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1 Installing ODB Payroll v14.1

The ODB Payroll version 14.1 should be installed af  ter you have completed all
payroll runs for the 2013 Tax Year, but before you generate the P30 returns for
Month 12, or carry out your year-end procedures for the 2013 Tax Year

1.1 Create backup file
The first step in the installation process is to backup your existing payroll data.
¢ Start up your existing version (2013) of ODB Payroll.

¢ Select Payroll | Backup payroll data , and follow the usual procedure for
backing up your payroll database.

¢ Close down ODB Payrall.

1.2 Install V14.1 Upgrade

Please follow the installation instructions below carefully and ensure that you have
exited the Payroll before you commence the installation.

1.2.1 Installation using CD.

4 Insert the ODB Payroll CD into your CD Rom drive. This CD is designed to
run automatically.

¢ Click the Next button to move between steps.
Please note that ODB Payroll Version 14.1 can be placed in any folder of your
choosing. The default position for this installation is C:\Program Files\CMIS Payroll.
In order to change the location either type in where your payroll is currently or use
the Browse button to select it. If in doubt please contact your IT administrator for
more information. In addition if you are not administrator on your machine the
installation may not happen and you may need to contact your IT administrator.

' 1 B
i5) Setup - QDB Payroll [

Select Destination Location
Where should ODB Payroll be installed?

| Setup will install ODE Payroll into the following folder.,

To continue, dick Mext. If vou would like to select a different folder, dick Browse.

Browse...

At least 13,5 MB of free disk space is required.

< Back || Mext = ]| Cancel
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Folder Exists l-_l

{

| The folder:
C:\Program Files\CMIS Payroll

already exists. Would you like to install to that folder anyway?

¢ Click Yes to continue with the installation.

F@SE‘tup-ODBPH}'m““ i l_ li,:l =1

Select Start Menu Folder
Where should Setup place the program's shortcuts?

! i Setup will create the program's shortouts in the following Start Menu folder,

To continue, dick Mext. If you would like to select a different folder, dick Browse.,

EEEIEEII Browse...

< Back ][ Mext = ]l Cancel

Select Additional Tasks
Which additional tasks should be performed?

Select the additional tasks you would like Setup to perform while installing ODB Payroll,
then dick Mext.

Additional icons:

¢ Please insert a tick in Create a desktop icon and then click Next.
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[ 8 Setup - ODB Payroll __ =] ) |

Ready to Install
Setup is now ready to begin installing ODE Payroll on your computer,

Click Install to continue with the installation, or dick Back if you want to review or
change any settings.

Destination location:
C:\Program Files\CMIS Payroll

Start Menu folder:
QDB Payroll

Additional tasks:
Additional icons:
Create a desktop icon

[ <Back |[ install | |

Cancel

b

¢ Click Install to finish the process.
Once the installation setup is finished you will see the following screen.

§
15 Setup - ODB Payrall

l — | — . T—

Wizard

icons,

Click Finish to exit Setup.

| FEinish |

Completing the ODB Payroll Setup

Setup has finished installing QDB Payroll on your computer,
The application may be launched by selecting the installed

¢ Place atick into the Launch ODB Payroll in order to start the Payroll. Then
click Finish in order to complete the installation of ODB Payroll V14.1.
When the payroll application starts, you can check that the installation has
been successful by selecting the Help | About Admin option on the main
menu. The following screen will be displayed, indicating that the required

¢

version for the 2014 Tax Year is in place:
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o A=
ODE Paproll Yersion 14.1 [Tax Year 2014)

Copyright € 1997-2013 ODoherty Biz

kodules loaded

L) ata
& a L a
G:G:ﬁ:ﬁ :‘ :
=

[ atabaze Options [reland ArcctCore
Fayroll Reports GndCornm

¢ Closethe Help | About dialog box and connect to your payroll database.

¢ The start-up procedure will now make some database changes to support the
new SEPA format for electronic credit transfers. Thiswill happen even you
you do not have any bank accounts set up and do not pay your employees by
EFT. A number of messages like the following one may be displayed on the
screen during this process:

Problems with stuctune -
Table [EEEENRGES =

lgnare
Colurmn | Problemn

BEIC Colurmn iz not present
BIBAM  Colurn iz not present

(¥ Fi the table using & copying technique
[the data contained in the table iz preserved)
(" Fix the table by deleting it and then recreating it
[any data contained in the table is lost]

Additional columng
The follawing columns were found in the table and are not
required by ChIS. Select any vou wish to delete.

¢ IMPORTANT: You must click the Fix button for each of these messages. If
you click Ignore, the system will not be set up correctly for the 2014 Tax Y ear

1.2.2 Installation using Download file.

ODoherty.Biz Payroll upgrade for 2013 is now available to download from
http://www.odoherty.biz/downloads/SetupPayroll.exe.

Click Next to move between steps.
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[ {8 setup - ODB Payroll =)

Password
This installation is password protected.

Flease provide the password, then dick Next to continue, Passwords are
case-senative,

Password:

| < Back |[ Mext = ll Cancel |

L%

Please enter the Password which is entered on the email you received. Simply copy
the password and paste it here. Once this has been completed click Next to
continue.

Please note that ODB Payroll Version 14.1 can be placed in any folder of your
choosing. The default position for this installation is C:\Program Files\CMIS

Payroll . In order to change the location either type in where your payroll is currently
or use the Browse button to select it. If in doubt please contact your IT administrator
for more information. In addition if you are not administrator on your machine the
installation may not happen and you may need to contact your IT administrator.

[ ) setup - ODB Payroll =S

Select Destination Location
Where should ODB Payrall be installed?

| Setup will install GOB Payroll into the following folder.

To continue, dick Mext. If you would like to select a different folder, dick Browse.

Browse...

At least 13.5 MB of free disk space is required.

< Back |L Mext = ]l Cancel
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Folder Exists L-_J

f

| The folder:
- C:\Program Files\CMIS Payroll

already exists. Would you like to install to that folder anyway?

Click Yes to continue with the installation.

[ setup -oos Poyrot i LT R (B

Select Start Menu Folder
Where should Setup place the program's shortouts?

! i Setup will create the program's shortcuts in the following Start Menu folder,

||
To continue, dids Next, If you would like to select a different folder, dick Browse.
ODE Payroll Browse...
I
||

< Back ][ Mext = ][ Cancel

Click Next.

select Additional Tasks
Which additional tasks should be performed?

Select the additional tasks you would like Setup to perform while installing QDB Payroll,
then dick Mext.

Additional icons:

Please insert a tick in Create a desktop icon and then click Next.




ODB Payroll V14.1

i3 Setup - ODB Payrall

Ready to Install
Setup is now ready to begin installing ODE Payroll on your computer,

Clidk Inztall to continue with the installation, or dick Badk if you want to review or
chanage any settings.

Destination location:
C:'\Program FilesCMIS Fayroll

Start Menu folder:
QDB Payrall

Additional tasks:
Additional icons:
Create a deskiop icon

< Back ” Install || Cancel

b

Click Install to finish the process.
Once the installation setup is finished you will see the following screen.

i T B
15 Setup - ODB Payroll [

Completing the ODB Payroll Setup
Wizard

Setup has finished installing QDB Payroll on your computer,
The application may be launched by selecting the installed
icons,

Click Finish to exit Setup,

I | Enish |

Place a tick into the Launch ODB Payroll in order to start the Payroll. Please select
Finish in order to complete the installation of ODB Payroll V14.1.
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I Y o e W Yt )
Fle View Help

N=[] =] el R e N E AP =TT
£lan(2] we| =@
D] 4 |5|R]| S %2

For Help, press F1 NUM a9

You have now successfully installed your ODB Payroll V14.1.

When you have finished the upgrade process, you should check immediately to
ensure that the installation has been successful. To do this, open the ODB Payroll
application in the normal way. Then select Help | About Admin . The following
screen should appear, indicating that the version number has changed to Version
14.1:

é ODEB Payrol Werzion 14.7 [T ax vear 20714)

Copyright 2 1337-201 3 O Dobkerty Biz

Modules loaded

X i

Databaze Optians Ireland AcctCore

= = E

Payroll Feports GridCornm

¢ Closethe Help | About dialog box and connect to your payroll database.

¢ The start-up procedure will now make some database changes to support the
new SEPA format for electronic credit transfers. Thiswill happen even you
you do not have any bank accounts set up and do not pay your employees by
EFT. A number of messages like the following one may be displayed on the
screen during this process:
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13

Problems with structure
Table |(E=EIERyS

Fix

_loroe|

lgnore

Colurnn | Problemn
BRIC Colurnn i not present
BIB&M Colurnt iz niot present

{%" Fix the table using a copying techhique
[the data contained in the table iz preserved)
(" Fix the table by deleting it and then recreating it
[ary data contained in the table is lost]

Additional columns

The following columns were found in the table and are not
required by CMIS. Select any you wish to delete.

IMPORTANT: You must click the Fix button for each of these messages. If
you click Ignore, the system will not be set up correctly for the 2014 Tax Y ear

Import v14.1 Report Templates

ODB Payroll v13.1 contains new report templates which must be imported into your
payroll database. Carry out the following steps:

14
14

* & 6 O O o o o

* & & o

Select Reports | List definitions
Click on the Import button.

Browse to the drive and folder containing the ODB Payroll application. (If you
accepted the default location during the installation, this location will be
C:\Program files | CMIS Payroll.)

Select the file called Pay2014_1.rl.

Click on the Open button.

If asked to overwrite any existing templates, click on Yes to all .
Close the List definitions dialog box.

Select Reports | Form definitions

Click on the Import button.

Select the file called Pay2014 1.rf’

Click on the Open button on the Read reports dialog box. The new form
report templates are read into your database. If a message appears asking to
overwrite existing files, click on Yes to all .

Close the Form definitions dialog box.

Select Reports | Filters .

Click on Import.

Select the file called Filters2014 1.rf, and click on Open.
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¢

The new report filters are imported. Close the Filters dialog box.

10
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2 Changes for 2014 Tax Year

All changes required to the payroll system as a result of the recent budget have been
implemented.

2.1 Employer's PRSI (Classes AX and AO)

The rate of Employer’'s PRSI for these PRSI Classes, which had been reduced to
4.25% in the past few years, has now reverted to the original rate of 8.5% for the
2014 Tax Year. This rate change will be automatically implemented when you carry
out the New Tax Year procedure as described below.

2.2 ROS P35L File Version 10

The ROS P35L file has been updated to Version 10. This is the file version that must
be used for ROS returns at the end of the 2013 Tax Year.

2.3 Change in PRD rate

With effect from 1* January 2014, the 5% PRD rate will be changed to 2.5%, as
specified by PRD regulations issued by the Dept. of Finance.

2.4  Re-printing of P45 Forms

In previous versions it was not possible to print off a duplicate copy of the P45 Form
after the termination of employment. In Version 14.1 this restriction no longer
applies. If the employee loses the original copy of the P45 Form, or if you wish to
print off a duplicate copy for your records, you can re-print the P45 Form at any time.

¢ Go to Reports | Generate form report

¢ Select data type Payroll employee

¢ Select P45 form and click Generate

¢ Select the employee and proceed with the report printout in the usual way.

NOTE 1: You cannot print a duplicate P45 Form for a ‘left’ employee from the Payroll
| Statutory forms | Create ROS P45 file  screen. Only employees who are still on
the payroll are listed on that screen.

NOTE 2: If you subsequently re-instate the employee to the payroll and enter a new
Start date, a P45 Form for the previous period of employment can no longer be
generated.

2.5 SEPA format for electronic credit transfers

If you make electronic payments directly into your employee bank accounts, the new
SEPA format must be used after February 2014. (Some banks may still require you
to use the old EFT file format after that date. Please contact your bank for further
information.)

OBD Payroll Version 14.1 allows either Paypath EFT format or SEPA format to be
used in the 2014 Tax Year. Full instructions on how to change to the SEPA format
are included in a later section of these notes.

11
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2.6  Multiple periods of continuous employment

During the 2013 Tax Year some users had problems in calculating the correct Tax
and USC deductions for employees who left employment and then returned for a
second period of continuous employment, having worked for another employer
during their ‘off payroll’ period.

Downloading and importing a current P2C file is the normal way to keep an
employee’s payroll record up to date in situations like this. Sometimes an employee
can have several different periods of continuous employment within the tax year,
either with the same employer, or with a number of different employers. In order to
calculate Tax and USC on a cumulative basis, pay and tax information about all
previous employments must be available to the payroll system during a payroll run.

When a P2C file is imported, information about Tax and USC for all previous
employments is stored in the employee record, and may be viewed on the Details of
tab of the Employee window, as shown below:

= 3 =S -]
B Employees (Tax year 2013) L =] o[l . -
23 Personal E Detailz l T5 Salay and Benefits] =2 Qeductions] 3 anroll] & §ummary] LClear
Sumame |Dther Forename |&nthony Nial Staff no |455 B
Paid [Monthls ~|  PPSNo [12345674 W' On payrol =
Hodify
Tax details
Delete
Cert datei22-1 0-2013 otal prey pay i1 50418 Tatal prew tax | 506,71 —-—J
[ Tax exempt Tax basis |Cumulstive - Ty taw o |0.00
Taxrate 120.00 iy cutoff 1 {000 Taxrate 2 [41.00 Next
| usCastais 5 Previous
I USC exernpt USC pay ptd 11504.18
| USCrate 112,00 USC rate 2 {4.00
| Yily cutaff 1 10.00 iy cutcff 2 jD. ] Bemove
PRSI details
PRSI class iAD; Class &0 - Empl. cat jNormaI empl -
Prev pay for FRD |0.00 Prew PRD {000 Total LPT {0.00
o e Tax and USC details
ﬁ [ : |— L previous
Method eque > Sort code Uszerid e yments
Accho Acc name Acc type |— o
BIC IB&N
Enter a tax calculation basis to be used. Press F3 to select from a list. 14 /118

Note that these figures include any periods of employment that the employee may
have spent in your employment earlier in the tax year.

Ideally, a P2C file should be imported as soon as possible after the arrival of a new
employee during the tax year, or the return of an employee who was previously
employed by you earlier in the tax year. In some rare circumstances you may need
to manually enter this information in the fields indicated in the diagram above.

12
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3 End of year Procedure

3.1 End of year Procedure

The usual year-end of year procedures should ideally be carried out before moving
your system into the new tax year.

There are five steps in the end-of-year process

® Enter the Employer’s annual contribution to employee pension schemes
(if any) for the 2013 Tax Year.
(ii) Print P60 forms for all current employees

(iir) Generate the ROS P35L file
(iv) Upload the 2013 ROS P35L file to the ROS website.

(V) Run the New tax year procedure to prepare your database for the 2014
tax year.

(vi) Import Tax and USC data for employees from the Revenue’s P2C file

All the above steps except (iv) are carried out within ODB Payroll. The upload of the
P35L to the ROS website is carried out using the ROS-supplied software that is
imported into your computer when you register as an employer with ROS.

If it is not convenient to complete steps (i) and (iv) before the start of the new tax
year, they can be postponed until later (provided you complete them before the due
date for payroll returns). As soon as all payments for 2013 have been completed,
and the V14.1 upgrade has been carried out, you can move the system forward to
2014 Tax Year by carrying out step (v). Payroll runs for 2014 can then be made.
The previous year's returns can be completed at any time before the due date, by
switching back to the previous tax year and following the first four steps listed above.

3.2 Enter employer pension contributions

Information about employee pension contributions is recorded automatically during
each payroll run. If the employer makes any additional contributions to employee
pension funds, the total amount of this contribution must be entered for each
employee.

To enter employer pension contributions:

¢ Make sure that the 2013 Tax Year is currently selected (go to Payroll from the
main menu bar, select Payroll | Employees . This is indicated in the title bar
at the top of the Employees window:

¢ If necessary, close the Employee window, go to Payroll | Select tax year and
select Tax year 2013. Then return to the Payroll | Employees window.

¢ Click on the Summary tab.

+ If the employer made a contribution to a Retirement Benefit Scheme on
behalf of the employee currently displayed, enter the amount of the
contribution in the Retirement benefit field at the bottom left of the screen.

+ If the employer made a contribution to a PRSA Scheme on behalf of the
employee currently displayed, enter the amount of the contribution in the
PRSA field at the bottom right of the screen.

¢ Click on Modify .

13
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Note: If you made Employer contributions to either of these pension schemes in the
2012 Tax Year, these amounts are carried over into 2013 by default, so you will need
to check that the details are still correct for the current tax year

¢

¢

Browse in turn to each employee and enter the details of employer pension
contributions paid during the 2013 tax year and then select Modify to save
any changes.

Close the Employee window.

As a check on the accuracy of the pension information entered in the employee
records, you should print a report at this point.

¢

¢
¢
¢
¢
¢
¢

Go to Reports | Generate list reports | Data type Payroll employee .
Select P35 details 3 (Pension/BIK) and click on Generate.

In the Scope of report dialog, click OK.

In the Sorting and page breaks dialog, click OK.

The report is now generated. Click on Print.

Close the dialog box.

Check the details on the printout and make sure that the pension information
entered is correct.

3.3 Print P60 forms

¢

Go to Payroll | Select tax year and make sure that the currently selected
tax year is 2012, then click OK.

[ Sele_ct tax year i [ﬁr

Select tax year
Tawyear (2013 _vJ

For tax years after 2002, all currency amounts
will be in Eura.

I |l
ko e — =y

Select Payroll | End of year procedures | P60 forms

A list of employees is displayed. Employees that are no longer on the
payroll and those with no payments in the current tax year are omitted from
the list.

To print all P60 forms, click on the Select all button, then click on Print .

Close the P60 Forms dialog box.

3.4 Print the P35L report

This report gives a list of all employees with the total pay, Net Tax, PRSI and USC
details for the current tax year.

¢ Select Reports | Generate list report

¢ Select Payroll employee as the Report data type .

14
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¢ Alist of reports is displayed. Select P35L report and click on Generate .
¢ Click on OK in the Scope of report dialog box.

¢ The Sorting and page breaks dialog box is displayed. Do not change any
settings here, just click on OK.

¢ The report is generated and displayed in a list view. Click on Print to print the
report.

¢ Check the report details carefully. Note in particular the total at the bottom of the
Paye return column. This is the total amount that is due to Revenue for the
current tax year. If any errors are discovered, they should be corrected before
you proceed to the next stage of the end-of-year process.

¢ Close the report dialog box.

The ROS P35L file now contains details of Pension contributions as well as Tax and
PRSI deductions. ODB Payroll includes three reports that give a detailed listing of all
information included in P35 returns.

Il Generate list report @

v
enerate
Fieport data type |F'a_l,ll0|| employes ﬂ
C |
=) Cumnulative tatals w
= Employes details
= Emplayes list
= List of employees
B2l P3EL details 1 [Persanal]

(= P35L details 2 [T ax/PRSI)
[ P25L details 3 [Penzion/BIK)
=1 P35L report

(= Paymerts and deductions list

P35 reports are found when you Select Report Generate List report where the data
type is Payroll employee :

0] P35L details 1 (Personal)
(i) P35L details 2 (Tax/PRSI)
(iir) P35L details 3 (Pension/BIK)

3.5 Print the P30 summary

This report gives a list of monthly payments already made to the Collector-General
and may be required during the year.

Select Reports | Generate list report

Select Payroll month as the Report data type .
Select P30 summary and click on Generate .
Click on OK in the Scope of report dialog box.

A message about sorting and page breaks is displayed. Click on OK.

* & & o oo o

The report is generated and displayed in a list view. Click on Print to print the
report.

¢ Close the Generate list report dialog box.

15
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Note: If you are using v13.1 or later versions of ODB Payroll, the total returns shown
in the P30 summary will correspond exactly with your total liability for Tax, PRSI and
USC, as shown in the P35L report. The system now automatically detects any
discrepancies arising from large tax rebates or revisions to previous month payment
data, and takes them into account when calculating the P30 returns for each month.
Manual revisions to P30 totals to take account of over- or under-payments are no
longer necessary

3.6 Create the ROS P35L file

Before you create the ROS P35L file, you need to register with the Revenue-Online
Service (ROS). This will configure your computer so that ROS files can be uploaded
to the ROS website. When you install the ROS software, a C:\ROS folder will be
created on your computer. All ROS return files generated by ODB Payroll will be
written to this folder.

To create the ROS P35L file, carry out the following steps:
¢ Select Payroll | End of year procedures | Create ROS P35f ile.

CEMGIN Reports  Options  \Window  Help
Emplovees, .,
List access...
Pavroll run,..

-

Skatutory Forms
Importiexport data 3
End of year procedures Print PED Farmm:

Backup payroll data. ..
Restore payroll data. ..
Select bax vear. ..

Mew bax year,
Read tax credits fils. .

¢ The following dialog box is displayed:
Generate ROS P35L file —

F35L detailz
Tax year (2013

[ Al payments far this tax year have been completed

[ P35L report has been printed and checked

[ P30 summary report has been printed and checked
* QOriginal P35 " Amended P35

Target |C:\ROSSPIELNA000081L_2013 O.P35 Select target..

Tick the firgt three checkboxes ta verify that these stepz in the end-of-year
process have been completed, then click on Generate to create diskette.

. T

¢ The three checkboxes must be ticked to confirm that those steps have already
been carried out. The Generate button at the right of the dialog box will remain
disabled until this has been done.

¢ The ROS system allows two types of P35L files. The first time you create the
ROS P35L file click on the Original P35 radio button. If you subsequently
discover errors or omissions in the original ROS return file, an Amended P35 file
may be submitted.

16
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¢ The recommended target folder for ROS P35L files is C:\ROS\P35L\. When you
create this folder and select it as the location for storing ROS P35L files, the
target folder details will be saved and automatically displayed each time you
select this option in the future. So it is necessary to select the target folder once
only.

¢ Click on the Select target button.

¢ Use the Look in field, select your computer’s C:\ drive, then select the ROS
folder:

¢ If you have already made P35L returns to ROS, the P35L folder will already exist.
Otherwise, click on New folder , which creates a new sub-folder within C:\ROS\

r - -
=% Select target folder — ) lé]
otbind) [ || « Windows7_05 (C) » ROS » v | 44 ||| Search ROS ol

e e .
Organize v New folder =y 0O @
A Favonies _:. MName ° Date modified
B Desktop CertBackup 07/07/2011 07:07
& Downloads [New Folder| 12/12/2012 15:36
=l RecentPlaces |2 . P45 16,/11/2012 11:09
RosCerts 07/07/2011 07:07
= Libraries Mo preview
available.
"M Computer
(s Windows7_0S (C
—a Local Disk (D:)
(i Drive E (E3)
= Nata (F a1 L k
File name: 1234567T 2012 0.P35 ~  |ROSP33SL files (.P35) -]
| Open jv] | Cancel |

A

¢ Change the name of the new folder from New folder to P35L.

. Double-click on the yellow icon at the left of the P35L title. This causes the
P35L folder to be selected in the Look in field at the top of the screen:

i r |
63- Select target folder lé]
- .
e; - <« Windows7_05 (C) » ROS » P35L - | ¢ Search P35L § o) |
u—iil—— e ——— | || =
Organize = Mew folder Bz > -IQ'
T e e .:_ Mame Date modified
B Desktop Mo items match your search.

4 Downloads

£l Recent Places |z

i Libraries Select a file
to preview
‘M Computer
(il Windows7_0S (C
i Local Disk (D)
(i Drive E (E:) .
= Data (F3 il 1 L
File name: 12345677 2012 _0.P35 - |RDS P335L files (*.P35) vl
| Open 1v] | Cancel |

¢ Click Open.
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¢ You are returned to the Generate ROS P35L dialog. Check that the Target field
contains the correct path name. It should be shown as
C:\ROS\P35L\EmployerRegNo_TaxYear_FileType.P35.

For example, if your Employer Registration Number is 1234567T, and the tax
year is 2012, the Target field should appear as
C:\ROS\P35L\1234567T_2012_0O.P35.

Generate ROS P35L file

F35L detailz
Tax year (2013

v Al paprents for this taxs pear have been completed

LCloze
Generate

v P35L report bas been printed and checked

[v P30 summary report bas been printed and checked
* Original P35 " Amended P35

|l

Target |C:\ROSYP35LL000081L_2013 0.P35 Select target..

Tick this checkbow to vernify that all the P35 summary haz been printed.

LN T T

¢ Click on Generate.

¢ Your employee data is now validated. If any employee record is incomplete, then
the P35L file cannot be generated. For example, if an employee’s PPS Number
is not known, it is necessary to enter the employee’s address and date of birth. If
any problems are encountered, a message such as the following will be
displayed:

] The PPS Mo and Date of birth For employvee Coleman, Bernand are both blank, IF the PPS Mo is not known, the
. emplovee's date of birth and home address must be included,

¢ The P35L file cannot be created until the missing information has been entered.
Go to Payroll | Employees , select the employee in question, and enter a PPS
No, or the employee’s address and date of birth. Both of these fields appear
under the Personal tab on the Employee window. (Where the PPS No is known
it is not necessary to enter employees’ dates of birth.)

¢ The validation procedure also checks that each PPS No in the system is unique.
It is not permissible to have more than one record for each employee in the
database. Any employee records that have duplicate PPS Numbers listed
causes the ROS P35L file not to be generated.

¢ When the validation check is completed successfully, the ROS P35L file will be
created in to the designated folder. When the process is complete, a message
will be displayed, as follows:
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F;ﬂ\a:ill'r'lin &J‘

I The P35 file CAROS\P35LN000081L_2013_0.P35 has been successfully
. created.

|
U

¢ Click OK to close the dialog box.

3.7 Upload P35L file to ROS website
¢ Exit from ODB Payroll.

¢ Use the ROS software to upload the file to the ROS website. The instructions for
carrying out this step are available from ROS.

3.8 Creating an Amended P35L file

The ROS system allows an employer to upload only a single Original P35L file for
any single tax year. If, after the original file has been uploaded, you discover that it
contained some errors or omissions; it is necessary to generate an Amended P35L
file.

¢ Select Payroll | End of year procedures | Create ROS P35L file.

¢ Tick the three checkboxes to indicate that these required steps have been
completed.

¢ Tick the Amended P35 radio button. Note that the file name in the Target field is
changed automatically to reflect the file type:

GeneratERDSFE'-SLﬁIE‘ ol ¥ ‘~ Y E L
[~ P35L details

Taw pear 2012

v Al paymernts for this tax vear have been completed

‘

LCloze

i

Generate

¥ P3EL report has been printed and checked
W P30 summary repart haz been printed and checked

[ 53 weekly payments in this tax pear

" Original P35 & Amended P35 Selecttarget..

Target [CROSYPIELNI234567T_2012 4 P35

:

m Specify whether this iz an anginal or an amended P35 file

Generate the amended P35L file.

Close the Generate ROS P35L file dialog box.

Exit from ODB Payroll.

Use the ROS software to upload the file to the ROS website.

* & o o
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In the unlikely event that further amendments need to be made to the employee data
for 2013, ROS will allow multiple amended P35L files. However, only a single
Original P35L file will be permitted.

3.9 New tax year

This next step prepares your system for the 2013 Tax Year. Employee payment
totals are set to zero, and the Tax and PRSI regulations for the new tax year are
read into your database.

¢ Select Payroll | End of year procedures | New tax year . The following dialog
box is displayed:

r—NE'.-«' tax year I&w

Settingz : i
Mew tax year (2014 Currenicy |Euro

Y ¥ | J Cancel
Start date |071-01-2074 Enddate |31-12-2014 El

Weeks |52 El tonths |12 El

D ezcription

Thsz procedure will prepare all employes records for the new tax
. year. Click on 0K to proceed.

. —

¢ Click OK.

¢ Your database will now be prepared for the 2013 tax year. For each employee
in the database who is not On payroll at the end of the old tax year, a message
will be displayed, asking if the record should be deleted from the new tax year.

- N
Admin —

=% Employee no XRXXKXKXX is rarked as left. Do you wish to

. retain this employee record in the new tax year? H

L=
+ If the employee has permanently left and is unlikely to return to your employment

in the new tax year, you should delete the record by selecting No. (The
employee details for the old tax year will of course remain in the system.)

3.10 Read the tax credits (P2C) file

This is the last step in the preparation for the new tax year. The P2C file must be
downloaded from the ROS website.
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For more information on the benefits of the ROS services and on how to register
please visit the Revenue website www.revenue.ie or phone the ROS helpline at
1890 20 11 06

To import the tax credit information into your payroll database, carry out the following
steps:

¢ Select Payroll | Select tax year to make sure that you are in the 2013 tax year.

' N
Select tax year @

Select tax vear
Ok
Tax vear [EIESERTEEREE] _
Cancel

2M2: Tarvear 20012 -
2013 T aw vear 2013
For tax yeal I ER SRR ]
will be in Evuro.

Select the tax year required. Press F3 to select
fram a list.

LS

¢ Change the tax year selected if necessary, then click OK.

¢ Select Payroll | End of year procedures | Read P2C file . (The option is also
on the Payroll | Import/export data  sub-menu.)

¢ Use the Look in field to locate the C:\ROS\ folder containing the latest tax credits
file downloaded from the ROS website.

¢ Select the required file and click on Open.
¢ Employees found in the P2C file are shown in a list view.

¢ The Found column indicates whether a corresponding record was found in your
database to match the Staff Id or the PPS no of the diskette records.

NOTE: Itis essential to make a printout of the information before you proceed, so
that the tax credit and cut-off point information can be checked for each employee.
To print the details, right-click on the list view and select Printing | Print from the
pop-up menu.

¢ Click on Update to read the information into the employee records in the
database.

¢ Close the dialog box.

¢ Select Payroll | Employees and check under the Details tab to verify that the
information has been recorded. There may be some unmatched records due to
incorrect Staff Id’s in the Tax Credits file, and it will be possible to enter the
information into the employee record from the printout.

3.11 Check 2014 Tax Year Calendar

The structure of the 2014 Tax Year is shown in the Data | Tax and PRSI details |
Tax year structure dialog box.

Before you proceed with any payroll runs within the new tax year, you should check
that the default structure corresponds with the timing of your weekly or fortnightly
payroll runs within the 2014 calendar year. Certain months of the year will have four
weekly payroll runs; others will have five payroll runs. To take account of leap years
you will occasionally have 53 weekly payroll runs in a tax year. These settings will
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vary from one employer to another, depending on the day of the week in which you
carry out your payroll run.

¢ Check the 2014 calendar and identify the dates of your weekly payroll run within
each month of the year.

¢ Select Data | Tax and PRSI details | Tax year structure.  The default setup is
shown below:

B Tax year structure (Tax y=ar 2014) lé]
Manths
Filter: all data Closs ‘

baonth | Start week | End week | Modify

1 1 4 —

2 5 8 Clear

3 g 13

4 14 17

5 18 21

B 22 26

7 27 30

g K| 34

| 35 33

10 40 43

1 44 47

12 48 53

Details

tonth Start El: End El:

Select a month to wiew or modify the week range.

L

Note that the five-week months are March, June, September and December. Note
also that the structure allows for six weekly payments in December, to take account
of a possible 53-week year.

¢ If necessary, revise the week range for each month. For example, you may have
5 weekly payments in May, and only 4 payments in June. In that case

(i) Select Month 5 (i.e. May)

(i) Change the End week to 22 and click Modify
(iif) Select Month 6 (June)

(iv)Change the Start week to 23 and click Modify

¢ If the 2014 Tax year has only 52 payroll runs, you can also change the End week
of Month 12 to 52.
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4 Credit Transfer Files (SEPA format)

The existing file format for electronic file transfer (EFT) will not be accepted by most
banks after February 2014. It will be replaced by the SEPA xml format, which allows
debit and credit transfers to be carried out on an EU-wide basis. The SEPA file
format for credit transfers has been fully implemented in OBD Payroll V14.1.

Before you can generate SEPA xml files from your payroll system, a number of initial
steps must be carried out, as follows:

(i) Enter OIN, BIC and IBAN data for your Employer bank account

(i) Enter BIC and IBAN data for each employee who is paid by electronic file
transfer

(i) Switch the file transfer system from EFT to SEPA format

4.1 Enter OIN, BIC and IBAN for Employer bank accou nt
. Select Data | Bank accounts from the main menu.

+ Select a bank account in the list view. The bank details are shown in the
Details section of the screen. Note that a number of new fields have been
added to the Bank accounts screen:

-
Bark accounts
Filker: all data lese
Usercode | User name | Acc no | Acc name | Sort code | Ref no | File name Mew
433475 ODcherty Biz Academy 42101714 ODoherty dcademy 986110 CACMIS PATLIME,
Modify
] [
Clear
Details
Uszerid 493475 Usger name |ODoherty Biz Academy
Afcno |421 01714 Afc name |DDOherty Academy
Sort code |336110 Fief info |
[ Use SEPA farmat Dutput file |E: SERIS PAYLIMEADE DA ademy. et
DI | BIC |
IB&N | Message Id |
Created | Exec date |

. Enter the OIN, BIC and IBAN for your bank account. This information is
available from your bank

. Click Modify .
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i " Bank ac

— Bank account

Filter: all data
Uzer code I U zer name I Acc no I Acc name I Sort code I Ref no I File name
493475 0D cherty Biz Academy 42101714 ODoherty Acadery 986110 CALCMIS Pal

<

— Details

Uszerid |4934?5 Uszer name |ODwoherty Biz Academy

Al no |421 m74 A/ name IDDohert_l,l Academy
Sart code ISSB‘HD Ref infa |
¥ Use SEPA format Output file |

DIN [23232 BIC |ULSBIE1DR
BN [IE10<YZBS56300481 35138 Message Id |

Created I Exec date I

¢ Note that for the moment the Use SEPA format checkbox should not be
ticked.

4.2 Enter Employee BIC and IBAN data
. Select Payroll | Employees

. Click Browse and select the first employee who is paid by electronic file
transfer.

. Click on the Details tab.
. Enter the BIC and IBAN for the employee’s bank account
* Click Modify .

4 Personal E Details |FEE Salary and Benef\ts' =1 Deduct\onsl = anlo\ll Summary Clear
I Sumame lGraena Forename |Marga|et Staff ho le Diorie:
Paid [w/eekly v| FPSMa| W O payrol

Podify

L Ech:::jsateh 012-2m2 Tatal prev pay ID fi] Total prev kax IU-UU ‘_“_lgalala
[~ Tax exempt Tax haslsm iy tax o IW
Tarrate 1 12000— Yily cut-off 1 W- Taxrate 2 |41.00 Megt
USC details Brevious |
[~ USC exempt UsCpappd [000 USCtexyd [000
Uscratelfzoo  UsCiaezfens  usCte3froo
ipeotoff 11003600 vdpowaff2 [TEDTED0 Remave
PRSI details
PRSI chss [A1;Clss1  w|  Emplcat[Nomalempl  w| [ lness benefit
Frev pay for PRD (0,00 Frew FRD |0.00 Total LFT |0.00

Payment method

Method |Paypath - Sorl code [351144 Userid [433475; ODohery Biz & |
Accho |7 BAE Aoo name Ao bype ICunent afc _:!
BIC [AIBAIEZDH3 |BAM |IEB4DHYAS2132575321146
Select the payment frequency for this employee. Press F9 to select fram a ligt 17108

. Repeat this procedure for each employee who is paid by electronic file
transfer.
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4.3 Switching from EFT text format to SEPA xml form  at

When you have completed the steps described in sections 4.1 and 4.2, you are ready
to generate credit transfer files in SEPA format. But first you must change the file
format setting on your Employer bank account.

. Go to Data | Bank accounts .

. Select the required bank account in the list view
. Tick the Use SEPA format checkbox.

. Click Modify

4.4 Generating SEPA Credit Transfer files

. At the end of a payroll run, go to Payroll | Import/export data | Generate file
for electronic payments

. Select the required bank account in the User id drop-down list

. Note that the Execution date , Pay period (i.e. Frequency) and Period
number of the most recent payroll run will be automatically displayed. Check
this information carefully. In particular, check that the Frequency and Period
number are correctly shown.

. Click Generate list . A list of all employees due for payment is shown in the
Payments list view.

NB: The SEPA credit transfer file for a particular payroll run can be uploaded to
your bank once only . If you generate and upload the SEPA file, having forgotten to
include an employee who is normally paid by electronic file transfer, that employee
will have to be paid by cheque on this occasion. (If you generate the file, but
discover your error before the file is uploaded to the bank, the system will display a
warning message, but allow you to generate the file again. The new version will
overwrite the previous one.

. The Exec date is set to today’s date by default. You can request a different
execution date for the file if preferred. For example, to postpone the execution
of the credit transfer for three days, double-click on the Exec date field to
display the pop-up calendar, select the required execution date and click OK.

* Next, the target drive and folder for the SEPA files must be selected. Click the
Target button, browse to the desired drive and folder and click Open.

IMPORTANT: Do not edit the File name shown on the Select target folder screen.
The system will automatically generate a suitable file name according to SEPA
specifications

. The selection of a Target folder for SEPA files is a once-off task. Your folder
selection will be saved, and will be displayed automatically the next time you
open this dialog box

. You may also add some text in the Other inf o field (this is optional).
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i Generate bank transaction file

¢

* & & o

)

 Tranzaction file details
Cl
Userid [493475; ODchety Biz Academy v Exec date [1410413 =] _ G|
I te list
Pay period IWeekIy ﬂ Wieek ISB ﬁ ﬂl
Qther info |Week 36 payrall Output file |C:\SEPA‘\123455?T2EI1 S IEPAIMOOT, wr Target |
— Paymentz
Create file |
Staff no | Mame | Acc no | Sort code | Faid | Period | Pay date | Met pay |
004 Bazcombe, Jacob 89734334 986244 Weekly 36 12102013 400,30
oo Greene, Margaret 71237546 951144 Weekly 36 05102013 56276 Freview |
ooz Canavan, Paschal 37506823 933317 Weekly 36 05102013 &87.68
Fririt |
Select the payment frequency of the required payrall run. Prezs F9 ta select frarm a list.

Click the Create file button. A message will be displayed, confirming that the

file has been created:

Click OK
Now click Print to produce a hard copy of the transaction details

Finally, Close the dialog box

The SEPA file can now be uploaded. Follow the instructions received from

your bank to complete this step.

IF‘ﬁucfm_irll' a - nm X “‘

SEPA Credit Transfer file CASEPAVL23456TT2013W36PAINOOT el
successfully created.
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