Capturing Multiple Returns O – (up to 2004)

When using Function CAPTURE EOY RETURN DETAILS to capture a P35 that has been submitted by EDI but has not been captured on EBS as the employer record has a PSC scheme type but the CIS36 has already been processed you should note the following

1 The return class should be changed to Additional Complete


2 Select the appropriate year (note the year that is CY-1 will be pre-selected on entry)


3 Select the ‘EDI’ checkbox


4 Satisfy yourself that you are capturing the returns to the correct employer reference.  If you do discover that you are about to capture the return information to the wrong employer reference you must
· Select the [Cancel] button to abandon the function

5 Ensure the ECON field contains the employer’s contracted-out reference as shown on the P35
· Note that this field may be pre-populated with the ECON reference taken from an earlier year


· It is essential that the ECON reference on screen agrees with the reference on the latest P35 and where it is different it is updated

6 Enter the total number of returns for employees that will have accompanied the return and enter this figure in The Number of P14s field


7 Leave the Number of Bundles field as ‘0’

8 Remove the tick in the Inhibit UP/OP checkbox if it is present.  Note that if you are prevented from removing the tick the CIS36 may not be recorded as received.  If this arises

· Select the [Cancel] button to abandon the function


· Use Function VIEW EOY RETURNS HISTORY to establish if the CIS36 has been recorded as received


· If the CIS36 has been recorded as received you should capture the EDI P35 as an additional return ensuring you enter a tick in the EDI check box and not making any change to the Inhibit UP/OP checkbox


· If the CIS36 has not been recorded as received
· Use Function RECORD RETURN RECEIPT to record the CIS36 using the date shown on the front of the return

And then

· Use CAPTURE EOY RETURN DETAILS to capture the EDI P35 as an additional return ensure you enter a tick in the EDI checkbox and do not make any change to the Inhibit UP/OP checkbox

9 Enter the monetary figures for all corresponding monetary fields but ensure you leave the Deductions on CIS36 field as ‘0’

