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Furlough Payments 

This document aims to give you guidance on processing Furlough payments in IRIS Payroll, 

making it easier to calculate what you can claim back from the government using the 

Coronavirus Job Retention Scheme. The information contained herein was correct at the time of 

publishing but is subject to change as HMRC define the furlough legislation. 

Further information can be found here.   

Summary of Changes 

1. Identify the pay element(s) you have used to make furlough payments 

2. Identify the pay element(s) you have used to make top-up payments 

3. Enter furlough dates for your furloughed employees 

4. Print the new furloughed employees report. The report shows all employees’ furlough pay 

for a selected range of pay periods, including their employer’s NI and employer’s pension 

reclaim values. The report will calculate your companies claim values for entry into the HMRC 

Job Retentions Scheme Portal 

5.  Create an output file that is suitable for upload to the Job Retention Scheme Portal. Like the 

report, the output file will include all your furloughed employees with their associated claim 

value 

Note: 

It is important that you identify the pay element(s) you have used to make furlough payments 

and you enter your employees’ furlough dates so that we can calculate your JRS claim accurately. 

If you made top-up payments, you must also identify the pay element(s) you used for this.  

If you do not wish to identify separate pay elements for furlough pay, we can still help you create 

an output file. To do this you must enter your employees’ furlough dates. We cannot guarantee 

the reclaim values produced on the report or in the output file where you have not identified the 

furlough payments separately. 

 

  

https://www.gov.uk/guidance/claim-for-wage-costs-through-the-coronavirus-job-retention-scheme
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Salaried Employees 

For salaried employees we recommend you create a new payment with a name that is easily 

identifiable e.g. Furlough Payment or Furlough Payment 80%. 

To do this: 

1. From the Company menu, select Payments & Deductions | Configure Payments & 

Deductions 

2. Click Add New  

3. In the Name field enter your identifiable description 

4. Ensure Type is set to Payment  

 

5. Ensure the following are selected: 

▪ Taxable 

▪ Niable 

▪ Pensionable Earnings 

▪ Qualifying Earnings 

6. Click Save then OK 

Once saved you can use the new payment to pay your employees 80% of their usual pay. 
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Things to consider 

▪ You will have to alter the normal payment (e.g. salary) each time you process payroll. 

Alternatively, you could temporarily set the salary to zero in the employee’s record. If you 

want to continue paying your furloughed employee 100% of their pay, we advise that you 

follow the steps above to create a Furlough 20% payment and pay the 20% of salary 

against this payment/deduction. 

We will not be able to calculate your NI and pension reclaim amounts accurately unless 

you do so 

▪ If you do not set/adjust standard values in the employee details, you need to enter or 

import the furlough payment each pay period  

 

▪ If you process costing in payroll, you will have to assign a nominal code to the new pay 

element. To do this go to Company | Accounts Link | Configure Accounts Link | 

Payments/Deductions tab and enter a nominal code for the furlough payment 

Hourly Paid employees 

For hourly paid employees, we recommend you create a new pay rate with a name that is easily 

identifiable e.g. Furlough Payment or Furlough Payment 80%. 

To do this: 

1. From the Company menu, choose Hourly Rates 

2. Click Add New 

3. In the Name field enter your identifiable description 
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4. To indicate that the new hourly rate is part of Qualifying and Pensionable Earnings, tick the 

following: 

▪ Pensionable  

▪ Qualifying  

5. Click Save then OK 

Things to consider 

▪ You will have to alter the normal hours paid each time you process payroll, or you 

could temporarily amend the hours/rate in the employee’s record. If your employee’s 

normal pay is 165 hours at £10 per hour, set the number of hours to zero in the 

hours/rates section and pay the employee 165 hours using the new furloughed rate, 

setting the employee’s rate to £8 per hour 

 

▪ If you want to continue paying your furloughed employee 100% of their pay, we advise 

that you follow the instructions above and create a new rate for Furlough 20%.  In the 

Salary & Rates tab, you could enter the 40 hours (using the example above) @ £2 per 

hour  

 

Employee Details 
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Original Payslip View 

 

Furloughed Payslip  
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Employer Pension Contributions 

HMRC state that you cannot claim any automatic enrolment contributions above the minimum 

mandatory employer contribution of 3% of income (above the lower limit of qualifying earnings 

which is £512 per month until 5th April and £520 per month from 6th April 2020 onwards). 

If you provide more than 3% in employer’s pension contributions and do not want to be out of 

pocket for furloughed employees, you must reduce the employer contribution. Check that your 

pension scheme rules allow you to reduce your employer’s contributions first. 
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How much money do I claim? 

You will receive a grant from HMRC to cover the lower of 80% of an employee’s regular wage or 

£2,500 per month, plus the associated Employer National Insurance contributions and minimum 

automatic enrolment employer pension contributions on that subsidised wage. 

How to report on what I can reclaim 

Furlough Payment paid separately 

If you have paid the furlough payments separately to your employees, the following steps can be 

followed to create a file to send to HMRC: 

1. In Employee | Alter Current Employee, on the Tax & NI tab for the individual, click Enter 

Furlough Dates.  Enter Start Date and End Date (repeat this process for the relevant 

employees). End Date can be left blank if Furlough is ongoing. If no dates are entered and 

the employee has a furlough payment, then the file will assume that the employee is 

furloughed for the full period 

2. Click OK 
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3. Go to Company Details and select the Furlough button 

 

4. Select the Furlough tab 

5. From the Payments/Deductions section and Rates section, select any payments/rates used 

to pay Furlough payments to employees 

6. If you have topped up employees pay (e.g. paid a top up payment to make pay 100%), select 

any top up payments/rates 
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7. Select the Start Period and End Period for the calculation 

In the Claim Data Range section, enter the Claim Period Start Date and Claim Period End 

Date. If the Reclaim payment is to be made to the company bank account, in the Bank 

Account Holder section, tick Use Company Bank. If the Reclaim payment is to be paid into 

a personal bank account, ensure Use Company Bank is not ticked and fill in your bank 

details  

8. In the Company section, one of the following must be selected: 

▪ Company Registration Number 

▪ Corporation Tax UTR 

▪ Self-Assessment UTR  

Company Registration Number or Corporation Tax UTR will be populated automatically 

from Company Details 

9. Select Create File. The file will be created in <payroll install folder>/Furlough/<Company 

Number 

Furlough Payment not paid separately 

If you have not paid furlough payments separately to employees, the following steps can be 

followed to create a file to send to HMRC: 

1. Manually calculate Furlough Reclaim, Employer’s NI Reclaim and Employer’s Pension reclaim 

values (See HMRC Furlough Calculation Guidance video here) 

2. Select the relevant employee and choose the Tax & NI tab 

3. Click Enter Furlough dates  

 

4. Enter the Start Date and End Date 

https://www.youtube.com/watch?v=Viq4AgwozMk&list=PL8EcnheDt1zhTsyhT9ak3xiXnmlvbHJJV&index=4
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5. Then click Save and Close 

6. Go to Company | Company Details and select the Furlough button 

7.  Select the Manual Submission tab 

8. Enter the Start Period and End Period for the calculation 

9. In the Claim Date Range section, enter the Claim Period Start Date and Claim Period End 

Date 

If the Reclaim payment is to be made to the company bank account, in the Bank Account 

Holder section, select Use Company Bank. If the reclaim payment is to be paid into a 

personal bank account, ensure Use Company Bank is not ticked and fill in your bank details  

10. In the Company section, one of the following must be selected: 

▪ Company Registration Number 

▪ Corporation Tax UTR 

▪ Self-Assessment UTR  

Company Registration Number or Corporation Tax UTR will be populated automatically 

from Company Details 

11. Under the Reclaim Values section, enter the following that have been manually calculated: 

▪ Amount claimed for furlough pay 

▪ Amount claimed for Employer’s NI 

▪ Amount claimed for Employer’s Pension 

The Total Claim Value field will be populated automatically 

12. Select Create File. The file will be created in <payroll install folder>/Furlough/<Company 

Number> 
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Pensions 

HMRC state that you cannot claim any automatic enrolment contributions above the minimum 

mandatory employer contribution of 3% of income (above the lower limit of qualifying earnings 

which is £512 per month until 5th April and is £520 per month from 6th April 2020 onwards). 

Employee is furloughed for part of a pay period 

If an employee is furloughed part way through a pay period, only a portion of the employer’s NI 

and employer’s pension will apply to the furlough payment. 

Assuming a monthly paid employee with annual salary of £24,000 is being paid in April 

2020/2021. The employee is paid from April 1st to April 30th, works Monday to Friday and is 

furloughed from Monday 13th. The employee has 12 working days and 18 furloughed days in 

April. The employee in this example is on NI Letter A and has contributed 3% to an Automatic 

Enrolment scheme on earnings above £520. 

 

Normal pay £2,000 / 30 * 12 £800.00 

Furlough pay (£2,000 / 30 * 18) * 80% £960.00 

Total Pay for month 1  £1,760.00 

Employer’s NI on Gross of £1,760  £141.86 

Employer’s Pension on Gross of £1,760  £37.20 

Proportion to claim back 

You can claim back the proportion of the NI and pension associated with the furlough payment. 

Employer’s NI 

(£800 + £960 - £732) * 13.8% = £141.86 

£141.86 / 30 * 18 = £85.11 

Employer’s Pension 

Furlough Pay is £960 

£960 – (£520 / 30 * 18) = £648 

£648 * 3% = £19.44 
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Paying Employees 100% of Pay  

If you are paying employees 100% of pay while furloughed, you will have to work out how much 

employer’s NI and employer’s pension you can claim back. 

You could run the payroll with an 80% payment or maximum of £2,500 per month, print the 

payroll summary and pension report and then run the payroll with 100% payment. The reports 

printed originally will show how much you can reclaim. 

You could run the payroll with 100% payment and later check what the NI would have been on a 

payment of 80%/£2,500 maximum payment using the Quick Calculator. 

A manual calculation will be necessary to determine how much employer’s pension you can 

claim. 

Example 

I pay an employee £3,500 (which is 100% pay). NI Letter A. Pension is 3% above £520. £2,500 is 

identified in the payroll as a separate payment element. 

Employer’s NI is £381.98 

Employer’s Pension is £89.40 

Furlough Reclaim is: 

Employer’s NI:   £2,500/3,500 * 381.98 = £272.84 

Employer’s Pension:  £2,500 – £520 * 3% = £59.40 

Employee Payment:  £2,500.00 

Therefore, I can only reclaim:  £2,500.00 + £272.84+ £59.40 = £2,832.24 

Employment Allowance 

 

 

 

 

 

 

 

  

Note: If you are claiming Employment Allowance, you must not claim Employer’s NIC until you 

have met your threshold. For instance, if you are claiming £4,000 Employment Allowance and 

the Employer’s NIC due is less than £4,000, your Employer’s NIC claim will be nil. 
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What information do I need to make a claim? 

To claim for furloughed individuals, you will need the following: 

To claim, you will need: 

▪ Your employer PAYE scheme reference number 

▪ The number of employees being furloughed 

▪ National Insurance Numbers for the furloughed employees 

▪ Names of the furloughed employees 

▪ Payroll/employee number for the furloughed employees (optional) 

▪ Dates each employee was furloughed 

▪ The claim value per employee 

▪ Your Self-Assessment Unique Taxpayer Reference, Corporation Tax Unique Taxpayer 

Reference, Company Registration Number or Employer Name (as appropriate) 

▪ The claim period (start and end date) 

▪ Amount claimed (per the minimum length of furloughing of 3 consecutive weeks) 

▪ Your bank account number and sort code 

▪ Your contact name 

▪ Your phone number 

As advised in this document, you need to calculate the amount you are claiming. HMRC will 

retain the right to retrospectively audit all aspects of your claim. 

If you use an agent who is authorised to act for you for PAYE purposes, they will be able to make 

a claim on your behalf. If you use a file only agent (who files your RTI return but doesn’t act for 

you on any other matters) they won’t be authorised to make a claim for you and you will need to 

make the claim yourself. Your file only agent can assist you in obtaining the information you 

need to claim (which is listed above). 

Useful Links 

HMRC are endeavouring to make the claim process as straightforward as possible, for further 

information see:  

▪ Guidance to claim for wage costs through the CJRS 

▪ Guidance to work out 80% of your wages to claim through CJRS  

▪ CJRS calculator 

  

https://www.gov.uk/guidance/claim-for-wage-costs-through-the-coronavirus-job-retention-scheme
https://www.gov.uk/guidance/work-out-80-of-your-employees-wages-to-claim-through-the-coronavirus-job-retention-scheme?utm_source=050b4a63-453d-4aed-93ce-67e981006b92&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.tax.service.gov.uk/job-retention-scheme-calculator/?_ga=2.181034020.2091949645.1587402281-387771673.1586716679
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Temporarily Stop Direct Earnings Attachments (DEA) 
The Department of Work and Pensions (DWP) is writing to employers asking them to temporarily 

stop benefit debt repayments. You should not take any DEA deductions from your employees’ 

pay in April, May or June 2020. You will be told if this will be extended. 

To do this in IRIS Payroll 

1. Select the employee from the sidebar 

2. From the Employee Details, go to the Pay Elements tab 

3. Select the AEO tab 

4. Highlight the DEA and click Edit  

5. Take note of the Outstanding Balance. You will need to re-enter the value when advised to 

start taking the deductions again, currently planned for July 2020 

6. Set the Outstanding Balance to zero 

7. Click OK and save your changes 

For more information see: https://www.gov.uk/government/publications/direct-earnings-

attachments-an-employers-guide 

https://www.gov.uk/government/publications/direct-earnings-attachments-an-employers-guide
https://www.gov.uk/government/publications/direct-earnings-attachments-an-employers-guide
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Additional Software and Services Available 

IRIS AE Suite™ 

The IRIS AE Suite™ works seamlessly with all IRIS payrolls to easily manage auto enrolment. It will assess employees as 

part of your payroll run, deduct the necessary contributions, produce files in the right format for your pension provider* 

and generate the necessary employee communications.   

IRIS OpenPayslips 

Instantly publish electronic payslips to a secure portal which employees can access from their mobile phone, tablet or 

PC. IRIS OpenPayslips cuts payslip distribution time to zero and is included as standard with the IRIS AE Suite™.  

IRIS Auto Enrolment Training Seminars 

Choose from a range of IRIS training seminars to ensure you understand both auto enrolment legislation and how to 

implement it within your IRIS software. 

Useful numbers 

HMRC online service helpdesk HMRC employer helpline 

Tel:  0300 200 3600 

Fax:  0844 366 7828 

Email:  helpdesk@ir-efile.gov.uk 

Tel:  0300 200 3200 

Tel: 0300 200 3211 (new business) 

Contact Sales (including stationery sales) 

For IRIS Payrolls For Earnie Payrolls 

Tel:  0344 815 5656 

Email:  sales@iris.co.uk 

Tel:  0344 815 5676 

Email: earniesales@iris.co.uk 

Contact Support 

Your Product Phone E-mail 

IRIS PAYE-Master 0344 815 5661 payroll@iris.co.uk 

IRIS Payroll Business 0344 815 5661 ipsupport@iris.co.uk 

IRIS Bureau Payroll 0344 815 5661 ipsupport@iris.co.uk 

IRIS GP Payroll 0344 815 5681 gpsupport@iris.co.uk 

IRIS GP Accounts 0344 815 5681 gpaccsupport@iris.co.uk 

Earnie or Earnie IQ 0344 815 5671 earniesupport@iris.co.uk 

 

IRIS HR is a trademark.  

© IRIS Software Group Ltd 11/2019.  

All rights reserved. 

 


