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Job Retention Scheme

This document aims to give you guidance on processing Furlough payments in Earnie IQ, making
it easier to calculate what you can claim back from the government, using the Coronavirus Job
Retention Scheme (JRS).

The calculation is suitable for:

1. Monthly, weekly, two weekly and four weekly paid employees
2. Full pay period furlough

3. Full pay period furlough with top-up payments

4. Part pay period furlough

5. Part pay period furlough with top-up payments

Further information can be found here.

Summary of Changes

—_

Identify the pay element(s) you have used to make furlough payments
2. ldentify 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 company’s 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 make top-up payments, you must also Identify the pay element(s) you have used to make
top-up payments.

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

Preparation - Create New Pay Elements

If you have already created separate pay elements using our previous advice go to Step 1

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 Alter Payments / Deductions

2. Click Add New and choose No when asked if you would like to use the Wizard

ﬁ Settings for Furlough Pay

1D Mo, - Mame  |Furlough Pay

Payment or Deduction
I Payment

Category

IAppIy Before Tax & NI Calculation

Type
IVaIue

% Seftings ...
Fange Check
I MHone

I;\_h_ L L E

Seftings ... |
Feport Group
I MHone LI

Clear To-date Tatals
IAnnuaIIy vI [ Less Basic Rate Tax

Drefault

I 0.0000 Bark |

[~ Pension v Qualifying Earmings
[~ Benefits in kind [¥ Pensionable Eamings
I~ Employer NI Saving

[~ Car Benefit

hat are Qualifying &
ok I

Penzionable E amings? LCancel |

3. From the Category dropdown, choose Apply Before Tax & NI Calculation as the
payment is subject to tax and NI

4. Tick the Qualifying Earnings and Pensionable Earnings boxes

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

= Ifyou do not set/adjust standard values in the employee details, you need to enter or
import the furlough payment each pay period

= [|fyou process costing in Earnie 1Q, 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 Alter Company Details

2. Select the Pay Rates tab and click Add New

B Pay Rate Settings (eS|

—Pay Rate Details

Rate D |3

M arrative ||

Armaunt I 0.0000 Fized [
Formula |<N0ne> ;I Formula |

Multiply Pay Screen Default Hours By Periods Paid r

M ational Minimum ' age/Mational Living Wage wamings [

0K | LCancel |
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You will have to indicate that the new hourly rate is part of Qualifying and Pensionable Earnings

To do this:

1. Go to the Pension menu
2. Select Configure Earnings
3. Next to the relevant Pay Rate, tick Qualifying Earnings and Pensionable Earnings

4. Then Save/OK

m Configure Earnings X
Salary I Pay/Deds
Rates Qualifying Earnings Pengionable Eamings
Basic Rate
Furlough Pay
O O
O O
O O
O O
O O
O O v
‘what are Qualifing & Pensionable E arnings? ok Save Cancel

Things to consider

= You will have to alter the normal hours paid each time you process payroll, or you could
temporarily amend the hours and rate in the employee’s record. If your employee’s
normal pay is 40 hours at £10 per hour, set the number of hours to zero in the Pay
Screen Default section and pay the employee 40 hours using the new furloughed rate,
setting the employee’s rate to £8 per hour

»= [f 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
Pay Screen Default section, enter the 40 hours (using the example above) @ £2 per
hour

= [fyou process costing in Earnie IQ and you have the Cost By Rates option set, you will
need to assign a nominal code to the new hourly rate. To do this go to Company |
Accounts Link | Configure Accounts Link | Rates tab and enter a nominal code for the
furlough payment
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Employee Details

m Employee Details - (33) Alan ARMSTRONG

General ] Salary ¢

Hourly Rates for this Employes

Taw/Ml | Pap/Deds To-Datgl Eank] Qnalysis] Auto Enrol] Pensions

=

No Rate #/Hour THUU[S £ To-Date ~
oDate
1 Manager 10,0000
2 Sales Agsiztant 0.0000
3 Cashier 0.0000
4 Security 0.0000 w
Fay Screen Default for this Employes
Hours Rate Factor Multiply by
0.00 Manager Basic 1.0000
165.00 Furlough Pay 80% Basic 1.0000
165.00 Furlough Pay 20% Basic 1.0000
Histary | Previous ‘ Hest | il LCancel
Original Payslip
ARMSTRONG Alan J
NINo: NP3734335B NIRate: A Tax Code: 12501
Month No.: 1 Employes No: 33 Department:  Cleaning Date:  26/042020
Payments Oty Rate  Amount Deductions Summary this Month
Manager 165.00 1000 1630.00 | AE EE Pension 36.50
AE EF. Pension 33.90 | Gross Nlable 1650.00
PAYE Tax 121.40
NIC 10296
Total Payments 1650.00
Total Deductions 280.86
Net Pay 1369.14
Details Grozs Nlable 1650.00 Hols Left (Days) 23.00
To-date: PAYE Tax 12140 Net Pay 1369.14
NIC 102.96
Furlough Example Limited Payable by Cash 1569.14
Furloughed Payslip
ARMSTRONG Alan J
NINo: NP373435B NIRats: A Tax Code:  1250L
Month No.: 1 Employes No: 33 Department:  Cleaning Date: 260042020
Payments Oty Rate  Amount Deductions Summary this Month
Furlough Pay 80% 163.00 8.00 132000 | AE EF Pension 30
Furlough Pay 20% 165.00 2.00 33000 | AE EF. Pension 380 | Gross Nlable 1650.00
PAYE Tax 12140
NIC 102.96
Total Payments 1630.00
Total Deductions 280.836
Net Pay 1369.14
Details Grozs Nlable 1650.00 Hols Left (Days) 2500
To-date: PAYE Tax 12140 NetPay 1369.14
NIC 102.96
Furlough Example Limited Payable by Cash 1569.14




Employer Pension Contributions

Note: For the employer pension claim value to be calculated your employer pension must be

included in a Pension Fund.

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.

iiEmpluyﬂ!Dﬂails—E}An‘ly Atlas E

ﬁenerall §a|ar_l,l| Eatesl Taw/MNl  Pay/Deds | TD-Dath Eankl Qnal_l,lsisl Auto Enn:-ll Penziong

Mo Dezcription Standard To-D ate Preriod Period Carry
Lewwer Upper Ovwer
2 EE Pension (000 56.5000 0o
3 ER Pension 10,0000 33.9000 0.00
Loan /AED Seltingsl
Histany Previous Hext Save LCancel |
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Step 1 - Identify Furlough Payments

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

To do this:

1. From the Company menu, select Company Options

2. Click the Furlough button and then select the Furlough Values tab

3. Choose the Payments and/or Rates that you are using for furlough payments. Note: Click
in the table below the word Payment or Rate to select your furlough payment from the

list presented

4. If you are making top-up payments, you must also select those payments in the Payment

and/or Rate section. Place a tick in the Top Up column for any pay elements used
specifically to make furlough top-up payments

m Job Retention S5cheme Settings

Furlaugh Claiml Bank Detail:  Furlough Values

% Uze Pay Elements  ( Enter Walues Manually

— Furlough Fay Element

Select the pay element[s] vou have uzed to make furllough payments

Payment/Deductions Rates
Mo Papment Top Up ‘ ~ Mo Fate ToplUp ‘ ~
22 Furlough Pay 80% O 7 Furlough Pay 80% O
25 Furlough Payp 20% 8 Furough Pay 20%
O O
O O
O O
O w O w
— Enter Values Manually
Amount Claimed For Furlough pay 000
Amount Claimed For Emplayer's M o.oo
Amount Claimed For Employer's Pengion oo
Tatal Claim Value 000
Create File I Print | ak | Save LCancel
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Step 2 - Enter Employee Furlough Dates

First you must configure two new diary entries
To do this:

1. From Diary menu select Set-up

2. Click Add New button

3. Set Type = Diary Entry Only

[l select A Diary Category X

Add Mew Diary Categary

Tupe IDial_l,.l Entry Only VI

Title IFurIough Start

Cancel |

4. In the Title field enter Furlough Start. You must ensure your new diary entry name is
exactly as shown i.e. Capital ‘F and Capital ‘'S’ with a space between the words

5. Add a second Diary Entry Only with a Title of Furlough End. You must ensure your new
diary entry name is exactly as shown i.e. Capital ‘F and Capital ‘E' with a space between the
words

Enter your Employee Dates.

To do this:

1. From the Employee menu, select Diary
2. Select your employee

3. Drag and drop the newly created diary entry e.g. Furlough Start to the appropriate date or
double click the date you wish and select Furlough Start from the list. You can also enter a
Furlough End date if you know it. The diary entry types can be expanded to be more than a
single day, but you should not do this. Furlough Start and Furlough End are intended to
be a single diary day

) Diary - () Scott NEWMAN

dan| Feb | Mar  Apr IMay| Jure| July | Aual Sept| Oct] Mowv | Dec|

R R [ Diary Entry - (6) Scott NEWMAN
Diary Entries
~Enty Detall
=
Description |G}
] % i
|
Fiom 06/04/2020 = To  [06/04/2020 =]
u
u
u
M s
[ Furlough Start
I FuloughEnd v
[06/04/2020 - Qualiying Day Day |
bing Dy [T
oK Carcel
of Cance |
View [Manthy -

o | see | caes |
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Import Furlough Start & Furlough End

If you have a large number of employees for whom you would like to set the furlough dates, you
may find it quicker setting up a csv file or excel file and importing the data. We have added
Furlough Start Date and Furlough End Date to the Import process.

To do this:

1. From the File - Import Data menu, select Import File
2. Select Add New and create a new import structure

3. You could configure the following import structure. Perhaps at this point you may just
need the Furlough Start Date. Note: In the following example Ignore Field has been
added because our file contained the employee’s name. If you simply have Employee
Code then Furlough Start Date you would not need this field

m Import Data E

~ Selected Field

General Options | Field ListI Field Options

Employes Code

4@+
— Structure Mame Igrore Field _l
Furlough Start Date

K&

Furlough End D ate

Dezcription IFurIoughed Employees

Eil
File

Impart File Ic:\eamieiq\furlough.txt

File Type IEomma zeperated [C5Y] LI Browse ... |
— On Impart

Create Mew Employees IWith warning LI

Create Mew Analysiz Entries IW’ith warning LI

[~ Skip Header Rows I

After Import IDD Mathing LI

[ Import Automatically on Log-in

Qg Save LCancel
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Step 3 - Print Employee Furlough Report

Print your Furlough report
To do this:

1. From the Company menu, select Company Options

2. Click the Furlough button

3. Select the Start Period and End Period for your report
4. Then click Print

5. The report will show you which employees have furlough payments, but it will not
calculate your reclaim values. You must create an output file to see your reclaim values. If
you have fewer than 100 employees, you cannot upload the file, but it will provide all the
values you need to type your data into the HMRC JRS Portal
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Step 4 - Create Output File for JRS Portal

Create the Job Scheme Retention Claim file for upload to the JRS Portal. If you have fewer than
100 employees furloughed, you can also use the values to type your data into the JRS Portal. You

will need Microsoft Excel to view the file that will be created.
You must enter one of the following

1. Corporation Tax Unique Tax Reference
2. Self-Assessment Unique Tax Reference
3. Company Registration Number
To do this:
1. From the Company menu, select Alter Company Details

2. Enter data for at least one of the required fields from the Tax Reference section

ii Company Details E

Carnpary I Tax | Bank Details | Pay Hatesl Oertime | IRIS Credentials |

— Compary Details

Company Mame IFurIough Example Limited

Address Diarnond Court
Prestan Business Park
Stocktor-on-Tees
Cleweland
Postcode |T51 83TP

— Trading Dates

Start Date I21a"11a’1983 vI Ceased Trading | # / -

— Tax Reference

Corporation T ax Reference I

Self Assessment [SAUTR] |

Company Registration No. ||

ok Save LCancel
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To create the output file:

1. From the Company menu, select Company Options

2. Click Furlough button

3. On the Furlough Claim tab, enter your Start Period, End Period, Date Range and
Contact Details. Take care when entering the Claim Date Range. You are only allowed to

make a single claim for the same claim period.

4, On the Bank Details tab, choose if you want the furlough payment making to a company

bank account or personal bank account.

5. Ifyou selected Use Company Bank Account, enter the Company Bank Number e.g. 1
Note: Earnie IQ can have up to five company bank accounts configured. You can also tick

the Use Company Add

ress.

6. If you selected Use Personal Bank Account, you will have to complete the bank details

and address.

m lob Retention Scheme Settings

Furlough Claim Furlough Yalues I

* Use Company Bank Account " Use Personal Bank Account

r— Bank or Building Society Account

Company Bank Mumber |1_
Sort Code |55-BB-44
Account Number |regar7re

Building Society Roll Mumber I

— Addre:

First M ame

Usze Company Address I
Surname I

Cleveland

Fosteode

Addiess Ciarnond Court
Freston Business Park
Stockton-on-Tees

TS183TP

Create File |

Frint

oK

7. If you identified your furlough payments, click Create File

8. If you did not identify your furlough payments, on the Furlough Values tab, enter your

Reclaim Values in the Enter Values Manually section. You will also have to manually
calculate your reclaim values for each employee and enter them into the file after you

have created it

9. Click the Create File button
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10.

11.

12.

13.

14.

If you have Microsoft Excel the file will be opened so that you can view your claim
calculation before creating the file. If you do not have Excel, the file will be saved in the
folder designated as your output folder for Earnie 1Q files

AutoSave = 019_Furlough_20200501132745.xlsm ~ P Search -

File Home Insert Page Layout Formulas Data Review View Developer Help
0 Lizgcm el o YA A = ® . BwepTet General . e @ Normal 2 Normal 22 Normal 3
[BCopy ~ 5
e e A === | 5 - @~ 9 eo oy | Conditional Formatas | Normal Bad Good
& Formatpainter | B T Y~ |H = = | = 2= | ElMerges Center W%y W Formatting > Table~
Clipboard 5] Font [E] |Alignment ] Humber 5] Styles
@ SECURITY WARNING Some active content has been disabled. Click for more details. Enable Content
D9 e 5
B c D E F
1 ris Payeoll Eurongh Evport VA G
File Output Path- C-\Program Files (xB6)\Intex Software\Earnie IQ\0utput Files
3| | FileName- 002PV92746639_010420 EXPORT
5 | Your NI reclaim value cannot exceed your i If your employer’s NI reclaim value is £5000 and you still have £4000 Employment Allowance to claim, your NI
6 reclaim value will be £1000.
7
8 |Claim Details
9 |Company Name Furlough Example Limited [ |
10 | Company CRN 58888888
11 Employer Reference 002/Q1
12 | CTUTR
13 SAUTR

The Output location and filename are displayed on rows 2 and 3 of the sheet

You may have to click the Enable Content button before you can click the Export button
to create the file

If you wish to view the claim calculation details, right click on the File Export sheet name
at the bottom of the screen and select Unhide from the menu that appears. Select the
Detail sheet name

23 |[Employee Details
24 |Employee Name NINO Payroll Reference Number  Furlough Dates Furlough Days Employee Claim Amount
25 |CRAWFORD Nicholas JS998251A kLl 01/04/2020 (30) 30 281413
26 |Morgan Henry NME546160 32 01/04/2020 (30) 30 2044 40
27 |RICHINSON Catherine NP456754A 34 01/04/2020 (30) 30 1189.38
28 |POND Noel JB021016A 35 01/04/2020 (30) 30 952.30
29 |/ ARMSTRONG Alan NPB734558 33 15/04/2020 (16) 16 1405.30
30
31 |Bank Details
32 |Account Number 76887776
33 |Sort Code 55-66-44
34 |Building Society Roll Number
35 |Address Line 1 Diamond Court
36 |Address Line 2 Preston Business Park
37 |Address Line 3 Stockton-on-Tees
38 |Address Line 4 Cleveland
38 |Postcode T518 3TP
40 |Holder First Name
41 |HoldeJSumame ]
I File Export I @ “
You will then see detailed calculation including NI Reclaim and Pension Reclaim values
503.M 161.34 8405.51
) Secondary ) Clualifying ER
Ml Letrer [FGmssFr:'habIﬁ] ngFl [Frlﬁm Threzhald (Ref| MIReclaim [FEH PEHSIDTI] Earnings Lawer | Pension Total Reclaim
rom P2 e Orly) romFapre Threzhald Reclaim
a 2600.00 2585.35 T32.00 254.73 55,40 520.00 53.40 Z514.13
il 2000.00 0.00 T32.00 0.00 44.40 520.00 4440 20d4.40
A 2000.00 174.98 732.00 174.98 44.40 520,00 .40 118935
a 31516 25.28 T32.00 29.28 .85 520.00 1.56 35230
a 1650.00 126.65 T32.00 54.02 33.90 520.00 .28 1405.30




15. Values on the spreadsheet can be amended. If you do so, you must click the Generate

button before retuning to the File Export sheet to click the Export button to create the file

for upload to the JRS Portal

Database:

Oi3Company

Server Mame :

REFRESH |

Tan'vear

2020

2020

Period Manth :

1

Company:
Claim Start

Furlough Example Limited
01042020

| | | Claim End: 30i04/2020
‘GENERATE 1

Petiod 'Week :

a

Ment Row :

i)

7735.16

Employes
Code

Employee Mame

Mational Inzurance Mo

Period Ma

Pay
Frequency

Furlough
Payments

Furlaugh
Rates

Total Furlough | Fioush
Toto Lingey | Limit (Fef
upto Limit; )

ZE00.00

Toplp
Payments

Top Up Rates

Salary (Ref
Oinly)

AR
w
-4

CRAWFORD Nichelas
Margan Henry
FICHINSON Catherine
POND Nosl
ARMSTRONG Alan

53982514
MNMESAE16D
MPASETSAA
JBOZ101GA
MP3T34558

2020101
2020101
2020101
2020101
2020101

EEZE=E

2800.00

2000.00
1000.00
J5E
0.0

0.00]
.00
0.00

0.00
1320.00

2000.00  2500.00
1000.00  2500.00

MS16 2500.00
132000 1333.33

300.00
0.00
0.00
0.00
0.00

0.oo
0.00
0.00
000
330.00

0.o0
0.0
1000.00
0.00
0.00

16. Note: Any value displayed in a red cell has been capped at the upper limit. In our example

the user paid £2800.00 furlough payment in a single month which is greater than the
maximum allowable of £2500.00

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.

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 £24000 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.
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Normal pay £2000/30* 12 £800.00
Furlough pay (£2000 /30 * 18) * 80% £960.00
Total Pay for month 1 £1760.00
Employer’s NI on Gross of £1760 £141.86

Employer’s Pension on Gross of £1760 £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

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.

Example

| pay an employee £3500 (which is 100% pay). NI Letter A. Pension is 3% above £520. £2500 is
identified in the payroll as a separate payment element.

Employer's NI is £381.98

Employer’s Pension is £89.40
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Furlough Reclaim is:
Employer's NI £2500/3500 * 381.98 = £272.84
Employer's Pension:  £2500 - £520 * 3% = £59.40
Employee Payment:  £2500.00

Therefore, | can only reclaim: £2500.00 + £272.84+ £59.40 = £2832.24

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 | 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
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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

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 Earnie IQ

1. Go to Employee | Select Employee
2. Choose the individual and in Employee Details, select the Pay/Deds tab

3. Click the Loan / AEO Settings button

i Employee Details - (4) Joanna Deardon (=2
§8ﬂ8f6|| §alary| Fiates | Taw/Ml  Pap/Deds | To-Datgl Eankl Analysis | futa Enroll Pensions

Mo. Description Standard To-Date Period Period Cary
Lower Upper Ower

5 DEAX Auto %) 1745600 0.on

11 EE Pension Sal Sac 100.0000 J 100.0000 0.on

Loan / AEO Settingsl

Histary | Previous | Neut | 0K | Save | LCancel |

4, 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

m (4) Joanna Deardon - Loan and AEQ Settings x
Mo Drescription lssue Date Standard Original TTD Amount Outstanding Reference
AmoLnt Ealance MHumber
5 DEAZ FIERENEN | Auto 1500.0000 17456004 1325.4400
To zetup new Loan or AED Deductions you must first create them on the previous screen. oK | Cancel |

5. Set the Outstanding Balance to zero, then click OK and save your changes

For more information see: 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 Tel: 0300 200 3200
Fax: 0844 366 7828
Email:  helpdesk@ir-efile.gov.uk

Tel: 0300 200 3211 (new business)

Contact Sales (including stationery sales)

For IRIS Payrolls For Earnie Payrolls

Tel: 0344 815 5656 Tel: 0344 8155676

Email: sales@iris.co.uk . . .
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
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