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Introduction 
This guide will help you understand the steps to upgrade your Opera and Online Filing Manager 
installations, complete the year-end including filing final Real Time Information (RTI) submissions and 
start the 2016-17 tax year. Make sure that you follow the instructions carefully.  
The guide is designed to be read on-screen or printed.  
Opera 3 and Opera II are also referred to as ‘Opera’ in this guide. The images used are Opera 3 
branded but they are also relevant for Opera II. 


Audience 
This guide is provided for both Pegasus Partners and customers who will be upgrading the software 
installations, completing the year-end and starting the new tax year. 


Legislation and Product Changes guide 
The Legislation and Product Changes guide is available to help you understand the changes in 
Opera and Online Filing Manager for this year’s payroll upgrade. 


Installation guides 
If you are unfamiliar with the installations you may need to refer to the installation guides which are 
available for Opera and Online Filing Manager. Both guides are available with the installation media 
for Opera, for example the Opera CD or downloaded installation files. 


• The Opera installation guide is in the ‘Documents’ folder. 
• The Online Filing Manager installation guide is in the ‘Online Filing Manager\Documents’ 


folder. 


System Requirements guide 
This guide details the hardware and software specifications required to use Opera and Opera SQL. 
The system requirements to run Online Filing Manager are the same as the workstation requirements 
for Opera. 
This guide is available with the installation media for Opera, for example the Opera CD or downloaded 
installation files, in the ‘Documents’ folder. 


Readme 
Refer to the Readme for a summary of the payroll changes, details of other non-payroll changes and 
for late-breaking news. 


F1 Help 
The F1 Help in Opera and Online Filing Manager has also been updated. Please refer to the relevant 
sections in the F1 Help for further assistance with the software changes for this upgrade. 
  







 


Checklists Guide  
2015-16 year-end & 2016-17 tax year  


 


Page 5 of 11 


STEP 1: Upgrading Opera  
This section includes the steps required to upgrade to either Opera 3 (2.30) or Opera II (7.50) before 
completing the year-end tasks in the Payroll application. 


IMPORTANT: YOU MUST UPGRADE YOUR SOFTWARE BEFORE PROCESSING THE FINAL 
PAY PERIOD OF THE TAX YEAR. 


Before upgrading the software  


1. Run the System - Utilities - Backup command to back up each company’s data files. 
 


2. Close Opera and make sure that no one is logged in to the system. 
 


Upgrading the software on the server 
The upgrade process involves updating both the Server software and Client software.  


IMPORTANT - OPERA 3 ONLY: YOU MUST INSTALL EITHER MICROSOFT .NET 
FRAMEWORK 4 EXTENDED PROFILE OR 4.5 IF NOT ALREADY INSTALLED ON THE 
OPERA 3 SERVER. THE INSTALLATION OF THE SERVER SOFTWARE WILL 
OTHERWISE BE PREVENTED. MICROSOFT .NET FRAMEWORK 4.5 IS AVAILABLE FOR 
DOWNLOAD FROM THE MICROSOFT WEB SITE AT WWW.MICROSOFT.COM/EN-
US/DOWNLOAD/DETAILS.ASPX?ID=42642. 


3. Upgrade the Opera Server software to Opera 3 (2.30) or Opera II (7.50) using the 
supplied Opera CD. The Installation Setup menu is displayed when the CD is inserted 
into the computer or when Menu.exe is run from the main folder. 
Click either Opera 3 or Opera II as relevant for the installation and then click the Install ... 
option.  


 
Follow the instructions on the screen until the upgrade is finished. If you need assistance 
with the upgrade, follow the instructions in the relevant section in the product’s Installation 
Guide. You can open the guide from the Setup menu shown above. Use the 'Upgrading 
from earlier versions' bookmark on the left of the installation guide to find the relevant 
section. 


 


4. Upgrade the Opera client software on the server by running Opera on the Opera Server 
as normal and then clicking the Yes button on this form to upgrade the software.  


 
You will enter a new activation key when you log on. This is provided with the software. 
Follow the instructions in the relevant section in the Opera Installation Guide if you need 
assistance with the upgrade. Use the 'Upgrading from earlier versions' bookmark on the 
left of the installation guide to find the relevant section. 
 


 



http://www.microsoft.com/en-us/download/details.aspx?id=42642

http://www.microsoft.com/en-us/download/details.aspx?id=42642
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5. Run the System - Utilities - Update Data Structures command on each company to 
update the installation to the new data structures and update the PAYE, NI and statutory 
payments rates and thresholds for the new tax year. This may take some time if there are 
many companies or if there are companies with large data sets to update. 


IMPORTANT: IF ADDITIONAL SYSTEMS ARE USED THE PROCESS MUST 
BE COMPLETED FOR EACH SYSTEM. ADDITIONAL SYSTEMS ALLOWS 
MORE THAN 36 OPERA COMPANIES TO BE CREATED. 


 


 


  


Upgrading the software on the client computers 
The upgrade process also involves updating the Client software on client computers. 


6. Upgrade the client software by running Opera on each client computer. This message is 
displayed if the Server software has already been upgraded on the Opera file server. 


 
Click the Yes button to upgrade the software.  
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STEP 2: Upgrading Online Filing Manager 
This section includes the steps required to upgrade to Online Filing Manager (3.60) so that Real 
Time Information submissions can be sent to HMRC.  


IMPORTANT: YOU MUST UPGRADE YOUR SOFTWARE BEFORE SUBMITTING FINAL RTI 
SUBMISSIONS FOR THE 2015-16 TAX YEAR TO HMRC. 


Before upgrading the software  


1
. 


Upgrade Online Filing Manager after upgrading Opera. Make sure Online Filing Manager 
is closed before upgrading the software. 


 


  


Upgrading the software 
2
. 


Upgrade to Online Filing Manager (3.60) using the Opera CD. The Setup menu is 
displayed when the CD is inserted into the computer or when Menu.exe is run from the 
main folder. 
Click Pegasus Online Filing Manager and click Install Online Filing Manager. Then 
follow the instructions on the screen until the upgrade is finished. 


 
If you need assistance with the upgrade, follow the instructions in the relevant section in 
the Online Filing Manager Installation Guide. You can open the guide from the Setup 
menu shown above. Use the ‘Upgrading from earlier versions of Online Filing Manager’ 
bookmark from the left pane to find the relevant section. 
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STEP 3: Completing the tax year-end 
Note: This checklist details the recommended steps to complete the tax year-end.  
These are the year-end tasks for the 2015-16 tax year after upgrading Opera and Online Filing 
Manager (3.60). Follow these steps for each company and payroll group after calculating the pay for 
the final pay period using the Calculation command. 


IMPORTANT:  
 
- YOU MUST CREATE THE FULL PAYMENT SUBMISSION FILE (FPS) FOR THE FINAL 2015-
16 PAY PERIOD BEFORE THE UPDATE COMMAND IS RUN TO CLOSE THE PERIOD. 


- YOU MUST SUBMIT A FINAL EMPLOYER PAYMENT SUMMARY (EPS), EVEN IF 
RECOVERABLE AMOUNTS OR CIS DEDUCTIONS DON'T APPLY.  
 
OUR RECOMMENDATION IS TO CREATE THE FINAL EPS FILE FOR THE 2015-16 TAX 
YEAR IMMEDIATELY AFTER THE FINAL FPS IS SUBMITTED TO HMRC. HOWEVER, THE 
FINAL 2015-16 EPS FILE CAN BE CREATED IN THE 2016-17 TAX YEAR IF NECESSARY. 


- YOU MUST SEND FINAL RTI SUBMISSIONS TO HMRC USING ONLINE FILING MANAGER 
(3.60). 


- IF ADDITIONAL SYSTEMS ARE USED, THIS PROCESS MUST BE COMPLETED IN EACH 
SYSTEM. 


Before completing the year-end  


1. Run the System - Utilities - Backup command for each company if it has not already been 
done.  


2. Check that the Current Tax Year box on the Payroll - Utilities - Set Options form is set 
to 1516 for the 2015-16 tax year.  


Completing the year-end 
PLEASE COMPLETE THESE STEPS IN ADDITION TO NORMAL PAY PERIOD PROCESSES.  


3. Print any reports needed for the final pay period, for example the To-Date Summary report 
and the Payments & Deductions list.   


4. Open the Payroll - P32 Processing form and make sure funding and payments are up to 
date.  
 
Note: If other companies in Opera are marked to be consolidated into a P32 consolidation 
‘parent’ company, use the Consolidate P32 command on the Action menu in that 
company to combine the P32 values. Then add values if necessary to update funding and 
payments using the respective command on the Action menu.  


 


5. Open the Payroll - EOY/Special Reports - P60 End of Year Returns form and generate 
the P60 (End of Year Certificates) for all employees. For guidance on the different options, 
please see the F1 Help topic for this form. 


 


6. Open the Payroll - RTI Submissions - Full Payment Submission form to create the 
FPS file for the final pay period. Then send the FPS file to HMRC using Online Filing 
Manager (3.60). 
 
IMPORTANT: IF YOUR EMPLOYEES ARE PAID BY BACS, CREATE THE BACS 
PAYMENT FILE BEFORE CREATING THE FPS FILE.  
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7. After all FPS submissions have been sent to HMRC for the 2015-16 tax year you must 
send an EPS for the end of the tax year. Open the Payroll - RTI Submissions - 
Employer Payment Summary form to create the final EPS file for the tax year.  
On the first page: 


• From the EPS Type list, select ‘Final EPS of the year’  
• From the Tax Year list, select ‘2015/16’ 
• Update the remaining boxes as normal. 


On the second page: 
• From the Up to Tax Month list, select ‘Period 12’ 
• Verify the 2015-16 year to-date recoverable amounts and CIS Deductions. If 


these amounts are not relevant to you leave them as zero. 
Send the EPS file to HMRC using Online Filing Manager (3.60). 


 


8. Run the Payroll - Utilities - Update command for the final pay period. 
   


9. Run the Payroll - EOY/Special Reports - End of Year Cleardown command. This clears 
the to- date values such as income tax and NI contributions from the employee’s records 
and makes the payroll ready for the next tax year. Click to select those balances that you 
want to clear or press F5 to clear all payments and deductions. 


Note: Employees who use COSR NI category letters will be transferred to the relevant 
non-COSR letter. A report will be displayed. 


 


Your notes: 
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STEP 4: Starting the new tax year 
Note: This checklist details the recommended steps to start the new tax year. 
These are the tasks to carry out at the start of the 2016-17 tax year for each of the companies in 
Opera. To retain a copy of the data before processing in the new tax year, run the System - Utilities 
- Backup command to back up each company's data. 


Checking and setting statutory rates & options   


1. If the new rates and thresholds were not updated by the System - Utilities - Update Data 
Structures command after Opera was installed, they must be updated now.  
• Open the Payroll - Utilities - PAYE/NI/Stat. Payments form to check that the Date 


Table Becomes Effective box for Table 2 tab is set to ‘06/04/2016’. If the date is 
different, to set the rates open the Payroll - Utilities - Copy Statutory Rates form, 
make sure that the Set to System Default option is selected and click OK. 


• Open the Payroll - Utilities - Calendar form to check the 2016-17 pay calendar is 
correct. 


 


2. On the Set Options form: 
Options Page 1 
• Check that the Current Tax Year box is set to ‘1617’. 
• For weekly, two-weekly or four-weekly payrolls make sure that the P32 by Income 


Tax Month option is selected (so that all weeks are included in the correct tax 
month). 


Options Page 2 
• If the company qualifies as a small employer for the purposes of recovering statutory 


payments, make sure that the Entitled to Small Employer’s Relief option is 
selected for the default payroll group. 


Options Page 3 
• Check that the Tax Regulatory Limit % is set to 50%. 


 


Reviewing employee records 
Important: If new employees start work at the beginning of the new tax year, their records must 
be set up before running the calculation for the first payroll period. 


3. Employee details may need to be reviewed and amended. For example, changes to an 
individual’s tax or NI status, or company director status will require changes to be made to 
the employee records. 
Open the Payroll - Processing form to check and update employee records: 
• Review any employee who should use NI code H for apprentices under 25. 
• On the Additional Details tab of the Details & Bank form: 


o Ensure that each individual’s number of hours worked is entered correctly. The 
hours entered will be automatically allocated to the bands for the 2016-17 tax 
year.  


o Review the student loan plan 1 and 2 options for employees repaying student 
loans. 


 


4. Update all employees with the new tax free allowances using the Payroll - Global 
Changes - Tax Code Changes form.  


- Enter the tax code uplift for L (+40), M (-44) and N (+44) codes. 
- If tax code notifications on form P6 have been received for individuals, apply the 


necessary changes. 
- Update employees who are Scottish income tax payers. 
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Reviewing deduction profiles for COSR schemes  


5. If COSR scheme pension contributions were previously deducted before income tax; 
check with the pension provider whether contributions should still be deducted before tax 
in the 2016-17 tax year. 
Open the Payroll - Maintenance - Deduction Profile form and ensure that the 'Deduct 
Before Tax' and 'Deduct Before NI' settings for pension deductions are correct. 


 


Your notes: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


End of Guide 
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1. Introduction
This guide is designed to help you understand the background to this year’s payroll upgrade for the 2015-16 year-end and the 
new 2016-17 tax year. Details of changes to Real Time Information (RTI) and links to HMRC resources are included along with 
the new rates and bandwidths for NI, PAYE, auto enrolment and statutory payments; new tax allowances and tax codes, and 
so on. 


This guide is designed to be read on-screen or printed. Links to general sources of information are provided in the Where to 
find more information section. 


1.1 Companion guides 


Guide Description 


Checklists A PDF guide to help you understand the steps to: 


 Upgrade your Opera 3, Opera II, and Online Filing Manager installations


 Complete the year-end and file final RTI submissions


 Start the 2016-17 tax year. 


Please make sure that you follow the instructions in this guide carefully. 


Tip: Full instructions for installing and upgrading Opera 3, Opera II, and Online Filing Manager are included 
in each product’s Installation Guide. You may need to refer to those documents when installing the products 
if you are unfamiliar with the installations. 


Readme Summarises the payroll changes, plus includes details of other non-payroll changes and late-breaking news. 


F1 Help Refer to the relevant sections in the F1 Help for further assistance with the software changes for this upgrade. 
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2. Summary of changes 
This release includes payroll changes for the 2015-16 year-end and the 2016-17 tax year. 


 Tax and NI: 


 Rates and thresholds for the 2016-17 tax year 


 Abolition of employer's NI for apprentices under 25 


 Scottish Rate of Income Tax (SRIT) 


 P60 (End of year certificates) for the 2015-16 tax year. Contact Pegasus Business Forms on 0800 833 414 
or see www.bsd-online.co.uk/pegasus for details.  


 RTI Submissions: 


 Full Payment Submission 


 Employer Payment Summary. 


 Student loans - Plans 1 and 2 


 Payrolling of benefits in kind in real time: 


 Most benefits can be included in the payroll in real time rather than on the P11D end-of-year expenses and 
benefits form. 


 Fuel Type 'E' is no longer valid when reporting car benefits on the P11D end-of-year expenses and benefits 
form. 


 Pensions: 


 Female State Pension Age changes 


 Removal of Contracting out of the State Second Pension 


 Holding onto NEST contributions amendments 


 NEST contribution file amendments. 


 Statutory payments: 


 Additional Statutory Paternity Pay is no longer payable. 


 Attachment orders: 


 New Higher rate Direct Earnings Attachments (DEA) 


 Scottish Earnings Arrestments (EA) and Current Maintenance Arrestments (CMA). 



http://www.bsd-online.co.uk/pegasus/
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3. Product version numbers 
These are the latest versions included on the Opera CD. 


Updated versions of all products must always be installed alongside Opera. 


Product Version New? 


Pegasus Opera 3 2.30.00 Yes 


Pegasus Opera II 7.50.00 Yes 


Pegasus Online Filing Manager 3.60.00 Yes 


Pegasus Web Xchange * 1.17.00 Yes 


Pegasus Document Management 3.00.60 No 


Pegasus Instant Messenger 1.93.00 No 


Pegasus Scheduler 2.10.00 No 


Pegasus Stocktake 1.21.10 No 


Pegasus Dashboards 3.00.00 No 


*Pegasus Web Xchange is included on a separate CD. 
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4. New rates and bandwidths for NI, PAYE and 
statutory payments 


Tip: For full details of the tax and tax credit rates and thresholds for 2016-17, visit the GOV.UK website at 
www.gov.uk/government/publications/tax-and-tax-credit-rates-and-thresholds-for-2016-17/tax-and-tax-credit-rates-and-
thresholds-for-2016-17. 


These are the new rates and bandwidths for the 2016-17 tax year.  


4.1 Employment allowance 
From 6 April 2016, the employment allowance per year, per employer increases from £2,000 to £3,000.  


Note: Companies where the director is the sole employee will no longer be able to claim the employment allowance. 


4.2 NICs bandwidths 


  Weekly 2 Weekly 4 Weekly Monthly Yearly 


UEL £827 £1,654 £3,308 £3,583 £43,000 


ST £156 £312 £624 £676 £8,112 


PT £155 £310 £620 £672 £8,060 


LEL £112 £224 £448 £486 £5,824 


LEL = Lower Earnings Limit, PT = Primary Threshold, ST = Secondary Threshold,  UEL = Upper Earnings Limit 


4.3 Employer (secondary) NIC rates 


  21 and over (not apprentices) Apprentices under 25 Under 21 (not apprentices) 


  A/B/C/J H M/Z 


Above UEL   13.8% 13.8% 13.8% 


ST – UEL £43,000 13.8% 0% 0% 


PT – ST £8,112 0% 0% 0% 


LEL – PT £8,060 0% 0% 0% 


Up to LEL £5,824 0% 0% 0% 



https://www.gov.uk/government/publications/tax-and-tax-credit-rates-and-thresholds-for-2016-17/tax-and-tax-credit-rates-and-thresholds-for-2016-17

https://www.gov.uk/government/publications/tax-and-tax-credit-rates-and-thresholds-for-2016-17/tax-and-tax-credit-rates-and-thresholds-for-2016-17
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4.4 Employee (primary) NIC rates 


  A/H/M B C J/Z 


Above UEL   2.0% 2.0% 0% 2.0% 


ST - UEL £43,000 12.0% 5.85% 0% 2.0% 


PT - ST £8,112 12.0% 5.85% 0% 2.0% 


LEL - PT £8,060 0% 0% 0% 0% 


Up to LEL £5,824 0% 0% 0% 0% 


Notes: Contracted out NI category letters D, E, I, K and L are not used in the 2016-17 tax year. 
The UAP threshold has been removed in the 2016-17 tax year. 
The UEL, UST and AUST are at the same level in the 2016-17 tax year. 
NI category letter H is a new code for apprentices under 25. 


4.5 Income tax rates & bandwidths 


    2015-16 2016-17 


Basic rate 20% £0 - 31,785 £0 - 32,000 


Higher rate 40% £31,786 - 150,000 £32,001 - 150,000 


Additional rate   45% £150,001 + £150,001 + 


4.6 Scottish Rate of Income Tax 
From 6 April 2016, the Scottish Rate of Income Tax (SRIT) applies for people whose main place of residence is in Scotland. 
Rest of the UK (rUK) income tax rates will be reduced in Scotland by 10p and then increased by the SRIT rate. The SRIT rate is 
set by the Scottish Parliament. 


The SRIT rate for the 2016-17 tax year is 10% so in effect the rates will be the same as the rUK rates: 


 The Scottish basic rate will be (20% - 10% + 10%) = 20%  


 The Scottish higher rate will be (40% - 10% + 10%) = 40%  


 The Scottish additional rate will be (45% - 10% + 10%) = 45%.  


(With an rUK basic rate of 20%, higher rate of 40% and additional rate of 45%). 


SRIT tax payers will use a tax code with an 'S' prefix, for example 'S1100L'. 
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4.7 Tax allowance 


  2015-16 2016-17 


Personal Allowance £10,600 £11,000 


Marriage Allowance (transferrable for married couples and civil partners) £1,060 £1,100 


Tax code suffixes P or Y are no longer valid. These suffixes were used for people who qualified for age related increased 
personal allowances. 


 P was used for people born between 6 April 1938 and 5 April 1948. 


 Y was used for people born before 6 April 1938. 


HMRC will not reject submissions that include these codes. HMRC will issue new codes if they are used. 


4.8 Changes in tax codes 
The emergency tax code will be 1100L. 


The transferrable amount is 10% of the personal allowance: 


 the transferor's allowance is the uplift less 10%.  


 the transferees's allowance is the normal uplift plus 10%. 


Suffix code Change To 


L (basic personal allowance) + 40 1100 


M (transferor's allowance) + 36 990 


N (transferee's allowance) + 44 1210 


4.9 Statutory payments rates 


SSP 


From 6 April 2016, the standard weekly rate for days of absence due to sickness remains at £88.45 for employees with average 
weekly earnings of £112 or more. 


SMP, SAP & ShPP 


For payment weeks starting on or after Sunday 3 April 2016, the standard rate remains at £139.58. For the first six weeks of 
payment, the amount paid to an employee is 90% of the employee’s average weekly earnings (the earnings-related rate). For 
the remaining weeks, it will be the lesser of the standard rate of £139.58, or the earnings-related rate (90% of the employee’s 
average weekly earnings). 


SPP 


For payment weeks starting on or after Sunday 3 April 2016, the standard rate remains at £139.58. The weekly rate paid to an 
employee will be the lesser of the standard rate of £139.58 or the earnings-related rate (90% of the employee’s average weekly 
earnings). 
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Small Employers Relief 


The recovery and compensation rates for Small Employers Relief (SER) and the classification of a small business have not 
changed. 


 Employers who qualify for SER are those with a total annual Class 1 NICs including primary (employee) and 
secondary (employer) liability of £45,000 or less. 


 Employers who qualify for SER are allowed to recover 100% of statutory payments (SMP, SPP, ShPP and SAP) paid 
to their employees plus 3% compensation. 


 Employers who do not qualify for SER can recover 92% of the statutory payments paid to their employees. 


Student loan threshold 


From 6 April 2016, the annual student loan thresholds are: 


 Plan 1: £17,495 


 Plan 2: £21,000.  


New thresholds for auto enrolment 


The Department for Work & Pensions (DWP) has announced the proposed annual thresholds for the 2016-17 tax year (subject 
to the parliamentary process so may change). 


Pay reference 
period 


Weekly 2 Weekly 4 Weekly Monthly Yearly 


Lower level of 
qualifying earnings 


£112 £224 £448 £486 £5,824 


Earnings trigger 
for automatic 
enrolment 


£192  £384 £768 £833 £10,000 


Upper level of 
qualifying earnings 


£827 £1,654 £3,308 £3,583 £43,000 
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4.10 Software changes 


PAYE, NI and statutory payments 


The new PAYE, NI, statutory payments details are shown on the Table 2 tab of the Payroll - Utilities - PAYE/NI/Stat. Payments 
form. 


 


 







 


Legislation & Product Changes Guide  
2015-16 year-end & 2016-17 tax year  


 


 
New rates and bandwidths for NI, PAYE and statutory payments Page 12 of 33 


 


 


 







 


Legislation & Product Changes Guide  
2015-16 year-end & 2016-17 tax year  


 


 
New rates and bandwidths for NI, PAYE and statutory payments Page 13 of 33 


 


 


Auto enrolment 


The new auto enrolment details are shown on the Pensions Regulator Settings tab of the Payroll - Utilities - Auto Enrolment 
Settings form. 
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5. Scottish Rate of Income Tax 
From 6 April 2016, the Scottish Rate of Income Tax (SRIT) applies for people whose main place of residence is in Scotland. 
Rest of the UK (rUK) income tax rates will be reduced in Scotland by 10p and then increased by the SRIT rate. The SRIT rate is 
set by the Scottish Parliament. 


The SRIT rate for the 2016-17 tax year is 10% so in effect the rates will be the same as the rUK rates: 


 The Scottish basic rate will be (20% - 10% + 10%) = 20%  


 The Scottish higher rate will be (40% - 10% + 10%) = 40%  


 The Scottish additional rate will be (45% - 10% + 10%) = 45%.  


(With an rUK basic rate of 20%, higher rate of 40% and additional rate of 45%). 


SRIT tax payers will use a tax code with an 'S' prefix, for example 'S1100L'. 


Tip: For full details of the Scottish rate of Income Tax, visit www.gov.uk/government/news/the-scottish-rate-of-income-tax. 


5.1 Software changes 


Scottish tax rates 


Income tax rates for employees who are subject to the Scottish Rate of Income Tax (SRIT) are maintained on the Payroll - 
Utilities - Scottish Tax form. The bandwidths for SRIT are the same as the rest of the UK. 


 



https://www.gov.uk/scottish-rate-income-tax
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'Scottish Taxpayer' employee option 


An option (relevant from the 2016-17 tax year) that indicates that the employee is subject to the Scottish Rate of Income Tax 
(SRIT). The tax regime is included in the Full Payment Submission (FPS) for each pay period. Scottish tax codes are prefixed 
with 'S' in the FPS and on printed documents (P45, P60 and so on). 


In Opera you don't enter the 'S' in the Tax Code box - that is added 'in the background' when the Scottish Taxpayer option is 
selected.  


A message is displayed when the option is selected to warn that the SRIT rate will apply for the employee. 


 


Global update of the 'Scottish Taxpayer' option using the Tax Code Changes 
form 


To make it easier to change the Scottish Taxpayer setting specifically and tax codes in general, a facility has been added to the 
Tax Code Changes form to globally update the following: 


 The 'Scottish Taxpayer' or 'Rest of the UK' options  


 Tax code 


 The Week1/Month1 option. 


You can select employees to update using either the employee reference or department. You can view a report before the 
employee's details are changed.  
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6. Abolition of employer's NI for apprentices under 
25 


If you employ an apprentice who is under 25, from 6 April 2016 you don't have to pay employer Class 1 NICs on their earnings 
up to the new Apprentice Upper Secondary Threshold (aligned with the Upper Secondary Threshold for the tax year beginning 
6 April 2016). 


This has been introduced to encourage apprenticeships for people under 25. These employees will be on NI category letter H. 


Category Apprentice category 
(under 25) 


Equivalent category 
(under 21) 


Existing category (25 +, or 21 + if not an 
apprentice) 


Standard  H M A 


Notes:  
 
1. Employer NI is paid at the standard rate when the employee turns 25. 
2. Employee NI is paid at the standard rate, regardless of their age. 
3. Any apprentices under 21 with a NI category letter M must be changed to letter H. 


Tip: For full details of the abolition of employer NICs for apprentices under 25, visit 
www.gov.uk/government/publications/national-insurance-contributions-abolition-of-employer-contributions-for-apprentices-
under-25. 


6.1 Software changes 


Payroll - Utilities - PAYE/NI/Stat. Payments 


The NI ER's tab - which displays the employer's NI rates and thresholds - includes a column for NI category letter H in the 
2016-17 tax year. The new Apprentices Upper Secondary Threshold is the same level as the Upper Earnings Limit and Upper 
Secondary Threshold.  


The payroll calculation automatically calculates the reduced employer's NI for the relevant employees. 


 



https://www.gov.uk/government/publications/national-insurance-contributions-abolition-of-employer-contributions-for-apprentices-under-25

https://www.gov.uk/government/publications/national-insurance-contributions-abolition-of-employer-contributions-for-apprentices-under-25
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New NI Category Letter H 


The NI category letter H is displayed in the 2016-17 tax year. 


This affects: 


 Payroll - Processing (NI Code list) 


 Payroll - Processing - To-Date 


 Payroll - Utilities - Adjust NI. 
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7. Full Payment Submission 
For the Full Payment Submission (FPS) in the 2016-17 tax year: 


 Now includes: 


 The new NI category letter H - for apprentices under the age of 25. 


 Individuals receiving a pension death benefit or a flexible drawdown pension payment.  


 The tax regime (Scottish Rate of Income Tax or rest of the UK). 


 No longer includes: 


 NI category letters - D, E, I, K and L, Scheme Contracted Out Numbers (SCON), and the Employer’s 
Contracting Out Number (ECON) - used for COSR pension schemes. 


 The late PAYE Reporting Reason of ‘E’ - previously used by micro employers. 


7.1 Software changes 


NI Category letter H 


The new NI Category letter H - for apprentices under 25 - is accepted in the FPS in the 2016-17 tax year. 


Pension death benefits or flexible drawdown pension payments 


In the 2016-17 tax year, the FPS must identify individuals receiving either a pension death benefit or a flexible drawdown 
pension payment. These are controlled by options on both the payment profile and on the employee record. 


For detailed information about pension death benefit, visit www.gov.uk/tax-on-pension-death-benefits. 


Payment Profile option - 'Flexible Pension' 


An option that controls whether the payment profile is used for drawing pensions flexibly, or whether the payment profile is used 
for pension death benefit.  


This option works with the Employee is flexibly 
accessing their pension employee option on the 
Payroll - Processing - Details & Bank form. If that 
option is selected and a flexible pensions payment 
profile is used, the pension payment details will be 
included in the FPS for each pay period. 


 


  



https://www.gov.uk/tax-on-pension-death-benefits

https://www.gov.uk/tax-on-pension-death-benefits
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This option also works with the Pension Death Benefit 
option for the relevant individuals on the Payroll - 
Processing - Details & Bank form. If that option is 
selected and a flexible pensions payment profile is used, 
the death benefit payment details will be included in the 
FPS for the pay period. 


 


 


 


 


 


 


 


 


 


Scottish Rate of Income Tax 


The tax regime is included in the FPS in the 2016-17 tax year. 


This is either: 


 Scottish Rate of Income Tax or, 


 Rest of the UK. 


NI category letters - D, E, I, K and L 


NI Category letters D, E, I, K and L, Scheme Contracted Out Numbers (SCON) and the Employer’s Contracting Out Number 
(ECON) - used for COSR pension schemes - are not used in the 2016-17 tax year. 


Late PAYE reporting reason E 


The late PAYE reporting reason E for 'Micro 
Employers using temporary on or before relaxation' 
no longer applies after the 2015-16 tax year, so 
that option is disabled.  


This affects both the Payroll - RTI Submissions - 
Full Payment Submission form and the Payroll - 
Processing - Details & Bank form. 


Important: You must submit your FPS on or 
before each pay day. If it is not sent in time a late 
PAYE reporting reason must be included in the 
FPS when it is sent. HMRC will use the reason to 
prevent penalties being issued when they should 
not be. 
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8. Employer Payment Summary 
For the Employer Payment Summary (EPS) from the 2015-16 tax year: 


 The Questions and Declarations section has been removed for the final EPS for the year, and for schemes that have 
ceased. 


8.1 Software changes 
Important: Even though the Questions and Declarations are no longer needed by HMRC, you must still submit a final EPS for 
this tax year. 


The Questions and Declarations page is no longer displayed for the final EPS of the year.  
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9. Student Loans - plans 1 and 2 
From 6 April 2016, two student loan plans apply with different earnings level thresholds. 


 Plan 1 - with a threshold of £17,495 


 Plan 2 - with a threshold of £21,000. 


Student loan repayments must be deducted when an employee's earnings reaches the relevant student loan threshold. If a new 
employee is repaying a student loan you will need to ask which plan type the employee is repaying under. From 6 April you 
must ask new employees about their student loan plan type when they complete their starter declaration. 


The relevant plan for each employee will be included on the Student Loan Start Notice (SL1). Form P45 will only indicate 
whether a new employee is already repaying a student loan. It will not indicate a plan type. 


Note: It is possible for employees to have both types of loan, but you will only be asked to make deductions for an employee 
under one plan at a time - either plan 1 or plan 2. 


Tip: For full details of student loan repayments, visit www.gov.uk/new-employee/student-loans. 


9.1 Software changes 
A new option for plan 2 student loans has been added to the Payroll - Processing - Details & Bank form. 


Student Loans - 'Plan 1' and 'Plan 2' options 


Options for students who are in either plan 1 or plan 2 student loan plans. These settings are used to send new starter 
information to HMRC in the FPS. Previously there was only one option called 'Student loan', which has been renamed to 
'Student Loan - Plan 1'. 


 



https://www.gov.uk/new-employee/student-loans
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10. Payrolling of Benefits in Kind in real time 
From 6 April 2016, you will be able to payroll most Benefits in Kind (BiKs) in real time instead of completing a P11D after the 
end of the tax year. Payrolling is where you include a notional value for employee BiKs as taxable pay into the regular payroll 
cycle. This is optional and you must register with HMRC by the end of the 2015-16 tax year if you want to do this.  


You will be able to payroll all BiKs, except these: 


 Living accommodation 


 Beneficial loans 


 Credit vouchers and tokens. 


If you prefer you can still continue to report BiKs on the P11D after the end of the tax year as normal. 


There is no change to the process for reporting and collecting Class 1A NICs. You will still need to complete a P11D(b) after the 
end of the tax year, but you will need to ensure that you include the values for both payrolled and non-payrolled BiKs. 


Tip: For full details of payrolling of benefits, visit www.gov.uk/guidance/paying-your-employees-expenses-and-benefits-
through-your-payroll. 


10.1 Software changes 
Changes are not needed for this. Payment profiles can already be set up for benefits in kind using the Payroll - Maintenance - 
Payment Profile form. Payrolling of these new allowable benefits should be dealt with using that feature.  


 



https://www.gov.uk/guidance/paying-your-employees-expenses-and-benefits-through-your-payroll

https://www.gov.uk/guidance/paying-your-employees-expenses-and-benefits-through-your-payroll
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11. Company car fuel type changes 
Fuel type 'E' is no longer an option for reporting car benefits. This was previously used to report zero emission cars. Fuel type 
"A" will be used instead. 


11.1 Software changes 
The 'Fuel type' list on the Personnel - Benefits form no longer allows fuel type 'E' to be selected. 
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12. Female state pension age 
Between April 2016 and November 2018 the female state pension age will increase more quickly to 65. 


12.1 Software changes 
Opera uses a data table with the state pension ages and dates. The data table has been updated. 


The state pension ages and dates in your data are automatically updated after your software has been upgraded. 
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13. Removal of contracting out of the State Second 
Pension 


From the 2016-17 tax year, a new single-tier pension will replace the basic state pension and the State Second Pension (S2P). 
This also means that contracting out of the S2P into Contracted Out Salary Related schemes (COSR) will be abolished. 


 Both the employer and employee can still pay into COSR schemes on not-contracted-out basis.  


 COSR NI category letters D, E, I, K and L will no longer be valid. 


 The Upper Accrual Point (UAP) band - for NI category letters D, E, I, K and L - will be removed. 


13.1 Software changes 


Payroll - Utilities - PAYE/NI/Stat. Payments form 


Column headings, field captions and columns have changed because contracting out of the S2P has been abolished. 


Payroll - EOY/Special Reports - End of Year Cleardown 


Employees with COSR NI Category letters D, E, I, K and L are changed to the relevant not-contracted-out letters: 


 'D' is replaced with 'A'  


 'E' is replaced with 'B'  


 'I' is replaced with 'M'  


 'K' is replaced with 'M' 


 'L' is replaced with 'A'.  


These changes are included on the audit report. 


Payroll Processing and reports 


COSR NI category letters, SCON boxes and the UAP threshold have been removed in the 2016-17 tax year. 


Notes:  
 
1. The box for the 
Employer's Contracting Out 
Number (ECON) on the 
Payroll - Utilities - Set 
Options form has been 
retained for historical 
record. 
 
2. If pension contributions 
for a COSR scheme were 
previously deducted before 
income tax by using the 
'Deduct Before Tax' option 
on a deduction profile 
(Payroll - Maintenance - 
Deduction Profile) you 
should check with the 
pension provider whether 
deductions should still be 
deducted before tax in the 
2016-17 tax year for a not-
contracted-out scheme. 
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14. Changes to holding onto NEST contributions 
Contributions for NEST pensions can be held onto during an employee's opt-out period.  


An employee has about one month after being auto enrolled to decide whether they want to opt out of a pension scheme. You 
can hold onto someone's contributions so that if they do opt out you can easily return their contributions to them. NEST will not 
need to send them back to you before they are refunded to the employee. 


If employees do not opt out then contributions that have been held onto during the opt-out period must be released to NEST. 


14.1 Software changes 


Pension schemes 


A new option called Separate files for held onto contributions has been added to the Payroll - Maintenance - Pension 
Scheme form.  


This option controls whether held onto contributions are held and sent to NEST separately for each pay period. If this option is 
not selected all contributions that are held onto are sent to NEST in a lump sum. 
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Employee records 


A new form called Contributions Held Onto has been added to the Action menu of the Payroll - Processing - Pensions - 
Employee Pensions form to record separate held onto contributions.  


 


Contribution file 


The held onto details are recorded for those employees who are on hold when the current period contribution file is created 
using the Payroll - Pensions - Contribution File form. 


Type of contribution file list 


Lists the type of NEST contributions: 


 'Current Period Contributions', or  


 'Held Onto Contributions' - these are the separate held onto contributions recorded for the employee during the opt-
out period. When the Held Onto Contributions option is selected every pay period's contributions that have been 
held onto but not released are displayed in a list. 


These files are sent to NEST separately. 


 


Note: After the contribution file has been created the held onto contributions are marked as released.  
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15. Changes to the NEST contribution file 
NEST has introduced two new contribution frequencies - 'Tax Weekly' and 'Tax Monthly'. The full list is now: Weekly, Monthly, 
2-Weekly, 4-Weekly, Tax Weekly, Tax Monthly. 


Also, the acceptable list of 'exception reasons', which are used to highlight something unusual to NEST in the contributions 
schedule, has been amended. In particular, 'Left employment' has changed to 'No further contributions payable', and 'Stopped 
contributions' and 'Duties fulfilled elsewhere' are no longer allowed. 


15.1 Software changes 


Pension groups 


The Contribution Frequency list on the Payroll - Maintenance - Pension Groups includes these items:  
 
Weekly, Monthly, 2-Weekly, 4-Weekly, Tax Weekly, Tax Monthly.  


 


Payment 'Exception' reasons 


Changes have been made to the allowable 'exception' reasons that are allowed in the NEST contribution file. An exception is 
used to inform NEST that an expected contribution is not being paid.  


In particular, these reasons are not allowed: 


 Stopped contributions  


 Duties fulfilled elsewhere.  


A message is displayed if either of these reasons are 
selected advising that the 'No further contributions 
payable' option should be selected instead. 
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16. Removal of Additional Statutory Paternity Pay 
At the start of the 2015-16 tax year Additional Statutory Paternity Pay (ASPP) was replaced by Shared Parental Pay (ShPP). At 
the same time Ordinary Statutory Paternity Pay (OSPP) was renamed to Statutory Paternity Pay (SPP).  


16.1 Software changes 
Throughout Payroll, most references to 'OSPP' have been replaced with 'SPP' but some remain for historical reporting. Also, 
most references to 'ASPP' have been replaced with 'ShPP'. 


 


Note: The Payroll - Processing - Statutory Payments - ASPP (Birth) Details and Payroll - Processing - Statutory Payments - 
ASPP (Adopt) Details forms are still available so you can view historical details. 
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17. Attachment orders 
17.1 New higher rate Direct Earnings Attachment (DEA) 
The Department of Works and Pensions (DWP) has introduced a new higher rate Direct Earnings Attachments (DEA) 
attachment order. This new DEA has been introduced to reclaim benefits from someone who claimed them fraudulently. This 
new order is effective from 6 April 2016. 


Software changes 


Higher Rate DEA option 


A new option has been added to the Payroll - Processing - Attachment Orders form. 


This determines that the DEA is the higher rate type. It is enabled only after the 2015-16 tax year and when the 'Direct Earnings 
Attachment (DEA) - Table' option is selected. 


 


17.2 Scottish court orders 
The Scottish Parliament has introduced changes to the rates and bands used for the processing of Scottish court orders, in 
particular Earnings Arrestments (EA) and Current Maintenance Arrestments (CMA). The changes are effective from 6 April 
2016. 


Software changes 


Opera uses a data table with the rates and bandwidths for attachment orders. The data table has been updated. 


The rates and bandwidths in your data are automatically updated after your software has been upgraded and the System - 
Utilities - Update Data Structures command has been run for each relevant company. 
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18. Online Filing Manager (3.60) 
Pegasus Online Filing Manager (3.60.00) includes changes for filing the final EPS submissions for the 2015-16 year-end, and 
filing FPS and EPS submissions in the 2016-17 tax year. 


18.1 Software changes 
You must upgrade your Pegasus Online Filing Manager software to version 3.60.00. 
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19. Key payroll dates 
Here are some important payroll dates for the next tax year. 


Date Details 


19 April The last date for any 2015-16 PAYE and Class 1 NICs postal payments to reach the Accounts 
Office. Interest is chargeable on any payments received after this date. 


The final Employer Payment Summary for the 2015-16 year end must reach HMRC before payments 
are made. 


22 April The last date for any 2015-16 PAYE and Class 1 NICs electronic payments to reach the HMRC bank 
account. Interest is chargeable on any payments received after this date. 


The final Employer Payment Summary for the 2015-16 must reach HMRC before payments are 
made. 


31 May The last date for giving a 2015-16 P60 (End of Year Certificates) to each employee. 


6 July The last date for your 2015-16 form P9D and form P11D or substitutes, to reach HMRC and for 
giving a copy of the 2015-16 form P9D-P11D or equivalent information to each relevant employee. 


19 July The last date for postal payments of any 2015-16 Class 1A NICs on employee benefits in kind that 
are reported on the P11D or a substitute form. 


22 July The last date for electronic payments of any 2015-16 Class 1A NICs on employee benefits in kind 
that are reported on the P11D or a substitute form. 


19th of each 
month/quarter 


Starting with the first monthly payment (due 19 May), the last date for sending your monthly/quarterly 
PAYE and NIC payments to the Accounts Office unless paid electronically. 


22nd of each 
month/quarter 


Starting with the first monthly payment (due 22 May), the last date for sending your monthly/quarterly 
PAYE and National Insurance payments to the Accounts Office but only if paid electronically 


Note: HMRC recommends that all employers make payments electronically. Large employers (250 
or more employees) must make monthly PAYE and National Insurance payments electronically. 
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20. Where to find more information 
You can find information about payroll related topics from the following websites. These links are correct at time of publishing, 
and will open in your web browser. 


Resource Website 


Pegasus Business Forms www.bsd-online.co.uk/pegasus 


GOV.UK HMRC www.gov.uk/government/organisations/hm-revenue-customs 


GOV.UK 2016-17 tax and tax 
credit rates and thresholds   


www.gov.uk/government/publications/tax-and-tax-credit-rates-and-thresholds-for-2016-
17/tax-and-tax-credit-rates-and-thresholds-for-2016-17 


GOV.UK HMRC calculators and 
tools 


www.gov.uk/guidance/hmrc-tools-and-calculators 


GOV.UK State-Pension age 
calculator 


www.gov.uk/calculate-state-pension 


GOV.UK Department for Work & 
Pensions 


www.gov.uk/government/organisations/department-for-work-pensions 


GOV.UK Direct Earnings 
Attachments: an employers' 
guide 


www.gov.uk/government/publications/direct-earnings-attachments-an-employers-guide 


GOV.UK Student loans www.gov.uk/new-employee/student-loans 


GOV.UK Scottish rate of Income 
Tax 


www.gov.uk/scottish-rate-income-tax 
 
www.gov.uk/guidance/work-out-if-youll-pay-the-scottish-rate-of-income-tax 
 
www.gov.uk/government/publications/scottish-taxpayer-technical-guidance 


Chartered Institute of Payroll 
Professionals 


www.cipp.org.uk/ 


Government Gateway www.gateway.gov.uk 


The Pensions Regulator www.thepensionsregulator.gov.uk 


NEST www.nestpensions.org.uk 


NOW: Pensions www.nowpensions.com 


 
 



http://www.bsd-online.co.uk/pegasus/

https://www.gov.uk/government/organisations/hm-revenue-customs

https://www.gov.uk/government/publications/tax-and-tax-credit-rates-and-thresholds-for-2016-17/tax-and-tax-credit-rates-and-thresholds-for-2016-17

https://www.gov.uk/government/publications/tax-and-tax-credit-rates-and-thresholds-for-2016-17/tax-and-tax-credit-rates-and-thresholds-for-2016-17

https://www.gov.uk/guidance/hmrc-tools-and-calculators

https://www.gov.uk/calculate-state-pension
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