP and SPP (birth).

Click to access the Adoption Dates page. Use this page to enter the matching
date, which is required for SAP and SPP (adoption).

Click to access the Override/Adjust Entitlement for Mapped to Scheme page.

Chapter 14, "Processing Statutory Absences,”" Entering Additional Information About SSP and SMP, page

187
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Recording User Defined Data

Access the User Defined Fields page (Global Payroll & Absence Mgmt, Payee Data, Maintain Absences,
Absence Event GBR, Additional Information. Click the User Defined Fields link on the Additional

Information page).
User Defined Fields
User Defined Fields
User Defined Fields 1 User Defined Fields 2
Date 1: E Date 2: ]
Character 1: Character 2:
Monetary 1: Currency 1: @, Monetary 2: Currency 2: @,
Decimal 1: Decimal 2:
User Defined Fields 3 User Defined Fields 4
Date 3: 2 Date 4: &
Character 3: Character 4:
Monetary 3: Currency 3: Qa Monetary 4: Currency 4: oQ
Decimal 3: Decimal 4:

User Defined Fields page

User Defined Fields

Y ou can create your own fields to further define an absence. Possible field types are Date,Decimal ,Character,
and Monetary. If you create a monetary field, you must specify the Currency.

Changing Entitlements for Absence Schemes

Access the Override/Adjust Entitlement page (Global Payroll & Absence Mgmt, Payee Data, Maintain
Absences, Absence Event GBR, Additional Information, click the Override/Adjust Entitlement link on the
Additional Information page).

Override/Adjust Entitlement

Entitlement: Adjustment;

Override/Adjust Entitlement page
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Entitlement

Adjustment

Processing Statutory Absences

Enter the number of days or weeks by which you want to override entitlement.
For example, if anew employee gives you aleaver's statement (form SSP1(L))
completed by aformer employer and the employee has used five weeks of SSP,
enter 23 in the Override Entitlement field, (28 weeks statutory entitlement minus
5 weeks of SSP used).

Note. Statutory absence schemes are defined as weeks. If you define your own
absence schemes, definitions may vary. For example, if you define an absence
scheme, such as holiday entitlement, the definition is probably in terms of days.

Enter the number of days or weeks by which you want to adjust entitlement. If a
new employee gives you aleaver's statement (form SSP1(L)) completed by a
former employer and the employee has used five weeks of SSP, enter -5 in the
Adjust Entitlement field.

Overriding Employee Average Earnings

Access the Override Average Earnings page (Global Payroll & Absence Mgmt, Payee Data, Maintain
Absences, Absence Event GBR, Additional Information, click the Override Average Earnings link on the
Additional Information page).

Override Average Earnings

Statutory Average Earnings:

Occupational Average Earnings:

Override Average Earnings page

Statutory Average
Earnings

Occupational Average
Earnings

Enter the amount that you want to apply as the statutory average earnings. For
example, if you have a new starter with no earnings, enter the contractual amount
that was calculated.

Enter the amount that you want to apply as the occupational average earnings.

Note. Because you may require your occupational average earnings to be
different from your statutory average earnings, Global Payroll for the UK
provides you with two fields. Y ou may use them for OSP schemes where the
amount of pay depends on past earnings. For example, a shift worker isusually
paid a combination of basic pay and overtime. If that employeeis off sick, you
can use the Occupational Average Earningsfield to enter the employee's
overtime payments. This ensures that SSP compensates for both the employee's
basic pay and the overtime that he or she would normally have worked.
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Recording EWC Data

Access the Birth Dates page (Global Payroll & Absence Mgmt, Payee Data, Maintain Absences, Absence
Event GBR, Additional Information, click the Birth Dates link on the Additional Information page)..

Birth Dates

Actual Week of Child Birth: 06/15/2009 |5

Expected Week of Child Birth:  |06/22/2009 3

Birth Dates page

Actual Week of Child  Enter the date of the week when the baby was born.
Birth

Expected Week of Child Enter the date of the Sunday in the week before the baby is due. Thisdateis
Birth required for SMP and SPP (birth).

Note. For SMP, this date must match the one cal culated by Monitor Absencein
Human Resources .

Entering Adoption Dates

Access the Adoption Dates page (Global Payroll & Absence Mgmt, Payee Data, Maintain Absences, Absence
Event GBR, Additional Information, click the Adoption Dates link on the Additional Information page).

Adoption Details
Absence Entry

Adoption Dates

Pipe Martin
Expected Placement date: |06/30/2009 5]

Date Match Nofified: 06/15/2009 |[5]

Matching Week: From: 06M4/2000  Through: 0&/20/2009

Adoption Details page
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Date Match Notified Enter the matching date. Thisisthe date that the employee received notification
from the adoption agency that he or she has been matched with a child. This date
isrequired for SAP and SPP (adoption).

M atching Week The system automatically completes this field when you complete the Date
Match Notified field.

Overriding Entitlement for Schemes Mapped in Core Application

Access the Override/Adjust Entitlement for Mapped to Scheme page (Global Payroll & Absence Mgmt,
Payee Data, Maintain Absences, Absence Event GBR, Additional Information, click the Override/Adjust
Entitlement for Mapped to Scheme link on the Additional Information page).

Override/Adjust Entitlement for Mapped to Scheme

Entitlement: Adjustment;

Override/Adjust Entitlement for Mapped to Scheme page

Note. The fields on this page are identical to those on the Override/Adjust Entitlement page.

See Also

Chapter 14, "Processing Statutory Absences," Changing Entitlements for Absence Schemes, page 184

Entering Additional Information About SSP and SMP

This section discusses;

» Processing SMP and stillbirths.
« Additional SSP and SMP entitlement conditions.

Processing SMP and Stillbirths
This table describes how you process stillbirths using Global Payroll for the UK:
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Entitlement Condition

Resolution

Comments

Baby is stillborn after the start of
the 161 week prior to the EWC.

SMP must be paid as hormal.

It is astatutory requirement that the
employee be paid SMP, asfor alive
birth. Y ou do not have to record
details of the stillbirth in Global
Payroll for the UK because SMPis
paid as normal.

Baby is stillborn before the 25
week of pregnancy; that is, baby is
stillborn earlier than the 16" week
prior to the EWC.

The employeeis not eligible for
Statutory Maternity Pay. Deselect
the Eligible for Maternity Pay
Based on Employment Conditions
option on the UK Maternity Leave
page in Human Resources.

If the employee is absent from
work, you may want to record this
as an SSP absence on the Absence
Data page (do not select Pregnancy
Related IlIness on the Additional
Information page). Y ou may also
want to make arelevant comment
on the Comments page.

Note. Thisisamanual procedure; there is no check box to record stillbirths. This decision was based on the

fact that stillbirths are an emotive issue and occur relatively infrequently.

See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Monitor Absence, "(GBR) Tracking Maternity and

Parental Leave'

Additional SSP and SMP Entitlement Conditions

188

Thistable explains how the system handles different SSP and SMP entitlement conditions:

Entitlement Condition Resolution Comments
Absenceis entered after an The system displays awarning on The employeeis not paid SSP.
employee's termination date. the Absence Data page.

(SSP)

Absence start date is more than 11
weeks before the EWC.

(SMP)

The system displays awarning on
the Absence Data page.

The employeeis paid SMP asthe
system assumes that the birth is
premature.

An employee issick on the hire
date.

(SSP)

The system displays awarning on
the Absence Data page.

If you enter an absence, Global
Payroll for the UK assumes that the
employee has done some work for
the employer and SSP must be paid.
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Entitlement Condition

Resolution

Comments

An employee works part of aday
during an absence.

(SSP)

None.

SSPisnot paid for any part day that
an employee has worked.

Average weekly incomeislessthan
the LEL.

(SSP and SMP)

Global Payrall for the UK
calculates the employee's average
earnings and override isincluded on

the page.

If average earnings are below the
LEL, SSP and SMP are not paid.

Birth occurs before the date that the
employer was notified, or no
notification has been given.

(SMP)

Global Payroll for the UK does not
pay SMP unlessyou enter adate in
the Form MATB1 Received field
on the UK Maternity Leave pagein
Human Resources.

The employee must notify the
employer of the actual date of the
birth and the expected date of the
birth.

Employeeisin continuous
employment for 26 weeks prior to
and including the Qualifying Week.

(SMP)

Select the Eligible for Maternity
based on Employment Conditions
check box on the UK Maternity

L eave page in Human Resources.

If the employee has not been in
continuous employment for the
qualifying period, leave the check
box deselected. SMP is paid only
for an employee if you select this
check box.

Employeeis over 65 or under 16 at
start of PIW.

The system displays awarning on
the Absence Data page in the core
application.

The employeeis not paid SSP.

(SSP)
No MATB1 form. Glaobal Payrall for the UK does not Enter adate in the Form MATB1
(SMP) pay SMP unlessyou enter adatein Received field on the UK Maternity

the Form MATB1 Received field
on the UK Maternity Leave pagein
Human Resources.

Leave page in Human Resources.

No notification of absence 28 days
after the birth.

(SMP)

The system displays awarning on
the UK Maternity Leave pageif you
do not enter adatein the Form
MATB1 Received field on the UK
Maternity L eave page.

Enter adate in the Form MATB1
Received field on the UK Maternity
Leave page.

PIW spans over three years. None. Global Payrall for the UK does not
Ssp pay SSP on the date when the PIW

(SSP) reaches the three-year mark.

Pregnancy related illness within The system displays a warning Glaobal Payrall for the UK does not

four weeks prior to the EWC.
(SMP)

message if you enter an SSP
absence within four weeks of the
EWC.

pay SSP if the absenceis pregnancy
related and within four weeks of the
EWC.
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Viewing Employee Absence Data

This section discusses how to:

» View absence exceptions, absence dates, and payment details.

+ View absence details.

Pages Used to View Absence Details

Page Name Definition Name Navigation

Usage

Review Absence GPGB_ABS_EXCEP Globa Payroll & Absence

View absence exceptions,

Payee Absence Exceptions
page.

Exceptions GBR Mgmt, Payee Data, absence dates, and payment
Maintain Absences, Review | details for your payees.
Absence Exceptions GBR,
Review Absence
Exceptions GBR

Absence Data GPGB_ABS_EXCEP_SP Click the Detail link onthe | View additional details

about a payee's absence.

Viewing Absence Exceptions, Absence Dates, and Payment Details

Access the Review Absence Exceptions GBR page (Global Payroll & Absence Mgmt, Payee Data, Maintain

Absences, Review Absence Exceptions GBR, Review Absence Exceptions GBR).

Review Absence
Exceptions GBR

Calendar Group ID: GG M2004 P45 B0 GBR P45 April 2004 B Country: GBR
2
Abzence Dates Payment Detailz
Empl L g
EmpliD Name Record Description Detail
GG P45 W10B Magaie B Greenwood 2 MI Details not found. Default if NI Category will apply. Detail

Review Absence Exceptions GBR page: Exceptions Details tab

Exception Details Tab

190

The Exception Details tab displays the EmplI D,Name, EmplRcd#, and an absence Description for each absent
payee in the calendar group identified in the Calendar Group ID field. If you want to view additional details
of a payee's absence, click the Detail link, which takes you to the Absence Data page.
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Absence Dates Tab

Access the Absence Dates tab.

Review Absence

Exceptions GBR
Calendar Group 1D: 3G M2004 P45 BO1 GBR P45 April 2004 B Country: GBR

¥/ P .
Customize | Find | View All| Ed | ¥ First 10f1 Last

Exception Details Ahsencenates Payment Details

Abszence Start Date Abszence End Date Dizqualification Date

Review Absence Exceptions GBR page: Absence Dates tab

The Absence Dates tab displays the Absence Start Date, Absence End Date, and the Disqualification Date for
each payee absence.

Payment Details Tab

Access the Payment Details tab.

Review Absence
Exceptions GBR
Calendar Group 1D: GG M2004 P45 B0 GBR P45 April 2004 B Country: GBR
Payee Exceptions Customize | Find | view A0 ] BV | B Fist © dof1  Last
Exception Detais || Absence Dates
Calendar Group 1D Calendar ID Pay Group Segment Humber
GG M2004 P45 BOA GG M2004 P45 BO1 GG P45 MB 1

Review Absence Exceptions GBR page: Payment Details tab

The Payment Details tab displays the Calendar Group ID,Calendar 1D,Pay Group, and Segment Number for
each absence payment.

Viewing Absence Details

Access the Absence Data page (Global Payroll & Absence Mgmt, Payee Data, Maintain Absences, Review
Absence Exceptions GBR, Review Absence Exceptions GBR, click the Detail link on the Review Absence

Exceptions GBR page).

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 191



Processing Statutory Absences

192

Absence Data

Message Set 47435 Message Number: 421
Humber:

Message Text:|NI Details not found. Default %5 NI Category will apply.

(Bl

found. Therefore, the calculation will use the elements
default value.

Return

Explanation: |The National Insurance details for this employee cannot be (E1

Absence Data page

Chapter 14

M essage Set Number Thisis the message set containing the messages (text) displayed in the Message

Text and Explanation fields.

M essage Number Thisis the message number corresponding to the content in the Description and

Explanation fields.

M essage Text Displays the description of the absence, as defined in the message catal og.

Explanation Displays an explanation of the absence, as defined in the message catal og.
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Entering Employee Overtime

This chapter provides an overview of delivered elements and discusses how to enter overtime payments.

Understanding Delivered Elements

This section discusses;

» Deélivered overtime earning.

» Viewing delivered elements.

Delivered Overtime Earning

The earning OVT ER OVTM isdelivered for overtime payment. This earning cal culates the overtime
payment that is to be made to the employee.

Viewing Delivered Elements
The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed
for the United Kingdom. Instructions for running the query are provided in PeopleSoft Enterprise Global
Payroll 9.1 PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing Delivered Elements,” Understanding How
to View Delivered Elements

Entering Overtime Payments

Glaobal Payroll for the UK provides atemplate for calculating and recording any overtime that employees
work. This overtime can be salary based (where the system cal culates an hourly rate for each employee) or
calculated as a factor multiplied by the number of hours multiplied by an overtime rate.

This section discusses how to enter overtime data.
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Page Used to Enter Overtime Data

Page Name Definition Name Navigation Usage

Overtime GBR GPGB_EE_OVERTIME Global Payroll & Absence | Enter overtime datafor an
Mgmt, Payee Data, Assign | employee.

Earnings and Deductions,
Overtime GBR, Overtime
GBR

Entering Overtime Data

Access the Overtime GBR page (Global Payroll & Absence Mgmt, Payee Data, Assign Earnings and
Deductions, Overtime GBR, Overtime GBR).

Overtime GBER
Anna Roberts EMP 1D: KG0014 Empl Record: 0

Business Unit: Administration - UK First Start Date:  01/01/1998

Departmeni: Customer Senvices Payroll Status: Active

Job Code: Specialist

Location: Cardiff - Wales

=FES

*Pay Period Date *Start Date End Date *Factor *Hours Salary Based |*Overtime Rate Total
104012008 |E El ) r [#]|[=]

Overtime GBR page

Note. Overtime datais created at the job level. Therefore, if an employee has one or more employment
contracts, he or she can be paid overtime rates for each one.

Pay Period Date Enter the date when the overtime is to be paid. This date must be within the start
and end date of the pay period.

The value for thisfield defaults to the current date, which you can override.

Start Date (Required). Enter a start date of the period when the employee commenced the
overtime.

If you select the Salary Based check box, the system checks the hourly rate that
applied at that time, even if the rate has since changed.
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End Date

Factor

Hours

Salary Based

Overtime Rate

Total

See Also

Entering Employee Overtime

(Optional) Enter the last day of the period of overtime that the employee worked.
The datathat you enter here is used for informational purposes.

Note. The start and end dates provide you with information about when the
overtime was worked.

Enter the factor by which overtimeis calcul ated.

Enter the number of hours of overtime that an employee has worked during the
period that you specified in the Start Date and End Date fields.

Each employee has an hourly rate that is calculated by the system. Select the
Salary Based check box if you want to calculate the overtime at this hourly rate.

Enter the rate at which overtimeis paid. If you select Salary Based, the system
automatically enters the overtime rate and makes the field unavailable for entry.

Note. If you make subsequent changes to the hourly rate on the Job Data -
Compensation page, the overtime rate that you enter here prevails unless you
return to the Overtime GBR page and update the Overtime Rate field.

The system automatically calculates the total gross amount of overtime that an
employeeis paid. Thisdatais for information only because the actual amount
due to the employee is calculated during the payroll process.

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, "Increasing the
Workforce," Entering Compensation Information
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Calculating Net-to-Gross Payments for the
UK

This chapter discusses how to:

«  Set up net-to-gross calculations for earnings.

+ Enter net-to-gross payments.

Setting Up Net-to-Gross Calculations for Earnings

Some earnings, such as bonuses, are paid as net amounts, so you must calculate the corresponding gross
amounts. For example, if you want to pay your employee a one-time bonus of 100 GBP, you can use Global
Payroll for the UK to calculate the gross payment, which ensures that the employee receives 100 GBP after
taxes and National Insurance contributions have been deducted.

Note. If you want to make net-to-gross payments that are subject to tax only or to National Insurance only,
you must build your own net-to-gross process.

Set up net-to-gross payments for the UK in the core application using el ements that are specific to Global
Payroll for the UK. There are no specific pages in Global Payroll for the UK for setting up net-to-gross
payments.

To set up net-to-gross cal culations for an earning:

1. Definethe earning that stores the net payment to be grossed-up on the Earnings Name page in the core
application.

Glabal Payroll for the UK is delivered with earning GU ER TAXNI, which you can use for payments that
areliable for both tax and National Insurance contributions. If you want the net amount that you enter to
be liable for either tax only or National Insurance only, you must create your own earning. Thisearning is
amember of the GU AC GRSUP SEG accumulator, which is a member of the accumulator GU AC
TAXABLE PTD.

2. Define the earning that stores the grossed-up result of the net-to-gross process on the Earnings Name page
in the core application.

Global Payrall for the UK delivers earning GU ER RESULT, which stores the grossed-up result in the
core application. This earning is a member of the accumulator GBR AC ALLPAY.

Note. If you have created a net-to-gross earning that is subject to either tax only or National Insurance
contributions only, you must create an additional earning that stores the corresponding grossed-up result.
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3. Add both earnings to the earnings element group on the Element Groups — Members page in the core
application.

Note. Global Payroll for the UK provides you with element group GBR EG ALLPAY, which contains
both of these earnings. If you create your own earningsin Steps 1 and 2, you must add them to an element

group.

4, Set up the necessary formulas to calculate the grossed-up amount on the Formula Name Page in the core
application.

PeopleSoft delivers the following formulas that cal cul ate the grossed-up amount:

« GUFM 2

This formula determines the net amount to be grossed-up and provides the process with afirst
resolution for the gross amount.

- GUFM3
Thisformulaisresponsible for the iterative processing that calculates the actual gross amount.
- GUFM 4

This formula populates the element GU VR RESULT, which displays the results of the net-to-gross
process.

5. Set up a net-to-gross section, where all earnings are processed, on the Definition page in the core
application.

Glaobal Payrall for the UK delivers the section GBR SE NTG, which includes the net-to-gross earnings,
the grossed-up earnings, and the formulas that the system processes.

Section GBR SE NTG references both the net payment earnings and the grossed-up result earnings, as
well asthe GU FM 2, GU FM 3, and GU FM 4 formulas.

GBR SE NTG is defined as a subprocess, with a maximum number of 15 iterations. If you are defining
your own net-to-gross process, you can amend the number of iterations accordingly.

Warning! Do not change the delivered formulas and/or sections. Doing so may impact statutory
calculations. If you create your own net-to-gross process, discuss this with your PeopleSoft consultant.

6. Add the net-to-gross section to the process list component on the Definition page in the core application.

Global Payroll for the UK is delivered with section GBR SE NTG in the GBR PR PAYROLL processlist.
The position of the section in the process list isimportant. Y ou must place the process list prior to the tax
and National Insurance processing so that the grossed-up amount is derived before tax and National
Insurance are calculated.
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See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Earning and Deduction Elements’

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining the Organizational Structure,”" Defining
Element Groups

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Calculation Elements,” Defining Formula
Elements

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Processing Elements," Setting Up Sections

Entering Net-to-Gross Payments

Set up the various components for resolving net-to-gross processing on the core pages. On the Positive Input
page, enter the amount to be gross-up in the Amount field. In the Currency Code field, enter GBP asthe
currency.

Note. Use the pages in the core application to enter net-to-gross payments. There are no UK-specific pagesin
PeopleSoft Enterprise Global Payroall.

Global Payroll for the UK delivers element GU ER TAXNI, which is subject to both tax and National
Insurance contributions. This element was defined so that the amount can be entered as Positive Input in the
core application.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Working with Positive Input"
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Running the Banking Processes

Use Global Payroll for the UK to facilitate your organization's banking process. The banking featurein
Global Payroll is optional.

This chapter lists prerequisites and discusses how to:
»  Set up deduction recipients.

* Run the UK banking processes.

» Run banking reports.

See Also

PeopleSoft Enterprise HRMS 9.1 Application Fundamental s PeopleBook, " Setting Up Banks and Bank
Branches," (GBR) Bank and Building Society Setup in the UK

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Banking Instructions"

Prerequisites

Before you define deduction recipients or run banking, you need to:

«  Set up bank account information.

»  Set up funding (source banks) for pay entities.

» Define payee bank account information.

» Define payee net pay elections.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Banking Instructions®

PeopleSoft Enterprise HRMS 9.1 Application Fundamental s PeopleBook, " Setting Up Banks and Bank
Branches"

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Workforce, "Entering Additional Data
in Human Resources Records,” Entering Bank Account Information
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Setting Up Deduction Recipients

This section provides an overview of deduction recipient setup and discusses how to:

» Define deduction recipients for tax, NI, and student loans.
» Define deduction recipients for court orders.
» Define deduction recipients for loans.

+ Define deduction recipients for share schemes.

Understanding Deduction Recipient Setup
To set up deduction recipients:
1. Define the recipient's bank account information.
2. Definerecipient ID

Use the Define Deduction Recipients component to set up the recipient ID and payment information. Link
therecipient ID to the recipient's bank account .

3. Assign recipients to deductions or payees.

Deduction recipients are attached to deductions (on the Recipient page of the Deduction component) if the
same recipient is used for al payees. If adeduction recipient varies by payee, assign the deduction and
deduction recipient to payees using the Add Deduction Recipients page.

The pages used to define deduction recipients are discussed in the PeopleSoft Enterprise Global Payroll 9.1
PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Banking Instructions'

Pages Used to Define and Assign Deduction Recipients

Page Name Definition Name Navigation Usage
Define Deduction RECIPIENT Set Up HRMSS, Product Define the recipient 1D,
Recipients Related, Global Payroll & | address, and payment
Absence Mgmt, Banking, method. If the payment
Deduction Recipients, method is Bank Transfer or
Define Deduction Wire Transfer, select the
Recipients recipient's bank account. Set
up bank accounts using the
Banks component.
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Page Name Definition Name Navigation Usage

Recipient GP_RCP_DED Set Up HRMS, Product Assign ageneral deduction
Related, Global Payroll & | recipient to adeduction.
Absence Mgmt, Elements,
Payroll Elements,
Deductions, Recipient

Add Deduction Recipients | GP_RCP_PYE

Global Payroll & Absence
Mgmt, Payee Data, Net Pay
|/ Recipient Elections, Add
Deduction Recipients, Add
Deduction Recipients

Assign an individual
deduction recipient to a
payee.

See Also

PeopleSoft Enterprise HRMS 9.1 Application Fundamental s PeopleBook, " Setting Up Banks and Bank

Branches"

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Earning and Deduction Elements,”
Selecting a General Recipient for a Deduction

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Banking Instructions," Defining Recipients

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Banking Instructions,” Assigning
Recipients to Deductions and Payees

Defining Deduction Recipients for Tax, NI, and Student Loans

For statutory deductions for PAY E tax, NI, and student loans, the deduction recipient is a General recipient
because the deductions are paid to the same recipient for all employees. Attach the recipient to the deduction
using the Recipient page in the Deduction component (Set Up HRMS, Product Related, Global Payroll &
Absence Mgmt, Elements, Payroll Elements, Deductions, Recipient).

This table lists the deduction recipient IDs that you must set up for statutory deductions:

Recipient ID Deduction Description
PAYE TAX DD PAYE Deduction recipient for PAY E tax
STL SL DD AMOUNT Deduction recipient for student loans
NI NI DD EES Deduction recipient for NI.
NI DD ERS
NI_RE NI DD EESRBT Deduction recipient for NI rebates.
NI DD ERSRBT

Important! You must use the recipient IDs listed above. The UK banking process will not work correctly if
you set up different recipient IDs for tax, NI, and student loans.
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Defining Deduction Recipients for Court Orders

The recipients for court orders are either general or individual, depending on the court order type. For
example, council tax payments are paid to the appropriate council and this varies by payee, but child support
payments are paid to the same recipient.

Assign general recipients to the court order deduction using the Recipient page in the Deduction component.
For court ordersthat vary by payee, define the deduction recipient and assign it at the payee level asfollows:

1. Define the deduction recipients for the payee's court order on the Define Deduction Recipients page.
Select Individual in the Recipient Category, select the deduction recipient's bank account.

2. Assign the deduction and the deduction recipient to the payee on the Add Deduction Recipients page
(Global Payroll & Absence Mgmt, Payee Data, Net Pay/Recipient Elections, Add Deduction Recipients)

Select the court order deduction in the Element Name field and select the deduction recipient in the
Recipient ID field.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Banking Instructions,” Defining Recipients

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Banking Instructions,” Assigning
Recipients to Deductions and Payees

Defining Deduction Recipients for Loans

204

Loan processing uses one deduction, LOA DD LOAN, that is resolved once for each loan ID. If you want to
set up adifferent deduction recipient for each loan type, you need to use aformulato identify the deduction
recipient based on loan type and attach this formulato the deduction LOA DD LOAN.

PeopleSoft delivers the formulaLOA FM DED RECIPNT for this purpose. Modify the delivered formula for
your loan types and deduction recipients.

LOA FM DED RECIPNT identifies the |oan type based on the value of the variable LN VR LOAN TYPE,
whichisauser field for the driver accumulator LOA AC LOAN DRV. Hereisthe formula as delivered by
Peopl eSoft:

If LN VR LOAN TYPE = ' ENTER LOAN TYPE 1' Then
' ENTER RECI Pl ENT | D >> LOA FM DED RECI PNT
Exi t

Endi f

If LN VR LOAN TYPE = ' ENTER LOAN TYPE 2' Then
" ENTER RECI PI ENT | D >> LOA FM DED RECI PNT
Exi t

Endi f

If LN VR LOAN TYPE = ' ENTER LOAN TYPE 3' Then
' ENTER RECI PI ENT | D >> LOA FM DED RECI PNT
Exi t

Endi f

To modify thisformula, for each loan type:
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1. Replacethetext ENTER LOAN TY PEL with your loan type.
2. Replacethetext ENTER RECIPIENT ID with the recipient ID.

For example, suppose that these are the loan types and deduction recipients:

Loan Type Deduction Recipient
MORT MORTREC
CAR CARREC

The formulawould look like this:

If LN VR LOAN TYPE = ' MORT" Then
" MORTREC >> LOA FM DED RECI PNT
Exi t

Endi f

If LN VR LOAN TYPE = ' CAR Then
' CARREC >> LOA FM DED RECI PNT
Exi t

Endi f

To set up deduction recipients for loans:
1. Define deduction recipients for each |oan type on the Define Deduction Recipients page.

Define the deduction recipient for each loan type as a General recipient and select the bank account into
which loan deductions for that |oan type are transferred.

2. Modify the formulaLOA FM DED RECIPNT to include your loan types and recipients.
3. Check that the formulaLOA FM DED RECIPNT is attached to the loan deduction LOA DD LOAN.

On the Recipient page of the Deduction component, check that the Recipient Type field is set to Recipient
and LOA FM DED RECIPNT appears in the Recipient field.

When you view the payroll results, using the Results by Calendar Group component, the loan typeis
displayed in the User Field 2 column on the Earnings and Deductions page.

Defining Deduction Recipients for Share Schemes

When you define share save and share buy schemes, you specify the deduction elements used for each
scheme. This enables you to use one deduction per scheme ID or the same deduction for multiple schemes.
Using one or multiple deductions has implications for setting up the deduction recipients for those schemes.

Toillustrate how this affects payment processing, suppose that your share schemes are associated with
deductions as listed in this table:

Scheme ID Deduction
SS001 SSDD SVE 01
SS002 SSDD SVE 02
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Scheme ID Deduction
SS003 SSDD SVE 00
SS004 SSDD SVE Q0

If you enrol an employeein all these schemes, the system automatically assigns deductions to the payee as

follows:

Deduction Instance
SSDD SVE 01

SSDD SVE 02

SSDD SVE 00 1
SSDD SVE 00 2

For schemes SS001 and SS002, the deduction is unique to the scheme, which means that you can define one
recipient for that deduction. However, schemes SS003 and SS004 use the same deduction. If you want
different recipients for SS003 and SS004 you can't define one recipient for the deduction; the recipients must
be defined at the payee level.

If you define a different deduction for each scheme ID, set up deduction recipients as follows:
1. Define each deduction recipient as a General recipient.

2. Attach the deduction recipient to the deduction on the Recipient page in the Deduction component.

However, if you have one deduction linked to multiple scheme IDs and you have different recipients for each
scheme I D, the deduction recipients must be defined at the payee level:

1. Define each deduction recipient as an Individual recipient.

2. Assign the deduction recipients to employees enrolled in the schemes on the Add Deduction Recipients
page (Global Payroll & Absence Mgmt, Payee Data, Net Pay/Recipient Elections, Add Deduction
Recipients).

If an employeeis enrolled in multiple schemes with the same deduction, use the Recipient Tag field to
distinguish instances of the same deduction. For example, if an employee is enrolled in two share schemes
that have the same deduction, on the Add Deduction Recipients page you add that deduction twice, select
the respective recipients in the Recipient ID field, and enter unique values in the Recipient Tag field.

3. If anemployeeis enrolled in multiple schemes with the same deduction, update the Element Assignment
by Payee page to assign the recipient tag to the relevant deduction instance.

Y ou can view payee assignments on the Element Assignment By Payee page (Global Payroll & Absence
Mgmt, Payee Data, Assign Earnings and Deductions, Element Assignment By Payee).

After running the GP UK Banking process, the results show multiple payments for the share scheme
deduction. The View Deductions page of the Review Payments by Cal Group component shows the
deduction, the recipient tag, and the recipient ID.
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Example: Defining Deduction Recipients for Share Schemes at Payee Level

In this example, there are two share save schemes. This table lists the scheme | Ds, the deduction for each
scheme, and the corresponding deduction recipients:

Scheme ID Deduction Recipient ID
SS00 (Share save 2000) SSDD SVEAA RCP2000
SS01 (Share save 2001) SSDD SVEAA RCP2001

If an employee is enrolled in both the SS00 and SS01 scheme, you add the following rows on the Add

Deduction Recipients page:

Deduction Recipient Tag Recipient ID
SSDD SVE AA 10 RCP2000
SSDD SVE AA 20 RCP2001

On the Element Assignment by Payee page, you add the recipient tag as follows:

Deduction Instance Recipient Tag
SSDD SVE AA 1 10
SSDD SVE AA 2 20

Note. When you enrol an employee in a share scheme, the system automatically creates the element
assignments and instance values.

When you run the banking processes, instance 1 of deduction SS DD SVE is associated with the recipient tag
10, which means that the deduction is paid to recipient RCP2000. Similarly, instance 2 is associated with
recipient tag 20 and hence recipient RCP2001.

Here is an example showing a payee with two recipients for the deduction SSDD SVE AA:
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Add Deduction Recipients

Employee ID: GG EM 205 Name: Oscar Edwards

*Element Name: |35 DD SVE AA

., Recipient Tag:| 10

Enter Recipient ID - OR - Recipient Hame and Information

*Effective Date:  |09/21/2009 5
Recipient ID: IRCP2000 @,
Recipient Name: |
Deposit Schedule: | @,
Purpose 1: |
Purpose 2: |

Empl Record: 0

Deduction Assignment

Add Deduction Recipients page (1 of 2)

Add Deduction Recipients

Employee ID: GG EM 205 Name: Oscar Edwards

*Element Name: |SS DD SVE AA @, Recipient Tag: 0

Enter Recipient ID - OR - Recipient Name and Information

*Effective Date:  |09/19/2006 5
Recipient ID: (GGSSAVE

aﬁ GG Share Save Administration

Recipient Name: |

Deposit Schedule: |GXMNTHLY .  Banking - Deposit Schedule 1

Purpose 1: |

Purpose 2: |

Empl Record: 0

Deduction Assignment

Add Deduction Recipients page (2 of 2)

Here is an example showing how the recipient tag is assigned to each instance of the deduction SSDD SVE

AA:
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Element Assignment By Payee

Oscar Edwards ID: GGEM 205 Empl Record: 0

Category: od

Entry Type: v Element Hame: |35 DD SVE AA @, Share Save Actual Amount

As of Date: E'J Select with Matching Criteria

Clear
=
% Recipient
Element Hame |Description 'Pr%crelrjsésr Begin Date End Date Active Instance
23 DD SVE AA  Share Save Actual Amount 999 04/21/2009 |07/21/2009 [H 1|+ | [=]
S5 DD SVE A4 Share Save Actual Amount 999 04/21/2009 |07/21/2009 [+ ] 2 [+] [=]
Add New Assignment Deduction Recipients

Element Assignment by Payee page

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Banking Instructions,” Assigning
Recipients to Deductions and Payees

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Banking Instructions,” Reviewing Banking
Results by Calendar Group

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, " Setting Up Overrides,” Defining Payee Overrides

Running the UK Banking Processes

This section provides an overview of the UK banking processes and discusses how to create afile for BACS
transmission.

Understanding the UK Banking Processes

When you have finalized a pay run, run the Global Payroll core banking process. This banking process has
two steps:. calculate and finalize. Run the calculate step any number of times, but the finalize step only once.
Y ou can use the Review Payment by Calendar Group page to view net pay and deduction recipient banking
transactions before you run the UK banking process.

When you have run the core banking process, run these processes provided in Global Payroll for the UK:
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1. Banking process GBR.

Chapter 17

This process populates a UK -specific table, GPGB_PAYMENT, that contains basic calendar run
information and the transaction and bank data necessary to create afile for BACS-processing software.
View the results of this process using the Review Payments by Cal Group component (Global Payroll &
Absence Mgmt, Payment Processing, Review Payments by Cal Group).

2. Create BACSFile process.

This process transfers the data from GPGB_PAYMENT, for agiven calendar run ID, into a fixed-length

file on disk suitable for BACS transmission.

Note. The process does not write negative values to the BACS file. It reports any negative valuesin the

process log file.

Prerequisites

Before you can run the UK banking process, you must run the core Global Payroll Application Engine

process (GP_PMT_PREP).

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Banking Instructions”

Pages Used to Run the UK Banking Processes

Page Name Definition Name Navigation Usage
Run Payment Prep Process | GPGB_PAYMENT Global Payroll & Absence | Runthe GP UK Banking
GBR Mgmt, Payment Processing, | Application Engine process

Run Payment Prep Process
GBR, Run Payment Prep
Process GBR

(GPGB_PAYMENT) that
populates the
GPGB_PAYMENT table.
Run this process after
running the core banking
process.

Create BACS File GBR

GPGB_BANK_EFT

Globa Payroll & Absence
Mgmt, Payment Processing,
Create BACS File GBR,
Create BACSFile GBR

Run the Create the EFT File
SQR process (GPGBEFT).
This process creates a fixed-
length ASCII file that can
be used asinput to BACS
processing software. The
system displays asvalid
values only those calendar
run IDs that have had the
banking finalize step run.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 17 Running the Banking Processes

Creating a File for BACS Transmission

Access the Create BACS File GBR page (Global Payroll & Absence Mgmt, Payment Processing, Create
BACSFile GBR, Create BACS File GBR).

Create BACS File GBR

Run Control ID: 01 Report Manager Process Monitor Run
*Calendar Group ID: KGM2000/M1-10 @,
*Pay Entity: KGPED1 @,

*EFT File Path and Name: |C\TEMPIBACS.TAT

Create BACS File GBR page

EFT File Path and Enter the path and file name for location of the EFT file that you want to create.
Name (electronic file

transfer file path and

name)

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Banking Instructions'

Running Banking Reports

This section lists the page used to run the banking reports.
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Page Name

Definition Name

Navigation

Usage

Net Payment / BACS Audit

GPGB_RC_BACS REP

Global Payroll & Absence
Mgmt, Payment Processing,
Net Payment / BACS Audit
GBR, Net Payment/ BACS
Audit

Use this page to generate

these reports:

 BACS Net Payment
List report
(GPGBEFTP).

Thisreport listssBACS
transactions, including
the bank, employee ID,
bank account
information, and
amounts transferred.

¢ Net Payment Summary
report (GPGBEFTS).

A summary of
employees net pay. It
includes the bank
account information and
net pay amount.

212
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Generating and Viewing Payslips

This chapter lists prerequisites and discusses how to:
» Define messages on employees payslips

» Generate paydips.

« View paydlips.

Prerequisites

Before you can define messages for payslips, you must:
1. Define the elements that appear on the paysdlips.

2. Assign payslipsto pay groups.

See Also

Chapter 5, "Setting Up Paydlips," page 51

Defining Messages on Payslips

To set up paydip messages, use the Paydlip Message by Pay Group GBR component
(GPGB_PSLIP_PGRP_M). This section discusses how to:

« Define messages for employees in specific pay groups.

» Define messages for specific employees.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 213



Generating and Viewing Payslips

Pages Used to Include Messages on Payslips
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Page Name

Definition Name

Navigation

Usage

Add Payslip Messages GBR

GPGB_MESS GRP

¢ Global Payroll &
Absence Mgmt,
Paydlips, Add Paydlip
Messages GBR, Add
Payslip Messages GBR

e Set Up HRMS, Product
Related, Global Payroll
& Absence Mgmt,
Paydlips, Messages by
Pay Group GBR, Add
Paydlip Messages GBR

Define messages on the
payslips for all employees
who belong to a specific

pay group.

Create Messages GBR

GPGB_MESS EE

Global Payroll & Absence
Mgmt, Payee Data,
Paydlips, Create Messages
GBR, Create Messages
GBR

Define messages on the
paydlip for a specific
employee.

Defining Messages for Employees in Specific Pay Groups

214

Access the Add Payslip Messages GBR page (Global Payroll & Absence Mgmt, Paydlips, Add Payslip

Messages GBR, Add Payslip Messages GBR).
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Add Payslip Messages GBR

Pay Group: KLGMOMTHLY Manthly Pay Group

Find | View Al First " 4of1 " Last

Ii +]| [—=
*Payslip 1D GBPS @ UK Payslip for all Paygroups HE=
Effective Date: 12/24/2009 |5

Find | View All First ™/ 1of 1 " Last

Payslip Message

"Sequence ™ = BHE

Add Payslip Messages GBR page

Note. The Effective Date field displays al the messages for an employee or a pay group where the effective
date is within the segment.

Paydlip ID Select the payslip. Y ou must have defined a payslip first.
Sequence Enter the order in which you want to display your messages.
Paydlip M essage Enter the message that you want to display on the payslip. The message will be

sent to all employees who belong to the pay group that you specified.

Defining Messages for Specific Employees

Access the Create Messages GBR page (Global Payroll & Absence Mgmt, Payee Data, Payslips, Create
Messages GBR, Create Messages GBR).
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Create Messages GBR

Employee ID:  KGO00G Name: Elaine Campbell Empl Record: 0

Payslip Message

Find | View Al First ™' 1of 1" Last

*Payslip ID: GBPS @, UK Paysiip for all Paygroups FE
*Effective Date:  [09/28/2009 [

Find | View Al First | 40f1 " Last

*Sequence: Payslip Message:
| el # =]

Create Messages GBR page

Note. The Effective Date field displays al the messages for an employee or a pay group where the effective
date is within the segment.

Paydlip ID Select the payslip that you require.
Sequence Enter the sequence in which you want to display your messages.
Paydlip M essage Enter the message that you want to display on the payslip. The message will be

sent only to the employee that you specify.

Generating Payslips

216

This section discusses how to generate paydlips.
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Page Used to Generate Payslips

Generating and Viewing Payslips

Page Name Definition Name Navigation Usage
Create/Print Paydlips GBR | GPGB_PSLIP Global Payroll & Absence | Run the Printed Payslip Job
Mgmt, Payslips, PSJob process

Create/Print Payslips GBR,
Create/Print Paydlips GBR

(GPGBPY SP). Thisjob
runs the Payslip Preparation
process (GPGB_PSLIP_X),
followed by the Printed
Payslip SQR report
(GPGBPSLP), and the
Create Self Service Payslip
process (GP_EPAY).

Y ou must set up payslips on
the paydlip definition pages
before running the payslip
processes.

Generating Payslips

Access the Create/Print Payslips GBR page (Global Payroll & Absence Mgmt, Paydlips, Create/Print Payslips

GBR, Create/Print Payslips GBR).

Create/Print Payslips GBR

Run Controd ID: 100

Prepare Printed Payslips
Operation(s)
*Calendar Group ID:

Stream Number:

Pay Group Calendar ID

GG STD MO GG M2008 STD 02

Streams

Stream Number Empl ID From

Fepord Manager Process Monitor |

~ Run |

|GG M2008 STDMOZ] | @, GG M2008 STD MO2

[ ]

Process Streams

= I
Customize | Find | view 20| B | 88 et B0 qofq 0 Lot
Payment Date

05/31/2008

E] , =i
Customize | Find | View 20 B | 88 et B g ofq 0 Lot

Empl ID To

Calculated

Create/Print Payslips GBR page
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Operations

Calendar Group ID

Stream Number and
Process Streams

Calendar List

Pay Group
Calendar 1D

Payment Date

Off Cycle Groups

Pay Group
Period 1D

Off Cycle Group

Streams

Stream Number

Calculated

Payslip Processes

Chapter 18

Select the calendar group for which you want to load paydlip result data.

Select the stream for which you want to load paydlip result data. Stream and
Process Stream fields are as defined on the Streams and Payroll/Absence Run
Control pages. If you have defined them for processing, then you can use them to
select results.

Displays the pay group for which you are loading payslip result data.
Displays the calendar ID for which you are loading payslip result data.

Displays the payment date for which you are loading payslip result data.

Displays the pay group for which you are loading paydip result data
Displays the period ID for which you are loading payslip result data

Displays the off cycle group for which you are loading payslip result data

Select the streams you are using to load data into the payslip printing tables.

I ndicates which streams have been cal cul ated.

The Payslip Print page launches a Job (GPGBPY SP) containing three processes in sequence:

1. The GPGB_PSLIP_X Application Engine process populates a payslip result table which can be used asa
basisfor internal or external paydlip printing.

2. The Structured Query Report (SQR) GPGBPSLP prints the payslip report and provides self service
related information for PeopleSoft Enterprise ePay if ePay is licensed.

3. The GP_EPAY Application Engine process uses the paydlip report and self service related information
provided by the prior processesin this job to create self-service payslips for each payee. If ePay is not
licensed, this process will report that ePay has not been licensed and will complete with success.
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Important! When running the GPGBPY SP Job, the following Type and Format options can be used with
ePay: None and None (defaults to Web and PDF), Web and PDF, or File and PDF. If using File and PDF, do
not use the custom output destination from the Process Scheduler Request page.

See Also
PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Processing Payroll," Creating Process Streams

PeopleSoft Enterprise ePay 9.1 PeopleBook, "Managing Pay Information for Global Payroll," Setting Up
View Paydlip

Viewing Payslips

This section provides an overview of payslip options and discusses how to view paydlips.

Understanding Payslip Options
PeopleSoft delivers three pages for viewing paydlips:
« The payroll administrator's Pay Advice page.
This page enables payroll administrators to view employees payslips.
» Theemployee's self-service Pay Advice page.

This page enables employees to view their own paydlip in a self-service transaction afterpaydips have
been finalized.

« The payroll administrator's Review Self Service Payslips page.

This page aids in resolving gquestions raised by employees about their payslips. The payroll administrator
can view employees self service paydipsin an online view that replicates the employees' view.

Note. The employee paydlip is delivered as part of ePay and is documented in the PeopleSoft Enter prise ePay
9.1 PeopleBook.

In addition to the payslip page delivered with Global Payroll for the UK, the Global Payroll core application
includes Administrator Results pages that you can configure to display payroll results.
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See Also

Chapter 18

PeopleSoft Enterprise ePay 9.1 PeopleBook, "Managing Pay Information for Global Payroll,” (GBR)

Viewing Paydlips Online

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing and Finalizing Payroll Results," Defining
Administrator Payroll Results

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing and Finalizing Payroll Results," Viewing
Administrator Payroll Results

PeopleSoft Enterprise ePay 9.1 PeopleBook, "Managing Pay Information for Global Payroall," Viewing

Payslips Online

Page Used to View Payslips

Page Name

Definition Name

Navigation

Usage

Pay Advice

GPGB_PSLIP_PU

Global Payroll & Absence
Mgmt, Payslips, Rvw
Admin Paydlip/Results
GBR, Pay Advice

Payroll administrators use
this page to view
employees' payslips.

Viewing Payslips — Payroll Administrator

220

Access the Pay Advice page (Global Payroll & Absence Mgmt, Paydips, Rvw Admin Payslip/Results GBR,

Pay Advice).
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Pay Advice UK Online Payroll Users Payslip
Caolins Carter
Business Institute - UK Payment Date: 0112512001 Tax Period: 10
Employee ID: KGG106 NI Number: CB999111D
Empl Record: 0 Nl Category Code: A
Job Title: Specialist Tax Code: 4391
Department: Headquarters - Reading, UK Tax Basis: Cumulative
Location: Reading - England Bank Sort Code: -
Business Unit:  Administration - UK Account Number:
Pay Rate: 230.00  Monthly Address: Folly Street
Gross Pay: 4928 55
Tax Credit: Reading
Net Pay: 4603.35 RGT 14X
BERKS

Description

Units

Rate  Base | Percent Adjustment

Year To Date

Current

Basic Pay

880.000000 880.00

Before-Tax Deductions

Description Detail Unitz | Rate | Base Percent Adjustment Current Year To Date
0.000000 0.00
Pay Advice page (1 of 2)
221
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Tax
Description Adjustment Current Year To Date
PAYE 126200000 126.20
Description Detail Unitz | Rate | Baze | Percent Adjustment Current Year To Date
0.000000 0.00

National Insurance

Description Adjustment Current Year To Date

MIEE's 199.000000 199.00

MIER's 556.750000 556.75

Description Instance Units Rate Base Percent Current Value Begin Date End Date
0.000000

Arrears Processing

Description Current Value Amt Not Taken Add to Arrears Payback Rezult
0.00
L Source .
Description Source Calendar 1D Ele Amount Delta Baze Delta Unit Delta
0.00

UK VT Payslip for PayGroup KGPGMonth

Pay Advice page (2 of 2)
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Running Payroll Reports

This chapter lists common elements used in this chapter and discusses how to:
* Run statutory reports.
* Run non-statutory reports.

»  Set up and run report profiles.

Note. This chapter does not describe all the statutory and non-statutory reports delivered with Global Payroll
for the UK Refer to other chaptersin this PeopleBook for information about banking reports, paydlips, and
the P45 report.

See Also

Chapter 17, "Running the Banking Processes," page 201

Chapter 18, "Generating and Viewing Payslips," page 213

Chapter 8, "Managing Starters, Leavers, and Transfers,” Generating P45 Reports, page 88

Common Elements Used in This Chapter

Tax Year Beginsin (Required) Enter the tax year that you want to process.

Parameters Select one of these values:

Calendar Run ID: To run the report for a specific calendar run ID. When you
select this parameter, the Calendar Group 1D and Department field are available
for entry.

Pay Entity: To run the report for a specific pay entity. When you select this
parameter, the Pay Entity and EmplID field are available for entry.

Pay Group: To run the report for a specific pay group. Select the pay group in
the Pay Group field.

All Periods Select if you want the report to include results for the tax year that you specify.

If you select All Periods but do not specify a frequency ID, the system displays
al resultsfor that tax year.
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Frequency Select the frequency 1D that you require:
A (annual)
B (biweekly)
F (four weekly)
M (monthly)

Q (quarterly)
W (weekly)

Note. If you select All Periods and also select the frequency ID that you require,
the system displays the results for that frequency. For example, if you select All
Periods and enter the Frequency ID M, the system displays all monthly payroll
results for that tax year.

Tax Period Enter the tax period whose results the report should display. For example, if you
enter afrequency ID of Q and enter the value 4 in the Tax Period field, the report
displays the payroll results of the fourth quarter of the tax year that you specify.

Thisfield isavailable for entry only if you enter afrequency |1D and move out of
thefield.

Running Statutory Reports

This section discusses how to:

» Runthe P11, P14, P60, P32, and P35 reports.

* Run the P46(car) report.
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Pages Used to Run Statutory Reports

Running Payroll Reports

Page Name

Definition Name

Navigation

Usage

Varies by report

GPGB_GPSQR_PNL

Y ou can access this page
through multiple navigation
paths. This lists shows some
of the possible paths.

¢ Global Payroll &
Absence Mgmt,
Absence and Payroll
Processing, Reports,
P11-Part 1 GBR

e Global Payroll &
Absence Mgmt,
Absence and Payroll
Processing, Reports,
P14/P60 GBR

e Global Payroll &
Absence Mgmt,
Absence and Payroll
Processing, Reports,
P32 GBR

e Global Payroll &
Absence Mgmt,
Absence and Payroall
Processing, Reports,
P35 GBR

Use this page to run these
reports:

e Pll-Patl
(GPGBP11A), Part 2
(GPGBP11B), and Part
3 (GPGBP11C) reports.

These list the Nationa
Insurance contributions
section, PAY E income
tax and tax credits
section of the P11 form,
and the tax credits
section of the P11
deductions working
sheet.

e P14/P60 report
(GPGBP14).

The P14 summarizes at
the end of the year each
employee for whom any
tax and National
Insurance contributions
were payable. The P60
isthe Employee's
Certificate of Pay that
provides income tax
and national insurance
information.

» P32report (GPGBP32).

Employer's payment
record that lists required
details each time that an
employer makes a
payment.

* P35report (GPGBP35).

Lists at the end of the
year al PAYE tax and
National Insurance
contributions, as well as
the employer's annual
return.
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Page Name

Definition Name

Navigation

Usage

P46(Car) GBR

GPGB_RC_P46C

Global Payroll & Absence
Mgmt, Absence and Payroll
Processing, Reports,
P46(Car) GBR, P46(Car)
GBR

Run the P46(Car) report
(GPGBP46C). Thisreport is
submitted to HM Revenue
and Customs (HMRC)
every quarter for employees
with acompany car. The
report extracts information
from both PeopleSoft
Enterprise Human
Resources and Global
Payroll for the UK tables:

e Company car datain
Administer Company
Cars.

» Employee and director
information from the
Global Payrall for the
UK tax table.

» Employer information
from the Pay Entity
Detailstable.

See Also

PeopleSoft Enterprise Human Resources 9.1 PeopleBook: Administer Company Cars, "Administering
Company Carsfor aWorkforce," (GBR) Tracking Company Cars and V ehicle Incidents

Running the P11, P14, P60, P32, and P35 Reports

Access the P14/P60 page (Global Payroll & Absence Mgmt, Absence and Payroll Processing, Reports, P11-
Part 1 GBR) or (Global Payroll & Absence Mgmt, Absence and Payroll Processing, Reports, P14/P60 GBR)
or (Global Payroll & Absence Mgmt, Absence and Payroll Processing, Reports, P32 GBR) or (Global Payroll
& Absence Mgmt, Absence and Payroll Processing, Reports, P35 GBR).

226
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P14/P60

Run Control ID:  pmh Report Manager Process Monitor | Run |
Language: IEninsh "I

Tax Year Begins In: 20086

¥ Calendar Run ID " Pay Entity " Pay Group

Calendar Group ID

Calendar Group ID: |GGAMZUUU—1 1 Q, Pay Entity: I Pay Group: I
Department: % EmpliD: I

¥ Al Periods [T P60 Frequency: @, Tax Pen‘od:| 0

P14/P60 page

Note. This pageis used to run the P11, P14, P60, P32, or P35 reports. The page name varies depending on the
report option you selected.

P60 Select this check box to run the P60 report.

Running the P46(Car) Report

Access the P46(Car) GBR page (Global Payroll & Absence Mgmt, Absence and Payroll Processing, Reports,
P46(Car) GBR, P46(Car) GBR).

P46(Car) GBR

Run Control ID: - TEST Report Manager Process Monitor |R—“"|
Language: IEninsh 'I

Report Request Parameters

*Pay Entity: GGPEO1 @, GBR Pay Entity 01
*Quarter Start Date: |01/01/2009 [3]  *Quarter End Date:  |03/31/2009 [5]

P46(Car) GBR page
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Select the pay entity for which you want to run the report. The system generates a
report for each employee in the pay entity who has a company car or has
withdrawn from the company car scheme during the quarter.

Note. Make sure that you complete the Pay Entity Details page for the pay entity.
The P46(Car) report uses the employer information from the Pay Entity Details

page.

Quarter Start/End Date Enter the start and end date for the quarter.

Running Non-Statutory Reports

This section discusses how to:

« Run the Validation Exception reports.

* Runthe Element Summary reports.

* Runthe End Of Year Pre Validation Report.

* RuntheHigh/Low Earners report.

Pages Used to Run the Non-Statutory Reports

Page Name Definition Name Navigation Usage

Validation Exception GBR | GPGB_RNCTL_VE Globa Payroll & Absence | Run thesereports:
Mgmt, Absence and Payroll o )
Processi ng, ReportS, d Validation Exceptlon
Validation Exception GBR, (payroll) (GPGBPVE).

Validation Exception GBR )
Lists results of data

validation checks for
general employees.

* Validation Exception
(starters and leavers)
(GPGBSVE).

Lists results of data
validation checks for
starters and leavers.

These reports can be run
before or after a payroll
processing, depending on
the information you want to
validate. Full validation is
only possible when payroll
has been processed.

228
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Page Name

Definition Name

Navigation

Usage

Element Summary Report
GBR

GPGB_RNCTL_ES

Global Payroll & Absence
Mgmt, Absence and Payroll
Processing, Reports,
Element Summary Report
GBR, Element Summary
Report GBR

Run these reports that
summarizes total earnings
and deductions for a group
of payees:

e Element Summary
(period) (GPGBEPTD).

* Element Summary (year
to date) (GPGBEYTD).

The elements are grouped
by user-defined list sets.

EOYR Pre Validation GBR

GPGB_RNCTL_EOY

Global Payroll & Absence
Mgmt, Year-End
Processing, EOYR Pre
Validation GBR, EOYR Pre
Validation GBR

Run the EQY Pre
Validation report
(GPGBEOQY) to identify
data that does not meet the
reguirements of the HM
Revenue and Customs
validation standards. The
report checks payee and pay
entity data against the
HMRC standards and lists
those payees and pay
entities that have missing or
incorrect data. Thisincludes
payees with invalid NINO
prefixes, and payees and
pay entities with ECON or
SCON numbersin the
wrong format. Thereisalso
an option to check for
invalid charactersin the
payee or pay entity name
and address fields.

Usethisreport to identify
invalid data before you
submit end of year returns.
However, you can also run
this report at any time
during the year to check for
invalid data.
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Page Name

Definition Name

Navigation

Usage

High/Low Earners GBR

GPGB_GPSQR_PNL3

Global Payroll & Absence
Mgmt, Absence and Payroll
Processing, Reports,
High/Low Earners GBR,
High/Low Earners GBR

Run the High/Low Earners
report (GPGBHLE). This
report evaluates earnings
based on an element that
you select.

For example, you can use
this report to display all
employees who earned
more than 2,000 GBP as
basic pay for a specific
period, or to display those
employees who received a
tax refund during a specific
period.

Gross To Net Reports

GPGB_GPSQR_PNL

Global Payroll & Absence

Mgmt, Absence and Payroll
Processing, Reports, Gross
To Net GBR, Gross To Net
Reports

Run the Gross to Net report
(GPGBGTNA). Usethis
report to reconcile your
payroll. Run at any time
during the tax year.

See Also

Chapter 19, "Running Payroll Reports," Setting Up and Running Report Profiles, page 233

Processing, Reports, Validation Exception GBR, Validation Exception GBR).

Access the Validation Exception GBR page (Global Payroll & Absence Mgmt, Absence and Payroll
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Validation Exception GBR

Run Control ID: 40 Report Manager Process Monitor

Language: IEninsh 'I
Pay Group

Fun

*Calendar Group ID: [KGM2000/M1-10 @,
*Pay Entity: IKGPED1 @
*Pay Group: [KGPGMONTH1 @

Company: K31 3@,
As Of Date: 07/07/2009 [5]

Validation Exception GBR page

Calendar Group ID, Pay Use these fieldsto define the group of employees to include in the report.
Entity, Pay Group,
Company

Running the Element Summary Reports

Access the Element Summary Report GBR page (Global Payroll & Absence Mgmt, Absence and Payroll
Processing, Reports, Element Summary Report GBR, Element Summary Report GBR).

Element Summary
Report GBR =
Run Controd ID: 100 Report Manager Process Monitor -
Language: IEninsh "I

“List Set: [ELEMENT_SUMMAR @,

*Calendar Group 1D |KG M2005803 Q%-

*Pay Entity: [KGPEO1 @,

*Pay Group: [KGPGMONTH1 @,

Start Tax Year: 2008

Element Summary Report GBR page
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List Set Select the list set you want to use for the report. To define list sets, use the Define
List Set page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt,
Elements, Define List Set). PeopleSoft delivers two list sets for the UK,
ELEMENT _SUMMARY and ELEMENT _LIST.

Modify the delivered list sets to include the elements that you want included in
the report.

From the Process Scheduler Request page, you can select the period report or the year to date report.

See Also

PeopleSoft Enterprise Global Payraoll 9.1 PeopleBook, "Managing Applications and List Sets," Setting Up
List Sets

Running the End Of Year Pre Validation Report

232

Access the EOYR Pre Validation GBR page (Global Payroll & Absence Mgmt, Y ear-End Processing, EOYR
Pre Validation GBR, EOYR Pre Validation GBR).

EOYR Pre Validation GBR

Run Control ID: 01 Eeport Manager Process Monitor

Language: IE”E'”S"' :I'

Fun

Pay Entity: KGPED1 @,

Tax Year 2008
" Character Set

EOYR Pre Validation GBR page

Tax Year Enter the year in which the tax year starts.

When the report runs, it checks payee data for those payees who arein the
selected pay entity and who will be included in the end of year return for the tax
year you specify.

Character Set Select this check box if you want the report to check for invalid characters,
including the payee and pay entity name and address fields. If this check box is
selected, the report lists the data fields that contain invalid characters.

If you don't select the check box, the report does not check for invalid characters.
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Access the High/Low Earners GBR page (Global Payroll & Absence Mgmt, Absence and Payroll Processing,
Reports, High/Low Earners GBR, High/Low Earners GBR).

High/Low Earners GBR

Run Control ID:  pmh

Language: IEninsh j’

Tax Year Begins In: 2008

{* Calendar Run ID

Calendar Group ID: ~ [GGAM2000-11

Department: OJ

¥ Al Periods

PIN Code:

OJ

Eeport Manager Process Monitor Run
" Pay Entity " Pay Group

Pay Entity: I Pay Grcuup:l
EmpllD: I

Frequency: OJ Tax F‘erincl:l 0

Operatinn:l :l" Condition Amount:

High/Low Earners GBR page

PIN Code (pay item name Select the element that you want to evaluate against the statement.
code)

Operation

Condition Amount

Select the operator that you want to use in the calculation: <, <=, =, >, or >=.

Enter the amount against which you want to evaluate the element.

Setting Up and Running Report Profiles

This section provides an overview of report profiles and discusses how to create report profiles.

Understanding Report Profiles

The Profile Report is provided as a mechanism for creating simple listing reports of selected elements. For
example, you can use profile reporting to create a payment or deduction listings.

the report. Use the Report Profile GBR component (GPGB_PROFILE_PNLG) to define report profiles.

Global Payroll core provides generic reporting that enables you to define your own reports of basic payroll
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See Also

Chapter 19

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Setting Up and Running Generic Reports®

Pages Used to Set Up and Run Report Profiles

Creating Report Profiles
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Page Name

Definition Name

Navigation

Usage

Report Profile GBR

GPGB_PROFILE_PNL

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt, Reports,
Report Profile GBR, Report
Profile GBR

Create aprofile for auser.
This profileisthen used in
the Profile Report, which
displays exactly the
information that you
specified.

Profile Report GBR

GPGB_GPSQR_PNL2

Global Payroll & Absence
Mgmt, Absence and Payroll
Processing, Reports, Profile
Report GBR, Profile Report
GBR

Run the Profile report
(GPGBRPRF). This report
displays exactly the
information that you require
based on report profiles that
you create.

Note. You must set up
Report Profiles before you
can run this report.

Access the Report Profile GBR page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt,

Reports, Report Profile GBR, Report Profile GBR).
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Report Profile
GBR

UserD GFGER
Profile Content Find | View All First " 10f1 " Last

[+][=]

Description |GG Global Payroll UK

Profile Content Customize | Find | view Al | B | 8 First * 10f1 " Last
Element L - -
Order Element Description | *Entry Type Element Hame

1| 10 Reg Pay Eamings »| [GBRER REGFY @, [=]

Report Profile GBR page

Element Order Enter the order in which you want the elements to appear in the Profile Report.
Entry Type Select the type of element that you want to display on the Profile Report.
Element Name Select the element that you want to appear on the Profile Report. The elements

that are available are those belonging to the entry type that you select.
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Managing EDI Submissions

This chapter provides overviews of EDI processes and the 2009 HRMC requirements, lists prerequisites, and
discusses how to:

»  Set up the EDI processes.

* Runthe EDI processes.

* Review theresults.

» Resolve errors and warnings.

« Modify the employee selection process.

Understanding the EDI Processes

Glabal Payroll for the UK EDI functionality provides you with the ability to undertake el ectronic transactions
of statutory datawith HM Revenue and Customs (HMRC).

This diagram illustrates the EDI functionality consisting of application engine processes that either generate
or load flat files that are exchanged, viathird-party software or providers, with HMRC:

it (ninininininininininiaiaik
! Global Payroll for the U.K. | ! 3rdParty |
: ] Software :
| [ : | :
: DUES'I“Q ] Translator |
| |
i processes —»|  GFFfiles : i package :
: - P42'1Z45' i : VAN i ) HM .
! ’ ! 1 (value added | venue
i B P35, WNU €»  network) | Customs
i - i [ Lo provider , {HMRC)
| base Incoming o [
: e
: PB, HAFILS I} Communications |
: P6B, P9 ] package i
| r |
I || ISDN directlink |
b b o |

Global Payroll for the UK EDI processes
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Theflat files of statutory datatypically are areplacement for existing statutory reports and forms.

There are two types of EDI transactions:
« Outgoing transactions

In this type of transaction, the application engine process creates aflat file containing information from
your PeopleSoft database that you then submit to HMRC viathird-party software or provider. The
outgoing transactions are: P46, P45 Part 1 (leaver), P45 Part 3 (starter), P14, P35, and works number
update (WNU).

« Incoming transactions

In this type of transaction, the application engine updates employee data in your PeopleSoft database
using information from aflat file that you obtain from HMRC viathird-party software or provider. The
incoming transactions are: P6 and P9.

All the flat files, whether for outgoing or incoming transactions, are in HMRC-defined Generic Flat File
(GFF) format. Global Payroll for the UK does not support any other file format. There are four types of GFF
format on which Global Payroll for the UK continuous EDI transactions are based:

«  Movements and Deductions (MOVDED).

»  Work Number Update (WNU).

« P14 (P14nn, where nnisthe tax year. P1405 is the format for the tax year 2004/2005).
« P35 (P35nn, where n isthe tax year).

Each transaction has afile layout based on the GFF format type. For outgoing transactions, an application
engine process extracts data from the system and then uses the file layout associated with the transaction to
create the flat file. For more detailed information about these GFF format types and file layouts, consult the
EDI EBN range of documents provided by HMRC.

Note. Consult your EDI provider or HMRC for information about how to submit files generated by outgoing
transactionsto HMRC.

Understanding the 2009 HRMC Requirements

238

This section discusses:
« Overview of changes
- EDI

» Genera changes

Overview of Changes

Starting in April 2009, medium sized employers with 50 or more employees must send their in-year P45 (1),
P45 (3), and P46 transactions online to the HRM C. These changes are part of alarger initiative being
undertaken by HMRC to standardize al datafields across all HMRC forms. Certain fields like DOB (date of
birth) and Gender were optional in April 2008, but became mandatory starting in April 2009.
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The new paper P45 form, which includes the DOB and Gender fields, and the new P46 (Pension), which
replaced the P160 and PENNOT, were introduced in April 2009. In April 2008, PeopleSoft implemented
several format changes and added new validation rules to address the new requirements. Starting on April 6,
2008, the HMRC began rejecting any in- year submissions sent in the old format.

EDI

Previoudly all EDI in-year messages were transmitted using the MOVDED Version 3.0 message type.
Individual message types have been created, each with their own layout and validation requirements
(although much of thisis common across the message types). For each of the message types used for in-year
filing, a GFF file must be produced to comply with the HMRC EB5 - Message | mplementation Guidelines
available on the HMRC website.

See http://www.hmrc.gov.uk/index.htm.

Validations are specified in the individual MIGs in section 4.0.3. Y ou can find the format changes in the
Notes for Software Developers Series 10 - Number 35, which is posted on the same website.

Note. The GFF file that you produce must comply with all formatting and validation in the specifications.

General Changes

Hereisashort summary of the changes that were made:

» TheRecipient ID in the GFF 4* Header has been changed from INLAND REVENUE to HMRC.
» Message types have changed from MOVDED to individual messages. PA5PT1, PA5PT3, and P46.

« Itisdtill possibletoinclude all four of the in-year version 5 message typesin the same transmission file,
although the file must not include messages of a different type (for example, WNU).

« Many of the new fields are common across all the messages.

« Previously when a monetary amount for a mandatory field was zero, it was not necessary to report it;
however, thisis no longer the case. The validation rules against mandatory monetary fields allows for
them to be greater than or equal to zero. Therefore all zero monetary values must be reported for
mandatory fields.

» Since the date of birth and gender fields are mandatory beginning April 2009, the system displays a payee
warning message when these fields are blank.

Prerequisites

Before you can run the EDI processes, you need to define the EDI Sender ID for your pay entities on the Pay
Entity Details page.

Y ou must also complete the P35 Checklist and Declaration group box on the Pay Entity Details pageif you
are submitting either a

+ P35

» P14 and you have NIC holidays during the tax year.
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If you are creating end of year returns, you may want to run the EQY Pre Validation report to validate your
payee and pay entity data before running the EDI transaction. The report checks that payee and pay entity
data conform to the HMRC validation standards and lists any payees and pay entity data that does not meet
the standards. This enables you to identify invalid data that should be corrected before submitting the end or
year return.

See Also

Chapter 3, "Setting Up Country Data," Defining Pay Entity Details, page 12

Chapter 19, "Running Payroll Reports," Running the End Of Y ear Pre Validation Report, page 232

Setting Up the EDI Processes

To set up EDI, use the EDI Configuration GBR component (GPGB_EDI_SETUP). This section discusses
how to define your EDI setup.

Page Used to Set Up the EDI Processes

Page Name Definition Name Navigation Usage

EDI Configuration GBR GPGB_EDI_SETUP Set Up HRMS, Product Define your EDI setup.
Related, Global Payroll &
Absence Mgmt,

Framework, Processing,
EDI Configuration GBR,
EDI Configuration GBR

Defining Your EDI Setup

Accessthe EDI Configuration GBR page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt,
Framework, Processing, EDI Configuration GBR, EDI Configuration GBR).
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EDN Incoming Files Path:

EDI Outgoing Files Path:

EDI Configuration GBR

EDN Submission Reference;

EDN NI Humber Match Length: 9

[T Absolute Path

™ Absolute Path

¥ Use EDI Audit

EDI Configuration GBR page

EDI Submission
Reference

EDI NI Number Match
Length

EDI Incoming Files Path
and Absolute Path

EDI Outgoing Files Path
and Absolute Path

Use EDI Audit

Enter an applicable numeric value. Thisis the unique reference sent in outgoing
EDI transactions. Complete thisfield the first time you send outgoing EDI
transactions only. After thisinitialization, the system automatically increments
the EDI transaction reference number.

Enter the number of characters of the NI number that should be used to match
employee information in the HMRC delivered file to those in the system. Thisis
applicable for the P6/P9 process only and is required since historically some
HMRC delivered data has contained arbitrary suffixes.

If you want to place incoming files in alocation other than the default files
subdirectory (%0PS_CFG_HOM E%\appserv\prcs\<Process Scheduler Name>),
enter the file path. If the location is a subfolder in the default subdirectory, enter
only the folder name; otherwise, enter the entire file path and select the Absolute
Path check box.

Note. The location of all files generated or loaded by the EDI processesis
determined by the configuration of the process scheduler. The default location is
the files subdirectory on %PS_CFG_HOM E%\appserv\prcs\<Process Schedul er
Name>. If you change the configuration of the process scheduler, this may
change the location of the EDI files.

If you want to place outgoing filesin alocation other than the default files
subdirectory (%PS_CFG_HOM E%\appserv\prcs\<Process Scheduler Name>),
enter the file path. If the location is a subfolder in the default subdirectory, enter
only the folder name; otherwise, enter the entire file path and select the Absolute
Path check box.

Select this check box to store details of final run actions processed by employee
and submission. Select this check box if you want to:

» Usethetwo EDI inquiry pages, EDI Audit by Submission and EDI Audit by
Employee, to review EDI processing.

» Beableto re-submit certain EDI transactions.
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Running the EDI Processes

Pages Used to Run the EDI Processes

This section discusses how to process EDI transactions.

Page Name

Definition Name

Navigation

Usage

Process EDI GBR

GPGB_RNCTL_EDI

Global Payroll & Absence
Mgmt, Taxes, Process EDI
GBR, Process EDI GBR

Process EDI transactions.

Previous EDI Transactions

GPGB_EDI_RNCTL_SEC

Select the P45 Leaver
Notification transaction on
the Process EDI GBR page
and select the Resubmit
check box. Click the
Resubmission Details link.

Enter the EDI submission
number for a previous P45
Leaver Notification
transaction when you want
to regenerate the
transaction.

Processing EDI Transactions

242

GBR).

Access the Process EDI GBR page (Global Payroll & Absence Mgmt, Taxes, Process EDI GBR, Process EDI
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Process EDI GER
Run Control ID: 100 Feport Manaager Process Monitor Run
Language: IE”E'”Sh :I'
*EDI Transaction: |F'4-5 Leaver Motification j
. . KGPED1 @
Pay Entity: * GBR Pay Entity 01
Employee ID; Oa Empl Record: 0
*Filename:
Last Filename:
“Run Type: | Final Run ~|
“Log: [ summary only ~|
Unique/Test ID:
Start Date: Gl
End Date: Gl
¥ standard
™ Resubmit
" Reprocess

Process EDI GBR page

EDI Transaction

Pay Entity

Employee 1D and Empl
Rcd Nbr (employee
record number)

Filename

Select the type of EDI transaction to process. See the transaction descriptionsin
this section.

Note. Thefields that appear on this page depend on the type of EDI transaction
you select.

Select the pay entity for which to run the EDI transaction.

Select a specific employee ID and Empl Red Nbr to restrict the transaction to that
employee'sdetails. Thisfield isonly available for P45, P46, and P14
transactions.

For incoming transactions, enter the filename of the file to load.

For outgoing transactions, enter the name of the file to be created. If you enter an
asterisk (*) as part of the file name, the system automatically generates a unique
filename by replacing the asterisk with an incrementing number. For example, if
you enter EDIWNU* . TXT asthe file name, the process names the first WNU file
generated EDIWNUL.TXT, the second EDIWNU2.TXT, and so on.
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Last Filename

Run Type

Log

Unique/Test ID

Tax Year Beginsin

Num of P14 submissions
sent

Start Date and End Date

Return Type

Chapter 20

Displays the last filename created or |oaded.

Select the mode to run the processin:

Trial Run: Usethis modeto review flat file information and identify any
problems updating the database or creating flat filesto send to HMRC. For
outgoing transactions, running the process in this mode creates aflat file with the
test flag set. For incoming transactions, running the process in this mode
identifies the updates that would occur, without updating the database.

Final Run: Use this mode to update the database or create flat files to send to
HMRC. For outgoing transactions, final runs create flat files without the test flag
and update the EDI audit tables (if you chose to generate EDI audit tables during
setup). A unigue transaction number is also allocated. For incoming transactions,
final runs update the database and update the EDI audit tables (if you choseto
generate EDI audit tables during setup).

Select the level of information recorded about a transaction in the process log
file. The options are: Summary Only, Detail - All, Detail — Warnings and Errors,
and Detail — Errors Only.

Note. If you select the Use EDI Audit check box on the EDI Setup GBR page,
the audit tables contain all information regardless of the log type you select here.

Thisfield isavailable for P14, and P35 transactions only.

For a P14 transaction, enter the unique ID required by HMRC. Thisidentifier is
chosen by the sender and is quoted when HMRC sends the P14
acknowledgement. The unique ID replaces the permit number previously issued
for each PAY E scheme. For trial submissions (Run Type set to Trial), the system
automatically prefixes the unique ID withTEST.

For a P35 transaction, enter atest ID that isrequired for trial submissions. Leave
thisfield blank for afinal run.

Enter the year in which the tax year begins. Thisfield is available for P14 and
P35 transactions only.

Enter the number of P14 transactions submitted for the PAY E scheme for the tax
year. Thisfield isrequired for P35 transactions only.

For example, if you submitted one P14 transaction for 40,000 employees, enter 1
inthisfield.

Enter astart and end date for the EDI processing. The use and impact of these
fields depends on the EDI transaction. See the individual transaction descriptions
below for more information.

This group box appearsif you select P14 or P35 in the EDI Transaction field.

Original Return

Select if you are submitting the P14 or P35 transaction for the first time.
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Amended Return Select if you are resubmitting a P14 or P35 transaction.

Run Mode

This group box appearsif you select the P45 Leaver Information in the EDI Transaction field. Thisfield
further defines the employees selected.

Standard Select if you are submitting employees whose P45 details have not yet been
submitted viaan EDI P45 leaver transaction (the EDI Submission Reference field
on the Maintain Tax Data GBR page is blank).

Resubmit Select to regenerate an EDI submission based on the employees that have been
previously selected in a submission. The Resubmission Details link appears when
you select this check box. A previous submission number is required.

Note. The employee population is the same but the detailed information reported
in the submission may differ if any adjustments have been made to setup and/or
result datain the interval between submissions.

Reprocess Select to reselect all employees within the date range — regardless of the valuein
the EDI Submission Reference field on the Maintain Tax Data GBR page.

Resubmission Details ~ Click thislink to enter the EDI submission number when you are re-submitting
P45 Leaver Information transactions.

P14

The P14 is an outgoing transaction that provides HMRC with your P14 End of Y ear Summary. It does not
update any statutory information. It is an EDI-specific version of the paper P14 report and magnetic media
(electronic P14) process.

If you have NIC holidays during the tax year, provide that information on the Pay Entity Details pagein the
P35 Checklist and Declaration group box for the relevant tax year.

If you specify an Original Return, the system uses the cal culated results and adjusted accumulator values (if
any) for the last processed calendar for each employee. If you specify an Amended Return, the system uses
the adjusted accumulator values only. Accumulator adjustments are made using the core Adjust Accumulator
Balance page.

For more information about P14 EDI returns refer to HMRC documentation on the EBU (Electronic Business
Unit) web site.

Note. Y ou may want to run the EOQY Pre Validation report to validate your payee and pay entity data before
running the P14 transaction. The report checks that payee and pay entity data conform to the HMRC
validation standards and lists any payees and pay entity data that does not meet the standards. This enables
you to identify invalid data that should be corrected before submitting a P14 to HMRC.
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P35

The P35 is an outgoing transaction that provides HMRC with the P35 Employer's Annual Return. It does not
update any statutory detail information. Thisis an EDI-specific version of the paper P35 report.

Y ou must complete the P35 Checklist and Declaration group box on the Pay Entity Details page for the
relevant tax year before you submit this transaction. This ensures that the correct summary values are
included in the P35 submission.

If specifying an Original return then calculated results and adjusted accumulator values (if any) for the last
processed calendar will be used for each employee. Specifying an Amended return will cause only adjusted
accumulator values to be used.

For more information about P35 EDI returns, refer to HMRC documentation on the EBU (Electronic
Business Unit) web site.

Note. Y ou may want to run the EOY Pre Validation report to validate your payee and pay entity data before
running the P35 transaction. The report checks that payee and pay entity data conform to the HMRC
validation standards and lists any payees and pay entity data that does not meet the standards. This enables
you to identify invalid data that should be corrected before submitting a P35 to HMRC.

Works Number Update (WNU)

The WNU is an outgoing transaction that provides HMRC with alist of employee names, Employee ID
numbers, and NI humbers. It does not update any statutory detail information.

The key fields for this EDI transaction are Pay Entity,Start Date, and End Date. The EDI process selects
employees who are members of the pay entity (by checking the maximum job effective-dated row that is
before or on the end date for a pay group that is part of the pay entity) who are not terminated/transferred or
who have a termination/transfer date on or after the start date.

P46

P46 (Notification of new starter) is an outgoing transaction that provides HMRC with new starter P46
information for those new starters who do not have a P45. The transaction adds a note to existing tax
information on the Tax Notes page.

The key fields for this EDI transaction are Pay Entity,Employee ID,Start Date, and End Date. The EDI
process selects employees who are members of the pay entity (by checking the maximum job effective-dated
row that is on or before the end date for apay group that is part of the pay entity) who have a P46 statutory
detail notification on the Maintain Tax Data GBR page whose date is on or after the start date and on or
before the end date.

P45 Part 3 (Starter)

P45 Part 3 (starter) is an outgoing transaction that provides HMRC with new starter P45 information for those
new starters who have a P45. The transaction adds a note to existing tax information on the Tax Notes page.

The key fields for this EDI transaction are Pay Entity,Employee ID,Start Date, and End Date. The EDI
process sel ects employees who are members of the pay entity (by checking the maximum job effective-dated
row that is on or before the end date for a pay group that is part of the pay entity) who have a P45 statutory
detail notification whose date is on or after the start date and on or before the end date.
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P45 Part 1 (Leaver)
P45 Part 1 (leaver) is an outgoing transaction that provides HMRC with a set of P45 |leaver notifications.

The key fields for this EDI transaction are Pay Entity,Employee |ID,Start Date,End Date, and Run Mode. This
EDI transaction is only transmitted for employees who have been issued with afinalized paper P45. When
you run afinal P45 paper report, the process updates the employee's P45 Leaver Information fields on the
Maintain Tax Data GBR page with the Calendar Group (that was used to print the P45s) and a P45 |leave date.

The EDI process searches the P45 leaver information for employees in the Pay Entity (or a specific
employee) where there is a P45 calendar group and the P45 leave date is between the Start Date and End
Date.

When the P45(1) EDI processisrunin final mode it updates employees P45 leaver information on the
Maintain Tax Data GBR page with the EDI Submission Number.

P6, P6B, and P9

P6, P6B, and P9 are incoming transactions that apply employee tax code changes supplied by HMRC. The
transaction inserts or updates rows of tax data on the Maintain Tax Data GBR page.

The key field for these EDI transactionsis Pay Entity. The EDI process reads the employee information from
the file sent by HMRC. The transaction inserts data into the tax data on the Maintain Tax Data GBR page, if
possible.

Before loading information from the file, the EDI process performs the following validations:
1. Istheinput file flagged as atest file?
If yes, then the run type mode (if specified as Final) isignored and no updates are made.
2. Does the transaction type specified on the Process EDI GBR page match that provided in the input file?

P6 and P9 transactions are interchangeable and processing will continue as long as the transaction type
specified on the Process EDI GBR page is P6,P6B, or P9

3. Doesthe pay entity specified on the Process EDI GBR page match the pay entity provided in the input
file?

4. Doesthetax office reference of the pay entity on the Process EDI GBR page match the tax office
provided in the input file?

5. Can the process match the employee in the P6 file with an employee in the system based on works ID
(emplid, empl_rcd), national 1D (NI number), and surname?

If the process can match two out of three, then it updates the employee's information. NI matching is
controlled by the EDI NI Number Match Length field on the EDI Setup GBR page; for example, an NI
match length of 8 AA999999A format ignores the last character of NI numbers.

6. Doesthe employee have future dated tax row?

If so, the process does not update the employee's information, but the log contains all details that would
have been applied to enable you to make manual adjustmentsif required.
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7. Doesthe employee have a matching dated tax row?

If s0, the process creates a new effective sequence tax row for the employee.

8. Doesthe employee have multiple jobs?

If s0, then certain validation/defaulting occurs and the log contains the details.

Chapter 20

Reviewing the Results

This section discusses how to:

* Review the message log.

» Review EDI results by submission.
» Review EDI results by employee.

« Review notes added to tax data.

Pages Used to Review the Results

Page Name Definition Name

Navigation

Usage

EDI Audit by Submission GPGB_EDI_AUDIT

Global Payroll & Absence
Mgmt, Taxes, EDI Audit by
Submission GBR

Review EDI results by
submission.

EDI Audit by Employee GPGB_EDI_AUDIT_EE

Global Payroll & Absence
Mgmt, Taxes, EDI Audit by
Employee GBR

Review EDI results by
employee.

Maintain Tax Data GBR GPGB_EE_TAX

Global Payroll & Absence
Mgmt, Payee Data, Taxes,
Maintain Tax Data GBR,
Maintain Tax Data GBR

Review any notes added to
the employee's tax data by
EDI transactions.

Reviewing the Message Log

248

After running the EDI process, check the results of the process as follows:

1. From the Process EDI GBR page, click the Process Monitor link and check that the process has run

successfully.

2. Toview the message log click the Details link, then click either the View Log/Trace link or the Message

Log link.

Hereisan example of alog if you use the View Log/Trace link and redirect the output to the terminal :
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PeopleTools §.45.01 - Application Engine 3erver
Copyright (o) 1985-2006 Peopleloft, Inc.
A1]1 Rights Reserwved

PILEZRV started service request at 09.:22.06 2006-07-06

Final P46 process initiated. (0,0)
Employee K105 has NI number which iz Invalid. (17135,473)
Pia generated for Pipe (KGG1l05,000) (0,0)

1 P46(3) written to file P46ovi.txt (reference 144) (0,0)
Lpplication Engine program GPGE _EDT ended normally

PILEZRV completed service request at 09.22.07 Z006-07-06

Example EDI View Log/Trace

If there are any warnings or errors, see Resolving Errors and Warnings for more information about the
problem and how to fix it.

See Also

Chapter 20, "Managing EDI Submissions," Resolving Errors and Warnings, page 250

Reviewing EDI Results by Submission

Accessthe EDI Audit by Submission page (Global Payroll & Absence Mgmt, Taxes, EDI Audit by
Submission GBR).

Note. To view data using thisinquiry page you must first select the Use EDI Audit check box on the EDI
Setup GBR page.

Reviewing EDI Results by Employee

Accessthe EDI Audit by Employee page (Globa Payroll & Absence Mgmt, Taxes, EDI Audit by Employee
GBR).

Note. To use thisinquiry page, you must first select the Use EDI Audit check box on the EDI Setup GBR
page.
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Reviewing Notes Added to Tax Data

Access the Tax Notes page (Global Payroll & Absence Mgmt, Payee Data, Taxes, Maintain Tax Data GBR,
Maintain Tax Data GBR).

Maintain Tax Data

TaX Notes

Notes: |¥Written to EDI file P46ov3 ot (reference 144) on 2006-07-06 (E1

Maintain Tax Data - Tax Notes page

Y ou can view notes from P45 Part 3 (starters) and P46 transactions on the Tax Notes page. Y ou can also view
updated or inserted rows from P6 or P9 transactions.

Resolving Errors and Warnings

This section discusses:
«  Warning messages

»  Error messages

Note. In the following tables, %1 is a parameter that will be replaced by the name of the input/output file you
specified on the run control page.

Warning Messages

This table describes the warning messages that the EDI processes generate:

Message Reason

P6/P9 Warning : no empl rcd provided in worksid for A WorkslD (employee ID) has been provided but does not
employee %1 - defaulting to O. include the employment record number.

The majority of employees have an employment record
number of 0 (employees with multiple jobs are the
exception). Consequently, if an employment record
number is not specified as part of the WorksID an
employment record number of 0 is assumed and this
warning is generated.
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Message

Reason

P6/P9 Warning : employee %1 has multiple jobs - will
only update empl rcd O.

The employment record number is defaulted to O (because
the Worksl D does not provide the employment record
number or the employee is matched on NI number only)
and the employee has multiple jobs.

Only the job with an employment record number of 0 will
be updated.

Warning: EDI file %1 already exists - processing
continues.

A file dready exists and is about to be overwritten.
For outgoing (P45, P46 and WNU) transactions only.

Note. Using an asterisk in the filename will prevent this
problem.

P6/P9 Warning: The EDI fileisflagged as atest file - no
updates will be made.

The incoming P6 or PO file has atest indicator in the
header record.

When the process encounters atest indicator, then thefile
istreated asatrial run regardless of processing type (trial

or final run) so that no updates will be made to employee
data.

P6/P9 Warning: Over-riding run type to Trial Run instead
of Fina Run.

Theincoming P6 or PO file has atest indicator in the
header record and the processing typeisfinal run.

The processing type on the run control page (final run) is
overridden so that no updates will be made to employee
data.

Warning: Run control transaction type of %1 does not
match file transaction of %2.

The transaction type on the EDI run control page doesn't
match the transaction type specified in the BGM 1 record
of theincoming file.

For incoming (P6 and P9) transactions only.

Warning: Transaction types are compatible - processing
continues.

This message occurs with the previous message.

Because P6, P6B, and P9 transactions all use the same
structure if a user has specified the incorrect transaction
type, then the incorrect transaction typeis 'ignored' and
processing continues.

P6/P9 Warning: Unhandled ATT2 record encountered
(%1) - processing continues.

An ATT2 record is encountered for which thereis no
logic to process.

The ATT2 record should be reviewed to determine what
the datais and if it isapplicable. If it is, additional
program logic will be required.

Note. Y ou should log a case with the Global Support if
this error occurs.
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Message

Reason

P6/P9 Warning: could not read total updates count
(CNT1) record in EDI file.

Thetotals record (CNT1) either cannot be read or cannot
be located. There is either afile structure issue or logic
issue. The EDI process does not understand the structure
of the file being processed.

Y ou should log a case with the Global Support if this error
occurs.

P6/P9 Warning : employee %1 (%2) surname does not
match %3 - processing continues.

The P6/P9 process managed to match the payee on other
details

No P14/P35 Declaration for Pay Entity (%1) for Tax Y ear
(%2) - Totals may be Incorrect.

The P35 Checklist and Declaration group box on the Pay
Entity Details page has not been compl eted.

See Also

Chapter 3, "Setting Up Country Data," Defining Pay Entity Details, page 12

Error Messages

This table describes the error messages that the EDI processes generate:

Message

Reason

Error: Problem opening EDI file %1 - processing
cancelled.

Thefile specified on the run control page cannot be
opened for reading/writing. Check your file security.

Note. Thiserror may be caused by the process scheduler
not having correct permissions to access the file. Process
scheduler permissions against (any) path information in
the setup should be checked.

Error: Cannot find EDI file %1 - processing cancelled.

Thefile specified on the EDI run control page doesn't
exist (applies to incoming transactions only - P6 and P9).

Error: EDI transaction type (%1) is not a %2 - processing
cancelled.

The transaction type indicator in the BGM1 record
(incoming file) doesn't match the transaction type
specified on the EDI run control page.

Note. If the transaction type is equivalent (the file
structure is the same), then processing continues with a
warning.

Error: File PAYE ref (%1) mismatch with pay entity
PAY E ref (%2) - processing cancelled.

The PAY E reference in the ATT1 record doesn't match
the PAY E reference for the pay entity specified on the
EDI run control page.
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Message

Reason

Error: File tax office ref (%1) mismatch with pay entity
tax officeref (%2) - processing cancelled.

The Tax office reference in the ATT1 record doesn't
match the Tax office reference for the pay entity specified
on the EDI run control page.

Error: Problem loading %1 structure definition -
processing cancelled.

The message segment structure cannot be loaded from the
database. The process does not understand the structure of
the file being processed.

This message will be generated if the process that reads
file structure data from the PeopleSoft database (as
opposed to the external files) doesn't work correctly.

Y ou should log a case with the Global Support if this error
occurs.

Note. For error messages where thereis a problem with
the file structure, you should check the file structure of the
incoming file. This may not be a PeopleSoft problem if
HMRC or 3rd party provider have sent an incorrect file.

Error: No structure definition available for %1 -
processing cancelled.

The message segment structure cannot be loaded from the
database. The process does not understand the structure of
the file being processed.

Y ou should log a case with the Global Support if this error
occurs.

P6/P9 Error : could not find employee %1 with NI number
%2.

The process could not find an employee in the system
with the corresponding NI number.

Thistype of matching occurs only if aWorkslD
(employee ID) is not provided in the transaction file.

P6/P9 Error : could not find employee %1 (%2)
employment information - no update possible.

Because the employment record number may be defaulted
to O (see previous message), an additional check is doneto
ensure thereis at least one employment record for this
employee.

If no employment records are found, then this message is
generated.

P6/P9 Error : employee %1 (%2) has future dated rows -
no update possible.

The employee already has future-dated tax data rows. The
update could potentially invalidate the future-dated, so the
employee's datais not updated.
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Message

Reason

P6/P9 Error: LIN record count (%1) does not match
internal count (%2) - processing cancelled.

There is a sequence issue while reading an incoming
transaction.

LIN records are counts of employee information in the
file.

If the LIN count and the internal count are not
synchronized then thereis either alogic or file structure
issue that could result in data integrity issues, so
processing is cancelled.

Note. Asthisisan external file structure/sequence issue
— resolution of this error would require acall to the
Globa Support.

P6/P9 Error: Unexpected NAD2B record encountered -
processing cancelled.

P6/P9 Error: Unexpected ATT2 record encountered (%1)
- processing cancelled.

P6/P9 Error: Unknown MOA 1 record value encountered
(%1) - processing cancelled.

P6/P9 Error: Unexpected TAX1 record encountered (%1)
- processing cancelled.

P6/P9 Error: Unexpected MOA1 record encountered (%1)
- processing cancelled.

P6/P9 Error: Unexpected DTM2 record encountered (%1)
- processing cancelled.

P6/P9 Error: Unexpected AL C1 record encountered (%1)
- processing cancelled.

P6/P9 Error: Unexpected ATT3 record encountered (%1)
- processing cancelled

A record is encountered when not anticipated. Thereis
either afile structure issue or logic issue. The process
does not understand the structure of the file being
processed.

Y ou should log a case with the Global Support if this error
occurs.

P6/P9 Error : employee %1 (%2) tax code error of: %3 -
no update possible.

The submitted tax code has failed our internal verification
(the details will beincluded in the message).

The user should check to see what tax code had been sent
and either ask HMRC to re-send or manually add/update
the information from the detailsin the log.

P6/P9 Error : employee %1 (%2) details are %3.

The log will show what P6/P9 details were sent so that the
user can verify and check with HMRC or manually add.

P6/P9 Error : found more than 1 employee with NI
number %1.

The EDI process found more than one employee with the
NI number supplied in theincoming file.

P6/P9 Error : employee %1 (%2) NI numbers do not
match %3 - no update possible.

The NI number in the incoming file doesn't match that
stored in the employee's biographical details (National 1D
field).

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved.



Chapter 20 Managing EDI Submissions

Message Reason

P6/P9 Error : employee %1 (%2) surname does not match | The surname in the incoming file does not match that
%3 - no update possible. stored in the employee's personal details.

The log will show what P6/P9 details were sent so that the
user can verify and check with HMRC or manually add.

Modifying the Employee Selection Process

This section discusses how employees are selected during EDI processing of outgoing transactions and how
you could modify this selection for your organization.

Note. Modifying the selection process involves changes to PeopleTools Application Engine programs. Such
changes must be made by technical users with a good understanding of PeopleTools and PeopleCode.

The EDI outgoing transactions (P45, P46, P14, P35, and WNU) are application engine programs. These
programs call other application engine programs that determine the employees selected for processing. By
modifying these application engine programs you can change the employee population that is selected during
EDI processing.

To illustrate how employee selection works, consider the Works Number Update (WNU) transaction. When
you run the WNU process, the GPGB_EDI application engine program, which is the controlling program,
callsthe GPGB_EDIWNU application engine program. The GPGB_EDIWNU program:

1. Runsthe GPGB_EDIWNU.WNU.EEs step that uses SQL to select the list of employees who match the
run control parameters.

2. For each employee identified in thelist, acall is made to GPGB_EDIWNU.WNUConf. This program:
a. CalsGPGB_EDI_EXT.Confirm PeopleCode.

The PeopleCode returns avaue of Y or N to indicate whether the employee should be processed. This
is the PeopleCode that you need to modify if you want to override the employee selection process.

b. If GPGB_EDI_EXT.Confirm returnsavalue of Y, GPGB_EDIWNU.WNUConf calls
GPGB_EDIWNU.WNUEESs to write the employee information to theflat file.

Note. The GPGB_EDI_EXT.Confirm.Status PeopleCode includes comments that provide more information
about the changes required.

See Also
Enterprise PeopleTools PeopleBook: PeopleSoft Application Engine
Enter prise PeopleTools PeopleBook: PeopleCode Developer's Guide
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Managing Other Submissions to HM
Revenue and Customs

This chapter provides an overview of the end of year processes, lists prerequisites, and discusses how to:

» Generate end of year returns.

» Report pay/pension numbers.

Note. This chapter describes processes that are no longer maintained. As of the tax year 2004/05, HM
Revenue and Customs (HMRC) requires all medium and large employers to submit end of year returns using
EDI or the internet. Employers who submit magnetic media submissions will be liable to fines imposed by
HMRC. EDI submissions are described in the chapter Managing EDI Submissions.

See Also

Chapter 20, "Managing EDI Submissions," page 237

Understanding the End of Year Processes

This section discusses;

« End of year processes.
» Tax code updates.

» Directory used by the end of year processes.

End of Year Processes

Thistable lists the processes that Global Payroll for the UK delivers for handling end of year submissionsto
HM Revenue and Customs (HMRC) and subsequent updates to your PeopleSoft database:
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Process Name Process ID Usage

GP UK End of Y ear Returns GPGB_EOYR Produces an electronic version of

Application Engine process the P14 and P35 reports for
magnetic media submission.

Pay/Pension Numbers Application GPGB_PPIN Generates an employee listing that

Engine process is submitted to HMRC for tax code
processing purposes.

Code Number Changes Application GPGB_CNC Updates employees tax codes based

Engine process

on data received from HMRC.

Note. As of the tax year 2004/05, HMRC requires all medium and large employers to submit end of year
returns using EDI or the internet. Employers who submit magnetic media submissions will be liable to fines
imposed by HMRC. Global Payroll for the UK provides the processes but these are no longer maintained.

See Also

Chapter 20, "Managing EDI Submissions," page 237

Tax Code Updates

258

At the end of every tax year, HMRC calculates employees tax codes for the next tax year.

This diagram illustrates how the Pay/Pension Numbers and Code Number Changes processes enable you to
submit information to HMRC and receive updated tax codes electronically:
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Run Pay/Pension
Identity Number
process

b J

Submit output to
HMRC

-

HMRC
issues new tax codes

-

Extract data from
media

-

Run the Code Number
Changes process

Process for updating tax codes

Managing Other Submissions to HM Revenue and Customs

The Code Number Changes process is discussed in an earlier chapter.

See Also

Chapter 7, "Preparing for the Start of the Tax Year," Loading Tax Code Changes from HMRC, page 74

Directory Used by the End of Year Processes

All the processes use the following PeopleT ool s directory on the machine where your Process Scheduler runs:
%PS_SERVDIR%\files

Thisdirectory is used as follows:
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The files generated by the GP UK End of Y ear Returns and Pay/Pension Numbers processes are stored in

this directory.

The Code Number Changes process searches this directory for the data file you received from HMRC.
The process also creates alog file and error file in the same directory.
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Prerequisites

Before you run the end of year processes, ensure you:

» Define HMRC reference information for each pay entity.

The end of year processes require information such as the tax district and PAY E reference number. Enter
thisinformation on the Pay Entity Details page.

»  Set up your employer contracted out numbers (ECONS).

Enter thisinformation on the ECON Setup Table page.
« Understand the HMRC's technical regquirements and submission procedures.
See Also

Chapter 3, "Setting Up Country Data," Defining Pay Entity Details, page 12

Chapter 3, "Setting Up Country Data," Defining ECONs and SCONSs, page 11

HM Revenue and Customs Technical Guide "Submitting Year End Returns on Magnetic Media" — Reference
CA51/52

HM Revenue and Customs Submission Instructions and Technical Specifications "Updating of Pay/Pension
Identity Numbers' — Reference MT3

HM Revenue and Customs Submission Instructions and Technical Specifications " Code Number Changes on
Magnetic Media" — Reference MT1

Generating End of Year Returns

This section provides an overview of end of year returns, lists prerequisites, and discusses how to:

* Runthe End of Year Returns process.

»  Submit the end of year returns.

Understanding End of Year Returns

260

At the end of every tax year, employers submit certain information to HMRC about their employees,
including details of National Insurance Contributions, pay, and income tax.

Thisinformation is submitted in hard copy, using P14 and P35 schedules, or electronically. Global Payroll for
the UK supports two options for generating year end returns:

« P14 and P35 reports.
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»  GPUK End of Year Returns process.

Managing Other Submissions to HM Revenue and Customs

This process generates an output file that you copy to magnetic media (flexible diskette, open reel tape, or
data cartridge) and submit to the HMRC.

Note. The GP UK End of Y ear Returns process produces an output file that conformsto the HMRC

formatting requirements.

See Also

Chapter 19, "Running Payroll Reports," page 223

Prerequisites

Before you run the GP UK End of Y ear Returns process, you must:

« Finalize your payroll datafor the tax year.

Do not create the year end returns until you have run and finalized the last payroll for the tax year.

»  Obtain amagnetic media permit number from HMRC for each pay entity.

Permit numbers are detailed in the HMRC guidelines.

Warning! Y ou should understand the HMRC's technical requirements and process for year end submission
before you run PeopleSoft's year end return process, or submit the output to HMRC.

See Also

HM Revenue and Customs Technical Guide "Submitting Year End Returns on Magnetic Media" — Reference

CA51/52

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Processing Payroll"

Chapter 3, "Setting Up Country Data," Defining Pay Entity Details, page 12

Page Used to Run the End of Year Returns Process

Page Name

Definition Name

Navigation

Usage

End of Year Return GBR

GPGB_RNCTL_EOYR

Global Payroll & Absence
Mgmt, Year-End
Processing, End of Year
Return GBR, End of Year
Return GBR

Run the GP UK End of
Y ear Returns process.
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Running the End of Year Returns Process

Accessthe End of Year Return GBR page (Global Payroll & Absence Mgmt, Y ear-End Processing, End of
Y ear Return GBR, End of Y ear Return GBR).

End of Year Return GBR

Run Control ID: 100 Feport Manager Process Monitor

Language: IE"'QHS"' :I'

Tax Year Beqgins In; 2006
Pay Entity: KGPED1 @,

Run

Mag Media Permit

Number:
ECON: E3425638E @, ¥ Include employees with no ECON

Filename:
™ Subtotal By Paygroup

" Data Cartridge
" Flexible Diskette
' Magnetic Tape
" CDROM

End of Year Return GBR page

Tax Year Beginsin Enter the year for the start of the tax year.

Pay Entity Select the pay entity for which you want to create the year end return.

Note. Pay entity tax details must exist for the pay entity before you can run the
process. Use the Pay Entity Details page to define this information.

Mag M edia Per mit Enter the permit number for the tax year you're processing. HMRC issues
Number (magnetic media employers with anew permit number for each tax year.
permit number)

ECON (employer Select an ECON. The process selects employees in the pay entity with the ECON
contracted out number)  that you specify here.

and Include employees Select the Include employees with no ECON check box if you want the process

with no ECON to include any employeesin the pay entity who do not have an ECON identified
at employee level.
Filename Enter the name of the output file. Refer to the HMRC guidelines for filenaming

conventions.
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Subtotal By Paygroup  Select this check box if you want the output file to include a subtotal record for
each pay group.

EOYR Submission Type Select the mediayou're using to submit the end of year return.

See Also

HM Revenue and Customs Technical Guide "Submitting Year End Returns on Magnetic Media" — Reference
CA51/52

Submitting the End of Year Returns
Once you have successfully run the GP UK End of Y ear Returns process, you need to:
1. Prepare your magnetic media.

The HMRC guidelines specify the types of media accepted and the format of information for each media
type.

2. Copy thefile generated by the GP UK End of Y ear Returns process to the prepared media.

The process creates an output file in the %PS_SERV DIR%\files directory on the machine where your
Process Scheduler runs.

Note. As of the tax year 2004/05, HMRC requires al medium and large employers to submit end of year
returns using EDI or the internet. Employers who submit magnetic media submissions will be liable to fines
imposed by HMRC.

See Also

HM Revenue and Customs Technical Guide "Submitting Year End Returns on Magnetic Media" — Reference
CA51/52

Reporting Pay/Pension Numbers

This section provides an overview of the Pay/Pension Numbers process and discusses how to:

* Runthe MT3 - Pay/Pension Numbers process.

«  Submit the pay/pension identity numbers data.

Understanding the Pay/Pension Numbers Process

As part of the process for updating employees tax codes, HMRC requires employers to submit alist of their
employees, including the following information:
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» Employee name

« Employee NI number

« EmployeelID

Chapter 21

This alows HMRC to update their systems with an up-to-date list of employeesin preparation for the tax
coding notification for the next tax year.

The MT3 - Pay/Pension Numbers process creates a file containing this information, formatted to the HMRC

reguirements.

See Also

HM Revenue and Customs Submission Instructions and Technical Specifications "Updating of Pay/Pension
Identity Numbers' — Reference MT3

Chapter 21, "Managing Other Submissions to HM Revenue and Customs,” Tax Code Updates, page 258

Page Used to Run the Pay/Pension Numbers Process

Security/Insurance, MT3 -
Pay/Pension Numbers GBR,
MT3 - Pay/Pension
Numbers GBR

Page Name Definition Name Navigation Usage
MT3 - Pay/Pension GPGB_PPIN_FL Global Payroll & Absence | Run the Pay/Pension
Numbers GBR Mgmt, Social Numbers process.

Running the MT3 - Pay/Pension Numbers Process

264

Access the MT3 - Pay/Pension Numbers GBR page (Global Payroll & Absence Mgmt, Social
Security/Insurance, MT3 - Pay/Pension Numbers GBR, MT3 - Pay/Pension Numbers GBR).
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MT3 - Pay/Pension Numbers GBR

Run Control ID:  A123 Report Manager  Process Monitor | FRun
Language: English L
Pay Entity: GGPEO1 @, GBR Pay Entity 01

*Output Filename:  |Fpsfimt3

MT3 - Pay/Pension Numbers GBR page

Pay Entity Select the pay entity you want to process.

Note. Y ou must set up the tax district and HMRC reference numbers associated
with this pay entity before you run this process. Use the Pay Entity Details page
to define these tax details.

Output Filename Enter the name for the output file. Refer to the HMRC guidelines for file naming
conventions.

See Also

Chapter 3, "Setting Up Country Data," Defining Pay Entity Details, page 12

HM Revenue and Customs Submission Instructions and Technical Specifications "Updating of Pay/Pension
I dentity Numbers' — Reference MT3

Submitting the Pay/Pension Identity Numbers Data
Once you have successfully run the Pay/Pension Numbers process, you heed to:
1. Prepare your magnetic media.

The HMRC guidelines specify the types of media accepted and the format of information for each media
type.

2. Copy thefile generated by the Pay/Pension Identity Numbers process to the prepared media.

The process creates an output file in the %0PS_SERV DIR%\files directory on the machine where your
Process Scheduler runs.
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Extracting P11D Information

This chapter provides overviews of P11D data extraction, P11D extraction setup, and modifying the P11D
data extract tool, and discusses how to:

»  Set up P11D extraction.
* Run the extract processes.

« Load P11D extractsinto third-party P11D solutions.

Understanding P11D Data Extraction

The P11D is a statutory report, created annually, to report employee expenses and benefitsto HM Revenue
and Customs (HMRC) for employees whose earnings exceed the limit set by the government. Employers are
also required to provide a Statement of Benefits to their employees covered by the legidation. The
information required for the P11D is diverse and includes benefits such as employee loans, company cars, and
medical insurance. Typically thisinformation is stored in different systems, including HR, payroll, and
financial systems.

This diagram shows how the Global Payroll for the UK provides a P11D data extract tool that enables you to
extract the P11D information that is stored in the standard PeopleSoft Enterprise HRM S tables and creates
extract filesin a CSV format that can be processed by athird-party P11D solution:

PeopleSoft Enterprise HRMS

HM

Employee Revenue and Customs

Loans
Company Car

I » P11D

Third Party P11D

P11D Extract Tool Ly Salution

Statement of Benefits

L J

Employee

Overview of the P11D Production Process
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The P11D data extract tool retrieves data from Global Payroll for the UK and PeopleSoft Enterprise Human
Resources:

» Employee details

Employee information such as name, employee 1D, and employee record number are retrieved from
Human Resources tables.

» Company car data

Thisis extracted from the company car tables in Human Resources Manage Company Cars business
process.

« Loandata

Employee loans are administered and processed in payroll. The P11D data extract takes the loans
information from the loans tables in Global Payroll for the UK

+ Employer information

Employer information is extracted from the pay entity tables.

Important! PeopleSoft Enterprise HRM S does not store all the information required to produce a P11D.
Therefore, you cannot generate a complete P11D report using the P11D data extract tool as delivered.
However, you can modify the delivered solution to include additional information in the extract files. Thisis
discussed in more detail later in this chapter.

See Chapter 22, "Extracting P11D Information," Modifying the P11D Data Extract Tool, page 275.

This flowchart shows the steps in the P11D data extract process from calculating and finalizing payroll to
loading the extract files into third-party P11D solutions:
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PeopleSoft Enterprise HRMS

Calculate and finalize
payroll

b J

P110 Global Payrall
process

4

Run the Extract P11D
Data process

|
|
|
|
I
|
|
|
|
I
|
I
|
|
I
Run :
|
I
I
|
|
|
I
I
|
|
I
|
I
|
|
I

Load extract files into
third party P11D solution

Flowchart of the P11D Data Extract process

Before you can run the P11D processes, the payroll for the entire tax year must be calculated and finalized.
Y ou cannot run the P11D processif payees are open in any calendars. Therefore, you must plan carefully
when you run the process between payroll runs.

Thefirst step in the P11D data extract process isto run the P11D Global Payroll process. This process:

Is run in the same way as payroll.

Use the normal Calculate Absence and Payroll run control page to initiate P11D processing. However, the
process requires a specific calendar and processing structure. Thisis explained in the setup section.

See Chapter 22, "Extracting P11D Information," Understanding P11D Extraction Setup, page 271.

Retrieves employee, company car, and loan data using arrays.

See Chapter 22, "Extracting P11D Information," Delivered Supporting Elements, page 274.

Populates a set of P11D results tables.

The process popul ates the result tables GPGB_P11DRSLT L, GPGB_P11DRSLT_ M, and
GPGB_P11DRSLT_S. These generic result tables hold data from different source tables. The process
assigns an extract type to each row of datathat specifies the type of information. The Extract types page
identifies the extract types that are delivered.

See Chapter 22, "Extracting P11D Information," Delivered Supporting Elements, page 274.
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» Retrievesdatafor al employees who have company car or loans data for the tax year.

Note. If some of your employees do not required P11Ds because their salaries are below the statutory
minimum, then you can identify these employees using your P11D solution. Thisis done after the
extraction is completed and the data has been loaded into the third-party P11D solution.

Use the message log to view the results of the process. Y ou can also use the normal payroll results pages to
view alist of employees who were processed.

When you have successfully run the payroll process, run the Extract P11D Data A pplication Engine process
(GPGB_P11D). This process:

» Extracts P11D information from various PeopleSoft tables.

The process extracts data from the P11D result tables, previously populated by the P11D global payroll
process, and other HRM S tables.

» Generates aseries of CSV files using the extracted data.
The resulting CSV files are stored in the report repository.

The Extract P11D Data process uses the extract definition, which you define for your P11D solution, to
determine the data extracted and the format of the CSV file.

Set up extract definitions using the Define P11D Solution GBR (GPGB_P11D_SOLUTION) component.

See Chapter 22, "Extracting P11D Information," Understanding P11D Extraction Setup, page 271.

This diagram summarizes the two processes that comprise the P11D data extract tool:
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P11D GP process

P11D Extract
process

v

car_allocations.csv

Summary of P11D Data Extract Processes

Note. The diagram shows an example of the extract files only. The CSV files produced differ according to the
third-party P11D solution you are using.

Global Payroll for the UK delivers an extract definition that works with the KPMG P11D Solutions 2004
application, but thisis provided as an example only. Y ou can create extract definitions and modify the
delivered elements for your own P11D solution.

See Also

Chapter 22, "Extracting P11D Information,”" Delivered Supporting Elements, page 274

Chapter 22, "Extracting P11D Information," Loading P11D Data Extractsinto Third-Party P11D Solutions,
page 283

Understanding P11D Extraction Setup

This section discusses:

«  Setting up extract types and extract definitions.

«  Setting up the P11D processing structure.
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» Délivered supporting elements.

» Viewing delivered elements.

Setting Up Extract Types and Extraction Definitions
There are two setup components for the Extract P11D Data process.

« Define P11D Extract Types GBR component (GPGB_P11D_E_TYP).

The extract typeisakey field for the P11D result tables (GPGB_P11RSLT_L, GPGB_P11RSLT_M, and
GPGB_P11RSLT_S). These tables store data retrieved from more than one source table. The extract type
identifies the type of information stored in arow of data. For example, the GPGB_P11DRSLT_L table
stores results relating to both Employee Details and Company Car allocations and the extract typeis used
to distinguish between these two sets of data. The extract type enables the Extract P11D Data process to
select the relevant rows from the result tables. Do not change the delivered extract types unless you need
to modify the global payroll processto retrieve additional data.

See Chapter 22, "Extracting P11D Information," Modifying the P11D Data Extract Tool, page 275.

» Define P11D Solution GBR component (GPGB_P11D_SOLUTION).

The P11D Solution page is where you set up the extract definition for your P11D solution. The extract
definition defines:

« Thetablesfrom which datais extracted.
« Theextract type, if applicable.

If datais extracted from the P11D results table, then an extract typeis required to define the rows
extracted.

+ How to map the extracted datainto the CSV file.

Each third-party P11D solution has specific format requirements for loading data. Use the P11D
Solution page to define the name of the CSV files and the format of datain the CSV files. Refer to the
documentation for your third-party P11D solution for details of the formatting requirements.

See Also

Chapter 22, "Extracting P11D Information," Defining P11D Mapping, page 277

Setting Up the P11D Processing Structure

Before you run the P11D global payroll process, set up a processing structure to process results for the tax
year for your pay groups. Here are the elements required and a description of the delivered elements:
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» Period for the tax year.

Glabal Payroll for the UK delivers a set of periods that correspond to tax years:

« GBRTAX0304 (UK tax year April 6, 2003 to April 5, 2004).
«  GBRTAX0405 (UK tax year April 6, 2004 to April 5, 2005).
«  GBRTAX0506 (UK tax year April 6, 2005 to April 5, 2006).
+ GBRTAXO0607 (UK tax year April 6, 2006 to April 5, 2007).
+ GBRTAXO0708 (UK tax year April 6, 2007 to April 5, 2008).
« GBRTAX0809 (UK tax year April 6, 2008 to April 5, 2009).
« GBRTAX0910 (UK tax year April 6, 2009 to April 5, 2010).

These periods are provided as sample data only. Y ou can use the delivered periods or create your own.
However, each period must be defined for the whole tax year.

A PL1D Run Type

A P11D run typeis delivered specifically for P11D data extract processing that is linked to the GBR PR
P11D process list.

« Cadendars
Define aP11D calendar for your pay groupsthat is linked to atax year period and the P11D run type.
» Cadendar groups

Note. The calendar group for P11D processing is defined when the Off Cycle check box is desel ected.
The P11D processis not an off-cycle process.

» Sections
A P11D section is delivered for each type of extract:
« P11D SE EE DETS extracts employee details.
« P11D SE LOANS extracts |oan information.
« P11D SE LOAN BAL extracts |oan balance.
« P11D SE CAR ALLOC extracts company car data.
« ProcessList
The dédlivered process list GBR PR P11D includes all the P11D sections listed above.

PeopleSoft delivers elements for P11D processing as sample data. Y ou can use the delivered structure, or
create your own.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Processing Elements®
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Delivered Supporting Elements

Thistable lists the arrays that PeopleSoft delivers to retrieve information for the P11D:

Array Description

GBR AR EMPLOYEE Retrieves employee information from the table
PERSONAL_DT_FST

GBR ARNAME Retrieves employee first and last name from the view
NAMES VW.

GBR AR PAY ENTITY Retrieves employer name and tax reference from the pay
entity table GPGB_PYENT

P11D AR CARALLOC Retrieves car alocations from the company car table
CAR_ALLOC

P11D AR CAR DATA Retrieves car datafrom the table CAR_DATA

P11D AR LOAN BAL Retrieves |oan balance from the writable array
GPGB_LOAN_WA, which stores loan processing results.

P11D ARLOAN HD A Retrieves |oan data from the table GPGB_EE L OAN_HD

P11D ARLOAN HD B Retrieves |oan data from the table GPGB_EE L OAN_HD

P11D ARLOAN IN Retrieves |oan interest amount from table

GPGB_EE_LOAN_IN.

P11D AR CAR PAY Retrieves information about car payments.

P11D AR UNAV Retrieves car information related to the periods when a car
isnot available.

P11D AR LOAN DT Retrieves employee |oan details.

Thistable lists the writable arrays that are delivered to populate the P11D results tables:

Writable Array Description

P11D WR RESULT L Populates the results table GPGB_P11DRSLT L
P11D WR RESULT M Populates the results table GPGB_P11DRSLT M
P11D WR RESULT S Populates the results table GPGB_P11DRSLT S
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Viewing Delivered Elements

The PeopleSoft system delivers a query that you can run to view the names of all delivered elements designed
for the United Kingdom. Instructions for running the query are provided in the PeopleSoft Enter prise Global
Payroll 9.1 PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How
to View Delivered Elements

Modifying the P11D Data Extract Tool

The P11D Data Extract tool is designed to be adapted to different third-party P11D solutions, and to enable
organizations to modify the data extracted.

Each third-party P11D solution is different and therefore the steps for adapting the P11D data extract tool
vary for each solution. Here are some guidelines describing the key tasks:

1

Review the documentation for your third-party P11D solution to determine data requirements and the file
format required for importing data.

Map your PeopleSoft data to the third-party data structure.

Find out if the data items are in the same format in both systems or require manipulation. Y ou need to
determine which PeopleSoft tables store the data required by your third-party P11D solution.

Determine if any of the delivered sections can be reused.

For example the section P11D SE EE DETS may already select al the data el ements you need relating to
employee details.

If an existing section is close to your requirements, copy the section and supporting elements then modify
the new section, rather than modifying the delivered section.

Create any new sections and supporting elements, if required.

Review the design of the delivered sections and the supporting elements. Use these as a basis for creating
new sections and supporting elements.

Create anew process list and include the sections previously identified or created.
Determine whether you can use one of the existing result tables.

Review the definition of tables, GPGB_P11DRSLT L, GPGB_P11DRSLT_M, and
GPGB_P11DRSLT_S. Use the smallest table with enough fields to match your data requirements. For
example, if the smallest table, GPGB_P11DRSLT_S, has enough fields then use that rather than
GPGB_P11DRSLT_L or GPGB_P11DRSLT_M, which have more fields. If your data does not easily
map to one of the existing result tables you may need to create a new table and awritable array to
populateit.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 275



Extracting P11D Information Chapter 22

8. Decideif new views are required.

For example, you need views if the datafor an item in the third-party P11D solution exists across various
tablesin HRMS, or if only a subset of datais required based on some criteria.

9. Usethe Define P11D Solution page to specify the mappings.

10. If complex data manipulation is required, then you may need to create some PeopleCode by adding
methods to the Application Class GPGB_P11D:Extract.

During the development process, you can make use of a debug field. PeopleCode in the application engine
sets the value of adebug field GPGB_P11D_AET.P11D DEBUG. Thefield isset to "N" when delivered. If
you modify the PeopleCode to set the debug field to "Y" then the log file generated by the Extract P11D Data
process includes additional information which may help when devel oping modifications.

Typically the data required by your third-party P11D solution comes from a number of different sources. The
datathat residesin HRMS can be extracted using the P11D data extract tool. The data from other systems can
be loaded into your third-party P11D solution directly. Alternatively you could make use of the various
PeopleSoft integration tools to load the data into PeopleSoft Enterprise HRM S first and then channel it
through the P11D data extract tool.

Setting Up P11D Extraction

This section discusses how to:

»  Set up extract types.
« Define P11D mapping.
* View mapping.

Pages Used to Set Up P11D Extraction

Page Name Definition Name Navigation Usage
Define P11D Extract Types | GPGB_P11D_E TYP Set Up HRMSS, Product Define extract types.
GBR Related, Global Payroll &

Absence Mgmt,

Framework, Processing,
Define P11D Extract Types
GBR, Define P11D Extract

Types GBR

P11D Solution GPGB_P11D_SOLUTION Set Up HRMSS, Product Define the extract definition
Related, Global Payroll & | for your third-party P11D
Absence Mgmt, solution.

Framework, Processing,
Define P11D Solution
GBR, P11D Solution
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Page Name Definition Name

Navigation

Usage

View Mapping GPGB_P11D_SOL_VIEW

Set Up HRMSS, Product
Related, Global Payroll &
Absence Mgmt,
Framework, Processing,
Define P11D Solution
GBR, View Mapping

View the mapping defined
on the P11D Solution page.

Setting Up Extract Types

Access the Define P11D Extract Types GBR page (Set Up HRMS, Product Related, Global Payroll &
Absence Mgmt, Framework, Processing, Define P11D Extract Types GBR, Define P11D Extract Types

GBR).

Define P11D Extract
Types GBR

Extract Type Description
1|/CAR ALLOC | |Car Allocations
Z2|EEDETS Employee Details
3|LOAM BAL Loan Balances

4|LOANS Loan Details

B3

[ (]| (] [+
[} (]| (] [n]

Define P11D Extract Types GBR page

Extract Type Enter the extract type.

Defining P11D Mapping

Access the P11D Solution page (Set Up HRMS, Product Related, Global Payroll & Absence Mgmt,
Framework, Processing, Define P11D Solution GBR, P11D Solution).
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P11D Solution Yiew Mapping

Colution I (FPMGZ004

Description: |KF’MG P11D Solutions 2004

Find | View All First * 1of9 LA | ast

[+] [=]

Extract Details

Extract I: lﬂli
Description: |Em ployers

File Name: [Employers.csv

Sequence:

Source Record: |GPGB_PYENT

o

Find | View All First * 1of2 LA | ast

[+] [=]

¥ Include in output file [ Exclude row if no value

Column Heading:

|Emp|nyerName

Field Hame:

|GPGB_ER_NAME

@,

Constant: |

App Class Method: |

P11D Solution page

Solution ID
Extract ID

File Name

Sour ce Record

Extract Type

Mapping

Enter the identifier for your P11D solutions software.
Enter a number for the extract.

Enter the name of the CSV filethat is created by the Application Engine process.

Warning! The file name must not include spaces. If your third-party solution
requires afile name that includes spaces, rename the file after running the Extract
P11D Data process.

Select the record from which data is extracted.

Select the extract type. Thisfield is only availableif the source record is
GPGB_P11DRSLT_L, GPGB_P11DRSLT_M, or GPGB_P11DRSLT_S. It
defines the information that is extracted from these generic results tables (the
extract typeis akey field for these tables).

This group box defines how the information in the source record maps to the output file.

Sequence

278

Enter a sequence number that defines the ordering of the columnsin the csv file.
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Includein output file Select this check box if the datais written directly to the output file. Deselect the
check box if avalueis selected but it is not included in the output file. The value
can then be used by another mapping, which usually calls an App Class Method
to manipulate the datain some way.

For an example of how this works review the delivered KPMG solution, extract
11 (PAY E Reference Numbers). The mapping with sequence 10 selects the field
GPGB_ER_TAXNUM and the mapping with sequence 11 selectsthe field
GPGB_ER PAYE_REF. Both of these are not included in the output file, but are
used by the method defined on mapping 12 to create the tax office reference.

Excluderow if novalue Select thischeck box to prevent the whole row of data being written to the CSV
fileif the value of thisfield isnull.

Column Heading Enter the name of the column heading in the CSV file. The column heading is
determined by the requirements of your third-party P11D solution.

Field Name Select the field in the source record that stores the value you want to write to the
CSV file. If you complete thisfield, you can't complete the Constant field or the
App Class Method field.

Constant Enter the value written to the CSV file in the column specified by Column
Heading. If you complete thisfield, you can't complete the Field Name field or
the App Class Method field.

App Class Method Enter the name of the application class method. Use thisfield if you want to call

(application class method) a PeopleCode program to return the value that is written to the CSV file. The
method you enter here must be defined in the application class GPGB_P11D:
Extract. This application classisin the application package GPGB_P11D.

If you complete thisfield, you can't complete the Field Name field or the
Constant field.

Note. The system does not validate the name of the method you enter in this
field. Y ou must ensure that the method is entered correctly. Otherwise, the
application engine process returns the status "No Success' if it isunable to find
the method specified.

Viewing Mapping

Accessthe View Mapping page (Set Up HRM S, Product Related, Global Payroll & Absence Mgmt,
Framework, Processing, Define P11D Solution GBR, P11D Solution, View Mapping tab).
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P110 Solution

File Name:

Employer Mame

Entertainment Status

Employers.csv

==  GPGE_PYEMT.GFGE_ER_MAME (Record Field)
== TradingDisallowed (Constant)

View Mapping page

This page summarizes the mapping that you defined on the P11D Solution page. The left hand column shows
the heading that appearsin the CSV file created. The right hand column shows where the data comes from (a
record and field name, a constant, or an App Class Method).

Running the P11D Extract Processes

This section discusses how to run the P11D extract process.

Pages Used to Run P11D Extract

Processing, Calculate
Absence and Payrall,
Calculate Absence and
Payrall

Page Name Definition Name Navigation Usage
Calculate Absence and GP_RUNCTL Global Payroll & Absence | Runthe P11D global
Payrall Mgmt, Absence and Payroll | payroll process to populate

the P11D results tables.
Remember that you must
run this process when the
payroll for the tax year is
finalized and the payees are
not linked to any open
calendars.

Note. The P11D global
payroll process must be
finalized before normal
payroll processing can
resume. However, you
should check that the
Extract P11D Data process
runs correctly before
finalizing the payroll
process.

See Chapter 22, "Extracting
P11D Information,"
Understanding P11D Data
Extraction, page 267.
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Page Name

Definition Name

Navigation

Usage

Extract P11D Data GBR

GPGB_P11D_RC

Global Payroll & Absence
Mgmt, Year-End
Processing, Extract P11D
Data GBR, Extract P11D
DataGBR

Run the Extract P11D Data
process to create the CSV
files.

Running the P11D Extract Process

Access the Extract P11D Data GBR page (Global Payroll & Absence Mgmt, Y ear-End Processing, Extract
P11D Data GBR, Extract P11D Data GBR).

Run Controd 1ID: 100

Tax Year (End):

Extract P11D Data GBR

20086

Feport Manager Process Monitor

Run

P11D Solution ID: |F'AS P11D Organiser

¥ Generate Log File

Extract P11D Data GBR page

Tax Year (End)

P11D Solution ID

Generate Log File

Reviewing Log File

Enter the tax year for which to run the P11D data extract process. Thisisthe year

the tax years ends.

Select the third-party P11D solution you want to use for the extraction. This
defines the information that is extracted from HRM S tables and the output
created. The Solution IDs are defined on the P11D Solution page.

Select this check box to generate alog file.

Here is an example of alog file generated by the P11D Data Extract process:
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Paranet ers
P11D Sol uti on: KPMG
UK Tax Year End: 2005
Debug: N

Extract ID: 10
Record: GPGB_PYENT
Extract Type: n/a
Fil e Nane: Enployers.csv
Rows Sel ected: 5

Extract 1D 11
Record: GPGB_PYENT
Extract Type: n/a
Fil e Nane: PAYE References. csv
Rows Sel ected: 5

Extract ID 12
Record: GPGB_PYENT
Extract Type: n/a
Fil e Nane: PAYE Al |l ocations. csv
Rows Sel ected: 5

Extract I1D: 20
Record: GPGB _P11DRSLT L
Extract Type: EE DETS
Fil e Nane: Enpl oyees. csv
Rows Sel ected: 3

Extract ID: 30
Record: GPGB_CAR VW
Extract Type: n/a
File Nane: Car _Details.csv
Rows Sel ected: 5

Extract ID 31
Record: GPGB_CAR EXT VW
Extract Type: n/a
File Nane: Car_ Extras.csv
Rows Sel ected: 2

Extract ID 32
Record: GPGB _P11DRSLT L
Extract Type: CAR ALLOC
File Nane: Car_Allocations.csv
Rows Sel ected: 2

Extract |ID: 40
Record: GPGB _P11DRSLT M
Extract Type: LOANS
Fil e Nane: Loans.csv
Rows Sel ected: 2

Extract ID: 41
Record: GPGB_P11DRSLT_S
Extract Type: LOAN BAL
Fil e Nane: Loan_Bal ances. csv
Rows Sel ected: 3

End of processing

Chapter 22
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Loading P11D Data Extracts into Third-Party P11D Solutions

Loading the extract filesinto your third-party P11D solution varies according to the requirements of the
solution. Refer to the documentation for your third-party P11D solution.

Here are some general guidelines:

Check the file formats accepted by the third-party P11D solution and convert the CSV files if necessary.

The Global Payroll for the UK processes generate CSV files. Some applications, such as KPMG P11D
Solutions 2004, accept spreadshests.

Check the file naming conventions used by the third-party software and adjust filenames if necessary.

The filenames of CSV files created by the Extract P11D Data process do not include spaces. Thisisa
restriction of Application Engine processes. If your third-party P11D solution uses a filenaming
convention that includes spaces, rename the CSV files.

Check if data must be loaded in a particular order.
I dentify employees who do not require aP11D.

The P11D data extract tool extracts data for all employees with benefits data (company cars or loans). If
there are employees who are not eligible for a P11D, identify them using your third-party P11D solution.

Loading P11D Data Extracts into KPMG P11D Solutions 2004

To load the P11D datainto KPMG's P11D Solutions 2004:

1. Convert the CSV filesinto Excel spreadsheets.

Open the CSV file from within Excel and save the file as an Excel spreadsheet. Y ou can load all the CSV
filesinto one workbook (xIs) file or create a separate file for each CSV file. If you create one workbook
(xIsfile), each extract file goes on a separate sheet with the appropriate name in the tab.

Edit the worksheet names.

When you save the CSV files as Excel spreadshests, the worksheet name defaults to the CSV file name.
Replace the underscores () with spaces. For example, when you import the file PAY E_References.csv,
edit the worksheet name to PAY E References.

Load the Excel spreadsheetsin the correct order.

KPMG P11D Solutions 2004 requires data loading in a certain order. The order is defined by the Extract
ID field on the P11D Solutions page.

| dentify employees who do not require a P11D.

Refer to the KPMG documentation for instructions about selecting employees who don't require a P11D.
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Chapter 23

Managing Off-Cycle Payments

This chapter provides an overview of off-cycle functionality and discusses how to:
« Make corrections.

» Make additional payments.

« Enter advances.

» Record manua payments.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Managing Off Cycle Processing”

Understanding Off-Cycle Processing

This section discusses:
» Theoff-cycle process.
«  Types of off-cycle transactions.

» Dédlivered off-cycle processing elements.

The Off-Cycle Process
Off-cycle processing refers to processing payments and making corrections to payroll results outside of the
normal payroll schedule. Off-cycle transactions are usually made to correct prior payments, to process late

notification of anew hire, to make early termination payments that can't wait until the next scheduled payroll,
to process unscheduled payments such as bonus or expense runs, or to process advance holiday pay

Types of Off-Cycle Transactions

The four types of off-cycle transactions are:
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Corrections

Corrections enable you to correct results of any finalized payroll. Examples include reversing an
overpayment, processing late notification of anew hire, or correcting pay (for example, following late
notification of atermination).

Additional payments

Additional payments enables you to enter one-time payments that fall outside the normal payroll process.
Examples include one time bonuses or expense reimbursement.

Advances

Advances enables you to pay payees before their normally scheduled pay run. Examples include advance
holiday pay or salary due on termination.

Manua payments

Manual payments enable you to enter payments that you have calculated and paid outside of the payroll
system. Manual payments are unlikely to be required in the UK An example when a manual payment may
be used is to record a payment to a terminated employee that isin cash.

Delivered Off-Cycle Processing Elements

Global Payroll for the UK delivers this processing structure for off-cycle processing:

The GBR PR OFFCY CLE processlist.
The GBRRTOFF run type.
The GBR EG TAX NI LES limited element set.

Use thislimited element set with manual payments, additional payments, and corrections to limit the
elements resolved during the off-cycle process. GBR EG TAX NI LES contains the deductions for tax
and NI.

Glabal Payroll for the UK also delivers an off-cycle configuration for the UK that provides default settings
when you enter an off-cycle request. Refer to the PeopleSoft Enterprise Global Payroll 9.1 PeopleBook for
details of Off-Cycle Configuration page.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Configuring Off Cycle Transactions'

Making Corrections

This section discusses;

286

Using corrections in the UK

Entering corrections.
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Using Corrections in the UK

Corrections enable you to correct the results of afinalized payroll before the next scheduled payroll run.
Essentially, you use corrections to make changes that would normally be corrected by retroactivity processing
in the next payroll.

Here are some examples when you may use correctionsin the U.K:

» Late notification of new employees.

Use corrections to pay employees who were hired in the previous period but were not processed in
payroll.

» Pay changes.

If an employee has aretrospective change in salary or other earnings, you can use corrections to calculate
the changes and pay the employee before the next scheduled payroll run.

« Late notification of terminations.

Use corrections to correct the payroll results of an employee who left employment in the previous period
but was incorrectly processed as an active employee.

» Retrospective NI category code changes.

Use corrections to recal culate National |nsurance when an employee's NI category is retrospectively
changed.

» Retrospective change of hire date.

Use corrections to recal culate employees' pay and correct accumulators when an employee's pay has been
processed using an incorrect hire, rehire, or transfer date.

Note. Corrections are only processed if retro triggers already exist.

See Also

Chapter 3, "Setting Up Country Data," Reviewing Triggers for the UK, page 30

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Defining Retroactive Processing”

Entering Corrections

Enter the correction details on the Correction Request Detail page. The two fields in the Method of Correction
group box define how the correction works:

Typeof Correction Select Replacement or Forced Reversal. A replacement is used when a
calculation in the finalized payroll was incorrect, for example if a payee's
overtime was incorrect. A forced reversal is used to correct payments made in
error.
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Retro M ethod Select one of these values:

Use Existing Retro Rules: To use the default retroactive method determined by
the triggers generated.

Forced Corrective: To use the corrective retroactive method.

Thistable explains the four types of corrections that you can create and how these are used in the U.K:

Type of Correction Retro Method Description

Replacement Use Existing Retro Rules Thisisareplacement using the
retroactive method determined by the
generated triggers. Thisisthe most
common type of correction you will
make.

Replacement Forced Corrective A replacement using the corrective
retroactive method. No elements are
forwarded and any deltas must be
managed in another way.

Forced Reversal Use Existing Retro Rules Thisisareversal using the retroactive
method determined by the triggers,
which meansthat all elements are
recal culated and forwarded and the
retro process override list isignored.

Forced Reversal Forced Corrective A reversal using the corrective
retroactive method. The origina
calculationis reversed and there are
no elements forwarded.

Example: Late Hire

Consider the example of an employee who was hired in afinalized period, but the employee was not
processed. How you enter a correction for this employee depends on the timing of the correction:

» |f the accounting period is closed and the HM Revenue and Customs (HMRC) payment has been
completed, select Replacement in the Type of Correction field and Use Existing Retro Rules in the Retro
Method field.

For thistype of correction, the Target Period is the next open period. The retro method processed depends
on the retro method linked to the generated trigger.

« I the hire occurred within the most recently processed period, the accounting period is not closed and the
HMRC payment has not been made, select Replacement in the Type of Correction field and Forced
Corrective in the Retro Method field.

Using these settings, the hire is processed within the period in which the hire actually occurred. Therefore,
the Target Period is the most recently processed period.
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Example: Change in Pay

In the example of a changeto pay, there are three possibilities:

The employee is owed money.

Select Replacement in the Type of Correction field and Use Existing Retro Rulesin the Retro Method
field to use the retro method determined by the generated trigger. Select the next open period as the
Target Period.

The employee was overpaid and he or she will be processed in the next scheduled payroll.

In this situation, we recommend that you do not use a correction, but let the retro calculation deduct the
overpayment in the next regular payroll run. If overpayment is processed using off-cycle processing, the
negative pay isforwarded to the next target period. However, because it is an off-cycle process, thereis
no positive pay from which to deduct the overpayment. The negative pay will then have to be managed,
possibly as a deduction from the next regular payroll run.

The employee was overpaid and he or she will not be processed in the next scheduled payroll.

In this example, select Replacement in the Type of Correction field and either Use Existing Retro Rules or
Forced Corrective in the Retro Method field. However, the result of the correction will be a negative net
pay and you will need to determine how to collect the overpayment.

Example: Late Termination

Consider the example of an employee terminated in the previous (finalized) period who was processed as an
active employee. Y ou process this as areversal asfollows:

If the employee has already been paid (bank transfer is completed), select Forced Reversal in the Type of
Correction field and Use Existing Retro Rulesin the Retro Method field.

The Target Period is the next open period. This correction sets all results for the finalized period to zero
and forwards the negative pay to the next open period.

If the employee has not been paid (bank transfer stopped), select Forced Reversal in the Type of
Correction field and Forced Corrective in the Retro Method field.

The Target Period is the previous finalized period. In this case, the correction sets all results for the
finalized period to zero and there are no elements forwarded.

Making Additional Payments

This section discusses;

Using additional paymentsin the UK
Entering additional payments.
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Using Additional Payments in the UK

Additional payments are one-time payments such as a bonus payment or for reimbursement of expenses. Do
not use additional payments for bonus payments that are paid at regular intervals; process regular paymentsin
on-cycle processes.

Entering Additional Payments

Enter information about the additional payment on the Additional Payment Detail page:

Restrict element resolution to those elements with positive input, or by using alimited element set,
depending on the payment type.

In the Element Selection group box, select Limited Element Set or Elements with Positive Input to restrict
element resolution. If you select Elements with Positive Input, the system resolves only those elements for
which you enter positive input. This means that tax and national insurance are not calculated. Typically,
you would use this option for an expense payment that does not require tax and national insurance
calculations.

If you select Limited Element Set, the system resolves the elements included in the limited element set in
addition to those entered using positive input. Typically, you would use alimited element set when the
payment is subject to tax and national insurance. Global Payroll for the UK deliversthe limited element
set GBR EG TAX NI LESfor this purpose.

Enter supporting element overrides for the variables TAX VR PERIOD and TAX VR BGN YR.

On the Additional Payment Detail page, click the Supporting Element Overrides link to display the Payee
Calendar SOVR page. Add the variables and assign the appropriate values on this page. The TAX VR
PERIOD identifies the tax period and TAX VR BGN YR identifies the tax year in which the payment is
made.

Additional payments are discussed in detail in the PeopleSoft Enterprise Global Payroll 9.1 PeopleBook.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Managing Off Cycle Processing," Making Additional
Payments

Entering Advances

290

This section discusses:

Using advancesin the UK

Processing advances.
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Using Advances in the UK

Advances provide a way to process payments before the next scheduled payroll run. Typically, you would use
advances to:

» Pay terminated employees before the normal payroll is run.
« Pay holiday advances.

When you run the next scheduled payroll, employees who receive advances are not identified.

Processing Advances

Enter the advance details on the Advance Request Detail page. Select the next scheduled (on-cycle) calendar
group in the Calendar Group field.

We recommend that you process advances for whole pay periods only.

When you later process the next on-cycle calendar, the payroll process does not identify the employees whose
pay was advanced.

Advances are discussed in detail in the PeopleSoft Enterprise Global Payroll 9.1 PeopleBook.
See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Managing Off Cycle Processing," Processing
Advances

Recording Manual Payments

This section discusses;

« Using manual paymentsin the UK

» Entering manual payments.

Using Manual Payments in the UK

Manual payments provide away to record one-time payments that were calculated and paid outside of the
payroll system. Y ou should not use manual payments for regular payments because the payee would be
identified for the payment during the normal on-cycle payroll process.

Manual payments are unlikely to be required in the UK In general, you should use additional payments to
process payments that were paid outside of the payroll system and override the payment method to ensure
that the payment is not processed by the banking process.
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Entering Manual Payments

292

To enter amanual payment:

Calculate the employee's gross and net pay before you enter the manua payment.

When you click the Validate button on the Manual Payment Detail page, the system calcul ates the gross
and net pay based on the earnings and deductions entered. If it does not match the values you have
entered, the payment can't be processed.

Use alimited element set to restrict the elements that are resol ved.

In the Element Selection group box select Limited Element Set and select the element set in the Limited
Element Set field. Global Payroll for the UK deliversthe GBR EG TAX NI LESfor this purpose.

Enter supporting element overrides for the variables TAX VR PERIOD and TAX VR BGN YR.

On the Manual Payment Detail page, click the Supporting Element Overrides - Payment Level link to
display the Payee Calendar SOVR page. Add the variables and assign the appropriate values on this page.
The TAX VR PERIOD identifies the tax period and TAX VR BGN YR identifies the tax year that apply
for the payment.

See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Managing Off Cycle Processing,” Recording Manual
Payments
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Processing Tax Credits

This appendix discusses how tax credits were processed before April 1, 2006 for reference. From this date
employers are not required to pay tax credits through payroll and therefore you no longer need to enter tax
credits or process the earnings described.

This appendix provides an overview of tax credits and discusses how to:
« Enter tax credit information.
« Overidetax credit amounts.

» Update your process lists after March 2006.

Understanding Tax Credits

This section discusses:
» Tax credit processing.
» Délivered tax credit earnings.

» Viewing delivered elements.

Tax Credit Processing

From April 2000 until March 31, 2006 employers who operated a PAY E scheme had to pay eligible
employeestax credits through the payroll. HM Revenue and Customs (HMRC) informed the employer if an
employee was eligible for tax credits, the amount to pay, and when to stop paying tax credits.

Global Payroll for the UK enabled you to:

» Caculate the tax credits for the pay period from a daily date and pay them through the payroll.
» Display thetax credit amount to be paid on an employee's paydlip.

» Record thetotal tax credits paid in atax year.

» Record tax credits on the P14 and P60 reports.

Warning! From April 2006 HMRC is responsible for paying tax credits and employers must not pay tax
creditsin payroll.
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Delivered Tax Credit Earnings
Global Payrall for the UK delivers these earnings for tax credits:
« TCERTXCRD1
Thisisthetax credit payment earning. It was paid per pay period and accumulated over the tax year.
« TCEROVRD

This element was used for overriding the normal tax credit amount for one pay period. It was entered
using positive input. However, the tax credit was actually paid using the normal earning TC ER TXCRD1
and you do not see the earning TC ER OVRD in the payroll results.

Note. Do not use the tax credit earnings from April 1, 2006.

Viewing Delivered Elements
The PeopleSoft system delivers aquery that you can run to view the names of all delivered elements designed
for the United Kingdom. Instructions for running the query are provided in PeopleSoft Enterprise Global
Payroll 9.1 PeopleBook.
See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Viewing Delivered Elements," Understanding How
to View Delivered Elements

Entering Tax Credit Information

This section discusses how to record employee tax credit information.

Page Used to Enter Tax Credit Information

Page Name Definition Name Navigation Usage

Maintain Tax Credits GBR | GPGB_EE_TAXCRD Global Payroll & Absence | Record tax credit
Mgmt, Payee Data, Taxes, | information for an
Maintain Tax Credits GBR, | employee.
Maintain Tax Credits GBR

Recording Employee Tax Credit Information

Accessthe Maintain Tax Credits GBR page (Global Payroll & Absence Mgmt, Payee Data, Taxes, Maintain
Tax Credits GBR, Maintain Tax Credits GBR).
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Maintain Tax Credits GBR

Anna Roberts EMF I KGO014 Empl Record: 0
Last Start Date 01/01/1998 HIR Employee Status: Active
Last Leave Date Pay Group: GG STD MO
Date of Birth: 06/19M1962 NI Humber: THA190662F
Business Unit:  Administration - UK Job Code: Specialist
Department: Customer Sernvices Location: Cardiff - Wales

Customize | Find | View A0 B | # Fist © fofd  Last

Tax Credit

Start Date Stop Date Daily Rate Tax Credit Reference
1|07/06/2009 [5] 0710212010 [5) [+]|[=]

Maintain Tax Credits GBR page

Tax Credits

Enter the tax credit data that applies to a payee.

Note. Only one tax credit can be running at any time. If an employee has more than one tax credit in a pay
period (thisis possible if a new tax credit is awarded for an employee with a change of daily rate, for
example), make sure that the start dates and end dates do not overlap. In the unlikely event that an employee
has more than three tax credits, you can enter more than three in the system, but the system processes and
pays only three tax creditsin any one pay period.

Start Date Enter the date from which you must start paying tax credit to an employee.
HMRC sends you a start notification by post, giving you either 14 (for weekly
paid employees) or 42 days notice (for all other employees).

Note. The start date must not be after March 31, 2006. HMRC is responsible for
payment of tax credits after this date. Global Payroll for the UK issues awarning
message if the start date is April 1, 2006 or later, but it does not prevent you
creating atax credit.

Stop Date Enter the date when your responsibility for paying tax credits to an employee
ends. HMRC notifies you of the date when they want payment to end.

Tax Credit Daily Rate  Enter the daily amount that applies to each calendar day for which you must pay
tax credit. HMRC notifies you of this amount.

Tax Credit Reference  Enter any reference that HMRC uses for the employee's tax credits.

Copyright © 1988, 2010, Oracle and/or its affiliates. All Rights Reserved. 295



Processing Tax Credits Appendix A

Stopping Tax Credit Payments

When you receive notification from HMRC to stop paying tax credits to an employee, you must stop paying
tax credit asinstructed. Also, if an employee leaves your organization, you do not have to pay tax credit from
the last day of employment. Global Payroll for the UK automatically takes this change into consideration and
stops paying tax credits accordingly.

Note. If you want to stop paying tax credit to an employee who isinvolved in atrade dispute, for example, or
because an employee is leaving within three months, you must manually stop the payment in the system.
Global Payroll for the UK does not calculate this automatically.

Y ou must show the tax credit paid on the employee's paydlip, as well as record the total tax credits paidin a
tax year for an employee on the P14 and P60 reports.

See Also

Chapter 19, "Running Payroll Reports," page 223

Overriding Tax Credit Amounts

If you need to override the normal tax credit amount defined on the Maintain Tax Credit page, create a
positive input entry for the payee. This section discusses how to enter positive input for tax credits.

Page Used to Override Tax Credits

Page Name Definition Name Navigation Usage

Positive Input GP_PI_MNL_ERNDED Global Payroll & Absence | Create the positive input
Mgmt, Payee Data, Assign | entry for a payee for a
Earnings and Deductions, selected pay period.
One Time (Positive Input),
Positive Input

Entering Positive Input for Tax Credits

Access the Positive Input page (Global Payroll & Absence Mgmt, Payee Data, Assign Earnings and
Deductions, One Time (Positive Input), Positive Input).

To create a positive input for the selected payee:
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1. Completethefields on the Action tab as follows:

Entry Type Select Earnings.
Element Name Select the tax credit override earning TC ER TXCRD1.
Action Type Select Override.

2. Complete the fields on the Main Components tab as follows:

Amount Enter the total tax credit amount for the pay period. The positive input entry
overrides all tax credits for the payee. Therefore, if the payee has multiple tax
credits, the amount entered here must include all tax credits for the pay period.

Currency Select GBP.

Note. Using positive input you can process tax credit overrides for any employee. Therefore, you must ensure
that you create positive input entries for the correct employees.

Note. Use positive input for one-time changes to tax credits only. To process tax creditsin each pay period,
define them on the Maintain Tax Credits page.

Positive input is discussed in detail in the PeopleSoft Enterprise Global Payroll 9.1 PeopleBook.
See Also

PeopleSoft Enterprise Global Payroll 9.1 PeopleBook, "Working with Positive Input"

Updating Your Process Lists After March 2006

From April 1, 2006 you should not process tax creditsin payroll. To stop Global Payroll for the UK
processing tax credits, update your payroll process lists as follows:

1. Insert anew row with an effective date of April 1, 2006.

2. Ddetethetax credit section GBR SE TAXCRD.

The payroll process list GBR PR PAYROLL that is delivered as sample data has been updated as of April 1,
2006.
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Global Payroll for the UK Reports

This appendix provides an overview of Global Payroll for the UK reports and lists summary table of al

reports.

Note. For samples of these reports, see the PDF files published on CD-ROM with your documentation.

See Also

Enterprise PeopleTools PeopleBook: PeopleSoft Process Scheduler

Global Payroll for the UK Reports: Ato Z

The following table lists the Global Payraoll for UK reports, sorted alphanumerically by report ID. If you need
more information about a report, refer to the report details in the appropriate chapter of this PeopleBook.

See Chapter 19, "Running Payroll Reports," page 223.

See Chapter 17, "Running the Banking Processes,” Running the UK Banking Processes, page 209.

BACS Net Payment List

transactions. It lists the
bank, employee 1D, bank
account information, and
amounts transferred.

Mgmt, Payment Processing,
Net Payment/BACS Audit
GBR

Report ID and Report Description Navigation Run Control Page
Name
GPGBEFTP Creates areport of BACS Global Payroll & Absence | GPGB_RC BACS REP

GPGBEFTS
Net Payment Summary

Summarizes employees’ net
pay. It includes the bank
account information and net
pay amount.

Global Payroll & Absence
Mgmt, Payment Processing,
Net Payment/BACS Audit
GBR

GPGB_RC_BACS REP
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Report ID and Report
Name

Description

Navigation

Run Control Page

GPGBEOY

End Of Year Pre Validation
Report

Lists data that does not meet
the regquirements of the HM
Revenue and Customs
(HMRC) validation
standards. The report
checks payee and pay entity
data against the HMRC
standards and lists those
payees and pay entities that
have missing or incorrect
data. Thisincludes payees
with invalid NINO prefixes,
and payees an pay entities
with ECON or SCON
numbers in the wrong
format. Thereisalso an
option to check for invalid
charactersin the payee or
pay entity name and address
fields.

Use this report to identify
invalid data before you
submit end of year returns.
However, you can also run
thisreport at any time
during the year to check for
invalid data.

Global Payroll & Absence
Mgmt, Year End
Processing, EOYR Pre
Validation GBR, EOYR Pre
Validation

GPGB_RNCTL_EOY

GPGBEPTD

Element Summary (period)

Summarizes total earnings
and deductions for a group
of payees. The elements are
grouped by user-defined list
sets.

Global Payroll & Absence
Mgmt, Absence and Payroll
Processing, Reports,
Element Summary Report
GBR

GPGB_RNCTL_ES

GPGBEYTD

Element Summary (year to
date)

Summarizes year-to-date
earnings and deductions for
agroup of payees. The
elements are grouped by
user-defined list sets.

Global Payroll & Absence
Mgmt, Absence and Payroll
Processing, Reports,
Element Summary Report
GBR

GPGB_RNCTL_ES

GPGBGTNA
Grossto Net

Reconciles your payroll.
Y ou can run thisreport at
any time during the tax
year.

Global Payroll & Absence

Mgmt, Absence and Payroll
Processing, Reports, Gross
to Net GBR

GPGB_GPSQR_PNL
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Report ID and Report Description Navigation Run Control Page
Name
GPGBHLE Evaluates earnings based on | Global Payroll & Absence | GPGB_GPSQR_PNL3
High/Low Earmers an element that you select. | Mgmt, Absence and Payroll
9 Processing, Reports,
qu example, you can use High/Low Earners GBR
this report to display all
employees who earned
more than 2,000 GBP as
basic pay for a specific
period, or to display those
employees who received a
tax refund during a specific
period.
GPGBP11A Liststhe National Insurance | Global Payroll & Absence | GPGB_GPSQR_PNL
contributions section of the | Mgmt, Absence and Payroll
Pl1-Patl P11 form. Processing, Reports, P11-
Part 1 GBR
GPGBP11B Liststhe PAYE incometax | Global Payroll & Absence | GPGB_GPSQR_PNL
section of the P11 form. Mgmt, Absence and Payroll
P11 - Pat2 Processing, Reports, P11-
Part 2 GBR
GPGBP11C Liststhe tax credits section | Global Payroll & Absence | GPGB_GPSQR_PNL
of the P11 deductions Mgmt, Absence and Payroll
P11 - Part 3 working sheet. Processing, Reports, P11-
Part 3 GBR
GPGBP14 P14: Summarizes at theend | Global Payroll & Absence | GPGB_GPSQR_PNL
P14/PE0 of the year each employee | Mgmt, Absence and Payroll
for whom any tax and Processing, Reports,
National Insurance P14/P60 GBR
contributions were payable.
P60: Employee's Certificate
of Pay, detailing income tax
and national insurance.
GPGBP32 Employer's payment record | Global Payroll & Absence | GPGB_GPSQR_PNL
P32 that lists required details Mgmt, Absence and Payroll
each time an employer Processing, Reports, P32
makes a payment. GBR
GPGBP35 Employer's Annua Return | Global Payroll & Absence | GPGB_GPSQR_PNL
P35 that provides totals of all Mgmt, Absence and Payroll
statutory elementsincluding | Processing, Reports, P35
PAY E tax and National GBR
Insurance Contributions at
the end of the year.
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Report ID and Report Description Navigation Run Control Page
Name
GPGBP45 Issued to an employee who | Global Payroll & Absence | GPGB_RUNCTL_P45
Pa5 leaves your employment. Mgmt, Absence and Payroll
Thisreport details current | Processing, Reports, P45
tax information as of the GBR
date of last payment and
includes the employer's tax
reference details required by
the tax office and employee.
GPGBP46C Submitted to HM Revenue | Global Payroll & Absence | GPGB_RC P46C
Pa6(Car) and Customs (HMRC) Mgmt, Absence and Payroll
every quarter for employees | Processing, Reports,
with acompany car. P46(Car) GBR
GPGBPSLP Use this pageto generatea | Global Payroll & Absence | GPGB_PSLIP
Print Payslip set of result tablesvyhich Mgmt, Pa_tyslips, _
can be used as abasis for Create/Print Payslips GBR,
internal or external paydip | Paydip Print
printing.
GPGBPVE Listsresults of data Global Payroll & Absence | GPGB_RNCTL_VE
Validation Exception validation checks for Mgmt, Absence and Payroll
general employees. The Processing, Reports,
(payroll) report can be run beforeor | Validation Exception
after apayroll processing, Report GBR
depending on the
information you want to
validate. Full validation is
only possible when payroll
has been processed.
GPGBSVE Lists results of data Global Payroll & Absence | GPGB_RNCTL_VE
— . validation checks for Mgmt, Absence and Payroll
2/ gﬂfgézzﬁgsvpggy starters and leavers. The Processing, Reports,
report can be run beforeor | Validation Exception
after apayroll processing, Report GBR
depending on the
information you want to
validate. Full validationis
only possible when payroll
has been processed.
GPGBRPRF Displays the information Global Payroll & Absence | GPGB_GPSQR_PNL?2
Profile Report that you definein the Mgmt, Absence and Payr_oll
profile. Processing, Reports, Profile
Report GBR
See Also

Chapter 19, "Running Payroll Reports," page 223
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A

Absence Certificate Details page 176, 180
absence certificates 180
Absence Data page 175, 177, 191
Absence Data page - Payee Absence Exceptions
190
absence earnings 40
absence entitlement 184, 187
absence mapping 48
absence notifications 180
absence processing results 190
absence reasons
defining 47
setting up 47
Absence Reasons GBR page 47
absences
defining 39
overriding average earnings 185
recording employee 175
recording employee data 177
setting up reasons 47
statutory, processing 169
statutory maternity pay 187
statutory take elements 178
stillbirths 187
terms 45
user defined data 184
viewing absence details 190
absence schemes
defining 39
occupational maternity pay (OMP) 48
occupational sick pay (OSP) 48
absence takes 39
accumulators
loans processing 66
share schemes 57
Add Deduction Recipients page 203
Additional Information page - Absence Data
176, 182
additional payments, entering 290
additional voluntary contributions (AVCs) 137
Add Payslip Messages GBR page 214
adoption dates 186
Adoption Dates page 177, 186
alternate work schedule 46
Apply Template to Paygroup GBR 54
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