2 collsoft

Payroll Year End 2024



Topics

* The last few Weeks of Payroll in 2024

* Week 53

* Bank Opening Hours

* Reporting Gift Vouchers - or other small benefits which are exempt from tax
* Year End Checks

* General Q&A
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Last Payroll Weeks 2024

(Weeks 51 & 52)

Revenue Weeks are determined by the date on which the employees are paid — not by when the
employees worked.

Week 51 Week 52 Week 53 Week 1 Week 2
Mon Tue Wed Thur Fri Sat  Sun Mon Tue Wed Thur Fri Sat  Sun Mon  Tue Wed Thur  Fri Sat  Sun Mon Tue Wed Thur  Fri Sat  Sun Mon Tue
16th 17th 18th 19th 20th 21st 22nd j§ 23rd 24th 25th 26th 27th 28th 29th @ 30th 31st 1st 2nd 3rd 4th 5th  6th  7th 8th  9th 10th 11th 12th 13th 14th

Week No Payments made between
Monday 16%" December and Sunday 22"¢ December

Monday 23" December and Sunday 29t December

Your wages are always paid on a Monday or Tuesday in 2024, so you are
paying on Monday 30" or Tuesday 31° December.
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Last Payroll Weeks 2024

(Week 53)

Week 53 only applies to employees who are normally paid on

either a Monday or Tuesday in 2024.

If you normally pay on Wednesday, Thursday or Friday (or any
other day for that matter) then

You cannot run a week 53

You cannot allocate 53 weeks of Tax Credits
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Can | just run a Week 53 anyway?

So, you normally pay your wages on a Wednesday, Thursday or Friday.

Your company is finishing up on Friday 20t December, and returning on Monday 6" January and you
need to run the wages before you finish up.

Can you just go ahead and process this weeks wages and include an extra two weeks of holidays pay?
(thereby paying 3 weeks together)

Well yes, you can go ahead and do this, but you can only allocate two weeks of tax credits — you cannot
allocate 3 weeks of tax credits as this would effectively give your employees 53 weeks in total.

Revenue will know that you allocated 53 tax credits, and they also know that you are not entitled to a
Week 53 —They will claw back the extra tax from your employees in 2025.

So what should you do?
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5o what should you do?

You need to split your Payroll between 2024 and 2025,
You can process Week 51 and Week 52 in Payroll 2024, and then process your Week 1 in 2025.
You can pay Week 51 & 52 in one of two ways;

* Pay Both together this week, allocate two weeks of tax credits and report the payment to Revenue as a single payment
this week.

_Or_

*  You can pay this weeks wages as normal, then pay next weeks wages on Monday 23rd using a future dated SEPA Bank
File — you can submit this file to the bank this week, for them to process next week on the 23.

Then you can pay Week 1 2025 and create a future dated bank SEPA file —again you can submit to the bank this week for
processing at the beginning of January.
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What if | don’t have a Week 537

So, if you normally pay on Wednesday, Thursday or Friday then

you wont have a Week 53.

Your Week 1in 2025 will be on Wednesday 1st, Thursday 2" or
Friday 3d January.

You can process your Week 1in 2025 now, and submit a future

dated SPEA to your bank for payment in the first week of January.
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How to Process Week 53 in CollSoft

You have determined that you have a Week 53 because your normal pay day was Monday or Tuesday
in 2024.

To create Week 53 in CollSoft select the "Enter Weekly Wages” item in the “"Payroll” Menu and enter
a payment date of either 30" or 315t December as shown below.

Employe

Enter Four

Payroll 2025
Payment Date

Weekly Wages {week No. 53)

Please Enter Your Payment Date: | 30/12/2024




Banking Days

Bank Branches SEPA Payments

Monday 237 December Open Normal Hours Yes — Payments arrive on 23" or 24 Dec
Tuesday 24™ December Half Day Yes — Payment Arrives on Monday 30t" Dec

Wednesday 25t December Closed No — Non processing Day
Thursday 26" December Closed No — Non processing Day
Friday 27" December Closed No — Non processing Day

Monday 30t" December Open Normal Hours Yes — Payments arrive on 30t or 315 Dec

Tuesday 31t December Open Normal Hours Yes — Arrives Thursday 2"d Jan

Wednesday 1st January Closed No — Non processing Day

Thursday 2" January Open Normal Hours Yes

See AIB 2024 Christmas Opening Hours See Bank Of Ireland Christmas Opening Hours



https://aib.ie/content/dam/aib/business/docs/login/ibb-dec-bank-holiday-payment-info-2024.pdf
https://businessbanking.bankofireland.com/payments-and-cards/online-banking/business-online/christmas-payments/
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What do you do if your normal Pay Day is a
Bank Holiday?

When your Pay Day falls on a bank/public holiday you still report the payment as having been made on that
day, but you can actually pay the employee on the previous banking day.

For example, if you normally pay your wages on a Wednesday, the your first payment in 2025 will fall on
Wednesday 1t January.

As this is a public holiday you should process the payment using Payroll 2025 as Week 1 with a payment
date of 1°t January - but you can actually pay your employee on the previous banking day which is Tuesday
315t December.

It is important to note that this is still counted as a 2025 payment even though you made it in 2024

See Revenue Website for more information



https://www.revenue.ie/en/employing-people/becoming-an-employer-and-ongoing-obligations/information-on-payroll-submission/definition-of-pay-date.aspx#:~:text=Where%20a%20payday%20falls%20on,the%20previous%20bank%20working%20day.&text=Scheduled%20pay%20date%20is%2001,are%20based%20on%20that%20date.
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Another Public Holiday Example

If for example you normally pay wages on a Friday, then your Week 52

payment should fall on Friday 27t December - which is a bank holiday.

You should still report this to Revenue as the 27t" December, however

you can actually make the payment to the employee on Monday 234,
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How to report Gift Vouchers

(or other exempt small benefits)
Employers can give employees up to two small benefits, tax free, each year. These benefits
must not be in cash and the combined value of the two benefits cannot exceed €1,000.

If more than two benefits are given in a year, only the first two may qualify for tax free status.
Unused allowance amounts cannot be carried over.

Tax-free vouchers or benefits can be used only to purchase goods or services. They cannot be
redeemed for cash.

These are essentially “"Benefits In Kind” which are exempt from tax. In CollSoft you can enter
these benefits on the "BIK” tab of the Wage Entry Screen.

Such Benefits are now reported to Revenue under the new Enhanced Reporting Requirements
system through Payroll
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How to report Gift Vouchers

(or other exempt small benefits)

These are essentially “"Benefits In Kind” which are exempt from tax. In CollSoft you can enter
these benefits on the "BIK” tab of the Wage Entry Screen

b

Bins, Ray 123456 7T EMPID2000001 - Week No 52 (Last Updated on 05/12/2024 12:26:28) @
Bins, Ray Net Pay: € 748.77

Pay | Hals | Adds | Deds | RWDA | Dept, Anal, | Moke | Emp. Costs ] Yiew & This Period
Benefit In Kind Received Ty

BIK 6

Small Benefits Exemption

I n.on (Balance Remaining € 1,000.00)

Srm———

Previous Small Benefits Exemptions Given
o
0.00
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Ceased Employments

Normally when you cease an employment in 2024, you will not receive a 2025 RPN for
that employee.

However, Revenue generated the first set of 2025 RPNs based on the employment that
we live as of 5t December 2024.

So, if you ceased any employment after the 5™ of December 2024, it is likely that you
will receive a 2025 RPN for those employees.

You should cease these employments again in the 2025 software.
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Register any outstanding employments

It is important that you register any outstanding employments before the 15t of January
2025 to ensure that you will have a 2024 RPN for that employment.

You will not be able to download 2024 RPNs after 31° December, so you should try and
download the last set of RPNs from Revenue before the end of the year.
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Reconcile your Revenue Account

When you have finished processing your final Payroll in CollSoft you should take the
opportunity to reconcile your Payroll with Revenue.

This will compare the data in your Payroll Software against the data stored on Revenue verify
that they match.

You can begin the process by selecting the "Revenue Reconciliation” option in the “Year End”
section of the "Revenue Returns” menu as shown below

i CollSoft Payroll 2024 Versi
File C

Meonthly Statements... > a :}H (ﬂ

Year End > 1. Revenue Reconciliation

2. Update Payslips missing PPSN

Batch Revenue Reconcile

Manthly




2 colisoft
Reconcile your Revenue Account

The following screen shows a situation where two of the Weeks on Revenue do not
match the same periods in Payroll

% Revenue Reconcilistion
File Print

FAIL

The totals on Revenue do not match the totals in CollSoft

I 1 Liobile PAYE
Collsoft R ZiEi 5,256.25 2572555

Reverue 17 40,41 24,512

Week
Week_02

637.56
150.03
200.30

150
39,739.06

If your reconciliation does not match then you should contact the CollSoft Helpdesk for
Assistance.



Make a Backup

When you finished working with your 2024 Payroll you should make a backup and make a safe copy
onto some kind of external drive.

Another good idea is to email yourself a copy of the backup so that you always have a copy in your
inbox.



‘ Questions & Answers
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