IRIS Payroll Business / Bureau Payroll - Attachment of
Earnings (AEO) Guide

IRIS Payroll has the facilities to cope with a variety of attachment of earnings order.
Here we will cover:

¢ Council tax attachments - CTAEO

e Child support agency Deduction from earnings order - DEO(CSA)
e Direct earnings attachment - DEA

e Earnings arrestment orders (Scotland) - EAO

e Fines - fixed deduction AEO.

e Priority Order

e Non Priority Order

Types of Attachment

The behaviour of the attachment deduction will vary depending on the “Type” selected.
It is important that you select the correct type, depending on what attachment
instructions you have received.

This table summarises the differences between types:

Attachment Deduction Based J Total Amount | Protected Earnings Unpaid Deductions
Type on Value or % Tier § Payable? Applied? Brought Forward

‘ DEO (CSA)

‘ Earnings Arrestment % Tier

Automatically set to 60%
of deductable earnings

‘ Priority Order ‘ Value ‘ Yes | Yes ‘ Yes

Direct Earnings (DEA) - Percentage | | % Tier




Notes:

Where designated “% Tier” IRIS Payroll will select the correct deduction
percentage based on an employee after tax/NI earnings. These % tier bandings
are specified by HMRC, the details can be found in the “HMRC" tab in payroll.
Where total amount payable is designated “No”, these are considered ongoing
deductions with no total balance for the employee to pay back. These should be
continued until the issuing body sends a stop deduction notification.

Protected earnings specifies a lower limit of net pay. If an attachment uses
protected earnings it will not take any deduction that would cause the
employees net pay to fall below this value.

Where unpaid deductions brought forward is designated “Yes"”, any amount that
cannot be taken from an employee due to protected earnings will be carried
forward to future pay periods.

Setting up an Agency/Beneficiary

Before

configuring the employee deduction you should save the details of the

beneficiary for the attachment in IRIS Payroll.

To set up new beneficiary details go to “Company” > “Payments & Deductions” >
“AEO/Beneficiary Details":
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Click “Add New”

[2] configure AEC/Reneficiary Agency Details X

I | Manme | Address Banlk/Building Soc. Mame

There are no ikems ko show,

Edit [| Add New- |] . Cose | | Help

Fill in as many details as you can about the beneficiary and click “Save”

Making an Attachment of Earnings type available to use

Before you can assign an employee an AEO you will need to make sure it is configured
for use in your software.

By default the system will make available options for:

e Council Tax

e DEO CSA

e Earning Arrestment

e Fines (Fixed Deduction AEO)
e Admin fee.

If you have received an instruction to take deductions for any other type of AEO you will
first need to add the appropriate type to the “Configure Attachment of Earnings
Orders” list.

Go to “Company” > “Payments & Deductions” > “Configure Attachment of Earnings
Orders".



(NSBCBE)*

Employee Company Pension Pay Repaorts Online filing HMRC Year-end Rollback

=] e
K B P 2w Re
G0 31 | £
Create Mew Delete Company Departments Holiday Global Payroll Payments & | Hourly
Company Company Details Setup Changes Calendar | \Deductions = Rates
Company Management Company Settings GE Configure Payments & Dedudtions
@ Companies 2 Configure Attachment of Earnings Orders
— . .
— i@ | Configure Pensions
Employees =
|m] | AEOQ/Eeneficiary Agency Details
rFiIter ] I I D I q E:' Pension Fund Details
r 1 - -

Click on “Add New"

2] Configure Attachment of Earnings Orders x
o < Mame Type
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On the next window type in a name for the deduction, this is what will show on the

employee payslips. From the drop down menu select the type of attachment you want
to use:

|7 create attachment of Earnings Order X

Attachment of Earnings Onder

RET |DEA -E

Type: | Direct Eamings Attachment - Percentage [=)

Council Tax

Eamings Aurrestment [Scotland]
DED [C54) I
3aWE |DEQ (054 - % PEP

Fines [Fixed Deduction AED)
Priarity Order
Mon Priority Order
iDirect E arnin tachment - Percentage
Direct E armings Attachment - alue [£]
Admin Fee




Click “save”. The attachment is ready to be assigned to an employee.

Attachment of Earnings configuration tab

Attachment of earnings orders are configured in employee details “AEQ” tab, this is one
of the sections under “Pay Elements”.

To access this, double click on the employee in the left hand side bar. Open the “Pay
Elements” tab. Then open the “AEO” tab:

4] Employes Details - Craig Mary (10}

Surnanme |Eraig | Caode | 10 |

Forename 1 |Mar_l,' ||::'EI:'E'"“'“EV'It |Eleaning |

Personal  Tax & NI | Pav Elements | pay Method  To-Dates  Absence  Motes
Salam & Ratez  Pay Dedensiuns FPenzion Refz  Loans

o s Marne Year To-date Type

- =None

To add an AEOQ, click on the text <None> and select the appropriate attachment option
from the drop down menu.

Personal Tax & MI | Pay Elements | pay Method  To-Dates  Absence  Motes

Salamy & Rates  PayDeds  AEOD . Penzions  Pension Ref:  Loans

o s Mame Year To-date Tvpe

16:Council Tax - 0.00: Council Tax

<MNone

................... adrmin Fes

(==

Earnings Arrestment
................... Prioriky Order

With the correct AEO type showing in the list we can now edit the specific details for this
employee. Click on the appropriate line for the AEO you wish to configure and then click
llEditlI



i 7 Mame Year To-date Tvpe Issue Dake

16:Council Tax 0.00:Council Tax

<hane x>

| Edt |

You will then see the AEO details window where we can configure further details to
match the instruction to make deduction e.g. Issue Date, Outstanding Balance,
Protected Earnings, etc.

m Create ' Council Tax ' x
~ Options
lssue Date: | | ﬂ
Original Amant: | 0.00|
Outztanding Balance: | |:|_|:||:||
‘Year To-date: | 0.00|
Agency/Beneficiay: | <Nane> -]
| |
Admin Fee:
Save oK | Cancel || Hep |

Configuring Employees’ Attachments

Council Tax (CTAEO):

On the employees’ AEO tab:

e Select the “Council Tax” AEO type.

¢ Highlight the new council tax entry and click “Edit”

e Setthe “Issue Date” as per your instruction to make a deduction.

e Set“Original Amount” to the total amount the employee has to repay.

e Set“Outstanding Balance” to the amount the employee has left to pay (when
setting up a new AEO “Original Amount” and “Outstanding Balance” will
normally be the same.)

e Select the “Agency/Beneficiary” you have set up



e Tick “Admin Fee” if you wish to charge the employee the allowed £1
administration fee.
e RIS Payroll will use the following % tier selection:

&k Fines(Fixed Deduction AEO) 2=l
Effective from Apnl 2007
Wieekly Het Monthiy Het
Earnings Earnings
Fram To Rate From To Rate
0.00 55.00 0.00% 0.00 220.00 0.00%
55.M 100,00 3.00%: 220m 400.00 3.00%
100.01 135.00 5.00% 400.01 S40.00 5.00%
135.M 165.00 T.00% 240.01 GE0.00 7.00%
165.M 260000 1200% BEOOT1 104000 12.00%
2600 370000 A7.00% 104001 148000 17.00%
Above Above
17.00% of the first 370,00 and 17.00% of the first 1480.00 and
R0.00% of the remainder. B0.00% of the remainder.
|

m Create ' Council Tax ' x |
~ Optionz
lssue Date: |08/07/2015 - A
Original Amont; | 1 5IJEI.EIEI|
Outstanding B alance: | 15I:||:|_EIEI|
ear To-date: | EI.EIEI|

Agency/Benefician | Council Tax Example -

| Save | ] | LCancel || Help |

Save these details and continue running payroll as normal. IRIS Payroll will calculate the
appropriate deduction to take based on their net pay. With each deduction the value in
“Outstanding Balance” will reduce (updated when you calculate pay OR save
variations). Once this reaches zero the attachment will automatically stop.

Deduction Earnings Order Child Support Agency (DEO)

On the employees’ AEO tab:

e Select the “DEO (CSA)" AEO type.
e Highlight the new CSA entry and click “Edit”
e Setthe “Issue Date” as per your instruction to make a deduction.



e Type in the “Deduction Amount” as per your instruction to make a deduction.

e Enter the "Employee Reference Number” if known.

e Select the “Agency/Beneficiary” you have set up

e Tick “Admin Fee” if you wish to charge the employee the allowed £1
administration fee.

e Under “Protected Earnings Options” type in the “Normal” value to match the
specified value for protected earnings as listed on the instruction to make

deduction.
B create ' csa X

~ Optionz
lzzue Date; | 06/07/2015 | ﬂ
Stop Date: | |ﬂ
Deduction Amaunt; | S?E.EIEI|
Employee Reference |EMPE|954585 |
Mumber:
Year To-date: | D.DEI|
Agency/Bensficiany: C54 Example -
Admin Fee: W

~ Protected E amingz Options

Marmal | 250,00

Brought Forward: | D.EID|

Deduction Walue

Brought Fornward: | I:I'E":I|
L..oave i | Ok || Cancel || Hep |

Save these details and continue running payroll as normal. IRIS Payroll will calculate the
appropriate deduction based on the value of the deduction up to the protected
earnings limit. Any value that cannot be taken due to protected earnings will be saved
under “Deductions Value Brought Forward"”. Deductions brought forward will be
taken when the normal deduction value can be taken in full and the employee hasn't
reached the protected earnings “Normal” value.

If you receive a notification to stop this deduction, return to this screen:

e Set“Stop Date” to match the stop notification you have received.



Deduction Earnings Order Child Support Agency 60% Protected Earnings (DEO -
60% PEP)

On the employees’ AEO tab:

e Select the “DEO (CSA) - % PEP” AEO type.

e Highlight the new CSA entry and click “Edit”

e Setthe “Issue Date” as per your instruction to make a deduction.

e Type in the “Deduction Amount” as per your instruction to make a deduction.

e Enter the “Employee Reference Number” if known.

e Select the “Agency/Beneficiary” you have set up

e Tick “Admin Fee” if you wish to charge the employee the allowed £1
administration fee.

e Protected earnings will be automatically set as 60% of the employees’ deductible
earnings.

Bl create ' cse 50% PEP x

~ Dptiohz

Issue Date: DBA07/2015 ﬂ
Stop et 1A

Deduction Amount: | Faail EIEI|

Erploves Reference |EMP551821 |
Mumber:

‘Year To-date: | D_UU|
Agency/Benefician: CS4 E0% PEP Example| -
Admin Fee:

~ Protected E amings Options

Mormal: | B0% of deductible eamings |

Deduction W alue
Brought Farward: | D'DD|

| Save | aK | LCancel || Help |

Save these details and continue running payroll as normal. IRIS Payroll will calculate the
appropriate deduction based on the value of the deduction up to the protected
earnings limit. Any value that cannot be taken due to protected earnings will be saved
under “Deductions Value Brought Forward”. Deductions brought forward will be
taken when the normal deduction value can be taken in full and the employee hasn't
reached the protected earnings “Normal” value.

If you receive a notification to stop this deduction, return to this screen:

e Set“Stop Date” to match the stop notification you have received.



Direct Earnings Attachment (DEA)

On the employees’ AEO tab:

gk Direct Earnings Attachments {DEA) 7| x|

Select the “DEA” AEO type.

Highlight the new DEA entry and click “Edit”

Set the “Issue Date” as per your instruction to make a deduction.

Set “Original Amount” to the total amount the employee has to repay.

Set “Outstanding Balance” to the amount the employee has left to pay (when
setting up a new AEO “Original Amount” and “Outstanding Balance” will
normally be the same.)

Select the “Agency/Beneficiary” you have set up

Tick “Admin Fee” if you wish to charge the employee the allowed £1
administration fee.

Protected earnings will be automatically set as 60% of the employees’ deductible
earnings.

IRIS Payroll will use the following % tier selection:

Effective from & April 2014

e |

Wwheekly Met M onthiy Het
E arningz E arningz
From | Ta | Rate From | T | Fate

0.oo 100,00 0.00% 0.0 430,00 0.00%
100.01 160,00 300% 430,01 590,00 300%
160.01 220000 S 00%. F90.01 950,00 S00%
2200 270000 T O0%. 50,01 116000 700%
2700 arson 11 .00% 116001 161500 11.00%
s 520000 15.00% 1615.01 224000 1500%
52001 | Exceeding | 20.00% 224001 Exceeding| 20.00%




B create 'DES %

~ Optionz
lzzue Date; | 06/07/2015 | ﬂ
Stop Date: | |ﬂ
Original Armaunt: | 15EIEI.EIEI|
Outztanding B alance: | 15EIEI.EIEI|
Year To-date: | D.DEI|
Agency/Beneficiany: DE& % Example o

)

~ Protected E amingz Options

Marmal: | E0% of deductible eamings ‘

Brought Forward: | D.EID|

Deduction Walue |

Brought Fornward: I:I'E":I|

Save | 0k | LCancel ||

Help |

Save these details and continue running payroll as normal. IRIS Payroll will calculate the
appropriate deduction based on the appropriate % tier up to the protected earnings
limit. Any value that cannot be taken due to protected earnings will be saved under
“Deductions Value Brought Forward"”. Deductions brought forward will be taken when
the normal deduction value can be taken in full and the employee hasn't reached the
protected earnings “Normal” value. With each deduction the value in “Outstanding
Balance” will reduce (updated when you calculate payroll or save variations). Once this
reaches zero the attachment will automatically stop.

Earning Arrestment (EAO Scottish)

On the employees’ AEO tab:

e Select the “Earnings Arrestment (Scotland)” AEO type.

e Highlight the new EAO entry and click “Edit”

e Setthe “Issue Date” as per your instruction to make a deduction.

e Set“Original Amount” to the total amount the employee has to repay.

e Set“Outstanding Balance” to the amount the employee has left to pay (when
setting up a new AEO “Original Amount” and “Outstanding Balance” will

normally be the same.)

e Select the “Agency/Beneficiary” you have set up



e Tick “Admin Fee” if you wish to charge the employee the allowed £1
administration fee.
e RIS Payroll will use the following % tier selection:

gl Earnings Arrestments Rates ilﬁl

Effective from 6 April 20M5

Wwheekly Met M onthiy Het
Earningz Earningz
From | Ta | Deduct From | Ta | Deduct
0.0a 10617 0.00 % 0.0a 460.06 0.00 %
10618 38374 10.00% 46007 1BE283 19.00%
38375 STES2 23.00% 166289 250000 23.009%

Above 576,92 Aboyve 2500.00
23.00% of the first B76.92 and 23.00% af the first 2500.00 and
A0.00% of the remainder, A0.00% of the remainder,
Help | Cloze
Bl create Earnings Arrestment ' x

~ Optionz

lssue Date: ||:||3;|:|?,42[|15 | ﬂ

Original Amont; | 22EIEI.EIEI|

Outstanding B alance: | 22I:||:|_EIEI|

Year To-date: | EI.EIEI|

Agency/Beneficiant | Eamings Arestment Exe v |

BACS Reference: | |

v

] -| LCancel || Help |

Save these details and continue running payroll as normal. IRIS Payroll will calculate the
appropriate deduction to take based on their net pay. With each deduction the value in
“Outstanding Balance” will reduce (updated when you calculate payroll or save
variations). Once this reaches zero the attachment will automatically stop.



Fines (Fixed Deduction AEO)

On the employees’ AEO tab:

e Select the “Fines (Fixed Deduction AEO)" type

e Highlight the new fines entry and click “Edit”

e Setthe “Issue Date” as per your instruction to make a deduction.

¢ Set“Original Amount” to the total amount the employee has to repay.

e Set“Outstanding Balance” to the amount the employee has left to pay (when
setting up a new AEO “Original Amount” and “Outstanding Balance” will
normally be the same.)

e Select the “Agency/Beneficiary” you have set up

e Tick "Admin Fee” if you wish to charge the employee the allowed £1
administration fee.

e RIS Payroll will use the following % tier selection:

g Fines(Fixed Deduction AED) 2xl
E ffective from April 2007
Wwieekly Met M anthly ket
Earnings Earnings
From | Ta | Rate Fram | Ta | Rate
il 5500 0.00% it} 220.00 0.00%
2501 100.00 3.00% 22001 400.00 3.00%
10001 135.00 5.00% 400.01 240.00 5.00%
13501 1685.00 7.00% 540101 BE0.00 7.00%
1652.01 260,000 12.00% BEOOT | 104000 12.00%
260001 FF0.000 17.00% 104001 148000 17.00%
Above Above
17.00% of the first 370.00 and 17.00% of the first 1480.00 and
80.00% af the remaindsr. 80.00% af the remaindsr.
|
- ~
m Create ' Fines Fixed ' x
~ Optionz
lssus Date: ||:||3;|:|?;2m 5 | ﬂ
Original Amont; | k1| 5|j|_[|[||
Outstanding B alance: | k1| 5|:|_[|[||
Year To-date: | |:|_E|E||

Agency/Beneficiant | Fines Fived Example -

| Save | ] | LCancel || Help |

Save these details and continue running payroll as normal. IRIS Payroll will calculate the
appropriate deduction to take based on their net pay. With each deduction the value in



“Outstanding Balance” will reduce (updated when you calculate payroll or save
variations). Once this reaches zero the attachment will automatically stop.

Priority Order

On the employees’ AEO tab:

e Select the “Priority Order” AEO type.

e Highlight the new entry and click “Edit”

e Setthe “Issue Date” as per your instruction to make a deduction.

e Enter the “Deduction Amount” as per your instruction to make a deduction.

e If you have been supplied with a fixed amount for the employee to repay, tick
“Use Outstanding Balance” to active the “Original Amount” and “Outstanding
Balance” fields. If left unticked this will be an ongoing deduction.

e Select the “Agency/Beneficiary” you have set up.

e Tick “Admin Fee” if you wish to charge the employee the allowed £1
administration fee.

e Under “Protected Earnings Options” type in the “Normal” value to match the
specified value for protected earnings as listed on the instruction to make

deduction.
m Create ' Priority Order ' x |
~ Options
Issue Date: |05/07/2015 | A
Deduction Amaunt: | EED_DEI|
Original Armout: | 55I:||:|_I:|EI|
Outztanding B alance: | 55I:|EI_EIEI|

ze Outstanding Balance:

“ear To-date: | EI.EIEI|
Agency/Beneficians: Friority Order -
Adrin Fee: J

~ Protected Earmings Options

Marmal: | EEEI.EIEI|
Brought Forward: | I:I_I:IEI|
Deduction Yalue | D.DD|

Brought Forward:

Save ak | LCancel || Help




Save these details and continue running payroll as normal. IRIS Payroll will calculate the
appropriate deduction based on the value of the deduction up to the protected
earnings limit. Any value that cannot be taken due to protected earnings will be saved
under “Deduction Value Brought Forward". Deductions brought forward will be taken
when the normal deduction value can be taken in full and the employee hasn’t reached
the protected earnings “Normal” value.

With each deduction the value in “Outstanding Balance” will reduce (updated when
you calculate payroll or save variations). Once this reaches zero the attachment will
automatically stop.

Non Priority Order

On the employees’ AEO tab:

e Select the “Non Priority Order” AEO type.

e Highlight the new entry and click “Edit”

e Setthe “Issue Date” as per your instruction to make a deduction.

e Enter the “Deduction Amount” as per your instruction to make a deduction.

e If you have been supplied with a fixed amount for the employee to repay, tick
“Use Outstanding Balance” to active the “Original Amount” and “Outstanding
Balance” fields. If left unticked this will be an ongoing deduction.

e Select the “Agency/Beneficiary” you have set up.

e Tick "Admin Fee” if you wish to charge the employee the allowed £1
administration fee.

¢ Under “Protected Earnings Options” type in the “Normal” value to match the
specified value for protected earnings as listed on the instruction to make
deduction.



I] Create ' Mon Priority Order '

~ Optionz
Issue Date: 06/07/2015 A
Deduction Amount: | EIEEI.EIEI|
Original Amount: | 2?ED_DD|
Outstanding B alance: | 2?‘5I:I_EIEI|
Uze Outztanding Balance:
rear To-date: | D.DD|
Agency/Beneficiany: Man-Priarity Order | =
Adrnin Fee: M

~ Protected E armingz Options

Marmal: | EI?E.EIEI|

| ak. | | LCancel

Help

Save these details and continue running payroll as normal. IRIS Payroll will calculate the
appropriate deduction based on the value of the deduction up to the protected
earnings limit. Any value that cannot be taken due to protected earnings will be ignored.
With each deduction the value in “Outstanding Balance” will reduce (updated when
you calculate payroll or save variations). Once this reaches zero the attachment will

automatically stop.




Charging the Administration Fee

If you wish to charge the employee the £1 administration fee for processing an
attachment, as well as ticking the option as shown above, you also need to add to the
employee AEO tab the “Admin Fee” type:

Salay & Fates  PayDeds | AED | Pengions  Pension Fef:  Loans

I 7 Mame Year To-date Type Issue Date
16: Council Tax 0,00 Council Tax 060712015
20 Adrin Fee 0.00: Admin Fee
22254 60%: PEP 0.00:DEC (C5A) - % PEP 080712015
24 DERA % 0.00:Direct Earnings Attachment - Percentage:  0&/07)2015
=MNane=

With this option in place, IRIS Payroll will take an additional £1 off the employee per AEO
present with the admin fee option ticked:

16 Council Tax 1545.00
20 Admin Fee 2.00
22 | C5A BO% PEP 275000
24 DEA % oa6. 74




