IBS Electronic Transfer guide

IBS
END OF YEAR
ELECTRONIC DATA TRANSFER
SYSTEM

Useful Numbers and Contacts

Inland Revenue Employers Help line 08456 070 143 (under 3 years)
08457 143 143 (over 3 years)

Electronic Payment Information Help lines Cumbernauld 01236 783631

Shipley 01274 539321
Electronic Business Helpline 08456 055999
IR Website ~ www.hmre.gov.uk/howtopay/paye.htm
Email aoc.directpayments(@ir.gsi.gov.uk
Accountant Software Help Line 01384 562106
Email ibs@accountantsoftware.co.uk

(For queries on how to use the IBS system)

Installation

The 2010-11 Electronic Year End Transfer programs need to be installed before you can run the
transfer. This year, for existing users, Microsoft’s SQL server does NOT NEED TO BE
REMOVED. The IBSUPGRADE batch file can be used to simply copy the latest version of the
software into the standard program folder. The registration key is not required for such an upgrade.

For new customer installations, the SQL server will be loaded as part of the setup.

You will need a registration key to initialise this software. This key is based on your company
name. If you are upgrading and we have your name on file, check that we have emailed you
this code BEFORE you start the Installation. If you don’t have this year’s code, call
Accountant Software and we will email it to you as soon as possible.

NEW CUSTOMERS: Please email the EXACT spelling you are going to use to
reg@accountantsoftware.co.uk. Your personal registration key to allow entry to the system will
then be emailed back to you.

You CANNOT make new installations of this software without this 20 digit registration key —
please send us your company details in advance of any attempted installation.
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IBS Electronic Transfer guide

Basic Step-by-Step Guide Upgrading EOY Transfer Program

For users you ran the IBS system last year, there is a simple update routine, provided the standard
installation was used. Put the CD into the drive. It may start to load automatically, in this case,
cancel the installation. You need to run IBSUPGRADE.BAT from the CD drive.

- Type the name of a program, Folder, document, or
r Internet resource, and Windows will open it For wou,

Open: | diibsupgrade. bat| w

[ O ][ Cancel ][ Browse. .. ]

This example shows the CD drive as D: - this may vary from computer to computer.

A successful update will confirm that Pay.Exe has been copied to your machine. It is recommended
that you enter the IBS system and confirm that version 1.8.0 is now loaded and ready for use.

<7 C:AWINDOWS\system32\emd. exe
Pay.exe

1 file(s) copied.
ENTER THE IBS PAYROLL SYSTEM MAIN MENU AND CONFIRM THAT
'VERSION 1.8.0 HAS BEEN SUCCESSFULLY INSTALLED
Press any key to continue . . .

2 IBS Payroll - [Main Menu] E

Company: TYLERS OF BILSTON LTD
Payrall Monthly Pagroll + | Tax period: Taxyear: (2010

Choose optior:

{17 Admiristration and Setup

ﬂ M aintain employee records
ﬂ Calculate pay

ﬂ Payment procedures

End of tax year procedures
ﬂ Select database

erzion: 1.8.0 Date: 12202411
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An unsuccessful installation will produce a message warning that the update needs to be performed
manually.

E T
PAY.EXE NOT FOUND IN STANDARD INS LATION DIRECTORY

EITHER PERFORM A FULL SETUP OR MANUALLY COPY THE NEW PAY.EXE
TO THE CORRECT FOLDER
Press any key to continue .

To attempt a manual installation, check the properties of your existing PAY icon for details of the
folder the current installation uses. You then need to copy the PAY.EXE program from the CD to
the existing Start in folder, overwriting last year’s program.

General | Shorteut | Security | Details | Previous Versions

ar o

Target type: Application

Target location:

Target:

Start in:

Shortout key:  Mone

Bun: MNomal window = |

Comment:

Advanced... |

Once again, when this is complete, we recommend you check that version 1.7.0 (or greater) is
shown on the IBS Payroll Main Menu.
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Deleting Old Programs and Removing vour old SQL Server (IF REQUIRED)

The Removal of the Pay module and the old SQL Server are achieved using Windows ‘Add or
Remove’ option from the Control Panel. For most PCs using XP, this is found from pressing the
START>Settings>Control Panel options from the desktop. This will vary slightly under Vista.

¥ Control Panel (=63
Elle  Edt View Favorites ool  Help o

O © - P POseacn [ roders [T

D 2 8B

Automstic  Dake and Tme  Display

ﬂ" Control Panel

@ Switch to Category View Updates
& £
s = @
See Also -_—
Folder Gptions Fonts Game Internet Java Keyboard Mail
% Windows Update Controlers Options
@) Heip and Support @ \
2 @ % L %
= o |
Moden Mouse: Metwork  Metwork Sehup - Phone and - Portable Media Power Options
Settings ‘Connections izard Modern ... Devices
. i A @ @
e @ @ =2 2 )
Prinkers and  QuickTime  Regionaland  Scannersand  Scheduled Security s
Faxes Language ... Cameras Tasks Center Audio Devices
e o o
¥ © V92
Speech Symantec System Taskbar and  User Accounts V.92 features  Windows
Livelpdate Seart Menu settings Firewall

Windows Wireless
Media Connect Network Set...

Install or remove programs and Windaws components.

Activate by clicking the ‘Add or Remove Programs’ icon. All items that may be removed will
appear. (This may take a few seconds to populate). Scan down this list until you first find the Pay
option and then the Microsoft SOL Server Desktop Engine. The actual name may vary slightly
according to the SQL version you have.

Ensure you remove the Pay module first!

¥ Add or, Remove Programs

F- N
\zﬁ Currently installed programs: ] show updates Sart by:

Change or

Remave 3] Microsoft Compression Client Pack 1.0 for Windows 4P &
FIOQEMS |03 Microsoft Office Livs Add-n 1.3 Size  D.48ME
% ©:2 Microsoft Office Professional Edition 2003 Size  §91.00MB
add ew TP Size  9.23MB
GRS Microsoft SQL Server 2005 Size  315.00ME
- [ Microsoft SQL Server Mative Chent Size  4.18MB
[d Microsoft SQL Server Setup Support Files (English) Size  21.BLMB
AddfRemove
windows 5 Microsoft SGL Server ¥S5 Writer Size  0.67MB
Companents
8! Microsoft User-Mode Driver Framework Feature Pack 1.0
@, §5) Microsoft visual C++ 2005 Redistributable Size  5.2IMB
SetFrogram |1 Mini Car Racing Size  332.00MB
Access and
Defaults [ MSKML 6.0 Parser Size  1.3LME
J=! T Size  2.40MB
§5) viewpaint Media Flayer Sze  730MB
(& windows Internet Explarer 7 Size  2.63MB
B windows Live Essentisls Size  120,00ME:

55 sifinidrwne | v Sinnein Assictant a 1 oo ¥

Click to highlight this option and press the ‘Remove Tab’

Add or Remove Programs

\?J Are you sure you want ta remove Microsoft QL Server Deskkop Engine from your computer?

Click Yes,

Windows will now remove the SQL Server; this may take a short time. You can now install the
latest CD. This will install the new SQL server, as well as the latest payroll EOY programs.
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IMPORTANT

There are two stages to deleting old programs before you install the latest version of the IBS
payroll.

After performing the above software uninstall, you still need to delete (or rename) the “Mogan
Computer Services Ltd” and “IBS” folders from within the program files on your computer.

(The easiest way to find this is to click on “My Computer on your desktop then — Local disk —
Program files — This will bring you to a screen similar to the example below)

& Program Files |Z‘ ‘E‘ @
:'l

Ele Edt View Favorkes Tools  Help

Qe - () (T Oseach [ romers [T

Adcress |23 CriProgram Fies ~|8=

s -
System Tasks o J J ] | ] J
T p—— AOL  ACLSOVR  Bethesds  Eroadcom  CommonFles  ComPlus  eGames
this Folder Softworks Applcations

T Addor remove

Fres 0 0 S o o
S Search for files or
Galtitrs Inkermet Java Mcafes  McAfeecom  Messenger  Microsoft  Microsoft

Explorer Activesync
File and Folder Tasks (A J J J J J J J
q] Renarme this Folder microsoft Microsoft Microsoft Micrasoft SQL Microsaft Microsoft Microsoft. MNET
i frontpage Cffice Sitverlight Server  VisualStudio  Works
[ Miove this Folder
[ Copy this folder y
€3 Pubiish this folder to J J J J J J
the Web Movvie Maker MsBuild MM MSNGaming  MSKMLE.0  MetMesting

one:

|2 Share this Folder
(5] E-mal this Folder's files

3 Delete this Folder J J J J J J J

Online: Outloak: Reference SiteAdvisar Sun Wigwpaint Windows Live
Services Express  Assemblies

Other Places

< Loea Disk{C3) J J J . J J
Y My D I Windows Live windows Windows Wwindows NT RErox ZZZ-Mogan
(%) Gy et SkyDrive  Media Conn... Media Player Compute..,
& Shared Documents

i My Computer

Highlight the Mogan directory and press delete. (or F2 and rename it)

Remove the IBS directory in the same way.

Any Program or SQL Re-installation happens as part of the installation of the software from the
new CD provided.

IBSGUIDE1011.DOC 21 March 2011 Page 5 of 16



IBS Electronic Transfer guide

Basic Step-by-Step Guide Installing EQY Transfer Program

After removing any existing SQL server (see previous page). Put the CD into the drive. It may load
automatically, if it doesn’t you will need to run setup.exe from the CD drive.

= Run =]

= Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.

Open: disetup.exe -

oK ]I Cancel ][ Browse...

This example shows the CD drive at D: - this may vary from computer to computer.

& EEVETS] g|

For the following companents:

5QL Server 2005 Express Edition 5P2 [x86]

Fleaze read the following license agreement. Press the page down key to
see the rest of the agreement.

MICROSOFT SOFTWARE LICENSE TERMS S

MICROSOFT SOL SERVER 2005 EXPRESS EDITION SERVICE
PACK 2

These license terms are an agreement between Microzoft Corporation
[or based on where you live, one of its affiiates) and you. Please

read them. They apply to the software named above, which includes
the media on which vou received it, if any. The terms also apply to

any Microgoft v

@ Wiew ELULA, for printing

Do you accept the terms of the pending License Agreement?

If you choose Don't Accept, ingtall will cloze. To install you must accept
thiz agreement.

I Accept ] | Don'thccept |

You will be asked to accept Microsoft’s licence agreement for SQL.

LCancel

The Installation Wizard will guide you through installation. Some of the more important screens
are shown below.

YWelcome to the Pay Setup Wizard

The installer will guide you through the steps required to install Pay on your computer.

WARNING: This computer program is protected by copyright law and international treaties.
Unautharized duplication ar distribution of this program. or anw partion of it may result in severe civil
or criminal penalties, and will be prosecuted ta the marimum extent possible under the lav

Click Next to continue.
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Select Installation Folder

The installer will install Pay ta the following folder.

Toinstall in this folder, click "Nest". To install to a different folder, enter it below or click "Browse'"

Folder:

C:%Program Files'Mogan Computer Services Lid\Payh Browse...

Inztall Pay for yourself, or for anyone who uses this computer:

() Everone
() Just me

Cancel ] [ < Back

Click Next to install the programs.

Confirm Installation ‘- {

The installer iz ready ta install Pay on your computer,

Click “Mext" to start the installation.

[ Cancel ] [ < Back ] | Next > |/
~ — 1 Once again, press Next.

Payroll System Installation - Install Payroll Master Database

The Payroll master database [PayMast] is a small SOL Server database which holds global parameters
for the IBS payrall spstem, including global pay tables rates, and the names of the databases when pou
operate multiple company databases. Y'ou need to install the database once during initial system
installation.

Database directany: |c:'\|BS\D ata

[v install Payroll Master databasze’

Esc - Quit F1 -Help FE - Proceed

N
Change the directory if required and then click Proceed.
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Warning

If you have last year’s databases still present you must press Yes to remove them.

You will then get to the Registration Details screen.

Payroll System Installation - Define Initial User E|

Please enter your details, to create a logon for the payroll system:

Forename: ,\7
Surmame: ,7
Logon code: ,7
Password: ,7

This is where you enter your Name, Logon Code and Password. These details are important and
must be recorded somewhere safe. You could note them down here:

Payroll System Installation - Enter Registration Details E|
Enter thess details as provided by the software supplier =
Then press "Proceed to validate. @

Company nams; |

Registration key: [

F1 - Help FE - Proceed

You will need a registration key to initialise this software. This key code changes every year.
Anybody who sent us his or her company name last year will receive an email from us with this
year’s code automatically. (Copying & pasting it from our email is the easiest way of ensuring
correct entry). If you are upgrading and haven’t received this code, call Accountant Software
and we will provide one as soon as possible.

New customers: If you haven’t emailed us with your company name, to obtain your registration
code, email us on reg@accountantsoftware.co.uk.
Your personal entry key will then be emailed back to you as soon as possible.
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Payroll System Installation - Completion PZ|

“You should now run the |BS progiam, and set up databases for each company. Then check
the adminiztration optionz for the company.

Congratulations - IBS Payroll installation is now completel

Clear the tick box if you do not wish to launch the IBS payroll program at this moment in time.

On Launching the EOY system

£ 1S Payroll - [Payroll Databases]

Click on database, and elick 'Select’ button to select database:

Database Company

Esc-Ext | Fi-Help ﬁ F5 - Delele F7 - Select

The FIRST TIME (only) you enter the EOY system you will need to set up your Company Name
on the menu. Press F4 and enter the required details. The exact database name is not that
important; we suggest you use the first 6 characters of your company name.

Create New Database

Pleass enter

Database name:

Database directony: [c\BS Data

Company name: |

[or enter a description of the database]

Ok Cancel ‘

Once complete, you will need to leave the system and go back in. This finishes the installation
process.
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Basic Step-by-Step Guide to using the Electronic ‘End Of Year’ Transfer

EN '(i){‘ o 18115

Choose the IBS PAYROLL Icon. The icon will be placed on your desktop as part of the installation
routine for the software.

A IBS Payroll - [Main Menu]

Company. 1
Payral: Monthly Payroll | Taxperiod: Taw pear |2009

Choose optian

Ak 2 S
ﬂ Maintain employes records
ﬂ Calculate pay

ﬂ Bl e
ﬂ End of tax year procedures
8. | seect casbose

IBS Wersion: 1.7.0 Date: 18/03410

This is the IBS Main Screen.
The two main functions of this year’s electronic ‘End of Year’ data transfer are described herein.
These functions are:

1) Importing your Accountant Data (using option 1)
2) Completing the P14 forms and Sending your Data (using option 5)

Other options are not described here, as they are not needed at this time.
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Importing your Data

The data from Accountant needs to be imported into the IBS system. This is achieved by reading in
the appropriate .GFF file from wherever you designated it to be while doing the extraction from
within Accountant. Refer the Accountant release notes for more details how to create the .GFF file.

A 1BS Payroll - [Main Menu]

Company

> | Taxpeiiod |0 Tanyear: [2006
n:

3, | caleute pay

4 | Payment procedues
5. | Endof tan year procedues
6. | Select databse

F12 -Help

First, choose Admin and Set up — Option 1 on the main menu.

/185 Payroll - [Administration]

Compary:
Choose option:
1. | Global (master database) setiings

2. | Company details

3. | Payment and Deduction Elements

4. | Mominal codes

5. | Pension sch heme 1

6. | Pension scheme 2

7. | Miscelaneous details
8 | Backup database

Choose option 10, to begin to import your data.

H[ES

Open Import File

Lok in: |_)C|a’fa j cF El-
01DBATCH. 1 O1EMPIND.m 01EMPY 1.USE [
01DBATCH.6 01EMPLOY. 1 O1EMPXM.ETR [t
01EMP1IM.ETR O1EMPLOY.m O1EMPXM.USE [t
O1EMP 1IN, USE 01EMPMIN.ETR 1P 14M.GFF [t
O1EMP.m 01EMPMIN.USE 01P141.GFF [t
DIEMPIND. 1 D1EMPX 1.ETR 01P10401ETR [t

< 3
Filz name: | Open

Fies of type: [ Al Files

ﬂ Cancel

The IBS system will then ask you to identify where your .GFF file is.
For a lot of people this will be your Accountant directory (e.g. c:\accounts, or c:\payroll) or a data
directory off it (e.g. c:\accounts\data).
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Once you have identified your data file, Press OPEN and the file will be imported.
(ccP14x.GFF, where cc is your company number and x is 1,2,3,4 or M)

A successful loading of the data is identified by the following message.

Data successfully loaded

Pressing OK returns you to the IBS Main Menu.

You can then use the IBS options 1 — Control Questionnaire and 2 — Maintain employee file to
check your data has imported correctly. Currently the IBS system only imports the information
needed for a successful electronic transfer, so there may be non-essential information that is
missing. You may fill this in if you wish but it is not necessary at this point.

Options 1 and 2 are not described here in detail, if you need any extra information on how to use
either option, contact the Accountant helpline.

Internet P14/35 file transfer
Stating the obvious, make sure your Internet is connected, and you are online.

From the IBS Main Menu, Choose option 5 — End of Year Procedures.

1A 1BS Payroll - [Main Menu]

Now choose 2 — Send P35/14 Online.

185 Payroll - [End of Tax Year]

ompany.

[52], Print P14/P50 (lardscope)
g end P35/P14 criine
3| Pension summary epart

The transfer will now start to be initialised. Anyone who has done ‘paper’ end of year will
recognise some of the questions asked by the system as it proceeds. If you are not sure how to
answer any of the questions, please consult with your local Inland Revenue office or with our
support line.
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[ 1BS Payroll - [Send P35/P14 Online]

Company rumber: 02 Company name: Sylers Ltd fsomp 01 monthly]

Jreate F35 Document, and transmit to Inland Revenue

Check previous transmission

Communications log:

TS R

Choosing option 1 will begin the creation process.
It starts by confirming the end of year date — check this and alter if incorrect

The IBS System has a ‘Wizard’ that guides you through the rest of the transfer process.
First of all confirm the financial year end date, for almost all companies it is as shown below.

Enter Year End §|

Pleaze enter:

Yearend:  |05/04410

Click Next
HMRC Credentials [E3m]

You will have been provided with a "Government Gateway' user id and pazsword when vou registered with the
HMRC web site. z p i

[ Usze test facility?

wizh, you can uze the te et for wour firgt transmizsion, az an initial kest. ‘When
you are ready, you can then repeat thiz procedure, with the test facility' box not bicked. ]

( M et Cancel

Enter your User ID and Password. These are supplied to you by the Inland Revenue.
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The IBS system allows for a ‘test run’.

If you ‘tick’ the ‘Use test facility’ then you are NOT ACTUALLY submitting your data.

This may be a useful idea if you want verification from the Inland Revenue that your data is correct
and will not be rejected on a ‘live’ run.

Verification may take some time, as the Inland Revenue will probably be inundated with both ‘test’
and ‘live’ data.

Press F7 Next to continue.

The system will prompt to enter your details if you are acting as an Agent or Bureau.
Press F7 Next if you are NOT an Agency\Bureau and enter your name, address and contact details
on the following screen.

This screen allows you to add or alter any of the figures that are part of the End of Year returns.
The IBS system fills in as much information as it can but THESE FIGURES NEED TO BE
CHECKED, added to, or altered by you before continuing.

End of Year Returns - Prepare P14s (=53]

E.Income tax: IW
7. Tax advance:
8 Total tax: £14,798.07
3.Total tax and MICs: IW
10.5tudent loan deductions: lw
1na+10 [ gzzsvezy

3. Total NICs:

Statybny payments redgverad
12.55F recovered:
13.5MP recovered:
14 MIC compenszation an SkF:
15.5PP recovered:
1E.MIC compenzation an SPP:
17.54P recovered:
18.MIC compenszation an SAP:
19.Total of 1210 18
20.Funding received from IR to pay SSP et

21.19-20: £0.00
2211 -21: £22578.27
23 Deduction: made from subcontractars:

24 Amount payable for the year 22 + 23 P22 a7a T

@ICS and T ax paid already: >

26.T aw-free incentive payment received: |

27 Miow payahle 24 - 25 and 26: 2287827
28.C15 deductions suffered:
29 Revized amount now payable; P22 BVR.ET

Fields 12-20 (circled in green) should be checked and altered if any recoveries etc have been made
outside the Accountant payroll.

IMPORTANT

Field 25 (circled in blue) MUST be amended to contain the amount of NIC and Tax already
paid to HMRC. If you are ‘up to date’ with your payments, this may equal the value in field
24. On entering this figure, field 29 will reduce, possibly to 0.00

F7 Next will take you onto the P35 checklist.
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P35 Checklist |

ave you sent a form P14, End of Year summary or completed and returned a form P38[5], Student
Fmployees, for every perzon in your paid employment, either on a casual basis or otherwise, during this tax
vear? [F'Ma', please send a form, P384, Emplayers Supplementary Feturn,

[~ 2. Didyou make any free of taw' payments to ah emplopee? [n ather words, did you bear any of the tax pourself
rather than deduct it from the emplopes?

[~ 3. Sofar az pou know, did anyone else pay expenzes, or in any way provide vouchers or benefits to any of pour
employess whilzt they were employed by pou during the year?

[~ 4. Did anyore employed by a perzon or company outside the UK work for you in the UK. for 30 or mare days in
araw?

[~ 4b.  If 'yes', have you zent a form P14 for them?

[~ 5. Have you paid any of an employee's pay to someone other than the employee, for example, to a school?
[~ Bhb. If 'ves'. have vou included this pay on their form P147

[ 6. Do the wiles relating to services provided by an intermediany [zometimes known as IR35) apply to any wark
carried out by any worker listed on this form?

[~ Bb. If 'wes', can you confimn that either sufficient amounts of employment income have been paid to
reduce the deemed pagment to kil or that a deemed payment has been included on their form
F147

" Cancel

Only No.1 of the above questions has to be ticked. This screen is in the same format as the ‘paper’
checklist. If you have any queries about what other options you may need to tick, talk to your local
Inland Revenue office. Click Next to continue onto the P35 declaration.

P35 Declarations E]

| declare and certify that:

orms P14, End of Year mary, for each employee or directaor for whom | was required to complete a form
F11 deductions working shéet [or equivalent record), during the year:

Completed form P384, Emplover's Supplementary return:

" s due + iz not due

Completed forms P10 and P110[b). Retuns of Expense Payments, Benefits, and Clazs 14 Contributions:

= will be sent

The settings shown for the P35 Declaration (above) are the ‘most common’. You need to check if it
is true for you and make sure you ‘tick’ the correct options.

Specify Folder for log files EJ
New Folder: [EE]
ﬁ Desktop

&), My Computer

| B3 Floppy (&)

=)

& D]

2 € on Alantic’ (T7)
2 Con Time' [v]

2 C on 'Packard2' (w:]
3 C on 'Packardl' (£
| WE2Zip75lon Time' [Z]
% Metwark, Meighborhood

Ese - Exit F7 - Praceed

The system prompts for where to put the log of your data transfer. We suggest you create a folder
on your main drive for this (usually on C:) or put it in your ‘My Documents’ folder.
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Send Return to Inland Revenue

Press FT to send End of YYear Retumn to Inland Reverue.

Pressing F7 or clicking Next will begin to attempt the transfer.

1BS Payroll - [Send P35/P14 Online] BExE
Cor mber: 02 Compar me: Sylers Ltd [comp 01 monthly)
Create P35 Document, and transmittarland Flevenue

2. | Check previous fansmission

10 inland revenue:
Request to pal received form Inland Revenue site
s to send pol request

The IBS system will now attempt to transfer your data. The ‘Request’ and ‘Waiting’ message lines
will repeat as it tries to engage with the Inland Revenue Gateway.

1BS Payroll - [Send P35/P14 Online] FEx

Companynumber 02 Company rame: Aceauntant Software Limted
Create P38 Daocument, and ransmk o [nand Revenue

2 | Check pre

Esc - Exit F9 Abart

A successful transmission ends with a ‘submission complete’ message.

It is reported that the Inland Revenue expect to be congested with requests during standard ‘office
hours’ and that it may take a long time to transfer your data at these times.

Sending data to the Inland Revenue outside ‘office hours’ may result in a quicker completion.
If the transfer needs to be aborted for any reason, pressing F9 will abort your transfer. You may
begin again at another time.

Important Note:
A successful completion of a transmission of data is just that, it means they have received your data

successfully. IT DOES NOT MEAN THE DATA ITSELF IS CORRECT. You will need to
check your emails for any confirmation of correct data or rejections. This is sent by HMRC and not
by the IBS system or Accountant Software.

Please make sure you keep a back up of your Accountant Payroll Data safe before moving into the
new financial year.
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