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Year End Tasks

Introduction

By now you should have finished processing all of your 2022 Payroll and submitted it to Revenue and there are
a couple of tasks that you should perform now as part of your year end processing;

1. Reconcile CollSoft Payroll against your Revenue Account for 2022

2. Preventing Unlinked Payslips — updating any payslips missing a PPSN.

CollSoft have released Build 94 of Payroll 2022 which contains two new tools to help you with both checks
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Reconcile CollSoft Payroll against your Revenue Account for 2022

The main purpose of this task is to verify that the total amounts of PAYE, USC, PRSI and LPT deducted from
your employees in Payroll matches the relevant totals on your Revenue Account for the 2022 tax year.

We have added a new reconciliation tool to Build 94 that will compare the payrolls in CollSoft against the
submissions on Revenue for the whole tax year.

You should first check that you are running the latest version of Payroll 2022 — Build 94 or higher.

To launch the new reconciliation tool select the “Revenue > Year End > Revenue Reconciliation” menu option,
this will open the new reconciliation tool.

@ CollSoft Payrell 2022 Version 23.0 Build 94 - 0: Torp, Torp and Torp (80076735H)
File Company Employee Payroll Reports Revenue ROS Tools  Help

@ _;\J e ,_._-—// Monthly Statements... b a m {:H C,E

Back Home Fwd Tor . Year Endl > 1. Revenue Reconciliation

:Calc
2. Update Payslips missing PPSM

Wages ®

Add/Edit Yaur
Company's Wages
Click for more

Company ®

“ J_] Change this company's
imForra o Hon oo

This will open the new Revenue Reconciliation tool which will read all the payrolls in CollSoft, read all the
payroll submissions in your Revenue account and perform a comparison of the two. This process may take a
couple of minutes to perform, and when its finished you will be told if the reconciliation is a pass or a fail.

File Print
PASS
All totals and payroll submissions on Revenue match CollSoft

Total Lisbity PAYE usc PRSI LPT
Colisaft 7,712,068 31,436.00 5,607.30 30,668.75 EE)
Revenue 67,7106 31,436.00 5,607.30 30,668.75 0.00

ayrol fun "ot Coleo! otal Revenue: ayrol | PAVE Revenue. Payrol SC Revenue PRSI Payroll PRSI Revenue LPT Payrol LPT Revenue | Revenue Run Ref Notes

Week_01 %305 %3.05 2.4 8224 053 053 50.28 160.28 0.00 0.00 Week 01
Week_02 3,00 23.00 a2 822 0.5 0.5 160.28 160.28 0.00 000 Week 02
Week 03 26303 23,03 8224 224 251 251 150,28 160,28 0.00 Q.00 Vreek 03
Week_0a %304 2%3.04 2.2 s2.22 054 0.5 150.28 150,28 0.00 0.00 Week 04
Honth_01 202144 202142 1,103.33 1,103.33 165,61 165,61 752,50 752.50 0.00 0.00 Manth 01
Fortnight_01 552 3552 18.23 19,23 5.5 5.5 210.710 0.0 0.00 000 Fortnight 01
Fortnight_02 2553 8553 18,23 19,23 3560 3560 210.m 20.m 0.00 000 Fortnight 02
Four_Weekly_01 18,4 1,40, 7.0 730 12518 12513 602,00 &02.00 0.00 .00 Four_Weekly 01
Week_05 %304 %308 82.24 8224 08 05 10.28 160.28 0.00 0.00 Veek 05
Week_06 2301 2301 s2.2 82.22 w51 n.51 160.28 160.28 0.00 0.00 Vreek 06
Week_07 263,03 23,03 s2.24 s2.24 w51 2.5 160.28 160,28 0.00 0.00 Week 07
Week_08 %302 2%3.02 2.2 2.2 0.8 05 150.28 160.28 0.00 0,00 Veek 08
Month_02 202147 202147 1,103.34 1,103.34 165,63 165.63 752.50 752.50 0.00 0.00 Menth 02
Fortnight_03 9552 5,52 19,23 19,23 5.5 5.5 210,70 210,70 0.00 000 Fortnight 03
Fortnight_0a 552 552 19,23 19,23 5.5 B Motches Reverue o gt 04
Four_Weekly_02 1,90.9 1,490.9 31 ma 12518 1258 our_Weekly_02
Week_09 2305 305 8224 8224 0.5 0.5 feek 03
Week_10 263.02 263.02 82.22 8222 .52 .52 ‘0‘ Congratulations, the figures in CollSoft Payroll match those feek_10
Week_11 %302 %302 8224 s2.24 0.5 0.5 @ onrevenuel feek_t1
Week_12 %303 %303 2.2 2.2 0.5 0.5 fesk_12
Honth_03 20214 2021.% 1,103.33 1,103.33 165,63 165.63 onth 03
Fortnight_05 2553 85,53 18,23 18,23 3560 3560 arinight_05
Fortnight_06 552 3552 1,23 1,23 5.5 5.5 ortnicht_06
Four_Weekly_03 1,485 1,480.50 31 M3 12518 12519 602,00 &02.00 0.00 0.00 Four_Weekly_03
Week_13 2307 23,07 82.24 82.24 w55 .55 160.28 160.28 0.00 000 Week_13
Week_1a 2302 23,02 s2.24 s2.24 0.5 0.5 160.28 160.28 0.00 0.00 Week_14
Week_15 2%3.01 2%3.01 2.2 2.2 051 0.5 150.28 160.28 0.00 000 Week 15
Week_16 306 306 8224 8224 054 0.5 160.28 160.28 0.00 000 Week_is
Week_17 2302 23,02 2.2 82.22 w52 0.5 160.28 160.28 0.00 000 Veek 17
Honth_o4 202144 202144 1,103.33 1,103.33 165,61 165,61 752.50 752.50 0.00 0.00 Menth 0%
Fortnight_07 e 3554 198,24 149,24 3560 m60 210.70 20.0 0.00 000 Fortright 07
Fortnight_08 95,53 39553 198.23 148,23 3560 3560 210,710 0.0 0.00 0.00 Fortnight 08
Fortnight_09 552 ;552 18,23 19,23 5.5 5.5 210.m 20.m 0.00 000 Fortnight 09
Four_Weekly_04 14852 1,480.52 ™3 ma 12520 12520 602,00 &02.00 0.00 0.00 ekly_04
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At the top of the screen is a summary of the totals in CollSoft versus the totals on Revenue. If the overall totals
match then we would consider CollSoft to be reconciled against Revenue.

However, if there is a difference in the totals then it means that some sort of error exists in your Payroll and
that your overall Payroll liability on Revenue is not correct.

The following example shows a situation where there is a difference between Revenue and CollSoft in two
submissions which are highlighted in Red.

% Reven
File Print
FAIL
The totals on Revenue do not match the totals in CollSoft
| Total Liabilty | PAYE | usc | PRSI | et |
Collsoft 49,841.20 19,510.40 4,238.76 25,092.04 0.00
Revenue 50,492.39 19,742.31 4,293.08 26,457.00 0.00
payroll Run | Total colsoft | Total Revenue | PAYE Payroll | PAYE Revenue | Usc Payroll | USCRevenue PRSI Payroll | PRSI Revenue LPT Payrol LPT Revenue | Revenue Run Ref Notes
Week_01 558,53 958,53 375.22 375.22 8154 8154 501,77 50177 0.00 0,00 Wesk_01
Week_02 958.43 958.43 375.19 375.19 81.47 8147 501,77 501.77 0.00 0,00 Week 02
Week_03 958.48 958.48 375.22 375.22 81.49 81.49 501.77 501.77 0.00 0,00 Week 03
Week_04 953,49 958,49 375.15 375.15 81.57 31.57 501.77 50177 0.00 000 Wesk 04
Week_05 958.53 958.53 375.24 375.24 81.52 81.52 501.77 501.77 0.00 0,00 Wweek 05
Week_06 358.43 358.43 375.17 375.17 3143 31.49 501.77 50177 0.00 0.00 Week_06
Week_07 953,43 958,48 375.22 375.22 81.49 3149 501.77 501.77 0.00 0.00 Week_07
Week_08 958.46 958.46 375.17 375.17 81.52 81.52 501.77 501.77 0.00 0,00 Week 08
Week_09 558.55 958.55 375.24 375.24 81.54 81.54 501,77 50177 0.00 000 Wesk 03
Week_10 958,44 958,44 375.15 375.15 81.52 81.52 501,77 501.77 0.00 0.00 Week_10
Week_11 35846 358.46 375.22 375.22 31.47 31.47 501.77 50177 0.00 0.00 Week_11
Week_12 958.50 958,50 375.19 375.19 81.54 31.54 501.77 50177 0.00 0.00 Wesk_12
Week_13 958.58 958.58 375.22 375.22 81.59 81.59 501.77 501.77 0.00 0.00 Week_13
Week_14 958.46 958.46 375.22 375.22 8147 8147 CollSoft Payroll does not match Revenue ¥ eek_14
Week_15 958,45 958,45 375.19 375.19 81.49 3149 eek_15
Week_16 958.56 958.56 375.22 375.22 81.57 81.57 eek_16
Weel_17 5844 95844 7515 7515 L5 e i\ There is 2 net difference of € 651.19 between the records in b 17
i CollSoft Payroll versus the records on Revenue,
Week_18 958.50 958.50 375.24 375.24 8149 8149 eck_18
Week_19 358.43 358.43 375.17 375.17 3143 a1.43 This may indicate that there are missing submissions, eek_15
Week_20 953,51 958,51 375.22 375.22 81.52 3152 :’n‘j’g‘s‘;zt:t:g.‘”"‘”'“”ﬁ or other errors which need to be ek _20
Week_21 958.48 1,102.85 375.17 42278 81.54 93.27 leek_21
Week_22 558,53 958,53 375.24 375.24 81.52 8152 ek 22
Week_23 958.39 958.39 375.15 375.15 81.47 8147 eek_23
Week_24 958.53 958.53 375.22 375.22 81.54 81.54 eek 24
Week_325 558.50 958.50 375.19 375.19 81.54 81.54 501.77 50177 0.00 000 Wesk_25
Week_26 958.46 958.46 375.22 375.22 81.47 81.47 501.77 501.77 0.00 0.00 Week 2
Week_27 35348 358.48 375.22 375.22 3143 3149 501.77 50177 0.00 0.00 Week_27
Week_28 958.48 1,465.30 375.19 559.49 81.52 12411 501.77 781.70 0.00 0.00 Week_28
Week_29 958.56 958.56 375.22 375.22 81.57 81.57 501.77 501.77 0.00 0.00 Week 29
Week_30 55841 958,41 375.15 375.15 8143 8149 501,77 50177 0.00 000 Wesk_30
Week_31 958.48 958.48 375.24 375.24 81.47 8147 501,77 501.77 0.00 0,00 Week 31
Week_32 958.48 958.48 375.17 375.17 81.54 81.54 501.77 501.77 0.00 0,00 Week_32
Week_33 958.53 958,53 375.22 375.22 81.54 31.54 501.77 50177 0.00 000 Wesk_33
Week_34 958.41 958.41 375.17 375.17 81.47 81.47 501.77 501.77 0.00 0,00 Week_34
Week_35 353.53 358.53 375.24 375.24 81.52 31.52 501.77 50177 0.00 0.00 Week_35
Week_36 953.46 958.46 375.15 375.15 81.54 31.54 501.77 501.77 0.00 0.00 Week_36
Week_37 958.51 958.51 375.22 375.22 81.52 81.52 501.77 501.77 0.00 0,00 Week 37
Week_38 558.50 958.50 375.19 375.19 81.54 81.54 501,77 50177 0.00 000 Wesk_3
Week_39 958.48 958.48 375.22 375.22 8149 8149 501,77 501.77 0.00 0,00 Week 32
Week_40 358.51 358.51 375.22 375.22 81.52 31.52 501.77 50177 0.00 0.00 Week_40
Week_41 958.53 958.53 375.19 375.19 81.57 31.57 501.77 50177 0.00 0.00 Wesk_41
Week_42 958.48 958.48 375.22 375.22 81.49 81.49 501.77 501.77 0.00 0,00 Week 42
Week_43 558,33 958,39 375.15 375.15 81,47 81,47 501,77 50177 0.00 000 Wesk_43
Week_44 958.55 958.55 375.24 375.24 81.54 8154 501,77 501.77 0.00 0,00 Week_ 44
Week_45 958.48 958.48 375.17 375.17 81.54 81.54 501.77 501.77 0.00 0,00 Week 45
Week_46 558.46 958.46 375.22 375.22 81.47 81.47 501.77 50177 0.00 0.00 Wesk_46

In this case you can see that the totals on Revenue for Week 21 and 28 are different than the totals in CollSoft
for the same weeks.

You can double click on one of the submissions to investigate further.

You can also select the “Print” menu item to view this in a report where you can export it to Excel or PDF for
further analysis.
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In this particular case Week 21 contains a double submission for one of the payslips;

% Payroll Run Week_21

Payroll Run Details

(W} Smitham, Sally | 7065325PA EMPID2200001

61.01 95.12

14.74

0.00

2
129,87 126.7 4,19 0.00 | Payroll |

*
Reference:  Week_21 Total Liability: €1,102.85
Status: PROCESSED Active Payslips: 6 PAYE: €422.73 Usc:  €93.27 Export to CSV
Submissions: 2 Validation Errors: ] PRSI: € 586.80 LPT: €0.00
2 Submissions & Active Payslips ]
MName | PPsH | Employment ID PAYE | PRSI UsC trT | Source Delets
D Bednar, Amelie 7065327TA EMPID2200002 47.61 85.03 11,73 0.00 Payroll
D Bednar, Amelie  7065327TA EMPID2200002 47.61 85.03 11.73 0.00 Payroll
DBDrEr, Rickey J065328VA EMPID 2200003 93.07 112.88 20,05 0.00 Payroll select Al
DFahE‘y‘, Mellie 706532204 EMPID2200004 43.61 82.02 10.83 0.00 Payroll

[Jwilderman, ... 7085323LA

EMPID2200005

Payroll

If you find that there is a difference between Revenue and CollSoft and you are not sure why, or what action
to take you can contact our helpdesk for further assistance — In most cases we will ask for a backup so that we

can investigate further.

Note: If you have split your payroll across multiple systems (for example you run the directors in a separate
system) then you will see a difference in CollSoft versus Revenue. In these cases you will need to perform a
final reconciliation yourself to check that the overall totals from all your payroll systems match Revenue.
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Preventing Unlinked Payslips

The term “Unlinked Payslips” is used to describe payslips on the Revenue system which are missing a PPSN and
which Revenue have not linked to an actual employee.

It is a common occurrence that when you hire a new employee you may not have access to their PPSN for the
first number of payroll runs.

When submitting a payslip to Revenue without a PPSN you are required to supply a “Name”, “Address”, “Date
Of Birth” and a unique “Employer Reference” — this is all done automatically by CollSoft in the background.

Eventually at some point you will receive a PPSN for this employee and when you submit the next payslip it
will contain the “PPSN” and “Employer Reference” — Revenue will then go back over the previous payslips with
the same “Employer Reference” and link them to that PPSN.

However — if you changed the spelling of the employees name or changed the address in any way then
Revenue will not make the link to the PPSN and these payslips become “Unlinked Payslips”.

These unlinked payslips will not be visible to the employee on their Revenue MyAccount.

As you are no doubt aware, it is a very common occurrence for an employee’s name to be spelt wrong in your
system when they start, and you may update this when asked by the employee.

The solution that we are suggesting is that you go back over these payslips, and where you now have a PPSN
on file, apply that PPSN to any of the payslips that were initially submitted without a PPSN.

In that way you are making it clear to Revenue to whom the payslip relates, and you are removing any doubts.
It also ensures that the payslip is visible to the employee on their Revenue MyAccount.

To run this tool select “Revenue > Year End > Update Payslips missing PPSN”

@ CollSoft Payrell 2022 Version 23.0 Build 94 - 2: Daniel LLC (8007676UH)
File Company Employee Payroll Reports Revenue ROS Tools Help

; .\J C ) __‘/ Manthly Statements... > :;| fw:_' (E'] ,F_j ::__7
Q L & 7

) Year End » 1.R R iliati
Back Home Fuvd Open e‘ar n e Evenue Reconclianon :Cale Certs

2. Update Payslips missing PPSN

Wages ®
Add/Edit Your
Company's Wages
Click for more

Company ®

- ] Change this company's
2 information and
-

settings
Click for more

Year End ®

Perform End Of Year
tasks such as preparing

3 your P35 or printing
Pal's

Click for more
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Payroll will now show you all of the payslips which were submitted to Revenue without a PPSN, and it will
indicate which payslips can now be updated with a PPSN.

% Payslips without PPSN - Possible Unlinked Payslips = a >

705 Payslips submitted without a PPSN l

There are 540 payslips which were submitted without a PPSN which can now be updated and refiled with Revenue,

Employee Pmt Date | Payroll Run | PPSM On Payslip | PPSM On Employee File | Update PPSN On
27/05/2022 Week_21 949239 1DA | Payslips
Arelic, Kristia... 20,05/2022 Week_20 9492891DA

arelic, Kristia... 13/05/2022 Week_19 949289104 —_—
Arelic, Kristia,., 06/05/2022 Week_18 9432891DA

Arelic, Kristia... 29,04/2022 Week_17 9492891DA Unselect Al
Babula, Blaz... 15/04/2022 Week_15 9443082VA

Babula, Blaz... 08/04/2022 Week_14 944508 2VA

Bezdel, Tom... 08/04/2022 Week_14 9457152MA

Bezdel, Tom... 04032022 Week_09 9457152MA

Bezdel, Tom... 11/03/2022 Week_10 9457152MA

Bezdel, Tom... 29,04/2022 Week_17 9457152MA

Bezdel, Tom... 01/04/2022 Week_13 9457152MA

Bezdel, Tom... 15/04/2022 Week_15 9457152MA

Bezdel, Tom... 22/04/2022 Week_16 9457152MA

Bezdel, Tom... 06/05/2022 Week_18 9457152MA

Bezdel, Tom... 18/03/2022 Week_11 9457152MA

Bober, Adam... 15/04/2022 Week_15 946692 1LA

Bober, Adam... 06/05/2022 Week_18 9466921LA

Bober, Adam... 01/04/2022 Week_13 9456921LA

There are still 165 pasylips missing @ PPSM which cannot be updated.

Employee | Pmt Date | Payrall Run | PPSN On Payslip PPSM On Employee File
[ClBatko, Dawi... 24/06/2022 Week_25
[lBatko, Dawi... 01/07/2022 Week_25
[ClBatko, Dawi... 17/08/2022 Week_24
[IBatko, Dawi... 10/06/2022 Week_23
[Batko, Dawi... 03/08/2022 Week_22
[ClBatko, Dawi... 27/05/2022 Week_21
[ClBatko, Dawi... 20/05/2022 Week_20
[Batko, Dawi... 13/05/2022 Week_19
[ClBatko, Dawi... 08/07/2022 Week_27
e - . Py —— v "

To update these payslips simply click on the “Update PPSN On Payslips” button and Payroll will then update
each payslip with the relevant PPSN.

After that process is complete you will be asked to upload the updated payslips to Revenue — you can click yes
to upload now, or you can do a batch upload later.
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